


BNL/Slotting
Checklist
BNL 
In HMIS, on PROFILE Screen:
☐ By-Name-List Status selected
☐ BNL List is selected
☐ By-Name-List Status Change Date entered 
In HMIS, under the ASSESSMENTS tab:
☐ BNL Assessment started/updated 
☐ For those that are presumed chronic, CE verified chronicity. 
* To verify chronicity: 
	☐ Ensure that the Chronic/PSH BNL is selected on Profile Screen 
	☐ Select “Presumed Chronic” 
	☐ Complete Homeless Verification Form with unsheltered/non-HMIS homeless time 
	☐ Upload the Homeless Verification Form to HMIS 
	☐ Send an email to CE notifying them that the above form is in HMIS 
☐ On BNL Assessment, Housing Plan is updated
☐ On BNL Assessment, Assigned Agency Staff is filled out with contact information
☐ BNL Assessment completed in its entirety
☐ Cuyahoga Vulnerability Index is updated/completed 
Slotting/Prioritization
☐ Email with information on slotted participant received 
☐ Offered housing opportunity to participant
☐ Housing Offer form has been completed and uploaded to HMIS 
☐ Start/update Housing Offer Assessment in HMIS under ASSESSMENTS tab
PSH Application/RRH REFERRAL
☐ PSH Application/RRH Referral is completed 
☐ PSH Application/RRH Referral is uploaded in HMIS 
☐ Email sent to CE notifying of PSH Application/RRH Referral upload in HMIS 



