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Section I: Introduction to the Barrier Busters 
Network 

Welcome to the Barrier Busters Network! The Barrier Busters Network is a group of social 
service provider agencies that are committed to reducing inefficiencies in the community 
safety net, increasing communication between member agencies, and improving services for 
Washtenaw County residents in need. The group meets monthly to share information and 
resources, to consult peers regarding case management questions, and to identify community 
concerns and systems issues affecting the social safety net.   

In addition to the network of agencies, the Barrier Busters Emergency Unmet Needs Fund 
(BBEUNF) was created in response to the need to improve the delivery of emergency assistance 
to residents of Washtenaw County. The BBEUNF is actually a collection of a variety of public and 
private funds that provide service providers with direct access to emergency assistance on 
behalf of their clients thereby allowing agencies to provide a more efficient way to prevent 
evictions and utility shut-offs, pay move-in costs for individuals who are homeless, and assist 
ǿƛǘƘ ƻǘƘŜǊ ŜƳŜǊƎŜƴŎȅ Ŏƻǎǘǎ ǘƘŀǘ ǘƘǊŜŀǘŜƴ ²ŀǎƘǘŜƴŀǿ /ƻǳƴǘȅ ǊŜǎƛŘŜƴǘǎΩ ƘƻǳǎƛƴƎ ǎǘŀōƛƭƛǘȅΦ 

9ŀŎƘ ŀƎŜƴŎȅ Ƙŀǎ ŀǘ ƭŜŀǎǘ ƻƴŜ ƛŘŜƴǘƛŦƛŜŘ ά.ŀǊǊƛŜǊ .ǳǎǘŜǊέ ǿƘƻ ŦǳƴŎǘƛƻƴǎ ŀǎ ǘhe point of contact 
within the Networƪ ǿƘŜƴ ŀŘŘǊŜǎǎƛƴƎ ŎƻƴǎǳƳŜǊǎΩ ƴŜŜŘǎΣ ŦƛƴŀƴŎƛŀƭ ǊŜǉǳŜǎǘǎ ŀƴŘ ǊŜŦŜǊǊŀƭǎΦ This 
person represents the agency at monthly meetings and ensures communication both within 
their agency as well as within the Barrier Busters Network.  

Thank you for your interest in the Barrier Busters Network and the Barrier Busters Emergency 
Unmet Needs Fund. If you have any questions, or need more information please contact the 
Washtenaw County/City of Ann Arbor Office of Community Development:  
 
Office of Community Development 
110 North Fourth Avenue, Suite 300 
PO Box 8645 
Ann Arbor, MI 48107-8645 
Phone (734) 622-9025 
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Section II: Membership  

Any agency working with Washtenaw County residents is eligible for membership in the Barrier 
Busters Network (BBN). Membership provides the agency with an opportunity to identify a 
representative Barrier Buster(s), participate in the online listserv, and attend meetings each month. 
There are no fees or dues required for an agency to join. In order to become a member, an agency 
must complete the Barrier Busters Network membership form.  Membership forms are available 
online at the Barrier Busters website: www.ewashtenaw.org/barrierbusters  
 
Barrier Buster Network General Membership Requirements:  

 Member agencies commit to identifying at least one (1) Barrier Buster designee that is an 
experienced or senior staff person at the agency. 

 Member agencies will commit to sharing information and resources with the Barrier Busters 
Network through regular attendance at monthly meetings, participation in a confidential 
listserv, and through direct contact with other Barrier Buster Network agencies. 

 Member agencies commit to linking people in need to appropriate resources through direct 
contact with appropriate staff at other member agencies where possibleτspecifically through 
the Barrier Buster designeeτand to ensure the proper άwŜƭŜŀǎŜ ƻŦ LƴŦƻǊƳŀǘƛƻƴέ ŦƻǊƳ is 
obtained prior to such linkages.  

 Member agencies commit to identifying barriers and gaps in services to vulnerable populations.  

 Member agencies commit to working together and with their own agencies to identify the 
appropriate resources or policy changes to eliminate or mitigate identified barriers and gaps.  

 Member agencies commit to providing education and advocacy in order to affect systemic 
change to improve the quality of life for those in need in Washtenaw County.  

 Member agencies cƻƳƳƛǘ ǘƻ ŀƭƛƎƴ ǿƛǘƘ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ŀƴŘ Ǿƛǎƛƻƴ ƻŦ ²ŀǎƘǘŜƴŀǿ /ƻǳƴǘȅΩǎ 
Blueprint to End Homelessness, as well as other initiatives aimed at improving the lives of 
²ŀǎƘǘŜƴŀǿ /ƻǳƴǘȅΩǎ Ƴƻǎǘ ǾǳƭƴŜǊŀōƭŜ ǊŜǎƛŘŜƴǘǎΦ   

 Member agencies that choose to participate in accessing the Barrier Buster Emergency Unmet 
Needs Fund for their clients additionally commit to the Fund Guidelines as set forth in this 
document in Section III.  

 
Barrier Busters Staff and Co-Chairs Responsibilities: 
  

 Barrier Busters staff will provide administrative support, financial request approval and 
oversight, and other responsibilities as appropriate.  

 Barrier Busters staff is provided through generous support from Washtenaw County and is 
housed in the Office of Community Development, 110 N. Fourth Avenue, Suite 300, Ann 
Arbor, MI. 

 Barrier Busters Co-chairs will be selected by a majority vote at the January meeting every 
two years.  

 Co-chairs are responsible for facilitation of meetings, ensuring communication between 
member agencies, assisting staff in the evaluation of requests as needed, and providing 
resources, information and referrals to other members upon request.  

 

http://www.ewashtenaw.org/barrierbusters
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Section III: Emergency Unmet Needs Fund 
Use Guidelines  

1. Barrier Busters Emergency Unmet Needs Fund 
The Barrier Busters Emergency Unmet Needs Fund is a county-wide, collection of funds from a 
variety of funders including foundations, state and local governments, and more. These funds 
are available for use to Washtenaw County non-profit, human services agencies whose clients 
are presented with emergency unmet financial needs.  

2. Financial Request Process & Approval 
In order to gain access to the Barrier Busters Emergency Unmet Needs Fund, non-profit human 
services agencies serving Washtenaw County clients must apply to be member agencies. 
Membership forms are available on the Barrier Buster website at 
www.ewashtenaw.org/barrierbusters. 

Once an agency becomes a member and completes the required training to access the 
Emergency Unmet Needs Fund, the Barrier Buster for that agency may submit financial 
ǊŜǉǳŜǎǘǎΦ 9ŀŎƘ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ ǊŜǉǳŜǎǘ ǿƛƭƭ ōŜ ŜǾŀƭǳŀǘŜŘ ōȅ ǘƘŜ άaŀǎǘŜǊ .ŀǊǊƛŜǊ .ǳǎǘŜǊέ ǿƘich is 
a staff person or persons appointed by Washtenaw County to administer and oversee the 
.ŀǊǊƛŜǊ .ǳǎǘŜǊǎ ǇǊƻƎǊŀƳΦ ¢ƘŜ ŎǳǊǊŜƴǘ aŀǎǘŜǊ .ŀǊǊƛŜǊ .ǳǎǘŜǊΩǎ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŀǾŀƛƭŀōƭŜ 
with other participating agency membership information on the Barrier Busters website.  

All Barrier Busters requests must have a Release of Information form submitted for each client 
before the application.  The participating agencies requesting Unmet Needs funds for clients 
should use the online application through the Encompass system.  See Section V for step-by-
step instructions on how to use the online Encompass system. 

When a request has been approved, the payment is processed by a non-profit payee 
corporation, B&B Payee Services. Barrier Busters payments are not made directly to member 
agencies or to consumers, though Barrier Buster designees may pick up payments directly from 
the payee in order to expedite payment. B&B Payee Services is located in Ypsilanti, MI and may 
be found on the internet here: http://www.bbpayeeservices.org/.  

3. Emergency Unmet Needs & Financial Funding  
Barrier Busters Emergency Unmet Needs Funds are often the most flexible and the most 
accessible in the community. Given this flexibility, Barrier Busters requests that agencies pursue 
public funds from other sources (Department of Human Services, Employment Training & 
/ƻƳƳǳƴƛǘȅ {ŜǊǾƛŎŜǎΣ ±ŜǘŜǊŀƴΩǎ {ŜǊǾƛŎŜǎΣ ŜǘŎΦύ ǇǊƛƻǊ ǘƻ ŀŎŎŜǎǎƛƴƎ ǘƘŜ 9ƳŜǊƎŜƴŎȅ ¦ƴƳŜǘ bŜŜŘǎ 
fund, if time and circumstances allow.  Availability of Barrier Buster Emergency Unmet Needs 
Funding may vary according to the Barrier Busters funding sources. 
 
The following are the basic categories for which financial requests may be made to the BBEUNF. 
All requests must be demonstrated to support ongoing housing and financial stability for the 
individual or family for whom the request was submitted.  Exceptions to the following 
categories may be made at the discretion of staff and Barrier Busters Co-Chairs.  

 

http://www.ewashtenaw.org/barrierbusters
http://www.bbpayeeservices.org/
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Barrier Buster Emergency Unmet Needs Funding Categories 

 

1. Housing 

Rent Arrears or Payments 

Mortgage Arrears or Payments 

Property Tax Arrears or Payments 

Security Deposits 

Safety Upgrades or Home Repair 

Moving Costs 

 

 

2. Utilities 

Gas Utility Arrears or Payments 

Electric Utility Arrears or Payments 

Water Utility Arrears or Payments 

Phone Utility Arrears or Payments 

Other Utility Arrears or Payments 

 

 

3. Health 

Medical Costs 

Dental Costs 

Prescription Co-Pays 

Health Insurance Costs 

Accommodation Equipment Costs 

 

4. Transportation 

Car Insurance 

Car Repair 

Public Transportation 

5. Miscellaneous Other Emergency Unmet Needs* 

*For other questions about eligibility, contact the Office of Community Development at 734-622-9025 

 

4. Evaluation of Financial Requests  
Each request is evaluated based upon the individual emergency unmet need of the client for 
whom the request has been made. Exceptions may be made on a case-by-case basis. The 
following criteria are typically used to determine the approval or denial of the emergency 
unmet needs request: 
 

a. Income Verification 
Barrier Busters does not mandate member agencies to collect income documentation and 
will allow self-reported income in the request. However, Barrier Busters highly encourages 
detailed income verification along with the provision of financial management education 
ŀƴŘ ōǳŘƎŜǘƛƴƎ ŀǎǎƛǎǘŀƴŎŜΣ ŀǎ ǘƘŜ ŎƻƴǎǳƳŜǊǎΩ ŀōƛƭƛǘȅ ǘƻ ƳŀƴŀƎŜ ŦǳǘǳǊŜ ŦƛƴŀƴŎƛŀƭ ŎǊƛǎŜǎ ƛǎ 
linked to these services.  
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b. Housing Affordability & Stability 
The amount of money consumers spend on housing costs is recommended by the 
5ŜǇŀǊǘƳŜƴǘ ƻŦ IƻǳǎƛƴƎ ŀƴŘ ¦Ǌōŀƴ 5ŜǾŜƭƻǇƳŜƴǘ ǘƻ ōŜ ƴƻ ƳƻǊŜ ǘƘŀƴ ол҈ ƻŦ ŀ ƘƻǳǎŜƘƻƭŘΩǎ 
ƳƻƴǘƘƭȅ ƛƴŎƻƳŜ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘ ΨŀŦŦƻǊŘŀōƭŜΦΩ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ ǊŜŎƻƎƴƛȊŜǎ ǘƘŀǘ Ƴŀƴȅ 
consumers do not have access to affordable housing and will not deny a request strictly 
based on a higher than recommended rent to income ratio, however, requests with no 
household income will generally not be approved unless a clear and achievable plan for 
income is in place. 

 
c. Sustainability 

The intent of the Emergency Unmet Needs Fund is to assist consumers with one-time, 
emergency financial assistance. To that end, Barrier Busters are required to document in 
their request how the consumer will be able to avoid this and other emergency unmet 
needs in the future and what the Barrier Buster agency has done and/or will do with the 
client to support the sustainability of the request. The Barrier Buster should, at a 
ƳƛƴƛƳǳƳΣ ŜǾŀƭǳŀǘŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀōƛƭƛǘȅ ǘƻ Ƴŀƛƴǘŀƛƴ ōƻǘƘ ǘƘŜƛǊ ƘƻǳǎƛƴƎ ŀƴŘ ǳǘƛƭƛǘƛŜǎ ǿƛǘƘ ǘƘŜ 
clienǘΩǎ ǾŜǊƛŦƛŜŘ ƛƴŎƻƳŜΦ     

 
d. Residency  

Barrier Busters Emergency Unmet Needs Funds may be used on behalf of any Washtenaw 
County, MI resident. A security deposit request made for non-residents moving into the 
county may be approved at the discretion of staff and the Barrier Buster Co-Chairs. 
 

e. Citizenship 
For most funding sources in the Barrier Busters Emergency Unmet Needs Fund, 
verification of U.S. Citizenship is not required.  
 

f. Documentation and Release of Information 
For each request submitted, the Barrier Buster agency must retain documentation to 
support the request, including the Release of Information submitted by the client. This 
may include, but is not limited to, electronic, voice-recorded and/or paper documentation 
of the following: 

i. Income (pay stubs, tax returns, case notes describing stated income, etc.) 
ii. Housing (leases, eviction notices, repair estimates, mortgage documents, tax bills, 

communications with property manager, etc.) 
iii. Utilities (bills, shut-off notices, etc.) 
iv. IŜŀƭǘƘ όŘƻŎǘƻǊΩǎ ƴƻǘŜǎΣ medical bills, invoices, etc.) 
v. Transportation (license/ registration / insurance or bills, repair estimates, etc.)  

 
g. Accuracy of Information 

The information presented in any Unmet Needs Fund request must be true to the best of 
ǘƘŜ ŀƎŜƴŎȅΩǎ ƪƴƻǿƭŜŘƎŜ ŀƴŘ ŀōility. 
 

h. Limits on the Amount & Frequency 
The Emergency Unmet Needs Fund does not limit the amount of funding available to a 
consumer per request. However, funding is limited and Barrier Busters are asked to seek 
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additional funds as often as possible. Consumers may only receive Emergency Unmet 
Needs Funds once per 12 months.  

 
5. Six-Month Evaluation Surveys 

Each Barrier Buster member agency is required to follow-up on all approved requests six 
months after the request was paid. An electronic notice will be sent to the Barrier Buster that 
completed the original request six months after the request was sent. If the evaluation survey is 
not completed within a two-week window, staff will contact the agency regarding the 
evaluation and will not approve any future requests until the evaluations are complete.  

 
4. Landlords or other community members seeking information or funds should be referred to 

any Barrier Busters member agency or 2-1-1.  For questions about the Barrier Busters Network, 
anyone may contact the Office of Community Development at 734-622-9025 or the Barrier Busters 
Network Co-Chairs (listed on the Barrier Busters website: 
www.ewashtenaw.org/barrierbusters).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ewashtenaw.org/barrierbusters
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Section IV: Release of Information  
 
The Barrier Busters Release of Information (ROI) is required for any Barrier Busters Emergency 
Unmet Needs Fund request.  The ROI is a consent form, signed by the client, which allows the 
assisting Barrier Busters agency to help the client.  It also allows the sharing of information between 
agencies through the online application system, Encompass.  As a HIPPA (Health Insurance 
Portability and Accountability Act) secure database, Encompass keeps all client information 
protected and secure by federal and state government standards.  
  
Notes on the ROI: 
 

 You must have a Release of Information signed by the consumer prior to submitting a 
financial request. 

 The Release of Information must be kept on file by the requesting agency. 

 The Release of Information provides the staff with permission to access the information 
online and process the request. 

 The Release of Information also allows the Barrier Busters Network to discuss the case if the 
circumstances require such action for resource or learning purposes. 

 The Release of Information allows the Barrier Buster to conduct 6 month follow-up 
evaluation. 

 When referring to a consumer in an email or other correspondence, use the client number 
or the initials as an identifier.  

 
A sample of the ROI is shown the figure below.  The actual ROI can be found on our website at any 
given time.  Please always refer to the online copy of the ROI to get the most recent form (as new 
agencies are joining the Barrier Busters Network every day).  Current Release of Information   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ewashtenaw.org/government/departments/community_collaborative/BB/membership/release_of_information/roi_may09.pdf
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Section V: Initiating and Completing an 
Application for Funds 
Before an agency can submit requests for financial assistance through the Barrier Busters Emergency 

Unmet Needs Fund, the Barrier Buster designee(s) needs to receive training on the Washtenaw County 

IŜŀƭǘƘ hǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻƴƭƛƴŜ Encompass system.  Financial requests will not be processed until all 

membership and Encompass training requirements have been met. If you are in need of Encompass 

Training, please contact Barrier Busters staff or co-chairs to determine the next available date(s). 

_______________________________________________________________________________________ 

BEFORE YOU BEGIN: 

If you are already trained on Encompass and are prepared to make a request for funds, please consider the 

following questions before submitting your application:  

1. Is the situation an emergency (i.e. the client is at imminent risk of eviction, utility shut off, etc.)? 

2. Are there other resources (client resources, mainstream resources, etc.) that could be used to 

meet this request? 

3. Can these other resources be used to meet the request within the necessary timeframe of this 

request? 

4. If the request is paid, how will the household meet their expenses in the future?   

5. Are there any complicating factors? 

For example:  

a. If it is a housing payment request, what is the status of their utilities?   

b. If there is a Section 8 voucher involved, has Section 8 already approved the household for 

move-in?   

c. Does the household need to get legal advice before the expense is paid? 

_______________________________________________________________________________________ 

 

Once you have completed the Encompass training, considered the questions above, and obtained a signed 

Release of Information from the client, you are prepared to submit an application on the clientΩǎ ōŜƘŀƭŦΦ  

The following pages will walk you through how to make a Barrier Busters funding request in Encompass, 

and how to complete the evaluation survey six (6) months after the request. 
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Encompass Login Homepage 

Login:  Please go to www.ewcho.org to begin the online application through the Washtenaw County 

IŜŀƭǘƘ hǊƎŀƴƛȊŀǘƛƻƴΩǎ Encompass system.  A login page should appear on your screen.   

 

 

 

 

 

 

 

 

 

 

 

Enter your username & ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά[ƻƎƛƴΦέ  The username and password are obtained from staff 

after completing the Encompass training. 

Important Notes about your Encompass Username and 

Password: 

 The first time you login to the system, your username and 

password will be the same.  You will receive a prompt to 

change your password before you will be able to access any 

other parts of Encompass. The also applies when have your 

passwords reset or have your account reactivated. 

 Be sure to login at least once every 90 days even if you are not 

making a request.  If you do not login, your password will 

automatically expire.  You cannot repeat passwords. 

 LŦ ȅƻǳ ŦƻǊƎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ Ŧƻƭƭƻǿ ǘƘŜ άL ŦƻǊƎƻǘ Ƴȅ 

ǇŀǎǎǿƻǊŘέ ƭƛƴƪ ŀƴŘ ŘƛǊŜŎǘƛƻƴǎΦ  Lǘ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ѹ ƻŦ ŀ 

temporary password on the screen and will email the other 

half to you. Use this temporary password to login and then 

change your password. 

 

 

 

 

 

 

 

 

FOR YOUR INFORMATION:  

Internet web browser buttons do 

not work in Encompass.  Use the 

Encompass Navigation buttons 

instead. 

 

U

  V 

http://www.ewcho.org/
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Encompass Confidentiality Page 

Next, please review and accept the confidentiality terms of use for the Encompass System 

 

 

 

 

 

 

 

 

 

Encompass Homepage  

Resources Listed on the Left Side of the 

Homepage: 

Click ά.ŀǊǊƛŜǊ .ǳǎǘŜǊέ to return to this 

ά.ŀǊǊƛŜǊ .ǳǎǘŜǊǎ IƻƳŜǇŀƎŜΦέ 

άaŜŘƛŎŀƛŘ [ƻƻƪǳǇέ is not a function we 

use.    

Click ά/ƘŀƴƎŜ tŀǎǎǿƻǊŘέ or άaȅ 

tǊŜŦŜǊŜƴŎŜǎέ to change your password 

or personal preferences for the 

homepage.  

Other Homepage Resources:   

Click ά±ƛŜǿ .ŀǊǊƛŜǊ .ǳǎǘŜǊ wŜǉǳŜǎǘǎέ to add a new client request through the funding application.   

Click άIƛǎǘƻǊȅ ƻŦ .ŀǊǊƛŜǊ .ǳǎǘŜǊ wŜǉǳŜǎǘǎέ for all pending files that staff has not yet made into official 

άŎŀǎŜǎέ and for all past requests.  This is the best resource for you to search for a recently submitted 

request.  It is good to look here for similar names ƻǊ ǎǇƻǳǎŜΩǎ ƴŀƳŜs.   

Click ά±ƛŜǿ .ŀǊǊƛŜǊ .ǳǎǘŜǊ CǳƴŘƛƴƎ {ƻǳǊŎŜǎέ to see the status of Barrier Buster funds.  You also receive 

this information at regular Barrier Buster monthly meetings. 
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Consumer Search Pages 

Before you submit a financial request, please always begin by searching to see if the client is in the 

Encompass system and if they have received Barrier Busters funding in the pastΦ YƴƻǿƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ 

request history will assist you in determining your next steps.  

1. If the client has received funding in the past twelve (12) months, they are ineligible for additional 

funds at this time. NOTE: Barrier Busters are allowed to request an exemption from staff for their 

client if there are extraordinary circumstances.  

2. If the client has received funding in the past, but it has been more than twelve months, you may 

submit a new request for funding on their behalf. However, it is important to read through the 

previous request and determine why there is additional need at this time. Please reflect this in 

your request narrative.  

3. If the client has not received Barrier Busters funds in the past, please continue to enter the 

request.  

To search for a client, you must first search ǘƘŜ άIƛǎǘƻǊȅ ƻŦ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ wŜǉǳŜǎǘǎέ ŦƻǊ any pending 

requests that may have been made by another agency.  

άIƛǎǘƻǊȅ ƻŦ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ wŜǉǳŜǎǘǎέ {ŜŀǊŎƘΥ  Since this search shows pending and past requests, you do 

not ƘŀǾŜ ǘƻ ǎŜŀǊŎƘ ōȅ ǎǇŜŎƛŦƛŎ ŎƻƴǎǳƳŜǊ ƛƴŦƻǊƳŀǘƛƻƴΦ  LƴǎǘŜŀŘΣ ȅƻǳ Ŏŀƴ ǎƛƳǇƭȅ ŎƭƛŎƪ άsearchέ ŀƴŘ ǊŜǘǊƛŜǾŜ ŀ 

list of the most recently submitted requests (see below).  
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ά±ƛŜǿ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ wŜǉǳŜǎǘǎέ Search:  LŦ ǘƘŜ ŎƭƛŜƴǘ ŘƻŜǎ ƴƻǘ ǎƘƻǿ ǳǇ ƻƴ ǘƘŜ άIƛǎǘƻǊȅ ƻŦ Barrier Busters 

wŜǉǳŜǎǘǎέ ŀǎ ƘŀǾƛƴƎ ŀ ǊŜŎŜƴǘ ǊŜǉǳŜǎǘ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪŜŘ άǎŜŀǊŎƘΣέ ǘƘŜƴ Ǝƻ ǘƻ ά±ƛŜǿ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ 

wŜǉǳŜǎǘǎΦέ This search function will determine if a consumer has made a request in the more distant past.  

It will also let you enter a new application for a client.  Here, you can search by Consumer Name, Birth 

date, or Encompass Consumer ID number.  If you do not know the Encompass ID number, please search by 

birth date before searching by name.  

  

Search by Client Name or Birth Date 

Search by Client ID # 
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Entering the Request 

If the consumer is not in the system, your ά±ƛŜǿ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ wŜǉǳŜǎǘǎέ screen will display a message 

ŀǎƪƛƴƎ ȅƻǳ ǘƻ ǊŜǾƛǎŜ ȅƻǳǊ ǎŜŀǊŎƘ ƻǊ ǘƻ άClick here to continueΦέ  LŦ ȅƻǳ ŀǊŜ ŎŜǊǘŀƛƴ ǘƘŜ ŎƻƴǎǳƳŜǊΩǎ ƴŀƳŜ 

was accurately spelled and entered, ŀƴŘ ȅƻǳ ŘƛŘ ƴƻǘ ǎŜŜ ǘƘŜƳ ƛƴ ǘƘŜ άIƛǎǘƻǊȅ ƻŦ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ wŜǉǳŜǎǘǎέ 

list, ǇƭŜŀǎŜ Ŧƻƭƭƻǿ ǘƘŜ άClick here to continueέ ƭƛƴƪ ŀƴŘ ǎƪƛǇ ǘƻ the next part of this section: Completing the 

Financial Request. 

 

 

 

 

 

 

 

 

 

 

bƻǘŜΥ  ¸ƻǳ Ŏŀƴ ƻƴƭȅ ŜƴǘŜǊ ŀ ƴŜǿ ǊŜǉǳŜǎǘ ǘƘǊƻǳƎƘ ά±ƛŜǿ .ŀǊǊƛŜǊ .ǳǎǘŜǊǎ wŜǉǳŜǎǘǎέ ŀƴŘ ƴƻǘ ǘƘǊƻǳƎƘ άIƛǎǘƻǊȅ ƻŦ .ŀǊǊƛŜǊ 

.ǳǎǘŜǊǎ wŜǉǳŜǎǘǎΦέ 

If you DO ŦƛƴŘ ǘƘŜ ŎƻƴǎǳƳŜǊΩǎ ƴŀƳŜ ǘƘǊƻǳƎƘ ǘƘŜ ǎŜŀǊŎƘΣ ŎƭƛŎƪ άǎŜƭŜŎǘέ ƻƴ ǘƘŜ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜ 

for the consumer.   

 

 

 

 

 

 

 

 

 

Last Name First Name Social Security Birth Date   

Doe Jane *** -** -0000 01/30/1776 Select 

Doe Pineapple  *** -** -0001  12/26/1776  Select 

Doe Apple *** -** -0002  05/13/1776  Select 

Doe Orange *** -** -0003  05/07/1776  Select 

https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/40.3.4.5.0.0.10.0.0.0.0
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/40.3.4.5.1.0.10.0.0.0.0
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/40.3.4.5.2.0.10.0.0.0.0
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/40.3.4.5.3.0.10.0.0.0.0
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hƴŎŜ ȅƻǳ ƎŜǘ ǘƻ ŀ ǇŀƎŜ ǿƛǘƘ ǘƘŜ ŎƻƴǎǳƳŜǊΩǎ Ǉŀǎǘ ǊŜǉǳŜǎǘǎ ƭƛǎǘŜŘΣ ŎƭƛŎƪ άŀŘŘ ǊŜǉǳŜǎǘέ ǘƻ ƎŜǘ ǘƻ ŀ ƴŜǿ 

application. 

 

 

1 Barrier Buster Requests View Help 

   

Consumer Agency Request Date Request Type Amount Status Add Request  

Jane Doe   CSTS 05/08/2008  Eviction Prevention 
- Rent  

$550.00  Check Mailed View  
 

Print Request 

Evaluation Surveys 

 

 

 

 

 

 

 

 

 

 

 

 

After a request has been made and staff has approved 

or denied it, the status of the request can be found 

here.  The possible statuses are: 

1. ά/ƘŜŎƪ aŀƛƭŜŘέ 

2. ά/ƘŜŎƪ LǎǎǳŜŘέ 

3. ά²ŀƛǘƛƴƎ ŦƻǊ !ǇǇǊƻǾŀƭέ 

4. ά!ǇǇǊƻǾŜŘέ 

5. ά5ŜƴƛŜŘέ 

6. άwŜǘǳǊƴŜŘ ǘƻ .ŀǊǊƛŜǊ .ǳǎǘŜǊέ  

ά!ŘŘ wŜǉǳŜǎǘέ 

takes you to a 

new application 

https://w3.pcesecure.com/staticPages/WSH/FormHelp_BarrierBuster_General.pdf
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/43.3.2.9.0.0.0.0.0
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/43.3.2.11.0.0.19.0.0.0.0
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/43.3.2.11.0.0.25
https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/43.3.2.11.0.0.27.1.0.0.0.0
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Completing the application 

You are now ready to complete the application.   

After you have obtained a Release of Information (ROI) Agreement from the client (form can be found 

online as well as in Section IV of this manual), then you should enter the information from the ROI into this 

first part of the Encompass application as seen below.   

 

Release of Information Agreement 

Release From Agency 

CSTS 
 

Release To Agency 
Release to Barrier Buster Member 
Agencies  

Date Consumer Signed [the ROI] 

07/22/2009
 

Effective Date [of the ROI] 

07/22/2009
 

Expiration Date [of the ROI]  

07/22/2011
 

Condition of Expiration 

This field should be left blank.

  

Restrictions Requested for this Specific Disclosure 

This field should be left blank.

  

 

 

Comments 

This field should be left blank.

  

 

 

 

 

 

Request Date 

07/22/2009
 

Barrier Buster Name 
Mary Beth Lampe 

Phone Email address 
lampem@ewashtenaw.org 

Agency 
CSTS 

    
 

 

After the release of information is entered, you will see that the Request Date, your name, phone, e-mail 

and agency name automatically populate the form (see above). The next part of the form addresses the 

ŎƻƴǎǳƳŜǊΩǎ ōŀǎƛŎ ƛŘŜƴǘƛŦȅƛƴƎ ŀƴŘ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻrmation. Please complete all parts as accurately as 

possible.  

 

The Expiration Date 

should be set for 2 

years after date signed 
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Client Information  
First Name 

Jane
 

MI 

X
 

Last Name 

Doe
 

 

SSN 

***-**-0000
 

 

City State Zip  

Ann Arbor
 

MI
 

48109
 

Address

 

 

 
 

 

City of Ann Arbor Resident? Yes  No 

Phone 

555-555-5555
 

# of Adults in Household 

2
 

# of Children in Household 

4
 

 

Gender 

Male  Female 

Date of Birth 

1-30-1776
 

 

Living Arrangement 

 Rent  Own 

Monthly Rent 

 

900.00
 

Gross Annual Household 

Income 

16800.00
 

Affordability

 
64% 

 

 Check here if you authorize that this electronic narrative can be considered equal to a letter on your 
agency's letterhead 

Explanation of Need 
  

THIS SECTION MUST INCLUDE AND/OR ADDRESS ALL OF THE FOLLOWING ITEMS: THE TOTAL AMOUNT NEEDED TO 
RESOLVE THE EMERGENCY; THE URGENCY/TIMELINE OF THE REQUEST; THE UNDERLYING CAUSE OF THE FINANCIAL NEED; 
WHICH OTHER FUNDING SOURCES HAVE BEEN PURSUED; HOW THE SITUATION WILL BE SUSTAINABLE IF FUNDS ARE 
ALLOCATED; AND WHAT PLANS ARE IN PLACE TO PREVENT FUTURE EMERGENCIES. 

The explanation should ALWAYS include the items listed to the right

(also show n in the paragraph above). 

 

 

 

 

¢ƘŜ /ƻƴǎǳƳŜǊΩǎ 

Information is the next 

part of the Encompass 

application.  Please 

complete the 

application as shown.   

123 Declaration Dr. 

Apt. 93 

Consumer Information: 

The identifying and 

demographic information 

for the consumer and 

her/his family should be 

entered here.  

 

Affordability:   

The Gross Annual 

Household Income and 

Monthly Rent (Housing 

Payment) help calculate 

the housing affordability.   

/ƭƛŎƪ άŎŀƭŎǳƭŀǘŜέ ŦƻǊ ǘƘŜ 

percentage of rent 

affordability (after you 

enter the rent and annual 

income.   

 

Please include the 

following in the 

Explanation of Need: 

1. Total amount needed 

to resolve the crisis 

2. Total amount 

requested from 

BBEUNF 

3. Timeline of need 

4. Other funding 

sources 

5. Sustainability 

6. Housing & Utility 

Status 

7. Source (s) of income 

  

 

https://w3.pcesecure.com/cgi-bin/WebObjects/WSHAdmin.woa/wo/56.3.1.26.0.0.0.4.0.0.0.0

