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WI Balance of State HIC Guide 
 

Introduction 
The Housing Inventory Chart (HIC) is a requirement of HUD for the Continuum of Care (CoC) to have. It is essentially a 

live inventory of all beds and units in the CoC dedicated for those experiencing homelessness at any given time. The 

HIC includes the following project types: Emergency Shelter, Transitional Housing, Permanent Supportive Housing, 

Other Permanent Housing (this is permanent housing for those experiencing homelessness but without the 

requirement of disability), Safe Haven, and Rapid Rehousing. The HIC does not include Prevention projects or projects 

that do not require homelessness as an eligibility requirement. If a project has some beds that are dedicated to those 

experiencing homelessness (meaning homelessness is an eligibility requirement) and some beds that are not, the 

beds that are dedicated to those experiencing homelessness should be included on the HIC. 

The WI BOS creates the HIC for the coalitions in its geography, as well as the other CoCs in Wisconsin. While the BOS 

takes the responsibility of creating it, each coalition has a responsibility to make sure the HIC for their coalition is up 

to date and accurate. Each coalition must have a HIC Lead. This person is the one who manages the HIC each month. 

They ensure that the projects on the HIC have the number of people served on the fourth Wednesday of the month 

entered into the PIT section of the HIC. HIC Leads also add new projects that should be added and delete projects 

that no longer operate and should be taken off. Coalitions should have ownership over their HIC because Balance of 

State staff may not be aware of changes in what projects are operating or which aren’t in each coalition. If there are 

areas that are highlighted yellow on your coalition’s HIC, they need to be addressed. It means that column/row needs 

more information or to be completed and it is part of the HIC Lead’s responsibility to ensure all highlighted errors are 

fixed. 

The HIC is used for a variety of things including the Point in Time (PIT), community presentations around capacity and 

inventory of projects, and in funding calculations by the State.  The Division of Energy, Housing and Community 

Resources (DEHCR) uses the utilization rate identified on each monthly HIC for each coalition to factor into the 

allocation formula for EHH annually.  

This guide will go through the first two tabs of the HIC-The Key and Geocode-and then a coalition tabs in detail. The 

purpose of this guide is to ensure there is a resource for those who are responsible for completing the HIC for each 

coalition.  

HIC Tabs 
 

KEY Tab 

The Key Tab is the very first tab and gives detailed instructions about how to fill out each column. It is always there to 

refer to, but at the end of this guide, there are screenshots of each section so it can be referred to as a whole word 

document, hopefully making it easier to refer to when completing the coalition tab each month. This may be more 

convenient than having to switch from tab to tab.  

Along with information about each column, it also gives information about the different roles in the coalition, so 

when filling the section out on the HIC about who is the contact person for each role, it is clear who should be 

included.  
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Throughout this guide, screen shots from the Key will be included.  

Geocode Tab 

Every project on the HIC must have a geocode assigned to it. Larger cities within the state may have their own 

geocode. For example, Appleton, Kenosha, Wausau are big enough cities to have their own. Any city that has their 

own geocode will be highlighted. The rest of the geocodes are by county. If the city in which the project operates in is 

not in the highlighted list of cities, then use the county geocode. If a project operates in more than one county, the 

geocode should reflect the location of the project’s principle site or, for municipal site projects, the location in which 

the majority of the project’s clients are housed.  
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Coalition Tab 

Each coalition has their own tab and the HIC Lead for each coalition should ensure that the information for their 

coalition is only put on their coalition’s tab.  

Coalition Role 

The first section gives information about coalition contacts. The HIC Lead must ensure that someone is listed for each 

of the roles: 

1. HIC/PIT Lead: this can be two people (one for HIC and one for PIT), but they would need to work closely 

together for the purpose of the PIT during January and July. Please list both if there are two people. 

2. Coalition Lead 

3. EHH Lead 

4. BOS Board Member 

5. SSO Staff 

Please list the names and the organization in the gray box and make sure the contact information is updated. 

 

Project Type 

Each coalition tab is separated by project type. Remember these include all projects that have beds available for 

those experiencing homelessness, regardless of funding. They are found in the following order. 

1. Emergency shelter (ES): this is the first section and is highlighted Blue. This includes motel vouchers, brick-

and-mortar shelters, and seasonal shelters. 

2. Transitional Housing (TH): this is second and is highlighted an orange color. This includes site based as well as 

scattered site TH.  

3. Permanent Supportive Housing (PSH): this is the third section and is highlighted in yellow. PSH includes any 

long-term permanent housing project that has disability and chronic homelessness as a requirement for 

eligibility. 

4. Other Permanent Housing (OPH): this is the fourth section and is highlighted in a lighter blue. This includes 

any long-term permanent housing for those who are experiencing homelessness that does not require 

disability or chronic homelessness as eligibility criteria. Examples can include Section 8 vouchers dedicated to 

those experiencing homelessness, Family Unification Vouchers (FUP) and Emergency Housing Vouchers (EHV) 

5. Safe Haven (SH)-there is only one Safe Haven project in the WI BOS and it is under Waukesha. No other 

coalition besides Waukesha will have a Safe Haven section. 

6. Rapid Re-Housing (RRH): This is the last section and is highlighted green. This includes short and medium-

term housing assistance and is considered permanent housing.  

7. Below the project type sections is a notes section. When changes are made to the HIC, those changes should 

be noted in the notes section.  

HIC Columns 

Regardless of the project type, the information collected for the HIC is the same. The first three columns are asking 

for Agency Name, Homeless Management Information System (HMIS) Provider ID and HMIS Project Name. 
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Regardless of the funding source or if the projects enter data into the HMIS, every project on the HIC must be created 

in HMIS. It is part of the requirement of the Longitudinal Systems Analysis (LSA), which is a large report that the HMIS 

Lead must generate annually to go to Congress. It is important that the HIC Lead communicate with their HMIS 

System Administrators from Institute for Community Alliances (ICA), who is the HMIS Lead, when new projects are 

added to the HIC so they can gather the necessary information to create the project in HMIS.  

The Agency Name is the overall Agency Name, it is not the name of the project. The HMIS Provider ID# is information 

that will come from your HMIS System Administrator once they have created the project. The HMIS Project Name will 

also need to come from your HMIS System Administrator but will have been created in conjunction with the agency. 

An Example: 

Agency Name HMIS Project ID# HMIS Project Name 

ABC Homeless Services Agency 1234 ABC Singles Shelter 

 

The next set of columns asks for more information about the project including how it is funded and who it is serving. 

 

Geocode: can be found on the Geocode Tab. Again, the geocode could be for the city or for the county in which the 

project’s main offices are located. If the city has its own geocode, you must use the city geocode. 

Status: This is referring to whether the project had beds available the night of the PIT, which is the fourth Wednesday 

of every month. Information about how to answer this is found on the Key.  

 

Column E: Status (of the Project) 

Type the letter "C" in Column E if the project was available for occupancy on the night of the PIT. 

Type the letter "U" in Column E if the project was not available for occupancy as of the night of the PIT (not in 
operation yet). 

 

If the project was available on the fourth Wednesday of the month, put a C under status. If it was not available, put a 

U.  



   

5 | P a g e  
Updated July 2023 by BOS Staff 

This will be a column that will need to be updated. For example, if it is a new project and the beds were not available 

on the fourth Wednesday of May but will be available in June, that will need to be changed from a U to a C on the 

June’s HIC. 

Another example, if there are repairs to a shelter or unit, or it is a seasonal project, that will need to be updated on 

the HIC and changed as needed. 

Target Population: If the project is targeted to Domestic Violence Survivors, veterans, or those living with HIV/AIDS, 

then that needs to be specified on the HIC under this column. The Key tells you how to answer this column. 

Column F: Target Population  

If 75% or more of the clients in the project are survivors of Domestic Violence, type the letters "DV" in Column F. All 
projects that serve people currently experiencing homeless because they are fleeing domestic violence, dating 
violence, sexual assault, or stalking. 

If 75% or more of the clients in the project are Veterans, type the letters "VET" in Column F. 

If 75% or more of the clients in the project have HIV/AIDS, type the letters "HIV" in Column F. 

 

Domestic Violence survivors, veterans and those living with HIV/AIDS are the only target populations HUD wants 

specified.  

Victim Service Provider: If the provider is a victim service provider (VSP), then the comparable database the project 

uses needs to be entered in the Victim Service Provider column. VSPs are not allowed to enter their data into the 

same HMIS as other homeless service providers, but they are required to enter data into a comparable database that 

captures all the required Universal Data Elements (UDEs) and can pull the HUD required reports such as APR or 

CAPER. If the agency is a VSP they need to put a Y and the name of the comparable database. 
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Shelter & Housing Type (Letter): This column asks about the configuration of the project; is it site based-single site, 

site based-multiple sites, or tenant based scattered site. The key explains what each of those are.  

 

 

HUD McKinney-Vento Funding (Letter): This column asks about the funding source for the project.  McKinney-Vento 

funding includes the HUD Federal funding for homeless housing projects. If the project is not funded by one of the 

below funding sources, that would be indicated by NONE. If it was funded by a different Federal funding source, that 

would be indicated in column J. It is possible for a project to have multiple funding sources, but remember, this is for 

the project not the agency. 
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Other Federal Funding Sources (Letter): This column asks about different federal funding sources than HUD funding. 

See the chart below for the options to choose from. Again, if the project has multiple sources of funding please list all 

that support the project. If the project does not receive any federal funding sources, you would write NONE in both 

Column I and J and that would indicate the project is funded through Non-Federal funding sources. Those funding 

sources do not need to be specified on the HIC.  
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Year Round Beds and Units: These columns are where each project specifies how many beds and units are available 

within the project to serve those experiencing homelessness. The tables are broken out into Year-Round beds 

(meaning they are available all year and every day), Seasonal Beds (meaning they are only available parts of the 

year), and Overflow & Voucher (meaning either the project has exceeded capacity of their project, or they are motel 

voucher projects).  If they are seasonal beds, the availability starts and end date need to be added in columns AC and 

AD. 
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Unit refers to the number of rooms/apartments/houses the project has available. Units only need to be determined 

for households with children. Beds refers to the actual number of sleeping spaces total in the project.  For example, a 

shelter might have 20 rooms available for families and there are 2 beds in each room.  The units would be 20, the 

beds would be 40.  

*Note: For Rapid Rehousing (RRH) projects, the bed and unit inventory must be filled out each month to show who is 

housed in the project at the time of the PIT.  The inventory for RRH Projects should always be accurate to who is 

housed in the project. For example, in March you had 3 households in apartments with a total of 9 people. The bed 

and unit inventory for March would be 3 units and 9 beds. Then in April, the project housed another household with 

4 people in it. Now the inventory would be 4 units and 13 beds.  

**Note: For RRH projects, only those who are housed should be included on the HIC. Participants are enrolled in RRH 

at the time they are deemed eligible, so that means they might be in a shelter and would be counted in the shelter 

section of the HIC in those PIT numbers. We do not want to duplicate counts, so until someone is housed in a unit 

and has a housing Move In Date in HMIS, they would not be included in the RRH inventory.  

As stated, the inventory is divided into Year-Round, Seasonal and Overflow& voucher. It is then divided further into 

households with children, without children and with only children. With children means that there are children under 

the age of 18 in the household. There may be adult children with parents, but they would be counted in the without 

children section, unless there was a child under the age of 18. Without children means any household made up of all 

people 18 and over.  Households with only children are households where all of the members are under the age of 

18.  

Some projects have dedicated beds for a specific sub-population. This means that those beds are specifically for 

Veterans, Youth, and/or Chronically Homeless.  Each section is also divided up between veteran beds, youth beds and 

chronic homeless beds. This means these are beds dedicated to and held for those populations. You may have a 

veteran in the project, but that does not mean that the project has dedicated veteran beds.  

***Note: Again, the only place you will need to indicate units is for households with children. Households without 

children and only children, beds and units are considered a 1:1 relationship. 1 person = 1 bed = 1 unit. 

The only other column that has not been discussed is the HMIS beds. This is where the project will indicate if they 

enter data into HMIS. As we saw above, if it is a VSP, they cannot enter into the general HMIS that other homeless 

service providers enter data and their information is gathered in column G. Any project that receives state or federal 
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funding must enter data into HMIS and that would be indicated in Columns M, R, W, AB or AF, unless it is a VSP and 

must enter their data into a comparable database. 

Anywhere there is grey on the HIC means there is a formula. Please be careful not to overwrite the formulas. Another 

clue there are formulas, is if it says Total there is a formula to total things automatically. If a formula is overwritten, 

there are several ways to fix it.  

1. You can always hit the undo button or CTRL Z. 

 

2. If that does not work, you can always look at other cells in the same column and either pull the formula 

down by clicking the pointer in the box, go to the bottom right corner of that cell and hover until you see a + 

sign and then grab and pull the formula down. This will change the cells, so they match with the correct row 

in the formula.  

3. The other way is to copy the formula from another cell or another coalition page and make sure you are 

changing the row numbers/column letters to make it calculate properly.  

In the Appendix, there is a copy of each formula for the columns that have them, so you can copy and paste, but you 

will need to adjust those row numbers and column letters to make sure you are pulling the correct data into the 

formula. This section also explains what data each formula is grabbing and how they are calculated.   

If you see columns blacked out, it means that the column does not pertain to that project type. For example, you will 

see that the seasonal beds information for the housing projects is blacked out and that is because there cannot be 

seasonal housing projects. There are only Year-Round housing projects.  

 

Point In Time Section: The section below is where each agency (or the HIC Lead on behalf of each agency) will enter 

the number of people served on the fourth Wednesday of each month.  

 

The Total PIT Count section is a formula that should be left alone. The numbers will populate automatically. Data 

should only be entered into # people for households with only children, without children and with children, and # 

households. Remember that to be a household, there must be at least 2 people and one of them needs to be under 

the age of 18. A data error would be 6 households with 9 people. There would need to be at least 12 people for that 

to make be correct.  



   

11 | P a g e  
Updated July 2023 by BOS Staff 

Bed Utilization and Unit Utilization Rate are also formulas and should be left alone. Below in the Appendix, the 

explanation for all formulas are written out so if there is an error or something doesn’t seem correct, you can refer to 

that section to fix the issue. The HIC Lead or Balance of State staff should be the only ones fixing formulas.  

 

Contact Information: This section was added per DEHCR’s request, but it is used by HIC Leads, DEHCR staff and BOS 

Staff to get in touch with projects if there are questions. This section should be kept as up to date as possible.  

 

 

Notes Section: At the bottom of the HIC, there is a section for notes. The HIC Lead, or the person making the change, 

should indicate if a project is deleted or added, if inventory changes, contact information changes, or any other 

changes are made to the HIC. Each change should be initiated so if there are questions, it is clear who to contact.  

HIC Change Form 

If there are changes that need to be made to the HIC, either the HIC Lead or the BOS staff support person for your 

coalition can make the changes for you. If the request for changes is going to the BOS staff, there is a HIC Change 

Form that must be filled out. The form must be filled out completely for BOS staff to add delete a project. Specifically 

for adding a project, all information is necessary. As stated above, if there are cells that are highlighted yellow, it 

means there is either an error or that cell needs to be completed and BOS staff will not add a project without 

complete information. There is a copy of the HIC Change Form in the Appendix. 

 

APPENDIX 

Formula Breakdown 

HIC Change Form 

Key Tab (in a Word doc) 

 

Formula Breakdown: 

• Totals Row (this is different on every coalitions page because it depends how many projects, but each section 

(ES, TH, PSH, SH, OPH, RRH) has a Totals Row.: =SUM(K29:K36) 

o This is adding up all the rows in that column to get the total Beds, units, HMIS Beds, Veteran beds, 

Youth beds, and Chronic beds for each household type.   
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• Column Y Total Year-Round Beds: =SUM(K7+Q7+V7) 

o This is looking at column K, Q and V and totaling this information. Remember that for single people (households 

without children and children only, beds= units) 

 
 

• Column Z Total Year-Round Units: =SUM(L7+Q7+V7) 

o This is looking at column L, Q and V and totaling this information together. Remember that for single people 

(households without children and children only, beds= units) 

 
 

• Column AG Total PIT Count: =SUM(AH7:AJ7) 
o This is looking at the PIT numbers of people, so you will notice that the # of households is not taken into account 

in this total. It is looking at columns AH, AI and AJ. 
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• Column AL Bed Utilization Rate: =AG7/SUM(AE7+AA7+Y7) 
o This is taking the total PIT count (so again, number of people-does not include number of households) and 

dividing it by total year round beds, total seasonal beds and total overflow & voucher beds.  

 

 

• Column AM Unit Utilization Rate: =SUM(AH7:AI7,AK7)/SUM(AE7+AA7+Z7) 
o This is taking the sum from the PIT numbers of only children, without children and number of households 

(columns AH, AI, and AK) and dividing it by Total overflow & voucher beds, Total Seasonal Beds, and the Total 

year round units (columns AE, AA and Z).  

 

o If the project has zeros for columns K, L, Q, or V, there will be this error: #DIV/0!. This just means 

there are no units or beds to divide against. This error is acceptable for motel voucher projects if 

there was no one enrolled or RRH projects who have no one housed. For brick-and-mortar shelters, 

Transitional Housing Projects (TH), Permanent Supportive Housing (PSH), Other Permanent 

Housing (OPH) and RRH projects with people in housing, this means there is data missing and it 

needs to be filled in.  
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HIC Change Form 

 
WI BOS Housing Inventory Chart Change Form 

This form is to be filled out anytime there is a change on the HIC.  If you are adding a new project, please refer to the 

Key Tab on the HIC to assist in answering the questions below.  Please submit to Carrie.poser@wibos.org when you 

have completed the form. 

Name   

Agency  

Coalition  

Date  

 

Please indicate which of the following reasons for completing this form: 

1.  Removing a Project 

☐ I am removing a project from the Housing Inventory Chart         

• If you are removing a project, what is the name of the 
project?_____________________________________________________________________ 

 

2. Adding a Project 

☐ I am adding a project to the Housing Inventory chart              

• If you are adding a project, please complete the questions 1-31 below that pertain to your new project. 
 

3. Modifying or Changing a Project 

☐ I am modifying an existing project 

• If you are modifying an existing project, please answer the questions 1-31 below that pertain to the 
modification of your project. 

 

For all changes please answer the following: 

 

For removals, additions and 
modifications, what is the 
reason for the change? 

 

When does the change take 
effect (month/year)? 

 

 

Additions or Modifications 

mailto:Carrie.poser@wibos.org
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If you are adding or modifying a project, you must answer the following questions.  Again, please refer to the Key tab 

on the HIC for specific information on how to answer these questions. 

1. Agency Name  

2. HMIS Provider ID  

3. HMIS Project Name  

4. Geocode (please see HIC for 
Geocode Tab) 

 

5. Status ☐   C       ☐   N         ☐  U 

6. Target Pop. ☐  DV      ☐  Vet     ☐  HIV 

7. Shelter and Housing Type ☐ A      ☐ B     ☐ C       

8. HUD McKinney Vento 
Funded 

☐ A   ☐ B    ☐ C    ☐ D      ☐ E   ☐ F   ☐ G   ☐ H   ☐ None 

9. Other Federal Funding 
Sources (identify all funding 
sources the project receives) 

☐ A   ☐ B    ☐ C    ☐ D      ☐ E   ☐ F   ☐ G   ☐ H   ☐ I  ☐ J      

☐ K    ☐ L    ☐ M      ☐ N   ☐ O   ☐ P   ☐ Q   ☐ None 

10. How many beds for 
households with children does 
the project have? 

 

11. How many units for 
households with children does 
the project have? 

 

12. How many of those beds 
for households with children 
are entered into HMIS? 

 

13. How many of the beds for 
Households with children are 
veteran beds? 

 

14. How many of the beds for 
Households with children are 
Youth only beds? 

 

15. How many of the beds for 
Households with children are 
dedicated to those 
experiencing chronic 
homelessness? 

 

16. How many beds for 
households without children 
does the project have? 

 

17. How many of those beds 
for households without 
children are entered into 
HMIS? 

 

18. How many of the beds for 
Households without children 
are veteran beds? 

 

19. How many of the beds for 
Households without children 
are Youth only beds? 
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20. How many of the beds for 
Households without children 
are dedicated to those 
experiencing chronic 
homelessness? 

 

21. How many beds for 
households with only children 
does the project have? 

 

22. How many of those beds 
for households with only 
children are entered into 
HMIS? 

 

23. How many of the beds for 
Households with only children 
are dedicated to those 
experiencing chronic 
homelessness? 

 

24. What is the number of 
seasonal beds covered in 
HMIS? 

 

25. What is the availability 
start date for seasonal beds? 

 

26. What is the availability end 
date for seasonal beds? 

 

27. How many overflow beds 
does the project have? 

 

28. How many overflow beds 
are covered in HMIS? 
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Key Tab (in a Word version) 

 

*just this screen shot needs to be updated (remove CE lead) 
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