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POINT IN TIME INSTRUCTIONS
PLEASE READ CAREFULLY BEFORE CONDUCTING THE COUNT!!
What is in the Packet?
· You should have a separate envelope for each of your agency’s homeless programs.
· Point in Time Shelter Census  – There should be one of these forms for each homeless program in your agency
· Persons staying in the shelters will NOT be completing a PIT survey this year. This year we will be gathering the information previously gathered by these surveys through HMIS. (So be sure your HMIS information is up to date for the night of January 26, 2011!)
Who should complete the form?
· Point in Time Shelter Census (white) – This should be completed by the employee that is “in charge” of the shelter (program) the night of the count. Only ONE of these sheets should be completed per homeless program. ALL persons who meet the HUD definition of homeless residing in the shelter on the night of the count should be counted on this form. The definition of homeless that MUST be used is provided on the back of this form.
Point in Time Shelter Census 
· Please indicate your agency, person completing the form, shelter/program and date completed at the top of the form.

· Complete only ONE form per program

· Indicate the type of shelter you are counting – Emergency, transitional, etc.
· Count ALL persons who meet the HUD definition of homeless who are staying in this program the night of January 26, 2011. It would be best to conduct the count between the hours of 6pm and 8pm to avoid duplication from the street count that is happening at that same time.

· If you serve folks that do NOT meet the federal definition of homeless – do NOT count those persons. The federal definitions of homeless and chronic homeless are provided at the bottom of this page
· If a person comes to your shelter and is wearing a Coalition for the Homeless sticker  – DO NOT count that person – The sticker indicates that that person has already been counted in the street count.

· If they are wearing a “Support HB 376” sticker DO COUNT this person. The sticker indicates that that person was at the street count but indicated that he/she was staying in a shelter and was NOT counted in the street count.

· Complete the first table following the categories listed.

· Answer the questions located under the table
Return the Shelter Census form to Mary Frances Schafer at the Coalition for the Homeless by: 
Wednesday February 2, 2011
OR

you may bring them to the February 7, 2011 CoC meeting; 3:30 pm at Metro United Way.
THANK YOU!!
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