[image: ][image: ]PC-IRU CASE NOTES LOG/CHRONOLOGICAL LOG 
This form is used to document the case’s activities and services.

	PC-IRU Client Name
	Case number or A#

	John Smith
	XXX-XXXX

	Eligibility Date
	

	4/24/2024
	



	Date
	Program/
Funder

(PC-IRU.)
	Service Mode

(use mode abbreviations found below)
	Who provided language interpretation?

(use interpretation
# found below)
	Activity / Progress / Service NOTES

Who provided the service ? What service was provided? To whom was it provided? How was it provided? What was the response or consequences of its provision? What follow up actions should be taken?
	Staff member

	3/15/2024
	PC-IRU
	O
	1
	Case manager NL provided a PC-IRU intake to client. During this time, NL explained the program, completed the SSP, and outlined future goals with client. Client mentioned he needed assistance applying for his EAD because he wanted to work at a local restaurant. NL assisted client with applying for his EAD. Client mentioned he also needed financial assistance. NL explained that DA was something that they could provide through PC-IRU, and that they could connect to discuss further.
	NL

	3/20/2024
	PC-IRU
	T
	1
	Case manager NL contacted client via phone call to confirm that client could come into the office to receive DA for expenses. Client responded that they could be able to come to the office within the next two weeks. NL and client agreed to meet on 4/02/24.
	NL

	4/02/2024
	PC-IRU
	O
	1
	Case manager NL met with client in-person to discuss the DA. Client picked up the check for $300. NL outlined how the DA would be distributed, and what it was intended for. Client inquired about his EAD application. NL clarified that his EAD would be arriving within a month (4/15/2024).
	NL

	5/10/2024
	PC-IRU
	T
	1
	Case manager NL contacted client via phone call, as she had not heard from him since providing DA and discussing his EAD. Client did not answer the phone call. 
	NL

	6/10/2024
	PC-IRU
	T
	1
	Case manager NL contacted client via phone call to schedule a time to complete a closing assessment with client. Client answered. NL and agreed to meet on 6/15/2024 in office to complete the assessment. Client mentioned that he had received his EAD on 4/15/2024 and was now working at a local restaurant.
	NL

	6/15/2024
	PC-IRU
	O
	1
	Case manager NL met with client in person. NL asked client about his needs, and if there was anything else he needed. Client expressed that he was stable, working, and no longer in need of assistance. Case manager completed a closing assessment with client. 
	NL
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4.  language line
5.  other
6.  interpretation not provided**

Interpretation Key:
1.  case manager
2.  other staff member
3.  in-person interpreter
Mode Key:
HV = home visit
O = office
T = telephone
SV = service visit


E = email
F = fax
Other __________




** If #6, write reason interpretation wasn’t provided (example: “Single client is fluent in English”).
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