
3. 

 

COMMENTS            Updated: 8/29/19 

The format for all comments should be:         <date> <comments> <initials>         

Below are some examples of comments 

 

 

 

 

  

These comments are located on the HH View Screen.  
They are for any special circumstances that could use 
an explanation. 
They should be deleted every intake unless relevant. 
Comments will appear on printed application. 

These comments 
are located in the 
Client View Screen.  
Comments will not 
appear on printed 
application. 
 

1. 

2. 

07/26/18 LP18 **Confirmed Client and name on account are the same person. 
Keep this comment for current program year** BNA 

All other verification comments will now go in Payment Screen 



 

 

 

     

 

 

     

 

 

Comment needs to be added here when using a 
DHI. Comments will appear on printed application. 

4. 

5. 

07/25/18  All comments will go in this screen. This includes vendor verification comments, income verification 
comments, HOLDS and DENIES. Do not add extra lines. Keep comments brief and to the point.  For MAILOUTS, all 
of these comments MUST BE WRITTEN on the back of the voucher. Please see comment quick guide for examples 
of appropriate comments. BNA 

These comments are now located in the Payment screen. 
Use when needing to verify information. 

      

 


