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Individual and Family Support Program/DBHDS   1220 Bank St.  Richmond, VA 23219
 DIRECTIONS FOR FILLING OUT THE APPLICATION
Applications must be postmarked on or after September 15, 2015

PLEASE NOTE THAT DUE TO THE HIGH VOLUME OF APPLICATIONS, The Individual and Family Support Program, CANNOT ACKNOWLEDGE RECEIPT OF YOUR APPLICATION.  

Individuals and families may contact the IFSP program regarding the status of applications beginning December 15, 2015

 The Funding Period FY 2016 will begin on September 15, 2015;
· Applications postmarked BEFORE September 15, 2015 will not be eligible for funding.
· Applications faxed to the IFSP office or dropped off at the DBHDS building also will NOT be accepted or eligible for funding.
· If receipts from any previous IFSP Funding Period have not been turned in, you will NOT be eligible for funding.
· Applications will be reviewed for acceptance on a first-come, first serve basis.
If an application is approved:
· The recipient MUST provide receipts back to the program to verify that funds have been used for what they were requested. 
· Receipts can consist of store receipts, front and back copies, canceled checks, hand written statements from individuals who provided services (such as respite).All invoices must be stamped ”PAID”. 
· Receipts must be signed and have the date of service. 
· The vendor’s name, the service provided and the amount paid should also be on the receipt. 
Please contact the IFSP office if you need further information pertaining to your receipts. 
Application Questions and Answers
Do you need an interpreter? Yes or No – We have a Spanish Translation of the application available. If another language is required, please contact IFSP staff and we will provide appropriate assistance. 
How did you find out about the program? Check the appropriate box or write it in if not listed.
Services and items that may be funded through the Individual and Family Support Program are intended to support the continued residence of an individual in their own or the family home in the community. 
1) Applicants must select the items in the categories that are anticipated to be needed and used during the next 12 months.
a. Examples of items are listed on the application for each category. If you are unsure of which category that your needs will fall, you may contact the IFSP office for assistance.
       2)  After identifying which items will meet your need
a. Write down the funds requested for that item. 
b. Provide Quotes:
i. A quote is how much money the item or service the Service Vendors or businesses will charge you, and are needed to support your request. 
ii. Quotes are needed where indicated on the application.
 c. Total the amount from each Category
d. Write down the Total Requested Amount, not to exceed $1000

3)  How this will assist me to stay in my home or my family’s home?

a. Describe how each item, IN TWO OR THREE SENTENCES, will assist you to stay in your home.
b. There is no need to attach doctor’s reports or orders, or to attach pages of information on the items requested.  
Service Providers/Vendors
To assist individuals and families, IFSP funds may be sent directly to a Service Provider or Vendor. 
However, it is the job of the responsible party to notify the vendor that they will be receiving a check from the state once you receive your approval letter.
i. If you chose to have money go to a vendor, you must provide a completed W9.
ii. If you need money to go directly to a person or business that  is providing a service, such as a respite provider, then your need the provider’s Social Security number.
iii.  A sample W-9 form is on the IFSP Web-page
iv          Do not request that funds go to large department stores or business such as Lowes,                         Wal- Mart, Target, etc.
iv. DBHDS/IFSP cannot put memos on checks sent out via the Department of Accounts.
v. It may take up to 3 weeks after you receive your approval letter before you or the business receives the check. Please plan accordingly. 

If you need assistance:
The IFSP staff is available Monday through Friday 8:30am to 5pm.  
E-mail is the best form of communication with us.
 Roxie Lyons at Roxie.Thompson@dbhds.virginia.gov  804-225-3810
 Sandra Brown at Sandra.Brown@dbhds.virginia.gov 804-663-7277
April Stuart at April.Stuart@dbhds.virginia.gov  804-786-5813
****We have a very high call in volume during the opening of a new funding cycle***
******Please be patient. We will answer messages as soon as we can. ***

