Case Manager Information
Instruction Packet

Case Managers are required to submit
their completed paperwork by 10:30 on
Mon, Tue, Thu and Fri, Wed by 5:30 for

processing.



Included in Packet

Case Manager Cover Sheet

Client Intake Forms — Both English &
Spanish

Website Address to download client intake
forms

Case Manager Cover Sheet (5 in packet)
Please make copies of this form. You will
be charged for any additional copies.
$0.25 per Cover Sheet and $5.00 for a
complete packet

Income Verification Sheet



Case Manager Cover Sheets (Please print
legibly)

Required Information

Case Manager Name, Company Name and Phone
Number

Up to 4 families per sheet

Family Name (Doe, Jane)

Date of Birth

DMV Number or State ID Card Number
Family Size

Client Phone Number

Client Address



Required information for Application for
Benefits: PLEASE PRINT LEGIBLY

Last name

First name

Date of birth

Number of people in household
Gender

Marital status

Complete street address
Phone number

Housing type (ie own home, private rental, etc)
Language

Ethnicity

Proxy name (Case Manager)

Applicant’s printed name



Household member information, if applicable
Name, date of birth, relationship (ie spouse,
child, etc)

Supplemental Income Information. (ie nutritional
assistance, (SNAP), other.



Website to download Client Intake Forms

Des.az.gov
Go to Document Center
Form HRP-1028

This client intake form can be downloaded,
filled in and printed from your device.



