
 
 

Energy Assistance Instruction Sheet and Guide 

The Low-Income Home Energy Assistance Program (LIHEAP) helps qualified households in meeting the rising costs of 
home energy. Please read this letter carefully and use the step-by-step guide below to ensure you are submitting a 
complete application. Failure to provide requested information and documents will delay your application process. 
 
Step 1 Complete & Sign Application 
 
Step 2 Complete & Sign the Client Home Energy Data Request Waiver (ALL blanks must be completed) 
 
Step 3 Include COPY of PHOTO ID for Head of Household or Spouse (Person Signing Application) 
  
Step 4 Include COPY of SOCIAL SECURITY CARDS for ALL household members. 
  
Step 5 Include COPY of INCOME DOCUMENTATION for ALL household members for the entire prior calendar 

month (no bank statements) Examples below are a guide, but not limited to: 
 

• Pay stubs for the entire prior calendar month (determined by pay DATE rather than pay period) 
• Current Social Security, SSI, Disability benefit letter 
• Child Support, TANF 
• EXCEPTION If anyone 18 or over had NO INCOME, Income from Occasional Work and/or Received 

money from family or friends or Income not reported elsewhere COMPLETE Step 6 
 

Step 6 Complete & Sign the Declaration of Household Income (this Replaces Zero-Income Form) 
ONLY COMPLETE if anyone 18 or over in the household had NO INCOME for the month 
prior to application OR received INCOME FROM OCCCASIONAL WORK (such as lawn care, house cleaning, 
babysitting, etc.) and/or RECEIVED MONEY from family or friends or INCOME NOT REPORTED ELSEWHERE. 
 

Step 7 Include Current utility bill/statement. 
 
Step 8 Include COPY of Lease/Utility Allowance – ONLY For Section 8/HUD or income-based housing. 
 
Step 9 Submit Application Packet (only ONE method is needed for submission): 
 

• Drop off or mail application and documentation to the CAANW Office in the county you live in.   

Community Action Agency of Northwest Alabama 
 

Colbert County Office: 505 N Columbia Avenue, Sheffield, AL 35660  
Phone Number: (256) 383-3832   Fax: (256) 381-4107 
 

Lauderdale County Office: 745 Thompson Street, Florence, AL 35630  
Phone Number: (256) 766-4330   Fax: (256) 766-4367 
 

Franklin County Office: 13150 Hwy 43, Suite 4, Russellville, AL 35653  
Phone (256) 332-7534   Fax: (256) 332-7520 
 

Step 10 Review each page for completeness, sign/date where requested, and include required documents. 
 
Processing your application is our top priority; however, it does take time. You will be contacted by telephone 1) once 
application is approved, 2) if additional information is needed or 3) if there are any discrepancies in your application 
in comparison to information on file. Your utility provider will be notified the day your award is issued, and you will 
receive a copy of the award. 
 

If you have not heard from our staff within 15 days, please contact our office at 256-766-4330. 
Agency website: www.caanw.org 

















Page Two 

Based on the above Information, I further authorize Community Action A1ency Northwest, 

as a SEANTracker Member Organization, to share my dependent's basic, identifying and non

confidential service transactions/information with other SEANTracker Member Organizations. 

Dependent's Name DOB Social Security Number 

Dependent's Name DOB Social Security Number 

Dependent's Name DOB Social Security Number 

Dependent's Name DOB Social Security Number 

Dependent's Name DOB Social Security Number 

Dependent's Name DOB Social Security Number 

Dependent's Name DOB Social Security Number 

Parent/Legal Guardian's Authorizing Signature Agency Representative Signature 

Date Date 

The original of this Release of Information shall be kept on file with the Agency for a minimum of four years from it's expiration 

date. 




