NEW ARRIVAL FORM
DRIVER: __________________ CASEWORKER: __________________ CW PHONE# ________________
	ARRIVAL INFORMATION
PA NAME: ______________________________________________________________________
SCHEDULED ARRIVAL DATE: ________________________ ARRIVAL TIME: _______________________
AIRPORT: ___________________ FLIGHT #: ___________________ GATE #: ___________________
CASE SIZE: ______________ HOW MANY CARS NEEDED: ____________ SPECIAL EQUIPMENT? _________
# OF CAR SEATS NEEDED: ________________                         # OF BOOSTER SEATS NEEDED: ______________
UST NAME AND PHONE # ____________________________________________________________
IS UST ASSISTING IN ARRIVAL? ☐ YES ☐ NO
☐MAKE SURE THEY HAVE THEIR IOM BAG BEFORE LEAVING!!!!!!!

	DROP OFF INFORMATION
ADDRESS: ______________________________________________________________________
CIRCLE ONE: TEMPORARY OR PERMANENT
READY TO EAT MEAL UPON ARRIVAL: ( Y /N )       WHO DELIVERED? _____________________________
GROCERIES DELIVERED TO HOME: ( Y / N )             WHO DELIVERED? _____________________________

	CHECKLIST (MUST CHECK EACH BOX)
☐CHECK FOR GROCERIES/READY TO EAT MEAL
☐HOME KEYS GIVEN TO CLIENT
☐MAILBOX KEYS GIVEN TO CLIENT
☐SHOW HOW TO LOCK/UNLOCK DOOR
☐SHOW HOW TO USE THERMOSTAT
☐SHOW HOW TO USE TOILET AND SHOWER
☐SHOW HOW TO USE OVEN/STOVETOP/MICROWAVE
[bookmark: _GoBack]☐SHOW HOW TO USE GARBAGE DISPOSAL
☐GET CLIENT’S PHONE NUMBER (DOES CLIENT HAVE WORKING PHONE? ( Y / N )
☐GIVE CASEWORKER’S PHONE NUMBER TO CLIENT. TELL THEM CW WILL VISIT THEM NEXT BUSINESS DAY.

	REMEMBER, you are the first face they see in their new home. Remind them you are happy they are here and welcome them home! 
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