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EXECUTIVE SUMMARY

Confronting budget constraints and reductions in federal and state grant allocations, 
many distressed communities are cutting back on essential affordable housing 

and community development activities. In presenting the City of Flint Michigan’s 
experience as a case study, this document demonstrates ways that communities 
facing similar challenges can maintain robust housing and community development 
programs despite a challenging economic environment and diminishing resources— 
both monetary and in terms of human capital—by forming strategic relationships with 
community partners, partnering with qualified agencies to perform specific activities, 
and leveraging resources to sustain needed services and even to achieve greater 
impact. 

The following Case Study provides background on conditions in Flint as well as the 
key contribution of community partners in a strategic planning process that led directly 
to allow external agencies to administer key processes. 

Specifically, the City planned to shift key responsibilities 
to local partners for: 
n	 Community Development Block Grant Program (CDBG)—Public Services 
n	 Emergency Solutions Grant Program (ESG) 
n	 �Elements of its HOME Investment Partnership funds (HOME) and CDBG  

programs linked to home repair activities
n	 Payment processing and monitoring across these programs 

The Case Study presents a framework for understanding the different kinds of 
partnerships developed in Flint. This framework may be useful in comparing and 
contrasting the nature of the redesigned assignments of roles and responsibilities. 
The Case Study also raises questions that community leaders should review in  
their exploration of undertaking comparable redesign in their own communities. 

NOTE: After extensive consideration, the City of Flint decided not to hire a payment 
processing and monitoring contractor. However, this Case Study highlights issues 
for other municipalities to consider when seeking out and working with a payment 
processing and monitoring contractor. Finally, the Case Study provides tools and 
strategies in its Appendices intended to help other communities that are considering 
taking similar steps. 
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CONTRIBUTORS  
This Case Study is the result of a collaborative effort of the City of Flint’s Division of 
Community and Economic Development (CED) staff, the Flint-based staff of the Local 
Initiatives Support Corporation, and staff and consultants from The Cloudburst Group 
(working under a U.S. Department of Housing and Urban Development [HUD] award 
to provide Direct Technical Assistance through its OneCPD Program). 

BACKGROUND
For the last century, Flint’s history was dominated by both the auto industry and car 
culture. The City’s population peaked in 1960 at almost 200,000, at which time it was 
the second largest city in the state. During the1950s and 60s Flint experienced the 
height of its prosperity and influence. However, from the late 1960s through the end 
of the 20th century, disinvestment, deindustrialization, depopulation and urban decay 
heavily impacted the City. Initially, white flight was a key contributing factor in these 
shifts in Flint; by the early 1970s, however, decline was exacerbated by the 1973 oil 
crisis and significant job losses in the U.S. auto industry. 

The rate of deindustrialization accelerated in the 1980s, with local General Motors 
(GM) employment falling from a high of 80,000 to under 8,000 by 2010. Globalization 
and a decline in GM sales have both played a role in Flint’s sharp economic and 
population decline.

As of January 2013, as a result of the shrinking tax base, the city of Flint faced a 
cumulative deficit of $19 million that resulted in retrenchment, a hiring freeze and 
layoffs of municipal employees. Consequently, the staff of the DCED was reduced, 
causing a shortage of resources with which to carry out much-needed community  
and economic development programs in the city.

STRATEGY FOR REDESIGNING THE 
HOUSING AND COMMUNITY DEVELOP-
MENT SERVICE DELIVERY SYSTEM
The Division of Community and Economic Development (CED) manages Flint’s 
allocation of HUD Community Planning and Development funds. In Flint these HUD 
funds include CDBG, HOME, and ESG. CED is situated within the Department of 
Planning and Development, which also houses the City’s Planning and Zoning, 
Building Inspections, Blight Elimination and Parks and Recreation divisions. The 
Planning Department recently led a broad effort to update Flint’s Master Plan.
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Dwindling staff resources: As a result of declining population and decreasing 
revenues, Flint has experienced substantial reductions in city staffing and services. 
The staff of CED has been reduced from 14 in 2010 to 7.5 in 2014; staffing levels for 
2014-15 have not yet been finalized but are unlikely to increase. In addition, as city 
administrations have changed, there has been substantial transition in staff, resulting 
in lack of continuity and loss of consistency in application and use of policies and 
procedures.

Creation of a Community and Economic Development Advisory Committee: 
In response to this resource crisis, the strong philanthropic and nonprofit sectors  
from the region rallied in support of the city. 

Members of the Advisory Committee are affiliated with: 
n	 Charles Stewart Mott Foundation
n	 Center for Community Progress
n	 Office of Representative Dan Kildee
n	 Genesee County Land Bank
n	 Local Initiatives Support Corporation
n	 Ruth Mott Foundation
n	 Flint Area Reinvestment Office
n	 Community Foundation of Greater Flint

These community partners, along with CED, formed an Advisory Committee to develop 
a strategy for responding to the problems facing the city. The Advisory Committee 
wanted to institutionalize the responsibilities and activities of CED in a way that would:

n	 Ensure continued compliance with federal program regulations.
n	� Enable the City to continue to receive and optimize the use of its allocations 

of federal funds. 
n	� Capitalize on the Department’s leadership role to create a comprehensive 

community development delivery system for the City of Flint.

With these objectives in mind, the Advisory Committee, working with CED staff, 
issued a White Paper in 2012 that set out recommendations for revising the roles  
and responsibilities of CED in concert with an increasing role for the philanthropic 
community and planned a strategic planning retreat to develop a road map for  
improving community development service delivery. 
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CED ADVISORY COMMITTEE 
STRATEGIC PLAN
The leadership of Flint envisioned CED as “… an idea center within city government 
that interacts with human services providers, public health agencies, educators, 
public housing agency, federal state and local program partners to enhance the living 
environment in neighborhoods for children, families and senior citizens. This center 
should provide professional and technical advice and assist residents in improving the 
quality of life and help policy makers and others in developing strong neighborhoods.” 
The division was charged with engaging the CED Advisory Committee to identify key 
activities that could have a significant impact on the residents of Flint. The Advisory 
Committee planned and held a strategic planning retreat in May 2013 intended to 
guide the work of CED and CED’s partners. 

STRATEGIC PLAN OBJECTIVES
The CED Strategic Plan envisioned four strategic objectives:
n	� Reduce blight by strategically investing resources to stabilize Flint’s  

neighborhoods
n	� Enhance the quality of life in Flint by improving public safety 
n	� Increase access to supportive employment opportunities and experiences for 

Flint’s low- and moderate-income young adults, aged 15-24, that includes life 
skills and education components

n	� Develop an effective and efficient housing investment strategy for the City of Flint

As part of this strategic effort the roles of CED and its organizational partners  
in the community would evolve to meet the emerging challenges of the economic 
environment.

CED’S NEW ROLE
Realizing that constricted staff resources were limiting CED’s ability to administer and 
oversee all CPD program activities in-house, the City and its Advisory Committee 
developed a model for a new community development delivery system that changed 
the role of the CED. 

The new role supports a shift from a general transactional focus for CED, freeing up 
staff and resources for creation and maintenance of a comprehensive community 
development delivery system by:
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n	 Continuously assessing and responding to local market conditions;
n	 Developing a comprehensive housing market strategy;
n	 Strengthening and supporting local CDCs;
n	� Communicating impacts of CED that encourage community engagement; and
n	� Aligning programs with all elements of the city’s master plan, as well as engaging 

community and regional partners in program planning and delivery.

A primary goal in these changes is to move the City’s community development 
programs toward a “best practice model,” demonstrating that diminishing financial and 
human resources do not have to lead inevitably to a degrading of program quality; 
rather, CED is striving to maintain focus on continuous improvement in the face of 
these constrictions. 

The role of the CED Advisory Committee and other partners in supporting community 
development was also revised to include:
n	 Supporting education and orientation for elected and appointed officials;
n	� Supporting market research and data collection to inform policy and program 

direction;
n	� Supporting policy changes to enhance the community development system;
n	� Supporting CDCs and Community Housing Development Organizations (CHDO); 

and
n	 Communicating the role and impact of CED.

The Advisory Committee members and CED thought it important to implement this 
strategic plan to guide investments over a two year period while the City completed 
its Master Plan for the redevelopment of the city.

FLINT’S PARTNERING PARADIGM
Flint made a strategic decision: to move from implementing its community development 
programs with internal staff to leveraging resources with community partners and 
revisiting roles and responsibilities for program implementation. The intent has been 
to allow the City to work through partnerships to carry out key activities, while also 
ensuring that the City retained the required oversight of the use of public funds. This 
partnering model also allowed CED staff responsibilities to be redefined to take on 
additional responsibilities in line with the City of Flint Strategic Plan and Master Plan.

Flint’s approach was thoughtful and flexible. The City built different partnerships 
on different aspects of community development, drawing on community agencies’ 
strengths and current responsibilities in some cases, and in others, designing specific 
“contractual requirements” to encourage qualified entities to bid for the role. These 
partnerships were established as a response to the resource-constrained environment 
in which the City needed to decrease staff and eliminate the transactional nature of 
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the agency’s work. Partnering was also instrumental to achieving CED’s new role 
and strategic directions, outlined above. 

Key distinctions among the different partnerships developed in Flint are described 
here. The intended purposes, and advantages as well as challenges of forming and 
maintaining each type of partnership, are discussed in detail in the next section. 

ADMINISTRATOR
Metro 

Responsible for managing multiple activities, including 
contract management, general administration, financial 
management (including invoice review and approval), 
monitoring and oversight, and reporting and data col-
lection. In this scenario, the city retains the authority to 
allocate and make financial awards to agencies.

FIDUCIARY 
United Way

Provides financial management and oversight to help 
ensure compliant use of public funds.

PROJECT  
IMPLEMENTING 
AGENCY 
GCCARD

Carries out agreed upon projects that are eligible under 
the Federal regulations.

CONTRACTOR
TBD

Carries out compliance, monitoring, invoicing and 
payment request activities to decrease the transactional 
responsibilities of City. 

EMERGENCY SOLUTIONS GRANT PROGRAM 
[Metro Community Development - Administrator Partner] 

Explicit purposes for the partnership: 

The Emergency Solutions Grant Interim Rule dated December 5, 2011, allows a 
recipient of Emergency Solutions Grant funds to delegate administration of funds  
to one or more subrecipients. In this case, the City was trying to optimize the use  
of its administrative funds to ensure continued compliance with federal program 
regulations, while lessening transactional responsibilities for CED’s reduced staff. 

The City identified Metro Community Development (Metro) as a partner that it could 
enlist to expand its capacity by sharing administrative responsibilities, specifically 
those related to management, oversight and monitoring of ESG program participants. 
Metro Community Development is the regional Continuum of Care (CoC) lead and 
functions in a very similar role for the State of Michigan’s ESG program. Metro also 
functioned in a similar capacity for the City with the Homeless Prevention and Rapid 
Rehousing (HPRP) program. In addition, Metro is the Homeless Management and 
Information System (HMIS) administrator for the CoC, and already provides training 
and technical assistance to the local CoC partners, thus this relationship with the  
City provides a natural extension of that role. 
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The redesign shifts the City out of direct contractual relationship with the nonprofit 
agencies carrying out ESG-funded activities. The subrecipients now contract directly 
with Metro, although the City retains authority to decide on overall allocations among 
activities, and continues to make awards to applicant organizations. The changing 
relationships among the City, Metro and nonprofit subrecipients is made clear in 
Appendix 4. 

Advantages of partnering:
n	� Capitalizes on Metro’s expertise in this specialized area allowing other 

stakeholders and community participants to benefit from their knowledge.
n	� Limited ESG administration resources are maximized by allocating to an  

organization that already provides similar services for related activities.
n	� City can strengthen its capacity to provide technical assistance and training to the 

administrator, and be less encumbered by administrative requirements including 
contract development, verification of insurance, invoicing and monitoring.

Challenges associated with partnering:
n	� The City’s administrative and financial processes and systems made the 

transition extremely labor intensive and complicated.
n	� New invoicing tools had to be developed in order to track expenditures by agency 

even though payment is issued to Metro alone (because City is still responsible 
for drawing down funds in HUD’s Integrated Disbursement and Information 
System (IDIS), which is done by the City, not Metro).

n	� Without the ability to review backup documentation, City must develop a level of 
trust that Metro is reviewing agency pay requests and backup documentation at 
the same or higher level of review to ensure compliance.

n	� New tools had to be developed to ensure that monitoring conducted by Metro met 
all HUD requirements.

n	� The HUD Field Office in Detroit has expressed concern about Metro’s capacity 
to carry out these many responsibilities with current levels of staffing, although 
following a week-long monitoring visit these concerns were allayed. 

CDBG - PUBLIC SERVICES 
[United Way - Fiduciary Partner] 

Explicit purposes for the partnership:  
Due to a reduction in staff in CED, the City found it very challenging to handle a large 
number of contracts with organizations seeking grants between $10,000 and $50,000. 
Requesting organizations were generally small entities with limited capacity to manage 
federal funds which therefore required a considerable amount of staff oversight.  
In conversation with community partners, CED determined there could be a more  
effective mechanism for providing support to small neighborhood-based youth  
initiatives, while reducing the burden on City staff and significantly increasing the  
level of resources invested in youth recreation. 
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The City saw the opportunity to partner with the United Way of Genesee County (UW) 
as a way to provide small grants to many more community groups than if the City  
had tried to administer grants directly. This initiative also aligned with the UW’s 
national mission of supporting health and their long-standing commitment to youth. 
The UW has a long history of managing multiple grants very capably, and was able to 
contribute in-kind administrative and programmatic support to neighborhood groups, 
overseeing the collection of information on participant eligibility and ensuring proper 
documentation for procurement and payment processing, thereby freeing up neigh-
borhood partners to carry out activities directly with local youth. 

The City also used this opportunity to take advantage of emerging HUD guidance to 
stretch resources wisely. In CPD Notice 13-07, HUD clarified its policy for allocating 
staff costs between program administration and activity delivery. The City worked with 
Cloudburst and consultant Jim Broughman, one of the authors of the original CDBG 
regulations, to design the program in such a way that it maximizes the use of activity 
delivery while leveraging United Way resources. Specifically, CDBG activity delivery 
funds pay for youth services provided by neighborhood agencies, as well as for the 
UW’s staff time for activity delivery tasks such as procurement, preparing and executing 
contracts, and processing contractor payments. The UW’s in-kind administrative 
contribution is used judiciously to cover activities not directly tied to the delivery  
of services.

The partnership was envisioned as the City entering into a single Public Service grant 
with the UW, which in turn would make small grants to neighborhood groups for youth 
recreation. The UW issued a simple RFP, then screened and selected participating 
agencies based on the eligibility of their proposed activities. Collaboration with local 
foundations expanded the reach and impact of the program in its first year. In one 
case the Community Foundation of Greater Flint provided the UW with a tool known 
as the Neighborhood Small Grants Program, a proven model for neighborhood 
grant-making based on simplicity and accountability, while another foundation 
expressed interest in participating as a funder in future years. 

Participating neighborhood groups proposed specific uses of the funds. Examples 
included renting vans for transporting children to other communities for competitions 
or training camps, renting space for tournaments, and purchasing uniforms and sports 
equipment. Under this initiative, once an organization is selected to receive one of the 
mini-grants, UW staff work with the group to ensure that proper eligibility information 
is collected, to secure complete and accurate documentation for grant expenditures, 
and to support outreach and maximum participation. Finally, UW staff work to assemble 
close-out information on the eligibility of participants, numbers participating and specific 
activities carried out, to ensure that federal CDBG reporting requirements are met.
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Advantages of partnering:
By reducing the level of City staff effort to provide support and technical assistance  
for a small number of groups, this approach exponentially expanded the number 
of grass roots neighborhood-based organizations that can gain access to these 
CDBG-Public Service funds as well as leveraging philanthropic efforts that support 
youth development. Small organizations supported by this program have been able 
to access other nonprofit capacity building services offered by the UW, organizations 
benefited from connecting with other grantees, and the initiative helped the UW 
achieve a more diverse network of partners. 

In this first year of the partnership, the City’s confidence in the UW’s ability to manage 
the administrative and oversight responsibilities of the use of federal funds is strong. 
The City’s hope is that the staff employed to support local groups have been actively 
involved and accessible to ensure that the program effectively enrolled participating 
youth groups, strengthened the network of grass roots organizations, and met the 
various thresholds of compliance and accountability for the CDBG program

Challenges associated with partnering:
While the City and UW are optimistic that this new initiative will be successful, it  
will be important to assess whether specific measures of enrollment, participation, 
and compliance have been met. It may be that a different level or type of support  
for participating groups will be needed to optimize results in future years. 

SINGLE INTAKE/SCREENING FOR 
OWNER OCCUPIED REHAB (HOME) 
AND EMERGENCY REPAIR (CDBG)  
[GCCARD—Project Implementing Agency Partner]

Explicit purposes for the partnership: 
A governmental entity may pass CDBG funds through to another nonprofit or local 
government entity as a subrecipient to implement programs on its behalf. The 
subrecipient, known here as the Project Implementing Agency, must be another 
governmental entity or a nonprofit organization. In this situation, the original CDBG 
grantee retains the responsibility to monitor the subrecipient to ensure the grant  
funds are being used for authorized purposes and as required by the grant agreement 
and applicable regulations. In Flint’s community development delivery system, the 
Genesee County Community Action Resource Development Agency (GCCARD),  
as a CDBG subrecipient, plays the role of the Project Implementing Agency.

GCCARD, an agency of county government that performs community action 
responsibilities, has previously worked collaboratively with CED through cross-referral 
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for services and as a past administrator of its Citywide Emergency Repair (CWE) 
program. Under the new single intake portal, GCCARD will gather intake information 
and do eligibility screening both for the CDBG-funded CWE program and for the 
HOME-funded owner-occupied rehab program. CDBG activity delivery funds may be 
used to support HOME-funded projects which are also CDBG-eligible. GCCARD was 
chosen based on its demonstrated capacity in administering home repair, as noted 
above, and on its implementation of the Department of Energy (DOE) Weatherization 
program. 

GCCARD will be responsible to ensure that all program requirements for the specific 
HUD program—CDBG or HOME—are met. These include such items as income  
eligibility, proof of property insurance, payment of local taxes, etc. In addition, 
GCCARD will assess each unit for which assistance is requested, to determine 
whether it is best served by a “full-code” rehab funded by HOME, emergency repair 
of specific systems in the house to address health and safety concerns funded by 
CDBG, and/or rehabbed in coordination with DOE Weatherization (such as roof 
repair/replacement). GCCARD will determine the program(s) to be used and will 
develop repair specifications and assessments. GCCARD will procure contractors for 
CWE and will use the city’s procured contractor for HOME owner-occupied rehab.

CED will provide HOME funds directly to the contractor, based on GCCARD’s  
recommendation and a City inspection. CED will reimburse GCCARD using CDBG 
funds for delivery costs in both programs, and for contracted repairs in the CWE program.

Advantages of partnering:
n	� Allowable home repair under the weatherization program is very limited; seamless 

coordination with CDBG will provide greater ability to serve homes where repairs 
are necessary to achieve the full benefits of the weatherization program.

n	� As program target area priorities change and regulations are modified in 
both the HOME and CDBG programs, GCCARD will be able to identify the most 
appropriate form of assistance for households needing home repairs.

n	� GCCARD provides essential additional capacity in the face of hiring 
restrictions within the City and CED. As a high-capacity service delivery partner, 
GCCARD can quickly revive the CWE program, which has been  
on hold for several years because of staffing limitations.

Challenges associated with partnering:
GCCARD will need to become familiar with the 2013 HOME regulations, especially 
the new property standards at 24 CFR 92.251 as they go into effect in January 2015. 
In addition, GCCARD and the City will need to be in close communication to ensure 
efficient procedures and effective communications between themselves, and among 
GCCARD’s contractors for Citywide Emergency Repairs, the City’s previously-pro-
cured contractor for owner-occupied rehab, City building inspectors, and the City 
finance department.
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COMPLIANCE MONITORING AND 
PAYMENT PROCESSING 
[Contractor Partner]

The City of Flint considered hiring a Compliance Monitoring and Payment Processing 
partner to take on its monitoring and payment processing duties and even undertook 
an RFP process to select a partner. However, for several reasons, the City of Flint 
decided not to proceed at this time, but may revisit the possibility in the future. The 
City anticipated receiving responses from companies that provide this service to other 
municipalities, hoping to achieve efficiencies of scale. However, responses received 
did not offer any net cost savings. Thus the City determined it was more cost-effective 
to revise internal policies and procedures and restructure existing staff work efforts 
to gain some of the efficiencies that were expected to be received from a contractor. 
So that other municipalities may benefit, the process for initiating and the potential 
benefits of hiring a contractor partner are included below.

Explicit purposes for the partnership: 
The overriding goal of partnering with a Monitoring and Payment processing 
contractor is to reduce City staff costs and streamline operations, while ensuring that 
HUD funds are spent on eligible activities, adhering to HUD cost principles and in 
compliance with federal rules. This strategy is also intended to identify and prevent 
deficiencies and to design corrective actions to improve or reinforce program partici-
pant performance, while relieving municipality staff from the transactional process. 

How different partnerships are built, with community partners 
taking on different functions:
A municipality could procure a qualified partner for this work through a competitive 
process. In this relationship the City staff would take on a management oversight 
role to verify that the contractor has appropriate checks and procedures in place to 
monitor performance of nonprofits and efficiently process reimbursement and pay-
ment requests. By focusing on specific performance measures a municipality would:

n	� Ensure that programs and technical areas are carried out efficiently, effectively, 
and in compliance with applicable laws and regulations

n	� Assist program participants in improving their performance, developing or 
increasing capacity, and augmenting their management and technical skills

n	� Stay abreast of the efficacy of community development programs and technical 
areas within the communities these programs serve

Advantages of partnering:
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Efficient payment processing and effective monitoring systems start with good pro-
gram design and clear performance expectations that are articulated in agreements 
with contractors that have the capacity to adhere to HUD program requirements. 
These are all advantages of partnering with experienced private sector vendors. A 
municipality may enter into a contract with a contractor that routinely manages and/or 
audits financial transactions. In doing so, a municipality and its contractor would agree 
on the monitoring goals and payment processing roles and responsibilities to develop 
a streamlined yet effective monitoring and payment system that will:

n	� Assess and improve the quality of City and subrecipient performance
n	� Determine the level of City and subrecipient compliance
n	� Address city and subrecipient management deficiencies and design  

corrective actions
n	� Highlight City and subrecipient accomplishments
n	� Identify best practices that might be replicated by other partners
n	� Improve performance of City and subrecipient program managers to carry out 

activities in a timely manner, comply with regulations, improve management 
quality, solve problems and avoid audit findings

n	� Identify and recommend opportunities for improvement through program design 
changes, adoption of best practices or use of new technologies

Challenges associated with partnering:
Federal regulations are clear that grantees are held accountable for implementation 
of HUD grants and ensuring that funds are used in accordance with all program 
requirements. Partnering with a vendor through a contract to manage payment and 
compliance monitoring processes does not relieve the grantee of the responsibility 
for adherence to Federal regulations and statutes. The grantee continues to play an 
important role when these tasks are outsourced. Consequently, the grantee must 
be diligent about developing appropriate performance measures, and must conduct 
frequent checks to ensure that all Federal requirements are met. 

STRATEGIC CONSIDERATIONS FOR 
YOUR COMMUNITY
The City of Flint undertook this thoughtful restructuring in response to years of 
economic disinvestment that stressed City resources. There had been City-wide 
reductions in staffing and even though sufficient HUD funds were in place to support 
staff working on HUD programs, CED positions were also eliminated. Awards to 
inexperienced developers and CHDOs with limited capacity left the City exposed to 
audit findings and funds recapture. Working with these inexperienced developers 
put additional burden on the reduced staff to provide technical assistance, develop 
corrective actions, and provide monitoring oversight. 

Other communities facing related or even very different challenges may also want to 
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consider redesigning their delivery of key housing/homelessness services. Important 
assessment factors to consider, related to resources and capacity, include: 

n	� Are experienced staff leaving and not being replaced with staff of similar skill 
and expertise? 

n	� Are resources even available to replace departing HUD-program staff? 
n	� Do nonprofit community partners or other local government departments in the 

city or the region have the capacity to take on added responsibilities? If this is not 
the case, are Technical Assistance resources available to help build capacity and 
tools for this purpose? 

n	� Does the jurisdiction have the staff capacity and systems in place to provide 
adequate oversight for subrecipients and contractors to ensure compliance with 
federal program requirements? 

n	� Can the jurisdiction identify specific programs/partners to work with, based on 
qualifications, related experience and/or high capacity? 

Once a community has a clearer sense of local conditions and capacity, they might 
explore the issues through a cost benefit analysis perspective, asking: 

n	� What specific measureable objectives would we hope to accomplish through 
partnering with outside agencies to perform activities that used to be performed 
by the jurisdiction? 

n	 Are there other ways to accomplish these same objectives? 
n	� What benefits can we identify, both to our community and to the jurisdiction, of 

this partnership?
n	 What risks or potential risks would be heightened by this partnership?

Reviewing key relationships and relational implications of service delivery system 
redesign, early in the consideration, is crucial. The community should ask: 

n	 What is the HUD Field Office’s view? 
• �What information will they need about proposed partners, the proposed

allocation of responsibilities, or other concerns they may have? 
• �What is their view on adequate oversight and monitoring of HUD resources?
• �What forms of assistance and support can they provide to the jurisdiction

and its partners?
n	 �Who in the community—in addition to jurisdiction staff and HUD—should be 

included early on in this consideration? Are there collective bargaining issues that 
need to be explored? 

n 	 �How would the proposed redesign affect other ongoing service delivery efforts, 
e.g., Coordinated Entry/Assessment activities of the Continuum of Care?

Consideration of shifting responsibilities from public entities to private partners, as 
described in this document, raises important issues of authority, control, oversight, 
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and financial gain. The authors want to emphasize the need to go through a strategic 
planning process—one that involves multiple stakeholders—to ensure that these 
concerns are voiced and openly evaluated in the very early stages of any partnership 
work. The merits and downsides of staying “as is” vs. shifting responsibilities to a 
community partner or multiple partners need to be made explicit early on.

TOOLS
In Flint, City and Technical Assistance team members used a number of simple and 
adaptable tools to design and implement the partnerships. These included: 

Administrator: ESG

Fiduciary: CDBG-Public Services

Project Implementation Agency: HOME and CDBG

Contractor: Payment Processing and Contract Monitoring

Purpose: Outlines in  
contractual terms the  
elements of the partnership

Purpose: Determine if the 
division and the United Way’s 
partners are complying with 
federal requirements in relation 
to appropriate activities and 
eligible participants 

Purpose: Illuminates responsibility 
and accountability for the new 
arrangement; makes apparent 
which activities are shifting to the 
partner and which are not

Purpose: Clarifies steps of complex 
processes that may have grown 
up organically—allows City to 
rethink these as well as making 
explicit for bidders what will be 
required

ESG MEM-
ORANDUM 
OF UNDER-
STANDING 

CONTRACT PRIMER  
(Handbook) 

ESG SUB 
STRUCTURES 
DIAGRAM

PROJECT DELIVERY 
REGULATIONS

CHECK LIST OF  
RESPONSIBILITIES  
FOR CITY AND  
PARTNER

HANDBOOK PROCESS MAPS 
FOR PAYMENT 
CONTRACTOR

RFP

NOTE: The files shown below can be viewed and printed from the attachments section of this pdf
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Memorandum of Understanding 

Between The City of Flint

and  

Metro Community Development Corporation 

This Memorandum of Understanding (MOU) is to establish the roles entered into between the City of Flint and Metro Community Development Corporation, the Subrecipient and Fiduciary Agency (hereafter referred to as “Subrecipient” and/or “Fiduciary Agency”). The City of Flint and the Subrecipient are collectively referred to as “Key Partners” and the administrative offices and authorized representatives of the Key Partners are listed in the attached document labeled “Attachment A - Participating Organizations”, which is incorporated by reference into this MOU and made a part hereof.

WHEREAS, the City of Flint has selected Metro Community Development as the Fiduciary Agency for the administration of City of Flint Emergency Solutions Grant funds; the Fiduciary Agency agrees to oversee the administration of funds and the oversight of implementation as specified in the attached document labeled “Attachment B: Roles and Responsibilities”; and

WHEREAS, funds in the amount of $11,000 will be made available to Metro Community Development for the administration of the Emergency Solutions Grant effective upon execution of a resolution and contract and for the timeframe ending December 31, 2013.


WHEREAS, funds in the amount of $15,667 will be made available to Metro Community Development for the administration of the Emergency Solutions Grant effective upon the City’s receipt of FY13-14 HUD ESG funds and execution of a resolution and contract for the timeframe ending September 30, 2014.


THEREFORE, the Key Partners agree that it is in the best interests of all concerned to enter into this Memorandum of Understanding.


I.
ELIGIBLE ACTIVITIES  

Eligible costs for Administrative Activities are outlined in Section 576.108 of the Interim Rule published in the Federal Register on December 5, 2011.   

The Fiduciary Agent will be awarded ESG funds to conduct administrative activities for the City’s ESG program including but not limited to:  


· Supporting the City’s processes for setting funding priorities and selecting sub-subrecipients by administering a Request for Proposals and providing detailed information on applications received; 


· Developing and executing contracts, including verification of all required appendices and assurances; 


· Implementing the City’s ESG Standards and ensuring compliance of sub-subrecipients; 


· Handling all documentation and financial transactions with sub-subrecipients, including providing Invoice Production Checklists and other tools to support invoicing and payment processing; 


· Submitting compiled and verified invoices on a monthly basis to the City for payment, and then promptly and accurately distributing payments to sub-subrecipients; 


· Ensuring timely and accurate data entry is carried out by each ESG sub-subrecipient, and producing all reports as required or requested by HUD or the City of Flint; and


· Monitoring financial management and client documentation for all sub-subrecipients according to a schedule agreed upon with the City.  


II.  FUNDING

The Administrative Funds of the Emergency Solutions Grants Program cannot be used for direct services.  Funding for eligible Administrative Activities will be provided by the City of Flint through monthly payments, based on invoices and required back-up documentation from the Fiduciary Agency.  

III.  TERM 


This MOU Agreement will begin effective the date of September 1, 2013 and will continue through August 31, 2014. 

a. CONFIDENTIALITY  The Key Partners agree that by virtue of entering into this Agreement they will have access to certain confidential information regarding each other’s operations related to this program.  The Key Partners agree that they will not disclose confidential information and/or material.    Confidential information will be handled with the utmost discretion and judgment.

b. NONDISCRIMINATION.  There shall be no discrimination of any individual on account of race, color, creed, religion, sex, marital status, sexual orientation, age, handicap, ancestry or national origin in the administration of this program. 

c. SEVERABILITY.  In the event any provision of this Agreement shall be found to be invalid, illegal, or unenforceable in any respect, such invalidity, illegality or unenforceability shall not affect the validity, legality and enforceability of the remainder of the MOU.

d. AMENDMENTS.  This MOU may be amended only with the mutual consent of the Key Partners.

e. CERTIFICATION OF AUTHORITY TO SIGN MOU.  The persons signing this MOU on behalf of the Key Partners hereto certify by said signatures that they are duly authorized to sign this document.

Signed:  ________________________________________ Date:  _________________




 Name City of Flint Representative

Signed:_________________________________________ Date:  _________________




Director Name


Fiduciary Agency Name


ATTACHMENT A:  PARTICIPATING ORGANIZATIONS


Tracy Atkinson, Chief Officer


City of Flint


DCED


1101 S. Saginaw St.

Flint, MI  48502

Ravi Yalamanchi, Director

Metro Community Development 


503 South Saginaw St.

Flint, MI  48502

ATTACHMENT B: ROLES AND RESPONSIBILITIES


The City of Flint will: 

· Select Sub-subrecipients to provide eligible Emergency Solutions Grant (ESG) activities; 


· Identify an agency to function as Fiduciary and administrative agent for these funds;


· Develop and train the Fiduciary and Sub-subrecipients on City of Flint Standards for the implementation of Emergency Solutions Grant activities, including eligibility, documentation, and allowable costs;

· Develop and train the Fiduciary on documentation standards and process for the submission of payment invoices to the City of Flint;


· Disburse ESG funds to the Fiduciary in a timely manner;


· Draw down funds from the IDIS system for reimbursement to the City


· Monitor the Fiduciary’s compliance with city, state and federal requirements related to the management of funds and activities, including the review of financial, ESG activity and ESG client records; 


· Monitor the Fiduciary’s oversight and monitoring of Sub-subrecipients, including the review of Sub-subrecipients’ financial documentation submitted to the Fiduciary, Sub-subrecipients’ performance reports, Sub-subrecipients’ data in HMIS, and Sub-subrecipients’ client records;

· Report annual performance of Sub-subrecipients and Fiduciary to HUD;

· Assure that services provided by the Fiduciary, and Sub-subrecipients are meeting the needs of the community and that critical issues are addressed.

 Fiduciary Agency: The Fiduciary Agency will be responsible for:

· Implementation and oversight of City of Flint Emergency Solutions Grant activities;


· Ensuring that City of Flint and federal  ESG standards and requirements are met;


· Financial management of Sub-subrecipient awards, including compliance with City and federal OMB requirements; 


· Execution of grant documents to the selected ESG Sub-subrecipients;


· Grant documents must include:

· Copy of Emergency Solutions Grant Interim Rule regulations (24 CFR Part 576)


· Memorandum of Understanding with  all Key Partners;

· A-133 audit compliance;

· Verification of insurance;

· Detailed scope of work, incorporating City of Flint ESG Standards and detailing eligible costs;

· Invoice, documentation and financial management standards that are OMB compliant;

· Reporting protocols and forms for gathering data necessary for ESG CAPER;

· Ensure timely and accurate data entry into HMIS;


· Remote and direct/on-site contract monitoring protocols, to ensure compliance with ESG and other federal regulations;

· Provide a copy of the executed grant agreement to Sub-subrecipients and the City of Flint;

· Provide support in partnership with the City of Flint to ensure timely expenditures of funds;

· Collect and submit quarterly Progress Reports. 

· Conduct a monitoring review of Sub-subrecipients during 3rd quarter of the grant reviewing a portion of Sub-subrecipients files (minimum 10% of tenant files if applicable), as well as the financial records of Sub-subrecipients. Submit a copy of your report to the City of Flint with the next monthly invoice; 

· Maintain records to support billings. The information must be retained for four years. 

Subrecipients:  Subrecipients will be responsible to:


· Work with the City of Flint and the Fiduciary to re-align program dollars, where possible, to fill gaps to end homelessness;


· Embrace strength-based case management;


· Provide allowable services as defined in the NOFA and as specified with their agreement with the grant Fiduciary; 


· Comply with City of Flint ESG Standards for applicable activities;


· Enter timely and accurate client information on HMIS (Domestic Violence use alternative system)


· Routinely review and correct HMIS data quality issues and monitor outcome performance;


· Maintain financial and client level reports to support billings – retain records for four years;


· Request payment and provide necessary supportive documentation to the grant fiduciary;


· Submit quarterly Progress Reports that address specific performance outcomes supported by  HMIS data to the grant Fiduciary as outlined in the grant contract;


· Ensure compliance with grant terms and provide grant Fiduciary and City of Flint access to financial and program records, including client files.
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EMERGENCY SOLUTIONS GRANT

CONTRACT BETWEEN 


Metro Community Development 

AND

Genesee County Youth Corporation

My Brother’s Keeper


Shelter of Flint


YWCA


Legal Services of Eastern Michigan


Resource Genesee


THIS AGREEMENT, entered into this 1st day of December, 2013, by and between Metro Community Development, a private non-profit corporation incorporated under the laws of the State of Michigan, hereinafter referred to as the "Administrator", and Genesee County Youth Corporation, My Brother’s Keeper, Shelter of Flint, YWCA, Legal Services of Eastern Michigan, and Resource Genesee, private non-profit corporations incorporated under the laws of the State of Michigan, hereinafter referred to as the "Sub-subrecipient".


The City, by resolution, adopted a Consolidated Plan which included grant assistance authorized by subtitle B of Title IV of the Stewart B. McKinney Homeless Assistance Act, as amended by the Homeless Emergency Assistance and Rapid Transition to Housing Act of 2009 (Hearth Act); and


The City, by resolution ____________, adopted on ___________, has contracted with Metro Community Development to provide fiduciary and administrative oversight of the City of Flint Emergency Solutions Grant program; and 


Metro Community Development is contracting with local non-profit organizations organized to provide housing assistance or services to persons and families of low or moderate income, and thus are eligible to receive a grant pursuant to the Emergency Solutions Grant in order to undertake activities to aid Homeless Persons, pursuant to 24 CFR 576.21; and


The Sub-subrecipients have represented to Metro Community Development that they fully intend to undertake or continue a program to implement housing assistance or services.  Specifically, the Sub-subrecipients will implement the following programs:


		2014-15 HESG



		 Projects /Activities 

		Balance



		GCYC REACH – Shelter

		$41,600



		My Brother’s Keeper In Safe Hands – Shelter

		$35,200



		Shelter of Flint – Shelter

		$68,000



		YWCA DVSAS Safehouse – Shelter

		$21,760



		Legal Services Housing Utility Law Assistance Project – Homelessness Prevention

		$11,000



		Resource Genesee – Homelessness Prevention

		$35,000



		GCCARD – Homelessness Prevention

		$21,000



		Resource Genesee – Rapid Rehousing

		$16,000



		Metro Community Development – Data Collection

		$14,200



		Total Metro Reimbursement Authority

		$276,396





The Sub-subrecipients assure that they possess the legal authority to enter into this Agreement; that a resolution, motion, or similar action has been duly adopted or passed as an official act of the Sub-subrecipient's governing body authorizing the filing of the project plans, including all understandings and assurances contained therein, and directing and authorizing the person(s) identified as the contracting official(s) of the Sub-subrecipient to execute contractual documents on behalf of the Sub-subrecipient, to act in connection with this Agreement, and to provide such additional information as may be required by the City; and

The City, as a "Grantee" of HUD's Emergency Solutions Grants Program under 24 CFR 576.3, is responsible for assuring compliance with the pertinent federal requirements as set forth in 24 CFR 576 et. seq.; and

Metro Community Development, as the City-designated "Administrator" of HUD's Emergency Solutions Grants Program under 24 CFR 576.3, is also responsible for assuring compliance with the pertinent federal requirements as set forth in 24 CFR 576 et. seq.; and


The Sub-subrecipient agrees that the terms and conditions set forth herein constitute  reasonable and appropriate means to assure the use of grant funds in compliance with the Act, the City's General Rules, the provisions of 24 CFR 576 etc. seq., and the aforementioned Resolution; and


The Sub-subrecipient certifies that the service will be operated in such a way as to maximize the opportunities for clients to participate in program delivery through employment, volunteer services, construction, renovation, maintenance or operation of the facility or program; and


If homeless benefit activities are proposed, the Sub-subrecipient certifies that the organization has formally involved, and will continue to involve, at least one current or formerly homeless person in its policy-making process as it relates to the operation of this service; and


The Sub-subrecipient certifies it is an organization that is actively participating in local area provider networks, homeless housing and service coalitions, and Continuum of Care planning processes; and


The above-stated objectives of the City's ESG Program being coincident with the objectives of the Sub-subrecipient, Metro Community Development and the respective Sub-subrecipients have, therefore, entered into this Agreement for the City to provide funds to the Sub-subrecipient for the purpose of administering agency contracts for street outreach, emergency shelter, homelessness prevention, rapid re-housing, data collection, and administration.


The City agrees to grant the amount of Two Hundred Seventy-Six Thousand, Three Hundred Ninety-Six Dollars ($276,396) to the Sub-subrecipients for the purposes described in this contract; and in consideration of the grant and the mutual covenants and promises set forth herein, the Sub-subrecipients agree adhere to the following (where applicable):

(1)
Eligible Activities:  The Sub-subrecipient shall use ESG funds solely to administer activities defined as "Eligible activities" under 24 CFR 576.Subpart B, Sections .100 - .109., using standards as described in the City of Flint’s Emergency Solutions Grant Primer (Appendix B).

(2)
Matching Funds: Sub-subrecipients shall comply with the "Matching Funds" requirement as set forth in 24 CFR 576.201.  Sub-subrecipients will be required to match ESG funds dollar for dollar, using eligible and appropriate sources of cash and in-kind resources.

(3)
Continued Use: Sub-subrecipients shall comply with the continued use requirements set forth in 24 CFR 576.102(c) ("Minimum Period of Use").


(4)
Assistance to Homeless: Sub-subrecipients shall comply with the requirements contained at 24 CFR 576.407 concerning assistance to the homeless.


(6)
Other Federal Requirements: Sub-subrecipients shall comply with the requirements of 24 CFR 576.407 (Other Federal Requirements).


(7)
Relocation and Acquisition: Sub-subrecipients shall comply with the requirements of 24 CFR 576.408 (Relocation and Acquisition).



Environmental Review: Sub-subrecipients shall comply with  the requirements of 24 CFR 576.407(d) concerning the environmental review responsibilities under the National Environmental Policy Act of 1969 and related authorities as specified in 24 CFR Part 58.



Displacement: Sub-subrecipients shall comply with the requirements of 24 CFR 576.408(a) concerning minimizing the displacement of persons as a result of a project assisted with these funds.



Victim of Violence Confidentiality: Sub-subrecipients shall comply with the requirements of 24 CFR 576.500(x), that grantees develop and implement procedures to ensure the confidentiality of records pertaining to any individual provided family violence prevention or treatment services under any project assisted under the Emergency Solutions Grant Program and that the address or location of any family violence shelter project assisted with ESG funds will not be made public, except with written authorization of the person or persons responsible for the operation of the shelter.


Homeless Participation: Sub-subrecipients shall comply with the requirement that recipients involve, to the maximum extent practicable, homeless individuals and families in constructing, renovating, maintaining, and operating facilities assisted under the Emergency Solutions Grant Program, and in providing services for occupants of these facilities, as provided by 24 CFR 576.405.

Non-discrimination and Equal Opportunity Requirements:  Sub-subrecipients shall comply with the following non-discrimination and equal opportunity requirements:


1. The requirements of Fair Housing Act (42 U.S.C. 3601-20) and implementing regulations at 24 CFR Part 1001; Executive Order 11063 and implementing regulations at 24 CFR Part 107;and Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d and 2000d-4) implementing regulations issued at 24 CFR Part 1.


2. The requirements of 24 CFR 576.407, the prohibition against discrimination on the basis of age under the Age Discrimination Act of 1975 (42 U.S.C. 6101-07) and implementing regulations at 24 CFR Part 146 and the prohibitions against discrimination against handicapped individuals under section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) and implementing regulations at 24 CFR Part 8. 


3. The requirements of Executive Order 11246 and the regulations issued under the Order at 41 CFR 60. 


4. The requirements of section 3 of the Housing and Urban Development Act of 1968, 12 U.S.C. 1701u (see 24 CFR 570.607(b). 


5. The requirements of Executive Orders 11625, 12432, and 12138. Consistent with HUD's responsibilities under these orders, the grantee must make efforts to encourage the use of minority and women’s business enterprises in connection with activities funded this part; AND 


6. The requirement that the grantee make known that the use of the facilities and services is available to all on a nondiscriminatory basis. Where the procedures that a grantee or recipient intends to use to make known the availability of such facilities and the Emergency Solutions Grant Program services are unlikely to reach persons with handicaps or persons of any particular race, color, religion, sex, age or national origin who may qualify for such services, the recipient or grantee must establish additional procedures that will ensure that these persons are made aware of the facility and services. Adopt and implement procedures designed to make available to interested persons information concerning the existence and location of services and facilities that are accessible to persons with a handicap. Regulations of 24 CFR 576.407. 


HUD Equal Access to Housing Final Rule Compliance Requirement. Sub-subrecipients shall comply with the Equal Access to Housing in HUD Programs Regardless of Sexual Orientation or Gender Identity Notice published by HUD in the Federal Register on February 3, 2012. This rule became effective March 5, 2012. This rule applies to all McKinney-Vento-funded housing programs, as well as to other housing assisted or insured by HUD. The rule creates a new regulatory provision that generally prohibits considering a person’s marital status, sexual orientation, or gender identity (a person’s internal sense of being male or female) in making homeless housing assistance available. 

(8)
ADA: Sub-subrecipients shall comply with the requirements of the Americans with 


Disabilities Act of 1990, as amended and changes made by the Americans with Disabilities Act Amendments Act of 2008 ( P.L. 110-325).

(9)
Sanctions: Sub-subrecipients acknowledge and agree that it shall be subject to the sanctions set forth in 24 CFR 576.501(c), if determined applicable by the City.


(10)
NAHA: Sub-subrecipients shall comply with the requirement of the National Affordable Housing Act (Pub. L. 101-625, November 28, 1990) contained in Section 832(e)(C) that it shall develop and implement procedures to ensure the confidentiality of records pertaining to any individual provided family violence prevention or treatment services under any project assisted under the Emergency Solutions Grants Program, and that the address or location of any family violence shelter project assisted under the Emergency Solutions Grants Program will, except with written authorization of the person or persons responsible for the operation of such shelter, not be made public.


 (11)
Section 3



a.  Sub-subrecipients shall comply with the requirement that recipients involve, to the maximum extent practicable, homeless individuals and families in constructing, renovating, maintaining, and operating facilities assisted under the ESG Program, and in providing services for occupants of these facilities (42 U.S.C. 11375(c)(7), as added by Section 1402(b) of the Housing and Community Development Act of 1992).


b. Sub-subrecipients’ compliance with the provisions of Section 3, the 

regulations set forth in 24 CFR 135, and all applicable rules and orders issued hereunder prior to the execution of this contract, shall be a condition of the federal financial assistance provided under this contract and binding upon Sub-subrecipients.  Failure to fulfill these requirements shall subject Sub-subrecipients, their successors and assigns, to those sanctions specified by the agreement through which federal assistance is provided. Sub-subrecipients certify and agree that no contractual or other disability exists which would prevent compliance with these requirements.  Sub-subrecipients agree to provide monthly reports to Metro Community Development, in a form provided by the City, demonstrating Sub-subrecipients’ compliance with, and good faith efforts towards compliance with HUD’s Section 3 requirements.  Failure to provide this monthly documentation will subject Sub-subrecipients to sanctions as identified in Section VI (C) (5) of this contract.


Sub-subrecipients further agree to comply with these "Section 3" requirements and to include the following language in all subcontracts executed under this agreement:


A. The work to be performed under this contract is subject to the requirements of section 3 of the Housing and Urban Development Act of 1968, as amended 12 U.S.C. 1701u (section 3).  The purpose of section 3 is to ensure that employment and other economic opportunities generated by HUD assistance or HUD-assisted projects covered by section 3 shall, to the greatest extent feasible, be directed to low- and very low-income persons, particularly persons who are recipients of HUD assistance for housing.


B. The parties to this contract agree to comply with HUD’s regulations in 24 CFR part 135, which implement section 3. As evidenced by their execution of this contract, the parties to this contract certify that they are under no contractual or other impediment that would prevent them from complying with the part 135 regulations.


C. Sub-subrecipients agree to send to each labor organization or representative of workers with which Sub-subrecipients have collective bargaining agreements or other understandings, if any, a notice advising the labor organization or workers’ representative of the contractor’s commitments under this section 3 clause, and will post copies of the notice in conspicuous places at the work site where both employees and applicants for training and employment positions can see the notice. The notice shall describe the section 3 preference, shall set forth minimum number and job titles subject to hire, availability of apprenticeship and training positions, the qualifications for each; and the name and location of the person(s) taking applications for each of the positions; and the anticipated date the work shall begin.


D. Sub-subrecipients agree to include this section 3 clause in every subcontract subject to compliance with regulations in 24 CFR part 135, and agree to take appropriate action, as provided in an applicable provision of the subcontract or in this section 3 clause, upon a finding that the subcontractor is in violation of the regulations in 24 CFR part 135. Sub-subrecipients will not subcontract with any subcontractor where Sub-subrecipients have notice or knowledge that the subcontractor has been found in violation of the regulations in 24 CFR part 135. 


E. Sub-subrecipients will certify that any vacant employment positions, including training positions, that are filled (1) after Sub-subrecipients are selected but before the contracts are executed, and (2) with persons other than those to whom the regulations of 24 CFR part 135 require employment opportunities to be directed, were not filled to circumvent Sub-subrecipients’ obligations under 24 CFR part 135.


F. Noncompliance with HUD’s regulations in 24 CFR part 135 may result in sanctions, termination of this contract for default, and debarment or suspension from future HUD assisted contracts.


G. With respect to work performed in connection with section 3 covered Indian housing assistance, section 7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 450e) also applies to the work to be performed under this contract. Section 7(b) requires that to the greatest extent feasible (1) preference and opportunities for training and employment shall be given to Indians, and (2) preference in the award of contracts and subcontracts shall be given to Indian organizations and Indian-owned Economic Enterprises. Parties to this contract that are subject to the provisions of section 3 and section 7(b) agree to comply with section 3 to the maximum extent feasible, but not in derogation of compliance with section 7(b).


(12)
Religious Organizations: Sub-subrecipients agree to comply with the limitations set forth in 24 CFR 576.406, and the Department of Housing and Urban Development Final Rule which was published in the Federal Register of September 30, 2003, concerning participation in HUD programs by faith based organizations providing for equal treatment of all HUD Program Participants, specifically as it relates to the provision of assistance to primarily religious organizations.


(13)
Actions and Reimbursements: All actions and reimbursements of the parties hereto are subject to the provisions of the Act, and the Federal requirements set forth in 24 CFR 576 etc. seq.


(14)
OMB Circular: Sub-subrecipients shall comply with the policies, guidelines and requirements of OMB Circular A-122 (Cost Principles for Nonprofit Organizations) and applicable Attachments of OMB Circular A-110 (Grants and Agreements with Institutions of Higher Education, Hospitals, and other Nonprofit Organizations), and OMB Circular A-133 (Audits of Institutions of Higher Education and other Nonprofit Institutions) as they relate to the acceptance and use of ESG funds.


(15)
Administrator Rights



The Administrator shall have the right to:


a. Have access to and examine the books, records, and files of Sub-subrecipients insofar as is necessary to determine compliance with the terms and conditions of this Agreement.


b. Visit any site, interview any beneficiary, and observe any action covered by this Agreement.  


c. Determine the permissibility of any cost or expenditure and require Sub-subrecipients to reimburse the City for any disallowed cost or expenditure paid by the City that results in repayment to HUD.  Moreover, if the permissibility of an expenditure cannot be determined because records or documentation are inadequate or missing, the questionable cost will be declared disallowed and the Sub-subrecipient shall reimburse the City for the amount of such disallowed cost.

d.  Promulgate and require adherence to standards, forms, instructions, and procedures for record keeping and reporting by the Sub-subrecipient, and to unilaterally modify or amend those standards, forms, instructions, and procedures to which the Sub-subrecipient must adhere.


(16) 
Administrator Obligations


The Administrator shall have the obligation to:

a. Train Sub-subrecipients on City of Flint Standards for the implementation of Emergency Solutions Grant activities, including eligibility, documentation, and allowable costs;

b. Make available for review by Sub-subrecipients each and every act, regulation, rule, and law that is specifically named and incorporated into this Agreement.

c. Notify Sub-subrecipients of any changes in such act, regulation, rule, and law that is specifically named and incorporated in this Agreement, which may affect Sub-subrecipients' performance under the terms and conditions of this Agreement.  Provide Sub-subrecipients with reporting forms, along with written instructions and procedures, as required by the City.

d. Disburse ESG funds to the Sub-subrecipients in a timely manner;

e. Monitor the Sub-subrecipients’ compliance with city, state and federal requirements related to the management of funds and activities, including the review of financial, ESG activity and client records, Sub-subrecipients’ performance reports, Sub-subrecipients’ data in HMIS;

f. Report annual performance of Sub-subrecipients to City of Flint;

g. Assure that services provided by Sub-subrecipients are meeting the needs of the community and that critical issues are addressed.


(17)
Non-Waiver: The failure of the Administrator to enforce at any time any of the provisions of this Agreement, or to require at any time performance by Sub-subrecipients of any of the provisions hereof, shall not be construed to be a waiver of such provisions, nor in any way to affect the validity of this Agreement or any part hereof, or the right of the Administrator to enforce each and every provision.

(18)
Breach: Notwithstanding any term or condition of this Agreement to the contrary, Sub-subrecipients shall not be relieved of liability to Administrator for damages sustained by the Administrator by virtue of any breach of the Agreement by Sub-subrecipients, or any disallowed cost; and the City shall have the right to demand of Sub-subrecipients the return of any Agreement funds used for such disallowed costs, and Sub-subrecipients agree to comply with such demand.

(19)
Project Costs



a.
Sub-subrecipients agree to record all project costs following generally accepted accounting principles and to file reports as required on a cash accounting basis unless waived in writing by the City.  A separate account number (Fund) or cost recording system must separate all direct and indirect project costs from Sub-subrecipients' other or general expenditures.


b. Sub-subrecipients agree to establish and follow a cost-allocation plan approved by the City for those costs in this Agreement's budget being shared with other projects or funds operated by Sub-subrecipients.

c.
Sub-subrecipients shall submit a copy of an audit of its financial records, performed by an independent Certified Public Accountant, for each fiscal year of Sub-subrecipients that includes any part of the period of performance of this Agreement.  Such audit reports are subject to the audit requirements of OMB Circular A-110 or OMB Circular A-133, as applicable, and shall be completed using a reporting format approved in writing by the City and submitted within 180 days following the close of Sub-subrecipients’ fiscal year.  The auditor must also prepare an IRS Form-990 and a Management Letter and/or Report on Internal Controls relating to the audit, and a copy of those must be submitted with the audit report.  The cost of these audits shall be borne by Sub-subrecipients.


(20)
Non-Interest Bearing Account: All Agreement funds deposited before expenditure (advance) shall be deposited in a non-interest bearing account at a federally insured financial institution. The earning of interest on advanced Agreement funds is prohibited.  


(21)
Applicable Law: This contract shall be governed by and interpreted according to the laws of the State of Michigan pertaining to contracts made and to be performed in this state.  Notwithstanding any term or condition of this agreement to the contrary, it is understood by all the parties hereto that nothing in this Agreement will relieve any of the parties from adherence to applicable federal, state, and local laws and regulations.


(22)
Arbitration: Sub-subrecipients agree to submit to arbitration all claims, counterclaims, disputes, and other matters in question arising out of or relating to this agreement or the breach thereof.  Sub-subrecipients’ agreements to arbitrate shall be specifically enforceable.  Sub-subrecipients’ obligation to submit disputes to arbitration shall include the following provisions:


(a)
Notice of demand for arbitration must be submitted to the City, via the Administrator, in writing within a reasonable time after the claim, dispute or other matter in question has arisen.  A reasonable time is hereby determined to be 14 days from the date the party demanding the arbitration knows or should have known the facts giving rise to his claim, dispute or question.  In no event may the demand for arbitration be made after the time when institution of legal or equitable proceedings based on such claim dispute or other matters in question would be barred by the applicable statute of limitation.


(b)
Within 14 days from the date demand for arbitration is received by the City, each party shall submit to the other the name of one person to serve as an arbitrator.  The two arbitrators together shall then select a third person, the three together shall then serve as a panel in all proceedings.  Any decision concurred in by a majority of the three shall be a final binding decision.


(c)
The final decision rendered by said arbitrators shall be binding and conclusive and shall be subject to specific enforcement by a court of competent jurisdiction.


(d)
The costs of the arbitration shall be split and borne equally between the parties and such costs are not subject to shifting by the arbitrator.


(23)
Certification, Licensing, Debarment, Suspension and Other Responsibilities

Sub-subrecipients warrant and certify that Sub-subrecipients and/or any of its principals   are properly certified and licensed to perform the duties required by this  contract in accord with laws, rules, and regulations, and is not presently debarred, suspended, proposed for debarment or declared ineligible for the award of federal contracts by any Federal agency. Sub-subrecipients may not continue to or be compensated for any work performed during any time period where the debarment, suspension or ineligibility described above exists or may arise in the course of Sub-subrecipients’ contractual relationship with the Administrator. 


Failure to comply with this section constitutes a material breach of this Contract. Should it be determined that Sub-subrecipients performed work under this contract while in non-compliance with this provision, Sub-subrecipients agree to reimburse the City for any costs that the City must repay to any and all entities.


Sub-subrecipients also agrees to comply with the provision of 24 CFR Part 24 relating to the employment, engagement of services, awarding of contracts, or funding of any contractors or subcontractors during any period of debarment, suspension or placement in ineligibility status.

(24)
City Income Tax Withholding:  Sub-subrecipients engaged in this contract shall withhold from each payment to his employees the City income tax on all of their compensation subject to tax, after giving effect to exemptions, as follows:


(a)
Residents of the City:


At a rate equal to 1% of all compensation paid to the employee who is a resident of the City of Flint.



(b)
Non-residents:


At a rate equal to 1/2% of the compensation paid to the employee for work done or services performed in the City of Flint.


These taxes shall be held in trust and paid over to the City of Flint in accordance with City ordinances and State law.  Any failure to do so shall constitute a substantial and material breach of this contract.


(25)
Compensation:  The City shall pay for such services as have been set forth herein, a contract price not to exceed $276,396.00 (Two Hundred Seventy-Six Thousand, Three Hundred Ninety-Six Dollars and 00/100) upon submission of proper invoices, releases, affidavits, and the like.


Administrator shall pay Sub-subrecipients (see Appendix C for examples) according to the following breakdown:

		2014-15 HESG



		 Projects /Activities 

		Balance



		GCYC REACH – Shelter

		$41,600



		My Brother’s Keeper In Safe Hands – Shelter

		$35,200



		Shelter of Flint – Shelter

		$68,000



		YWCA DVSAS Safehouse – Shelter

		$21,760



		Legal Services Housing Utility Law Assistance Project – Homelessness Prevention

		$11,000



		Resource Genesee – Homelessness Prevention

		$35,000



		GCCARD – Homelessness Prevention

		$21,000



		Resource Genesee – Rapid Rehousing

		$16,000



		Metro Community Development – Data Collection

		$14,200



		Total Metro Reimbursement Authority

		$276,396





Sub-subrecipient shall submit monthly supporting documentation (due by the 15th of each month) and itemized invoices for all services provided under this Agreement identifying:



(a)
The date of service


(b)
The name of person providing the service and a specific description of the service provided.



(c)
The unit rate and the total amount due.



(d)
Any and all documentation relied on to justify the expense.



(e)
A bill setting forth each of the services rendered and price of the services.


Original Financial and Activity Reports, including support documentation must be submitted to:


Metro Community Development

503 S. Saginaw St.


Flint, MI  48502

(26) Conflict of Interest:  In addition to conflict of interest requirements in OMB 

Circulars A-102 and A-110, no person (1) who is an employee, agent, consultant, officer, or elected or appointed official of the grantee, state recipient, or non-profit recipient (or any designated public agency) that receives Emergency Solutions Grant amounts and who exercises or has exercised any functions or responsibilities with respect to assisted activities or (2) who is in a position to participate in a decision making process or gain inside information with regard to such activities, may obtain a personal or financial interest or benefit from the activity, or have an interest in any contract, subcontract or agreement with respect thereto, or the proceeds there under, either for him or herself or those with whom he or she has family or business ties, during his or her tenure or for one year thereafter. HUD may grant an exception to this exclusion as provided in 570.611(d) and (e) of this chapter.

Sub-subrecipients must inform Administrator, in writing, of all cases of potential conflict of interest for a determination of applicability of this requirement.


Sub-subrecipients must have adopted, and be implementing a Code of Conduct for their agency.  At a minimum, the Code of Conduct must:


1. Prohibit the solicitation and acceptance of gifts or gratuities by officers, employees, and agents for their personal benefit in excess of minimal value; 


2. Outline administrative and disciplinary actions available to remedy violations of such standards, 


3. Describe the method to be used to ensure that all officers, employees and agents of the organization are aware of the Code of Conduct, and 


4. Be written on company letterhead that provides a mailing address, authorized official name, and telephone number. 


(27)
Contract Amendment:  The Administrator, upon approval of the Department of Community and Economic Development (DCED) may grant a contract amendment to extend the time period for a grant award and/or revise the scope of services to the initial award.   DCED will evaluate a request for an amendment for compliance with Consolidated Plan objectives, reporting and financial obligations governing the Emergency Solutions Grant Program and City and federal contractual requirements. Contract amendments may be approved for a maximum of two six-month terms.   Sub-subrecipients must complete a Contract Amendment Request Form and submit to DCED at least 45 days before the expiration of this written agreement.


The criteria for approval of a contract amendment request are as follows: 


a. The request for an amendment must evidence information that impacted Sub-subrecipients’ ability to expend funds and perform services as outlined in the scope of services


b. Financial and Activity reports must have been filed on a monthly basis


c. At least 70 percent of the grant award must have been expended at the time of a request for contract amendment


The Administrator reserves the right to request additional information or to assess extenuating circumstances in order to substantiate the need for a contract amendment and make a recommendation to DCED.

The Administrator will execute an approved contract amendment with the Sub-subrecipient to extend the time frame of the written agreement and/or change the scope of the agreement prior to the expiration of the initial agreement if all contract amendment conditions are met and upon approval of DCED.   For all contract amendments not approved by DCED, all unobligated, funds will be subject to reprogramming as a component of grant close out procedures.

(28)
Contract Documents:  The invitation for bids, instructions to bidders, proposal, affidavit, addenda (if any), statement of bidder's qualifications (when required), 


general conditions, special conditions, performance bond, labor and material payment bond, insurance certificates, technical specifications, and drawings, together with this agreement, form the contract, and they are as fully a part of the contract as if attached hereto or repeated herein.


(29)
Disclaimer of Contractual Relationship:  Nothing contained in the Contract Documents shall create any contractual relationship between the City and any ESG Sub-subrecipient.


(30)
Effective Date: This contract shall be effective upon the date that it is executed by all parties hereto.


(31)
Force Majeure:  No party shall be responsible for damages or delays caused by Force Majeure or other events beyond the control of the other party and which could not reasonably have anticipated the control of the other parties and which could not reasonably have been anticipated or prevented.  For purposes of this Agreement, Force Majeure includes, but is not limited to, adverse weather conditions, floods, epidemics, war, riot, strikes, lockouts, and other industrial disturbances; unknown site conditions, accidents, sabotage, fire, and acts of God.  Should Force Majeure occur, the parties shall mutually agree on the terms and conditions upon which the services may continue.


(32)
Good Standing:  Sub-subrecipients must remain current and not be in default of any obligations due the City of Flint, including the payment of taxes, fines, penalties, licenses, or other monies due the City of Flint.  Violations of this clause shall constitute a substantial and material breach of this contract.  Such breach shall constitute good cause for the termination of this contract should the City of Flint decide to terminate on such basis.


(33)
Indemnification: To the fullest extent permitted by law, Sub-subrecipients agree to 


defend, pay on behalf of, indemnify, and hold harmless the Administrator, the City of Flint, its elected and appointed officials, employees and volunteers and other working on behalf of the City of Flint, including the Project Manager, against any and all claims, demands, suits, or losses, including all costs connected therewith, and for any damages which may be asserted, claimed, or recovered against or from the Administrator, City of Flint, all elected and appointed officials, employees, volunteers or others working on behalf of the Administrator or City of Flint, by reason of personal injury, including bodily injury or death and/or property damage, including loss of use thereof, which may arise as a result of Sub-subrecipients’ acts, omissions, faults, and negligence or that of any of his employees, agents, and representatives in connection with the performance of this contract. Should the Sub-subrecipiens fail to indemnify the City in the above-mentioned circumstances, the City may exercise its option to deduct the cost that it incurs from the contract price forthwith.  


(34)
Independent Contractor:  No provision of this contract shall be construed as 


creating an employer-employee relationship.  It is hereby expressly understood and agreed that Sub-subrecipients are “independent Contractors” as that phrase has been defined and interpreted by the courts of the State of Michigan and, as such, Sub-subrecipients are not entitled to any benefits not otherwise specified herein.


(35)
Insurance/Worker’s Compensation: Sub-subrecipients shall not commence work 


under this contract until they have procured and provided evidence of the insurance required under this section.  All coverage shall be obtained from insurance companies licensed and authorized to do business in the State of Michigan.  Policies shall be reviewed by the Administrator for completeness and limits of coverage.  All coverage shall be with insurance carriers acceptable to the City of Flint. Sub-subrecipients shall maintain the following insurance coverage for the duration of the contract.


(a)
Commercial General Liability coverage of not less than one million dollars ($1,000,000) combined single limit with the City of Flint, and including all elected and appointed officials, all employees and volunteers, all boards, commissions and/or authorities and their board members, employees and volunteers, named as “Additional Insured.”  This coverage shall be written on an ISO occurrence basis form and shall include: Bodily Injury, Personal Injury, Property Damage, Contractual Liability, Products and Completed Operations, Independent Sub-subrecipients; Broad Form Commercial General Liability Endorsement, (XCU) Exclusions deleted and a per contract aggregate coverage.  This coverage shall be primary to the Additional Insured, and not contributing with any other insurance or similar protection available to the Additional Insured, whether said other available coverage be primary, contributing, or excess.


(b)
Workers Compensation Insurance in accordance with Michigan statutory requirements, including Employers Liability coverage.


(c)
Commercial Automobile Insurance in the amount of not less than $1,000,000 combined single limit per accident with the City of Flint, and including all elected and appointed officials, all employees and volunteers, all boards, commissions and/or authorities and their board members, employees and volunteers, named as “Additional Insured.”  This coverage shall be written on ISO business auto forms covering Automobile Liability, code  “any auto.”


(d)
Professional Liability - Errors and Omissions.  All projects involving the use of Architects, civil engineers, landscape design specialists, and other professional services must provide the City of Flint with evidence of Professional Liability coverage in an amount not less than one million dollars ($1,000,000).  Evidence of this coverage must be provided for a minimum of three years after project completion.  Any deductibles or self-insured retention must be declared to and approved by the City.  In addition, the total dollar value of all claims paid out on the policy shall be declared.  At the option of the City, either the insurer shall reduce or eliminate such deductibles or self-insured retention with respect to the City, its officials, employees, agents and volunteers; or Sub-subrecipient shall procure a bond guaranteeing payment of losses and related investigation, claim, administration, and defense expenses.


Sub-subrecipients shall furnish the City with two certificates of insurance for all coverage requested with original endorsements for those policies requiring the Additional Insured.  All certificates of insurance must provide the City of Flint with not less than 30 days advance written notice in the event of cancellation, non-payment of premium, non-renewal, or any material change in policy coverage.  In addition, the wording “Endeavor to” and “but failure to mail such notice shall impose no obligation or liability of any kind upon the company, its agents or representatives” must be removed from the standard ACORD cancellation statement.  These certificates must identify the City of Flint, Risk Management Division, as the “Certificate Holder.”  Sub-subrecipients must provide, upon request, certified copies of all insurance policies.  If any of the above polices are due to expire during the term of this contract, Sub-subrecipients shall deliver renewal certificates and copies of the new policies to the City of Flint at least ten days prior to the expiration date.  Administrator shall ensure that all Sub-subrecipients utilized obtain and maintain all insurance coverage required by this provision.


(36)
Laws and Ordinances: Sub-subrecipients shall obey and abide by all of the laws, rules and regulations of the Federal Government, State of Michigan, Genesee County and the City of Flint, applicable to the performance of this agreement, including, but not limited to, labor laws, and laws regulating or applying to public improvements.


(37)
Lead-Based Paint:  Sub-subrecipients shall comply with all applicable 


requirements of the Lead-Based Paint Poisoning Prevention Act (42 U.S.C. 4821-4846) and implementing regulations at 24 CFR part 35 and the Emergency Solutions Grant regulations regarding lead based paint at 24 CFR 576.403(a).   Sub-subrecipients agree to take appropriate action to protect program participants from hazards associated with lead-based paint abatement procedures.


(38)
Modifications:  Any modifications to this contract must be in writing and signed 


by the parties or the authorized employee, officer, board or council representative of the parties authorized to make such contractual modifications under State law and local ordinances.


(39)
No Third-Party Beneficiary: No Sub-subrecipient, subcontractor, mechanic,


material man, laborer, vendor, or other person dealing with the principal Sub-subrecipient shall be, nor shall any of them be deemed to be, third-party beneficiaries of this contract, but each such person shall be deemed to have agreed (a) that they shall look to the principal Sub-subrecipient as their sole source of recovery if not paid, and (b) except as otherwise agreed to by the principal Sub-subrecipient and any such person in writing, they may not enter any claim or bring any such action against the Administrator or City under any circumstances.  Except as provided by law, or as otherwise agreed to in writing between the Administrator and such person, each such person shall be deemed to have waived in writing all rights to seek redress from the City under any circumstances whatsoever.


(40)
Non-Assignability: Sub-subrecipients shall not assign or transfer any interest in this contract without the prior written consent of the City provided, however, that claims for money due or to become due to Sub-subrecipients from the City under this contract may be assigned to a bank, trust company, or other financial institution without such approval.  Notice of any such assignment or transfer shall be furnished promptly to the Administrator.


(41)
Non-Disclosure/Confidentiality: 


a. Sub-subrecipients agree that the documents identified herein as the contract


documents are confidential information intended for the sole use of the Administrator and that Sub-subrecipients will not disclose any such information, or in any other way make such documents public, without the express written approval of the Administrator or the order of the court of appropriate jurisdiction or as required by the laws of the State of Michigan.


b. No personal information obtained from an individual in conjunction with this 


Agreement shall be disclosed by Sub-subrecipients, their employees or agents in a form in which it is personally identifiable without written consent of the individual concerned, except as required by law.

(42)
Non-Discrimination:  Sub-subrecipients shall not discriminate against any employee or applicant for employment with respect to hiring or tenure; terms, conditions, or privileges of employment; or any matter directly or indirectly related to employment, because of race, color, creed, religion, ancestry, national origin, age, sex, height, weight, disability or other physical impairment, marital status, or status with respect to public assistance.


(43)
Notices:  Notices to the Administrator shall be deemed sufficient if in writing and 


mailed, postage prepaid, addressed to Metro Community Development, 503 S. Saginaw St., Flint, MI, or to such other address as may be designated in writing by the City from time to time.  Notices to Sub-subrecipients shall be deemed sufficient if in writing and mailed, postage prepaid, addressed to Sub-subrecipients at the following addresses (insert addresses):

Genesee County Youth Corporation


My Brother’s Keeper


Shelter of Flint


YWCA


Resource Genesee


Legal Services of Eastern Michigan


GCCARD, or to such other address as may be designated in writing by Sub-subrecipient from time to time.


(44)
Payment of Withholding and Corporation Taxes and Judgments: During the term of this Agreement, Sub-subrecipients agree to provide to the Administrator, within three working days, a copy of any of the following:


a.  Notice from the Internal Revenue Service, the Michigan Department of Treasury, the City of Flint and/or other governmental taxing unit relating to liens, levies, past-due obligations, or judgments of any court; and/or other actions taken by the taxing unit against the Sub-subrecipient.  


b. Notice from a bank or other institution of a levy by any of the above taxing units against the account(s) of the Sub-subrecipient.


c. Missing a scheduled payment of withholding and/or corporation taxes and/or scheduled filing of withholding or corporation tax reports to any of the above taxing units.


d. Correspondence generated by Sub-subrecipients, or any agent acting on their behalf, to any of the taxing units in response to actions taken by that unit.


Failure of any Sub-subrecipient to comply with any of these requirements in full, and in a timely manner, will result in immediate withholding of funds to the Sub-subrecipient until the matter is resolved to the City's satisfaction.  Failure on the part of Sub-subrecipients to promptly and fully resolve any outstanding tax problems may result in a recommendation by City staff to the City Council for termination of the Agreement.


(45)
Procurement Procedures: Sub recipients agree to adhere to requirements in OMB Circular A-110 and/or City promulgated requirements regarding procurement of goods or services using Agreement funds in whole or in part.  All procurement transactions shall be conducted in a manner that provides maximum open and free competition consistent with applicable requirements.  Procurement procedures shall not restrict or eliminate competition.


Bid Opening Procedures


            a.
Bids shall be submitted sealed to Sub-subrecipients and shall be identified as sealed bid on the envelope.




b
Opening of bids may be done in public at the time and place stated (at the City of Flint, Department of Community and Economic Development – REFER TO STANDARD OPERATING PROCEDURES FOR BID PROCESS).




c
Sub-subrecipients shall submit a copy of their purchasing policies and procedures annually to the City.




d.
A copy of the bid opening and tabulation form must be sent to the Program Specialist for approval prior to formal bid award.


e.
Sub-subrecipients shall maintain the following documents as part of the procurement file. The procurement file must be submitted to the City with the first request for reimbursement for the good/service subject to procurement:



1.
Narrative statement describing how firm was selected, including all components listed below



2.
Ad(s) published in Flint Journal and any other newspaper of general circulation or trade magazines



3.
Request for Proposals/Bid Documents


          4.   Bid Tabulation Document, including


Date of bid opening


Signatures of all employees/staff present at bid opening


Summary List of Proposals/Bids Received


Price quoted for good/service


5.   Copies of actual Proposals/Bids Received


6.   Evaluation Tool Criteria


7.   Evaluation committee (if applicable)


a. list of evaluation committee members


b. copies of evaluation summaries


c. evaluation committee recommendation


8.   List of firms not selected


9.   Copies of Approval/Denial Letters sent to all   firms


10.    Copy of Contract


f.
All documents must be maintained and available for public inspection


(46)
Property Management:


a. The City retains title to all non-expendable personal property acquired with Agreement funds or transferred by the City to Sub-subrecipients for use in carrying out Agreement activities.


b. Sub-subrecipients agree to establish and maintain a property management system whenever they purchase, with Agreement funds (either in whole or in part), tangible personal property having a useful life of one year or more and an acquisition cost of $500 or more per unit.  Such system shall also include items transferred by the City to the Sub-subrecipient for use in carrying out Agreement activities.


c. Sub-subrecipients shall maintain a record of each item included in the property management system that shall include the following:


1) A description of the property


2) Manufacturer's model and serial numbers, Federal stock number, national stock number, City identification number, or other identification number 


3) Source of the property, including grant or other agreement number


4) Whether title is vested in the Sub-subrecipient, the City, or the Federal Government


5) Acquisition date (or date received if the properties as furnished by the Federal Government or by the City) and unit acquisition cost


6) Location, use and condition of the property and the date the information was reported


7) Ultimate disposition data, including date of disposal and sales price or the method used to determine current fair market value where a recipient compensates the Federal sponsoring agency or the City for its share 


8) Percentage (at the end of the budget year) of Federal or City participation in the cost of the item


  
d. Sub-subrecipients shall conduct an annual physical inventory of items in the property management system, and shall reconcile that to the property record.


e. At the Administrator’s convenience, a determination shall be made by the City regarding the disposition of each of the property items.


f. Sub-subrecipients’ property management system shall include safeguards to prevent loss, damage or theft of the property.  Any loss, damage, or theft of non-expendable property shall be investigated by Sub-subrecipients and fully documented and reported to the Administrator.

g. Sub-subrecipients agree to implement adequate maintenance procedures to


keep the property in good condition.


h. Sub-subrecipients agree that it will not cause or allow the property to become 


encumbered in any manner, sold, or otherwise disposed of without written consent of the Administrator.


(47)
R-12 Prevailing Wages: Sub-subrecipients are aware of City of Flint Resolution #R-12: dated April 8, 1991, which is hereby incorporated by reference, and agrees to abide by all of the applicable covenants and requirements set forth in said resolution.


(48)
Records Property of City: All documents, information, reports and the like 


prepared or generated by Sub-subrecipients as a result of this contract shall become the sole property of the City of Flint.


In accordance with OMB Circular A-110, Section 52, the Sub-subrecipient shall retain all records pertinent to expenditures incurred under this contract for a period of three (3) years after the termination of all activities funded under this agreement, or after the resolution of all Federal audit findings, or until all litigation or claims involving the records have been resolved, whichever occurs latest.  Records for non-expendable property acquired with funds under this contract shall be retained for three (3) years after the final disposition of such property. Records for any displaced person must be kept for three (3) years after final payment. (24 CFR 85.36(I)(11)).


Sub-subrecipients agree to give the Administrator, City, HUD, or any other representative designated by the City, access and the right to examine all records, books, and papers related to the performance activities of this Agreement. 


Failure of Sub-subrecipients to cooperate during a HUD monitoring review may result in suspension or termination of existing, and potentially, future contracts.


(49)
Scope of Services:  Sub-subrecipients will be responsible for administering ESG funds in a manner satisfactory to the Administrator and consistent with any standards required by the Administrator and/or City as a condition of providing these funds. Funds must be for activities eligible under the Emergency Solutions Grant program and be spent in accordance with all Federal laws and regulations.


Sub-subrecipients agree that all services provided or residents assisted, in whole or in part, with funds from this contract, will be located within the municipal boundaries of the City of Flint.


Sub-subrecipients shall provide all of the materials, labor, equipment, supplies, machinery, tools, superintendence, insurance and other accessories and services necessary to complete the project in accordance with the proposals submitted.  Sub-subrecipients shall perform the work in accordance with the Standard General Conditions and any Special Conditions provided for in this contract and warrants to the Administrator that all materials and equipment furnished under this contract will be new unless otherwise specified, and that all work will be of good quality, free from faults and defects and in conformance with the contract documents.  All work not conforming to these requirements, including substitutions not properly approved and authorized, may be considered defective.  In addition to any other remedies the Administrator may have, if, within one year of the date of substantial completion of work, or within one year after acceptance by the Administrator, or within such longer period of time as may be prescribed by law, any of the work is found to be defective or not in accord with the contract documents, Sub-subrecipients shall correct promptly after receipt of a written notice from the Administrator to do so, unless the City has previously given Sub-subrecipients a written acceptance of such condition.


This grant is to provide support for:  

· Shelter Essential Services and Operations

· Emergency Shelter Operations and Essential Services 

· Homeless Prevention, including housing relocation and stabilization services and short- and medium-term rental assistance


· Rapid Re-Housing, including housing relocation and stabilization services and short- and medium-term rental assistance


· HMIS (Data Collection)

1.
Tasks and Timelines


1st Quarter   

Execute contracts with Sub-subrecipients

Submit monthly pay requests (due by the 15th of each month for the previous month).


Enter data monthly into HMIS system (due by the 15th of each month for the previous month).


Submit monthly direct benefit accomplishments for each sub-Sub-subrecipient (due by the 15th of each month for the previous month).

2nd Quarter   


Ongoing program implementation

Submit monthly pay requests (due by the 15th of each month for the previous month).


Enter data monthly into HMIS system (due by the 15th of each month for the previous month).


Submit monthly direct benefit accomplishments for each sub-Sub-subrecipient (due by the 15th of each month for the previous month).


Submit 1st Quarterly Performance Report (due 15 days after end of 1st Quarter) 

3rd Quarter    


Ongoing Program Implementation

Submit monthly pay requests (due by the 15th of each month for the previous month).


Enter data monthly into HMIS system (due by the 15th of each month for the previous month).


Submit monthly direct benefit accomplishments for each sub-Sub-subrecipient (due by the 15th of each month for the previous month).


Submit 2nd Quarterly Performance Report (due 15 days after end of 2nd Quarter)

Assistance with RFP management for upcoming year

4th Quarter      


Ongoing Program implementation

Submit monthly pay requests (due by the 15th of each month for the previous month).


Enter data monthly into HMIS system (due by the 15th of each month for the previous month).


Submit monthly direct benefit accomplishments for each sub-Sub-subrecipient (due by the 15th of each month for the previous month).


Submit 3rd Quarterly Performance Report (due 15 days after end of 3rd Quarter)

Assistance with RFP management for upcoming year


Participate in annual on-site monitoring with Administrator


2.
Budget (attach for each agency)

3.       Performance Measures


Objective – Creating a suitable living environment


Outcome – Availability/Accessibility


The Administrator will monitor the performance of Sub-subrecipients on a monthly basis throughout the contract cycle against goals and performance standards as required.  An annual contract review will be conducted that incorporates site monitoring in addition to  regular and timely fiscal and activity report submission, attainment of proposed contract benchmarks and completion of proposed scope of work. Substandard performance as determined by the Administrator will constitute non-compliance with this agreement.  (Substandard performance may include, but is not limited to, lack of project readiness, insufficient project resources, not meeting identified performance goals, unresponsiveness, lack of cooperation during HUD monitoring reviews, lack of spending timeliness, refusal to submit required monthly reports, etc). The Administrator will notify Sub-subrecipients of any substandard performance immediately after identified.  If action to correct such substandard performance is not taken immediately by Sub-subrecipients and reflected by the next review, the City will have the option to recapture a portion of the contracted funds, or suspend or terminate the contract. 


The Administrator reserves the right to impose additional requirements on Sub-subrecipients as may be necessary to insure compliance with HUD regulations, as well as the goals and objectives of its overall program.

(50)
Severability:  In the event that any provision contained herein shall be determined by a court or administrative tribunal to be contrary to a provision of state or federal law or to be unenforceable for any reason, then, to the extent necessary and possible to render the remainder of this Agreement enforceable, such provision may be modified or severed by such court or administrative tribunal so as to, as nearly as possible, carry out the intention of the parties hereto, considering the purpose of the entire Agreement in relation to such provision.  The invalidation of one or more terms of this contract shall not affect the validity of the remaining terms.


(51)
Standards of Performance: Sub-subrecipients agree to exercise independent 


judgment and to perform their duties under this contract in accordance with sound professional practices.  The City is relying upon the professional reputation, experience, certification, and ability of Sub-subrecipients.  Sub-subrecipients agree that all of the obligations required by them under this Contract shall be performed by Sub-subrecipients or by others employed by them and working under Sub-subrecipients’ direction and control.  The continued effectiveness of this contract during its term or any renewal term shall be contingent upon Sub-subrecipients maintaining their certification in accordance with the requirements of State law.


a. If, through cause, Sub-subrecipients shall fail to fulfill in timely and proper manner the obligations of this Agreement, the Administrator shall thereupon have the right to:


1) Give a detailed written notice to the Sub-subrecipient of such violation.


2) Allow the Sub-subrecipient a specified period of time to correct said violation.


b. If, after the specified period of time, the violation has not been corrected to the satisfaction of the Administrator, the Administrator shall specify a termination date of this Agreement, with the approval of the City, if not previously stated in the detailed written notice.


c. No specific corrective actions of the Sub-subrecipient shall deprive the City of any additional rights and remedies under the terms of this Agreement.


The Sub-subrecipient shall submit regular monthly Financial and Activity Progress Reports, including Section 3 Compliance Reports, to the Administrator in the form and content required by the City. Activity reports shall be submitted to the Administrator by the 12th day of the following month, for the previous month’s activities.  These are required even if the agency is not submitting a request for reimbursement.  Failure to provide these reports shall result in the following actions:


1st Occasion – letter from Administrator notifying agency of failure to submit monthly report/request for reimbursement.


2nd Occasion – letter from DCED Director notifying agency of deficiency


3rd Occasion – letter from City Administrator notifying agency of City’s evaluation of agency, potential recapture of funds, and assessment for future funding potential.


The reimbursement obligation of the City is expressly conditioned on the City’s receipt of said program funding from HUD.


(52)
Reimbursement of Ineligible Expenses: If funds disbursed to Sub-subrecipient are later determined to be ineligible expenses according to HUD, Docket No. FR-5309-N-01, the Administrator will be required to reimburse the City of Flint in full for all such determined ineligible activities.



The Administrator agrees to reimburse the City of Flint for any cost disallowed by HUD, which result in the City repaying said costs to HUD. 

(53)
Subcontracting:  No subcontract work, if permitted by the Administrator, shall be started prior to the written approval of the Sub-subrecipient by the Administrator.  The City reserves the right to accept or reject any Sub-subrecipient.  Any sub-agreement entered into by the Sub-subrecipient, for the performance of functions or provision of services under this Agreement, shall be in writing and shall provide that all agreements with sub-Sub-subrecipients shall be bound by all of the applicable terms and conditions of this Agreement.


(54)
Termination:  This contract may be terminated by either party hereto by 


submitting a notice of termination to the other party.  Such notice shall be in writing and shall be effective 30 days from the date it is submitted unless otherwise agreed to by the parties hereto.  Sub-subrecipient, upon receiving such notice and prorated payment upon termination of this contract shall give to the Administrator all pertinent records, data, and information created up to the date of termination to which the Administrator, under the terms of this contract, is entitled.  The Sub-subrecipient also agrees to transfer to the City any ESG funds on hand at the time of expiration or termination and any accounts receivable attributable to the use of ESG funds.


(55)
Time of Performance: Sub-subrecipient’s services shall commence immediately 

upon receipt of the notice to proceed and shall be carried out forthwith and without reasonable delay. Services of the Sub-subrecipient shall start on this 1st  day of July 2014 and end on this 30th day of June, 2015.


Funds not obligated as of the termination date noted above shall be subject to recapture and reprogramming by the City.


All payment requests must be submitted to the Administrator within 30 days following the end of this contract.  The City of Flint is not obligated to reimburse any expenditure incurred after the completion date of this contract, June, 2014.

Unobligated funds will not be available to the Sub-subrecipient under this Agreement until such time as appropriate City officials have executed a Contract amendment granting an extension.  If no amendment is granted, the City will recapture remaining grant funds. 


(56)       Travel:  The Sub-subrecipient shall obtain written approval from the City prior to 

            any travel outside the metropolitan area with funds provided under this contract.


(57)
Union Compliance: Sub-subrecipient agrees to comply with all regulations and 


requirements of any national or local union(s) that may have jurisdiction over any of the materials, facilities, services, or personnel to be furnished by the Administrator.


(58)
Waiver: Failure of the Administrator to insist upon strict compliance with any of 

the terms, covenants, or conditions of this Agreement shall not be deemed a waiver 

of any term, covenant, or condition.  Any waiver or relinquishment of any right or 

power hereunder at any one or more times shall not be deemed a waiver or 

relinquishment of that right or power at any other time.


(59)
Whole Agreement: This written agreement and the documents cited herein embody the entire agreement between the parties.  Any additions, deletions or modifications hereto must be in writing and signed by both parties


IN WITNESS WHEREOF, the parties have executed this contract this _________of ________, 2014.


METRO COMMUNITY DEVELOPMENT, a private, non-profit corporation:


EXECUTIVE DIRECTOR:




WITNESS:





_____________________________


_____________________________

Ravi Yalamanchi 

Date






Date

SUB-SUBRECIPIENT:




WITNESS:


_____________________________


 _____________________________






Date






Date


APPENDIX A

Required contract provisions for Emergency Solutions Grant Sub-subrecipients:

· Eligible Activities

· Matching Funds


· Continued Use


· Building Standards


· Assistance to Homeless


· Other Federal Requirements


· Relocation and Acquisition


· Environmental Review


· Displacement


· Victims of Violence Confidentiality


· Homeless Participation


· Non-Discrimination and Equal Opportunity


· HUD Equal Access to Housing Final Rule Compliance


· ADA Requirement


· Sanctions 


· NAHA


· Section 3


· Religious Organizations


· Actions and Re-imbursements


· OMB Circular


· Project Costs


· Conflict of Interest


· Good Standing


· Indemnification (City of Flint)


· Insurance and Workman’s Comp


· Laws and Ordinances


· Lead-Based Paint


· Non-Discrimination


· Property Management


· Prevailing Wage/R-12


· Records Property of City


· Reimbursement of Ineligible Activities Scope of Services


· Line Item Budget
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CITY OF FLINT – EMERGENCY SOLUTIONS GRANT PROGRAM STANDARDS 


Emergency Solutions Grant Services – Program Summary 


This document identifies all of the Emergency Solutions Grant (ESG) Eligible Services, Financial 
Assistance and Activities allowable under HUD’s ESG Interim Rule.  


Use of this document and the City of Flint ESG Primer document does not change any sub-recipient’s 
responsibility to read and understand with the ESG Interim Rule.  


This document does not address HMIS Costs or Administrative Costs. It is intended to assist program 
staff by consolidating the information currently available through an array of different resources.  


Eligible Services, Activities, and Financial Assistance: 


 Street Outreach 


 Shelter Rehabilitation, Renovation and Conversion 


 Emergency Shelter Essential Services 
 Emergency Shelter Operations 


 Homelessness Prevention Services Component 
 Rapid Re-housing Component 


1. Housing Relocation and Stabilization Services


2. Short-term and medium-term rental assistance


Street Outreach 
Eligible Program Participants are individuals and families who are homeless and living in a 
place not meant for human habitation. 


Street Outreach services are provided on the street or in parks, abandoned buildings, bus stations, 
ampgrounds, and in other such settings where unsheltered persons are staying. Staff salaries related 
o carrying out street outreach activities are also eligible costs.


c
t


Street Outreach services must be included under the Street Outreach component in the interim rule to 
be eligible costs with ESG funds. 


1. Engagement
2. Case Management
3. Emergency Health Services
4. Emergency Mental Health Services
5. Transportation
6. Services to Special Populations
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CITY OF FLINT – EMERGENCY SOLUTIONS GRANT PROGRAM STANDARDS 
 


Emergency Shelter Essential Services 
 


Eligible ESG Program participants are individuals and families who are homeless and residing 
in emergency shelter.  
 
Eligible Activities 
Eligible activities are the following essential services and staff costs related to carrying out these 
activities. Services must be included under the emergency shelter component in the interim rule to be 


costs with ESG funds. eligible 
 
Shelter essential services: 
 


1. Case Management 
2. Life Skills 
3. Child Care    
4. Mental Health Services 
5. Education Services  
6. Employment Assistance and Job Training  
7. Outpatient Health Services   
8.
9. Substance Abuse Treatment Services 


 Legal Services  


10. Transportation  
11. Services for Special Populations 


 
Emergency Shelter: Operations 
Shelter 
Shelter Operations 
Costs to operate and maintain emergency shelters and also provide other emergency lodging when 
appropriate 
 
Shelter Operations costs: 
 


1. Main enanc  (including minor or routine repairs) t
 F


e


 Furn hings 
2. ood 


is
 Rent 


3.
4.
5. Equipment 
6. Security 
7. Fuel 
8. I


 Supplies necessary for the operation of the emergency shelter 


nsuran e c
tilities 9. U


10.
11. Hotel or motel voucher for family or individual* 


 
*Hotel or motel vouchers are only eligible when no appropriate emergency shelter is available. 
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CITY OF LINT – EMERGENCY SOLUTIONS GRANT PROGRAM STANDARDS 
 


F


 
Homelessness Prevention and Rapid Re-Housing Services 
 
Eligible Financial Assistance and Services and Activities:  
Within the Homelessness Prevention Component ESG funds may be used to provide: 
 


 Housing Relocation and Stabilization Services; and  
 


 Short- and/or Medium-Term Rental Assistance as necessary to prevent an individual or 
family from moving into an emergency shelter or another place not meant for human habitation. 
This assistance, referred to as homelessness prevention, may be provided to individuals and 
families who meet the criteria under the ‘‘at risk of homelessness’’ definition, or who meet the 
criteria in paragraph (2), (3), or (4) of the ‘‘homeless’’ definition and have an annual income 
below 30 percent of median family income for the area, as determined by HUD. 


 
The costs of homelessness prevention and rapid re-housing are only eligible to the extent that the 
assistance is necessary to help the program participant regain stability in the program participant’s 
current permanent housing or move into other permanent housing and achieve stability in that housing. 
Homelessness prevention must be provided in accordance with the housing relocation and 
stabilization services requirements, the short-term and medium-term rental assistance 
requirements and the Program Requirements.    
 
These types of assistance together are Homeless Prevention Component of ESG and may be 
provided to program participants who meet the At-Risk of homelessness criteria.  
 
Housing Relocation and Stabilization Services 
 
Financial Assistance: 


 
 ESG funds may be used to pay housing owners, utility companies, and other third parties for the 


following costs: 
 


1. Rental application fees 
2. Security deposits equal to no more than 2 months’ rent. 
3. Last month’s rent  
4. Utility deposits 
5. Utility payments: Up to 24 months of utility payments per program participant, per service, 


including up to 6 months of utility payments in arrears, per service. A partial payment of a utility 
bill counts as one month. 


6. Moving costs  
    
Services or activities necessary to assist participants in locating, obtaining, and retaining suitable 
permanent housing, include the following: 


 
1. Assessment of housing barriers, needs, and preferences 
2. Development of an action plan for locating housing 
3. Housing search 
4. Outreach to and negotiation with owners 
5. Assistance with submitting rental applications and understanding leases 
6. Assessment of housing for compliance with Emergency Solutions Grant (ESG) requirements for 


habitability, lead-based paint, and rent reasonableness 
7. Assistance with obtaining utilities and making moving arrangements 
8. Tenant counseling 
9. Housing stability case management 
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CITY OF FLINT – EMERGENCY SOLUTIONS GRANT PROGRAM STANDARDS 
 
Short-term and Medium-term Rental Assistance  
 
An ESG recipient or sub-recipient recipient may provide a program participant with up to 24 months of rental 
assistance during any 3-year period. This assistance may be short-term rental assistance, medium-term rental 
assistance, payment of rental arrears, or any combination of this assistance.  
 
Eligible Costs 
The following are eligible rental assistance costs subject to the rent restrictions identified below 


 Short-term rental assistance: up to 3 months of rent. 
 


 Medium-term rental assistance: more than 3 months but not more than 24 months rent 
 


 Payment of rental arrears consists of a one-time payment for up to 6 months of rent in 
arrears, including any late fees on those arrears. 


 
 Rental assistance may be tenant- based or project-based,  
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System-Wide ESG 
Program Standards 


 
The City of Flint ESG Rapid Re-Housing Grantees, sub-recipients and sub-recipient subcontractors must 
comply with the following requirements and procedures to ensure compliance with the homeless definition 
set forth by HUD and the Request for Responses issued by the City of Flint.  Both sets of requirements are 
incorporated into all ESG contracts. The City of Flint requires all sub-recipients to adhere to the reporting 
guidelines below. Prior to authorizing services or financial assistance, the documentation listed in the 
following sections must be obtained and copied for the case record. HUD requires the order of priority be: 
 


(1)  First, third-party documentation, signed and dated, on the documenting organization’s official 
letterhead* 


(2)  Intake worker observations; and 
(3)  Certification from the person seeking assistance 


  
*While third-party documentation is preferred, lack of this documentation must not prevent 
ahousehold from being immediately admitted to emergency shelter, receiving street outreach services, 
or receiving services provided by a victim service provider. 


Note: According to the ESG Interim Rule records contained in an HMIS or comparable database used by 
victim service providers are acceptable evidence of third-party documentation in conjunction with intake 
worker observations if the HMIS retains an auditable history of all entries, including the person who entered 
the data, the date of entry, and the change made; and if the HMIS prevents overrides any changes of the dates 
on which entries are made.  


  
 


Topic 
 


 
Standard 


 
ESG  


Program  
Description 


The purpose of the ESG program is to assist individuals and families quickly regain 
stability in permanent housing after experiencing a housing crisis or homelessness. 
 
ESG funds are available for five program components: street outreach, emergency 
shelter, homelessness prevention, rapid re-housing assistance, and data collection 
through the Homeless Management Information System or HMIS.  Recipients also 
receive administration funds with a statutory cap of 7.5 percent.  Below is a summary 
of the components and related eligible costs: 
 


• Street Outreach: funds may cover costs related to essential services for 
unsheltered persons (including emergency health or mental health care, 
engagement, case management, and services for special populations. 


 
• Emergency Shelter: funds may be used for renovation of emergency shelter 


facilities and the operation of those facilities, as well as services for the 
residents (including case management, child care, education, employment 
assistance and job training, legal, mental health, substance abuse treatment, 
transportation, and services for special populations) 
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• Homelessness Prevention and Rapid Re-Housing: both components fund 


housing relocation and stabilization services (including rental application fees, 
security deposits, utility deposits or payments, last month’s rent and housing 
search and placement activities). Funds may also be used for short- or 
medium-term rental assistance for those who are at-risk of becoming homeless 
or transitioning to stable housing. 


 
• HMIS: funds may be used to pay the costs for contributing data to the HMIS 


designated by the Continuum of Care for the area. Eligible activities include 
(computer hardware, software, or equipment, technical support, office space, 
salaries of operators, staff training costs, and participation fees). 


 
Coordination 


with 
Continuum(s) 
of Care and 


other programs 
 


 
Therecipient and its sub-recipients mustdocument their compliance with the HUD 
requirement for consultingwith the Continuum(s) of Care andcoordinating and 
integrating ESGassistance with programs targetedtoward homeless people 
andmainstream service and assistanceprograms. 


 
Centralized or 
coordinated 
assessment 
systems and 
procedures 


 
AnESG recipient and its sub-recipients must keep documentation evidencing the use 
of, and written intake procedures for the centralized or coordinated assessment 
system(s) developed by the Continuum of Care(s) in accordance with the requirements 
established by HUD. 
 
Note: This requirement does not go into effect until the CoC establishes the 
centralized or coordinated assessment system(s). 
 


 
Matching 


 
ESG Sub-recipients and sub-subrecipients must makematching contributions to 
supplementthe recipient’s ESG program in anamount that equals the amount of 
ESGfunds provided by the City of Flint. 
 
Eligible sources of matchingcontributions.Matching contributions may beobtained 
from any source, including anyFederal source other than the ESGprogram, as well as 
state, local, andprivate sources. However, the followingrequirements apply to 
matchingcontributions from a Federal source of 
funds: 


1) The recipient must ensure the lawsgoverning any funds to be used 
asmatching contributions do not prohibitthose funds from being used to 
matchEmergency Solutions Grant (ESG) funds. 
2) If ESG funds are used to satisfy thematching requirements of 
anotherFederal program, then funding from thatprogram may not be used to 
satisfy thematching requirements under thissection. 


 
To count toward the requiredmatch for the recipient’s fiscal yeargrant, cash 
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contributions must beexpended within the expendituredeadline in § 576.203, and 
noncashcontributions must be made within theexpenditure deadline in § 
576.203.Contributions used to match aprevious ESG grant may not be used tomatch a 
subsequent ESG grant.Contributions that have been orwill be counted as satisfying a 
matchingrequirement of another Federal grant oraward may not count as satisfying 
thematching requirement of this section. 
 
Eligible types of matchingcontributions. The matchingrequirement may be met by one 
or bothof the following: 


1) Cash contributions. Cashexpended for allowable costs, as definedin OMB 
Circulars A–87 (2 CFR part 225)and A–122 (2 CFR part 230), of therecipient 
or subrecipient. 
(2) Noncash contributions. The valueof any real property, equipment, goods,or 
services contributed to the recipient’sor subrecipient’s ESG program,provided 
that if the recipient orsubrecipient had to pay for them withgrant funds, the 
costs would have beenallowable. Noncash contributions mayalso include the 
purchase value of anydonated building. 


 
Calculating the amount of noncashcontributions. (1) To determine thevalue of any 
donated material orbuilding, or of any lease, the recipientmust use a method 
reasonablycalculated to establish the fair marketvalue. 
 
Services provided by individualsmust be valued at rates consistent withthose 
ordinarily paid for similar work inthe recipient’s or subrecipient’sorganization. If the 
recipient orsubrecipient does not have employeesperforming similar work, the rates 
mustbe consistent with those ordinarily paidby other employers for similar work inthe 
same labor market. 
 
The recipient and where applicable, its sub-recipients must keep records of the source 
and use of contributions made to satisfy the ESG matching requirement. The records 
must indicate the particular fiscal year grant for which each matching contribution is 
counted. The records must show how the value placed on third-party, non-cash 
contributions was derived. To the extent feasible, volunteer services must be 
supported by the same methods that the organization uses to support the allocation of 
regular personnel costs. 
 


 
Confidentiality 


 
 
 
 
 
 
 
 


 
(1) Recipient and its sub-recipients must develop and implement written procedures to 
ensure: 


(i) All records containing personally identifying information (as defined in 
HUD’s standards for participation, data collection, and reporting in a local 
HMIS) of any individual or family who applies for and/or receives ESG 
assistance will be kept secure and confidential; 
 
(ii) The address or location of any domestic violence, dating violence, 
sexual assault, or stalking shelter project assisted under the ESG will not be 
made public, except with writtenauthorization of the person responsible for 
the operation of the shelter; and 
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(iii) The address or location of any housing of a program participant will 
not be made public, except as provided under a preexisting privacy policy 
of the recipient or sub-recipient and consistent with state and local laws 
regarding privacy and obligations of confidentiality. 


  
(2) The confidentiality procedures of the recipient and its sub-recipients must be in 
writing and must be maintained in accordance with this section. 
 


 
Termination 


Policies 


 
Each ESG sub-recipient must have a termination policy in place that meets the 
following specifications: 
 


•     Written notice to the household containing clear a statement defining the 
reason for termination 


•     An appeal process, in which the household is given the opportunity to present 
written or oral objections before a person other than the person (or a 
subordinate of that person) who made or approved the termination decision 


•     Prompt written notice of the final decision to the household  


Termination of ESG services does not bar the program participant from receiving 
further assistance at a later date if they again meet all ESG eligibility requirements. 
 


 
Case 


Management 


 
Case management services must be offered to every ESG household with the intention 
of assisting the household in obtaining housing and maintaining long term housing 
stability. A plan must be developed to assist the household with retaining permanent 
housing after ESG assistance ends, taking into account the household’s current and/or 
expected income and expenses, and other public or private assistance for which the 
household may be eligible.The following documentation shall be recorded in each 
household’s case record to document case management services offered through ESG: 
 


•     creation of a Housing Stability Plan 


 •     creation of a personalized budget, taking into consideration the participants 
current and expected income and all expenses 


•     documentation of monthly meetings with the case manager* 


•     notes and/or copies of referrals to mainstream benefits and other resources 
and follow up notes on whether the household was able to access the 
service/benefit 


*A sub-recipient may be exempt from the monthly meeting requirement if the 
Violence Against Women Act of 1994 or the Family Violence Prevention and 
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Services Act prohibits the sub-recipient from making its shelter or housing conditional 
on the participant’s acceptance of services. 
 


  
Ineligible 
Applicants 


  
Sub-recipients are required to keep a case record for each household that applies for 
and is determined ineligible for ESG Homelessness Prevention services by the sub-
recipient. The case record must include documentation of the reason for that 
determination. 
  
If a household successfully completes an intake and application for eligibility and is 
determined ineligible for assistance, they have the right to receive in writing a notice 
of ineligibility* and the right to request a review of the decision. If a review of the 
decision is requested, the review must be performed by a staff member who is familiar 
with the ESG program, but unfamiliar with the household requesting the review. It 
must be made clear to the household requesting the review, that the review process is 
different than a hearing, therefore no testimony will be taken, and that any additional 
documentation that they would like to be considered must be included in their request 
for a review. The review process should be completed within 15 days of the request 
for review. At the end of the review, the sub-recipient should notify the household of 
the final decision in writing at the address provided by the applicant. 
  
*The City of Flint has provided a sample notice of ineligibility that may be used and 
adapted by sub-recipients to meet this requirement. 
 


 
Documentation 
of Services and 


Assistance 
Provided 


 
The sub-recipient must keep records of thetypes of essential services, rentalassistance, 
and housing stabilizationand relocation services provided underthe sub-recipient’s 
program and the amountsspent on these services and assistance and whether they are 
costs charged to match or against the ESG grant. 
 


 
Period of 
Record 


Retention 
 


 
Documentation of each household’s qualification for ESG Rapid Re-Housing 
assistance must be retained for 5 years after the expenditure of all funds from the grant 
under which the household was served. Copies made by scanning, photocopying, or 
similar methods may be substituted for the original records. 


 
HMIS 


 
ESG sub-recipients must document participation in HMIS (or a comparable database 
by sub-recipients with a primary mission of serving victims of domestic violence or 
providing legal services.) The City of Flint requires that sub-recipients gather both 
“universal” data elements and “program” level data elements in order to successfully 
complete an entry assessment, quarterly assessments, and an exit assessment into the 
HMIS system for each eligible household. 
  
The City of Flint requires that all sub-recipients submit a Quarterly Performance 
Report (QPR) for their program on a quarterly basis. The QPR report should be pulled 
from your HMIS system, converted to a .pdf and emailed to Metro Community 
Development, with copies to the City of Flint. Submission deadlines are: 
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•     October 15th, 2012 
•     January 15, 2012 
•     April 15th, 2012 
•     July 15th, 2012 (Final QPR) 


  
City of Flint sub-recipients are responsible for monitoring the accuracy and quality of 
their data and working with their HMIS lead agency if any problems arise. Sub-
recipients are also responsible for any data collected by organizations they may have 
sub-contracts with.  


 
Conflicts of 


Interest/Codes 
of Conduct 


 
The recipient and its sub-recipients must keep records to show compliance with 
HUD’s organizational conflicts-of-interest requirements, a copy of the personal 
conflicts of interest policy or codes of conduct, and records supporting exceptions to 
the personal conflicts of interest prohibitions. 
 


  
Faith-based 


activities 


  
The recipient and its sub-recipients must document their compliance with the faith-
based activities requirements as listed below: 


  
•     Organizations that are directly funded under the City of Flint’s ESG program 


may not engage in inherently religious activities, such as worship, religious 
instruction, or proselytization as part of the programs or services funded 
under ESG. If an organization conducts these activities, the activities must be 
offered separately, in time or location, from the programs or services funded 
under ESG, and participation must be voluntary for households. 
  


•    Any religious organization that receives City of Flint ESG funds retains its 
independence from Federal, State, and local governments, and may continue 
to carry out its mission, including the definition, practice, and expression of 
its religious beliefs, provided that the religious organization does not use 
ESG funds to directly support any inherently religious activities, such as 
worship, religious instruction, or proselytization. Among other things, faith-
based organizations may use space in their facilities to provide ESG-funded 
services, without removing religious art, icons, scriptures, or other religious 
symbols. An ESG sub-recipient retains its authority over its internal 
governance, and the organization may retain religious terms in its 
organization’s name, select its board members on a religious basis, and 
include religious references in its organization’s mission statements and other 
governing documents. 
  


•     A sub-recipient that receives ESG funds shall not, in providing ESG 
assistance, discriminate against an eligible household on the basis of 
religion or religious belief. 
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Other Federal 
Requirements 


 
 
 
 
 
 
 
 


The recipient and its sub-recipients must document their compliance with the Federal 
requirements, as applicable, including: 
 


(1) Records demonstrating compliance with the nondiscrimination and equal 
opportunity requirements under Other Federal Requirements, including data 
concerning race, ethnicity, disability status, sex, and family characteristics of 
persons and households who are applicants for, or program participants in, any 
program or activity funded in whole or in part with ESG funds and the 
affirmative outreach requirements. 
 


(2) Records demonstrating compliance with the uniform administrative 
requirements in 24 CFR part 85 (for governments) and 24 CFR part 84 (for 
nonprofit organizations). 
 


(3) Records demonstrating compliance with the environmental review 
requirements, including flood insurance requirements. 


 
(4) Certifications and disclosure forms required under the lobbying and 


disclosure requirements in 24 CFR part 87. 
  


Written 
Policies and 
Procedures 


The recipients and its sub-recipients shall all compile and have available for client and 
City of Flint review policies and procedures detailing at least the following: 


• Description of services provided 


• Description of eligibility standards and required documentation (as 
appropriate) 


• Evaluation and documentation of participant needs 


• Housing stability planning 


• Due Process and Termination 


Emergency shelters will also have policies and procedures describing: 


• Admissions procedure 


• Length of stay 


• Other shelter requirements 


 
 


Adapted from Commonwealth of Massachusetts Dept of Housing and Community Development ESG Materials
2/7/13 
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Street Outreach 
Program Standards 


 
The City of Flint ESG Street Outreach Grantees, sub-recipients and sub-recipient subcontractors must 
comply with the following requirements and procedures to ensure compliance with the homeless definition 
set forth by HUD and the Request for Responses issued by the City of Flint.  Both sets of requirements are 
incorporated into all City of Flint ESG contracts. The City of Flint requires all sub-recipients to adhere to the 
reporting guidelines below. Prior to authorizing services or financial assistance, the documentation listed in 
the following sections must be obtained and copied for the case record. HUD requires the order of priority 
be: 
 


(1)  First, third-party documentation, signed and dated, on the documenting organization’s official 
letterhead* 


(2)  Intake worker observations; and 
(3)  Certification from the person seeking assistance 


  
*While third-party documentation is preferred, lack of this documentation must not prevent a 
household from being immediately admitted to emergency shelter, receiving street outreach services, 
or receiving services provided by a victim service provider. 


Note: According to the ESG Interim Rule records contained in an HMIS or comparable database used by 
victim service providers are acceptable evidence of third-party documentation in conjunction with intake 
worker observations if the HMIS retains an auditable history of all entries, including the person who entered 
the data, the date of entry, and the change made; and if the HMIS prevents overrides any changes of the dates 
on which entries are made.  


  
 


Topic 
 


 
Standards for Street Outreach 


 
Documentation 


of Homeless 
Eligibility 


 
 
 
 
 
 
 
 
 
 


 
ESG funds may be used to provide street outreach services to eligible homeless 
individuals and families. 
  
To be eligible the household must meet the criteria for Category 1. (Households who 
meet the criteria for Category 4 must also meet the criteria for Category 1.) The 
following documentation must be obtained and copied into each household’s case 
record accordingly: 
  
Category 1. Literally Homeless:  
 
(1)   If the household qualifies as literally homeless because they are residing in a 


place not meant for human habitation, acceptable documentation is a description 
by an outreach worker of the conditions where the household was living and the 
dates observed; a written referral by another housing or service provider 
describing the situation and dates,  or a certification by the head of household 
seeking assistance stating that (s)he resided in an emergency shelter or place not 
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Documentation 
of Homeless 
Eligibility 


(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


meant for human habitation. The certification should describe the living situation 
and include the dates the household resided there. 


(2)   If the household qualifies as literally homeless because he or she resided in an 
emergency shelter or place not meant for human habitation and is exiting an 
institution where he or she resided for 90 days or less, acceptable evidence 
includes the evidence described in paragraph in (1) above of this section 


AND one of the following: 
  


(i) Discharge paperwork or a written or oral referral from a social worker, case 
manager, or other appropriate official of the institution, stating the name and 
location of the institution, beginning and end dates of the time residing in the 
institution. All oral statements must be recorded by the intake worker; or 


  
(ii) Where the evidence in paragraph (2)(i) of this section is not obtainable, a 


written record of the intake worker’s due diligence in attempting to obtain the 
evidence described in paragraph (2)(i) AND a certification by the individual 
seeking assistance that states he or she is exiting or has just exited an 
institution where he or she resided for 90 days or less. 


  
Street Outreach participants also have the following additional limitations on 
eligibility within Category 1: 
 


• Individuals and families must be living on the streets (or other 
places not meant for human habitation) and be unwilling to unable to access 
services in emergency shelter 


 
Category 4. Fleeing/Attempting to Flee Domestic Violence: 
  
Households that meet the criteria for Category 4 must also meet the criteria for 


Category 1 to qualify for Rapid Re-Housing services under ESG programs. 
  
For a household fleeing domestic violence, dating violence, sexual assault, stalking, or 
other dangerous or life-threatening conditions related to violence, acceptable evidence 
includes: 
 


(1) An oral statement by the household seeking assistance that 
he/she is fleeing that situation, that no subsequent residence has been 
identified, and that the household lacks the resources or support networks, 
e.g., family, friends, faith-based or other social networks, needed to obtain 
other housing.  


 
 


(2) If the individual or family is receiving shelter or services 
provided by a victim service provider, the oral statement must be documented 
by either a certification by the head of household, or a certification by the 
intake worker. 
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Documentation 


of Homeless 
Eligibility 


(Continued) 


OTHERWISE, the oral statement that the individual or head of household 
seeking assistance has not identified a subsequent residence and lacks the 
resources or support networks, e.g., family, friends, faith-based or other social 
networks, needed to obtain housing must be documented by a certification by 
the individual or head of household that the oral statement is true and 
complete, 


(3) AND, where the safety of the individual or family would not 
be jeopardized, the domestic violence, dating violence, sexual assault, 
stalking, or other dangerous or life-threatening condition must be verified by a 
written observation by the intake worker or a written referral by a housing or 
service provider, social worker, legal assistance provider, health-care 
provider, law enforcement agency, legal assistance provider, pastoral 
counselor, or any other organization from whom the individual or head of 
household has sought assistance for domestic violence, dating violence, 
sexual assault, or stalking. The written referral or observation need only 
include the minimum amount of information necessary to document that the 
individual or family is fleeing, or attempting to flee domestic violence, dating 
violence, sexual assault, and stalking. 


 


Eligible 
Activities and 


Costs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Eligible costs for ESG Street Outreach activities include essential services to eligible 
participants provided on the street and in other places not meant for human habitation 
to individuals and families who are unable or unwilling to enter emergency shelter.   
 
Eligible Activities and Costs include: 


1. Engagement: Activities to locate, identify and build 
relationships with unsheltered homeless people for purpose of providing 
immediate support, intervention, and connections to services 


a. Initial assessment of needs and eligibility 
b. Crisis counseling 
c. Addressing urgent physical needs 
d. Connecting to and providing info and referral 
e. Cell phone costs of outreach workers 


2. Case Management: Assessing housing and service needs, and 
arranging/coordinating/monitoring the delivery of individualized services 


a. Using centralized/coordinated assessment system 
b. Evaluating and documenting eligibility 
c. Counseling 
d. Developing/securing/coordinating services 
e. Helping obtain Federal, state, and local benefits 
f. Monitoring/evaluating participant progress 
g. Providing information and referral to other providers 
h. Developing and individualized housing/service plan 


3. Emergency Health Services: Outpatient treatment of urgent 
medical conditions by licensed medical professionals 


a. Assessing participants’ health needs and developing treatment 
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Eligible 


Activities and 
Costs (cont.) 


plans 
b. Assisting participants to understand their health needs 
c. Providing or helping participants obtain appropriate 


emergency medical treatment 
d. Providing medication and follow-up services 


4. Emergency Mental Health Services: Outpatient treatment of 
urgent mental health conditions by licensed professionals in community-based 
settings 


a. Crisis interventions 
b. Prescription of psychotropic medications 
c. Medication management 
d. Combinations of therapeutic approaches to address multiple 


problems 
5. Transportation: Travel by outreach workers, social workers, 


medical professionals or other service providers during the provision of 
eligible street outreach services 


a. Transporting unsheltered people to emergency shelters or other 
service facilities 


b. Cost of participant’s travel on public transit 
c. Mileage allowance for outreach workers to visit participants 
d. Purchasing or leasing a vehicle for use in conducting outreach 


activities, including the cost of gas, insurance, taxes and maintenance 
for the vehicle. 


6. Services to Special Populations: Otherwise eligible essential 
services that have been tailored to address the special needs of homeless youth, 
victims of domestic violence and/or people living with HIV/AIDS who are 
literally homeless 


 
Evaluation of 
Eligibility and 


Needs 


The recipient or its subrecipient must conduct an initial evaluation to determine the 
eligibility of each individual or family’s eligibility for ESG assistance and the amount 
and types of assistance the individual or family needs to regain stability in permanent 
housing. These evaluations must be conducted in accordance with the centralized or 
coordinated assessment requirements. 
 


   


Adapted from Commonwealth of Massachusetts Dept of Housing and Community Development ESG Materials
2/7/13 


Page 17 of 91







  CITY OF FLINT ESG  PROGRAM STANDARDS 
 


 Page 1 


Shelter Operations and Essential Services 
Program Standards 


 
The City of Flint ESG Shelter Operations sub-recipients and sub-recipient subcontractors must comply with 
the following requirements and procedures to ensure compliance with the homeless definition set forth by 
HUD and the Request for Responses issued by the City of Flint.  Both sets of requirements are incorporated 
into all City of Flint ESG contracts. The City of Flint requires all sub-recipients to adhere to the reporting 
guidelines below. Prior to authorizing services or financial assistance, the documentation listed in the 
following sections must be obtained and copied for the case record. HUD requires the order of priority be: 
 


(1)  First, third-party documentation, signed and dated, on the documenting organization’s official 
letterhead* 


(2)  Intake worker observations; and 
(3)  Certification from the person seeking assistance 


  
*While third-party documentation is preferred, lack of this documentation must not prevent a 
household from being immediately admitted to emergency shelter, receiving street outreach services, 
or receiving services provided by a victim service provider. 


Note: According to the ESG Interim Rule records contained in an HMIS or comparable database used by 
victim service providers are acceptable evidence of third-party documentation in conjunction with intake 
worker observations if the HMIS retains an auditable history of all entries, including the person who entered 
the data, the date of entry, and the change made; and if the HMIS prevents overrides any changes of the dates 
on which entries are made.  


  
 


Topic 
 


 
Standards for Shelter Operations 


 
Documentation 


of Homeless 
Eligibility 


 
 
 
 
 
 
 
 
 
 
 


 
ESG funds may be used to provide essential services to eligible homeless individuals 
and families. 
  
To be eligible the household must meet the criteria for Category 1. (Households who 
meet the criteria for Category 4 must also meet the criteria for Category 1.) The 
following documentation must be obtained and copied into each household’s case 
record accordingly: 
  
Category 1. Literally Homeless:  
 
(1)   If the household qualifies as literally homeless because they are residing in a 


place not meant for human habitation, acceptable documentation is a description 
by an outreach worker of the conditions where the household was living and the 
dates observed; a written referral by another housing or service provider 
describing the situation and dates,  or a certification by the head of household 
seeking assistance stating that (s)he resided in an emergency shelter or place not 
meant for human habitation. The certification should describe the living situation 
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Documentation 
of Homeless 
Eligibility 


(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Documentation 


and include the dates the household resided there. 


(2)   If the household qualifies as literally homeless because he or she resided in an 
emergency shelter or place not meant for human habitation and is exiting an 
institution where he or she resided for 90 days or less, acceptable evidence 
includes the evidence described in paragraph in (1) above of this section 


AND one of the following: 
  


(i) Discharge paperwork or a written or oral referral from a social worker, case 
manager, or other appropriate official of the institution, stating the name and 
location of the institution, beginning and end dates of the time residing in the 
institution. All oral statements must be recorded by the intake worker; or 


  
(ii) Where the evidence in paragraph (2)(i) of this section is not obtainable, a 


written record of the intake worker’s due diligence in attempting to obtain the 
evidence described in paragraph (2)(i) AND a certification by the individual 
seeking assistance that states he or she is exiting or has just exited an 
institution where he or she resided for 90 days or less. 


  
Street Outreach participants also have the following additional limitations on 
eligibility within Category 1: 
 


• Individuals and families must be living on the streets (or other 
places not meant for human habitation) and be unwilling to unable to access 
services in emergency shelter 


 
Documentation includes: 


• Written observation by the outreach worker; or 
• Written referral by another housing or service provider; or 
• Certification by the individual or head of household seeking 


assistance stating that (s)he was living on the street or in shelter; 
• For individuals exiting an institution—use one of the forms of 


evidence above and: 
o Discharge paperwork or written/oral referral; or 
o Written record of intake worker’s due diligence to obtain 


above evidence and certification by individual that they exited 
institution. 


 
Category 2. Imminent Risk of Homeless 
 
Definition 1 – Individuals and Families: 
 
An individual or family who:  


(i) Has an annual income below 30% of median family income for the area [see 
below for detail]; AND  
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of Homeless 
Eligibility 


(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


(ii) Does not have sufficient resources or support networks immediately available 
to prevent them from moving to an emergency shelter or another place defined 
in Category 1 of the “homeless” definition [ see below for detail]; AND  


 
(iii) Meets one of the following conditions:  


 
(A) Has moved because of economic reasons 2 or more times during the 60 
days immediately preceding the application for assistance; OR  
(B) Is living in the home of another because of economic hardship; OR  
(C) Has been notified that their right to occupy their current housing or living 
situation will be terminated within 21 days after the date of application for 
assistance; OR  
(D) Lives in a hotel or motel and the cost is not paid for by charitable 
organizations or by Federal, State, or local government programs for low-
income individuals; OR  
(E) Lives in an SRO or efficiency apartment unit in which there reside more 
than 2 persons or lives in a larger housing unit in which there reside more than 
one and a half persons per room; OR  
(F) Is exiting a publicly funded institution or system of care; OR  
(G) Otherwise lives in housing that has characteristics associated with 
instability and an increased risk of homelessness, as identified in the 
recipient’s approved Con Plan. 
 


Definition 2 – Unaccompanied Children and Youth: 
  


A child or youth who does not qualify as homeless under the homeless definition, but 
qualifies as homeless under another Federal statute  


 
 


Definition 3 – Families with Children and Youth: 
 


An unaccompanied youth who does not qualify as homeless under the homeless 
definition, but qualifies as homeless under section 725(2) of the McKinney-Vento 
Homeless Assistance Act, and the parent(s) or guardian(s) or that child or youth if 
living with him or her.  
 
Category 3. Homeless under other Federal Statutes: 
 
Unaccompanied youth under 25 years of age, or families with children and youth, who 
do not otherwise qualify as homeless under this definition, but who:  
 


• Are defined as homeless under the other listed federal statutes; 
• Have not had a lease, ownership interest, or occupancy 


agreement in permanent housing during the 60 days prior to the homeless 
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Documentation 
of Homeless 
Eligibility 


(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Documentation 
of Homeless 


assistance application; Have experienced persistent instability as measured by 
two moves or more during the preceding 60 days; and 


• Can be expected to continue in such status for an extended 
period of time due to special needs or barriers 


 
Documentation includes: 
 


• Certification by the nonprofit or state/local government that 
the individual or head of household seeking assistance met the criteria of 
homelessness under another federal statute; and 


• Certification of no permanent housing in the preceding 60 
days; and 


• Certification by the individual or head of household, and any 
available supporting documentation, that (s)he has moved two or more times in 
the past 60 days; and 


• Documentation of special needs or 2 or more barriers. 
 
Category 4. Fleeing/Attempting to Flee Domestic Violence: 
   
For a household fleeing domestic violence, dating violence, sexual assault, stalking, or 
other dangerous or life-threatening conditions related to violence, acceptable evidence 
includes: 
 


(1) An oral statement by the household seeking assistance that 
he/she is fleeing that situation, that no subsequent residence has been 
identified, and that the household lacks the resources or support networks, 
e.g., family, friends, faith-based or other social networks, needed to obtain 
other housing.  


 
 


(2) If the individual or family is receiving shelter or services 
provided by a victim service provider, the oral statement must be documented 
by either a certification by the head of household, or a certification by the 
intake worker. 
OTHERWISE, the oral statement that the individual or head of household 
seeking assistance has not identified a subsequent residence and lacks the 
resources or support networks, e.g., family, friends, faith-based or other social 
networks, needed to obtain housing must be documented by a certification by 
the individual or head of household that the oral statement is true and 
complete, 


(3) AND, where the safety of the individual or family would not 
be jeopardized, the domestic violence, dating violence, sexual assault, 
stalking, or other dangerous or life-threatening condition must be verified by a 
written observation by the intake worker or a written referral by a housing or 
service provider, social worker, legal assistance provider, health-care 
provider, law enforcement agency, legal assistance provider, pastoral 
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Eligibility 
(Continued) 


counselor, or any other organization from whom the individual or head of 
household has sought assistance for domestic violence, dating violence, 
sexual assault, or stalking. The written referral or observation need only 
include the minimum amount of information necessary to document that the 
individual or family is fleeing, or attempting to flee domestic violence, dating 
violence, sexual assault, and stalking. 


Documentation includes: 


For Victim Service Providers: 


• An oral statement by the individual or head of household 
seeking assistance which states: they are fleeing; they have no subsequent 
residence; and they lack resources.  Statement must be documented by a self-
certification or a certification by the intake worker. 


For Non-Victim Service Providers: 


• Oral statement by the individual or head of household seeking 
assistance that they are fleeing.  This statement is documented by a self-
certification or by the caseworker.  Where the safety of the individual/family is 
not jeopardized, the oral statement must be verified; and 


• Certification by the individual or head of household that no 
subsequent residence has been identified; and 


• Self-certification or other written documentation, that the 
individual or family lacks the financial resources and support networks to 
obtain other permanent housing. 


Eligible 
Activities and 


Costs 
 
 
 
 
 
 
 
 
 
 
 
 


 
Eligible costs for ESG Emergency Shelter activities include essential services to 
persons in emergency shelters and the operation of emergency shelters.  Staff costs 
related to carrying out emergency shelter activities are also eligible. 
 
Eligible Essential Services Activities and Costs include: 


1. Case Management: Assessing housing and service needs, and 
arranging/coordinating/monitoring the delivery of individualized services 


a. Using centralized/coordinated assessment system 
b. Evaluating and documenting eligibility 
c. Counseling 
d. Developing/securing/coordinating services 
e. Helping obtain Federal, state, and local benefits 
f. Monitoring/evaluating participant progress 
g. Providing information and referral to other providers 
h. Developing and individualized housing/service plan 


2. Child Care: Licensed child care for program participants with 
children under the age of 13, or disabled children under the age of 18 
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Eligible 
Activities and 
Costs (cont.) 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


a. Child care costs 
b. Meals and snacks 
c. Comprehensive and coordinated sets of appropriate 


developmental activities 
3. Education Services: Instruction or training to enhance 


participants’ ability to obtain and maintain housing: literacy, English literacy, 
GED, consumer education, health education, and substance abuse prevention 


a. Educational services/sill-building 
b. Screening, assessment and testing 
c. Individual or group instruction 
d. Tutoring 
e. Provision of books, supplies and instructional material 
f. Counseling 
g. Referral to community resources 


4. Employment Assistance and Job Training: Services assisting 
participants secure employment and job training programs 


a. Classroom, online and/or computer instruction 
b. On-the-job instruction 
c. Job finding, skill-building 
d. Reasonable stipends in employment assistance and job training 


programs 
e. Books and instructional material 
f. Employment screening, assessment, or testing 
g. Structured job-seeking support 
h. Special training and tutoring, including literacy training and 


pre-vocational training 
i. Counseling or job coaching 
j. Referral to community resources. 


5. Outpatient Health Services: Direct outpatient treatment of 
medical conditions provided by licensed medical professionals 


a. Assessing health problems and developing a treatment plan 
b. Assisting program participants to understand their health needs 
c. Providing or helping participants obtain appropriate medical 


treatment, preventive medical care, and health maintenance services, 
including emergency medical services 


d. Providing medication and follow-up services 
e. Providing preventive and non-cosmetic dental care 


6. Legal Services: Necessary legal services regarding matters that 
interfere with the program participant’s ability to obtain and retain housing 


a. Hourly fees for legal advice and representation by licensed 
attorneys and certain other fees-for-service 


b. Client intake, preparation of cases for trial, provision of legal 
advice, representation at hearings, and counseling 


c. Filing fees and other necessary court costs 
d. Legal representation and advice to resolve legal problems that 


prevent participants from obtaining or retaining permanent housing: 
i. Child support 


ii. Guardianship 
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Eligible 
Activities and 
Costs (cont.) 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


iii. Paternity 
iv. Emancipation 
v. Legal separation 


vi. Resolution of outstanding criminal warrants 
vii. Appeal of veterans and public benefit claim denials  


viii. Orders of protection and other civil remedies for victims of 
domestic violence, dating violence, sexual assault, and stalking 


7. Life Skills Training: Critical life management skills necessary 
to assist the program participant to function independently in the community 


a. Budgeting resources 
b. Managing money 
c. Managing a household 
d. Resolving conflict 
e. Shopping for food and needed items 
f. Improving nutrition 
g. Using public transportation  
h. Parenting 


8. Mental Health Services: Direct outpatient treatment of mental 
health conditions by licensed professionals in community-based settings 


a. Crisis interventions 
b. Individual, family or group therapy sessions 
c. Prescription of psychotropic medications or explanations about 


the use and management of medications 
d. Combinations of therapeutic approaches to address multiple 


problems 
9. Substance Abuse Treatment Services: Substance abuse 


treatment services provided by licensed or certified professionals, designed to 
prevent, reduce, eliminate or deter relapse of substance abuse or addictive 
behaviors 


a. Client intake and assessment 
b. Outpatient treatment for up to thirty days 
c. Group and individual counseling 
d. Drug testing 


10. Transportation: Travel by outreach workers, social workers, 
medical professionals or other service providers during the provision of 
eligible street outreach services 


a. Transporting unsheltered people to emergency shelters or other 
service facilities 


b. Cost of participant’s travel on public transit 
c. Mileage allowance for outreach workers to visit participants 
d. Purchasing or leasing a vehicle for use in conducting outreach 


activities, including the cost of gas, insurance, taxes and maintenance 
for the vehicle. 


11. Services to Special Populations: Otherwise eligible essential 
services that have been tailored to address the special needs of homeless youth, 
victims of domestic violence and/or people living with HIV/AIDS who are 
literally homeless 
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Eligible 
Activities and 
Costs (cont.) 


Shelter Operations Activities and Eligible Costs include: 
1. Shelter Operations: Costs to operate and maintain emergency 


shelters and also provide other emergency lodging when appropriate 
a. Maintenance (including minor or routine repairs) 
b. Rent 
c. Security 
d. Fuel 
e. Insurance  
f. Utilities 
g. Food 
h. Furnishings 
i. Equipment 
j. Supplies necessary for the operation of the emergency shelter 
k. Hotel or motel voucher for family or individual (only if no 


appropriate emergency shelter is available) 
 


 
Shelter 


Standards 
Checklist 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
The records must include documentation of compliance with HUD’s shelter and 
housing standards, as described in 24 CFR 576.403 
 
Any emergency shelter that receives assistance for shelter operations must also meet 
the following minimum safety, sanitation, and privacy standards. The recipient may 
also establish standards that exceed or add to these minimum standards. 


1. Structure and materials. The shelter building must be structurally sound to 
protect residents from the elements and not pose any threat to health and 
safety of the residents. Any renovation (including major rehabilitation and 
conversion) carried out with ESG assistance must use Energy Star and 
Water Sense products and appliances. 


2. Access. The shelter must be accessible in accordance with Section 504 of 
the Rehabilitation Act (29 U.S.C. 794) and implementing regulations at 24 
CFR part 8; the Fair Housing Act (42U.S.C. 3601 et seq.) and 
implementing regulations at 24 CFR part 100; and Title II of the 
Americans with Disabilities Act (42 U.S.C. 12131 et seq.) and 28 CFR part 
35; where applicable. 


3. Space and security. Except where the shelter is intended for day use only, 
the shelter must provide each program participant in the shelter 
with an acceptable place to sleep and adequate space and security 
for themselves and their belongings. 


4. Interior air quality. Each room or space within the shelter must have a 
natural or mechanical means of ventilation. The interior air must be free of 
pollutants at a level that might threaten or harm the health of residents. 


5. Water supply. The shelter’s water supply must be free of contamination. 
6. Sanitary facilities. Each program participant in the shelter must have 


access to sanitary facilities that are in proper operating condition, are 
private, and are adequate for personal cleanliness and the disposal of 
human waste. 


7. Thermal environment. The shelter must have any necessary heating/ 
cooling facilities in proper operating condition. 
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Shelter 
Standards 
Checklist 


(cont.) 


8. Illumination and electricity. The shelter must have adequate natural or 
artificial illumination to permit normal indoor activities and support health 
and safety. There must be sufficient electrical sources to permit the safe 
use of electrical appliances in the shelter. 


9. Food preparation. Food preparation areas, if any, must contain suitable 
space and equipment to store, prepare, and serve food in a safe and sanitary 
manner. 


10. Sanitary conditions. The shelter must be maintained in a sanitary 
condition. 


11. Fire safety. There must be at least one working smoke detector in each 
occupied unit of the shelter. Where possible, smoke detectors must be 
located near sleeping areas. The fire alarm system must be designed for 
hearing-impaired residents. All public areas of the shelter must have at 
least one working smoke detector. There must also be a second means of 
exiting the building in the event of fire or other emergency. 
 


 
Evaluation of 
Eligibility and 


Needs 


 
The subrecipient must conduct an initial evaluation to determine the eligibility of each 
individual or family’s eligibility for ESG assistance and the amount and types of 
assistance the individual or family needs to regain stability in permanent housing. 
These evaluations must be conducted in accordance with the centralized or 
coordinated assessment requirements. 
 


  


  


Adapted from Commonwealth of Massachusetts Dept of Housing and Community Development ESG Materials
2/7/13 
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            CITY OF FLINT  
      EMERGENCY SOLUTIONS GRANT  
  AT RISK OF HOMELESSNESS CERTIFICATION  
 


 
ESG Household Name: ________________________________________________   Date: _______________ 


     


This is to certify the above individual or household is currently at risk of homelessness based on the category checked 
and required documentation.    


Check only one Category and complete only that section
 


CATEGORY 1:  An individual or family:  (must have income 30% below AMI, lack sufficient resources & meets 
1 of the following risk factors) 


  Has an annual income below 30% of AMI (must have documentation of income eligibility; AND  
  Lacks sufficient resources or support networks immediately available to prevent homelessness (must complete Self‐Certification 
Form No. 4) supported by other documentation when practical such as termination notice, unemployment compensation 
statement, bank statement, healthcare/utility bill showing arrears) 


 
AND meets 1 of the following risk factors with acceptable documentation 
 


  Risk 1: Persistent housing instability ‐ has moved because of economic reasons 2 or more times during the 60 days immediately 
preceding the application for assistance (must document the following 2 criteria): 


   Housing history must demonstrate 2 or more moves within 60 days: documentation may include HMIS records, referral 
from housing/service provider, letter from tenant/owner (intake observation not appropriate); and 


  Economic reasons may include termination from employment, unexpected medical costs, inability to maintain housing 
including utilities, etc:  documentation may include notice of termination, healthcare bills indicating arrears, utility bills 
indicating arrears (intake observation not appropriate). 


 
  Risk 2: Living in the home of another because of economic hardship (must document the following 2 criteria): 


  Housing must be in the home of another (i.e., doubled up): documentation may include letter from tenant/homeowner 
(intake observation may be appropriate); and 


  Economic reasons may include termination from employment, unexpected medical costs, inability to maintain housing 
including utilities, etc:  documentation may include notice of termination, healthcare bills indicating arrears, utility bills 
indicating arrears (intake observation not appropriate). 


 
  Risk 3: Housing loss within 21 days – has been notified their right to occupy their current housing or living situation will be 
terminated within 21 days after the date of application for assistance: notification to leave within 21 days must be written and 
only third party source/written is appropriate (must document 1 of the following criteria): 


      If tenant/homeowner: eviction notice, court order to leave within 21 days; or 
      If living with another (doubled up): eviction letter from tenant/homeowner. 


 
  Risk 4: Living in a rented hotel or motel and cost is not paid for by charitable organization or by Federal, State, or local 
government programs for low‐income individuals (must document the following 2 criteria): 


  Housing must be in a hotel/motel: documentation may include either letter from hotel/motel manager or intake 
observation; and  


  Costs have not been covered by charitable organization or government program: documentation – cancelled check. 


 
  Risk 5: Living in a severely over‐crowded unit as defined by US Census Bureau: lives in an SRO or efficiency apartment unit in 
which there reside more than 2 persons or lives in a larger housing unit in which there reside more than 1½ persons per room 
(must document the following): 


 Number of rooms in unit AND number of individuals living in unit: documentation may include lease, unit details from 
Tax Assessor’s Office, intake observation. 
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AT RISK OF HOMELESSNESS CERTIFICATION 
 


 


Category 1:  An individual or family (continued): 
 


 Risk 6: Exiting publicly funded institution or system of care (must document the following): 
   Discharge from healthcare facility, mental health facility, foster care or other youth facility or correction program: 


documentation – discharge paperwork or referral letter. 


 
    Risk 7: Living in housing associated with instability and an increased risk of homelessness. For example:  being a young 


household with a young child, lacking transportation to work, or other circumstances or barriers  as identified in your 
community.   


  (documentation must include): 
   Self‐certification (Form No. 5) or other written documentation describing the circumstances and that the individual or 


family lacks financial resources and support networks to obtain other permanent housing. 
 


 
CATEGORY 2: Unaccompanied Children and Youth 


  A child or youth who does not qualify as homeless under the homeless definition, but qualifies as homeless under another 
Federal statute (must document the following): 


  Verification of Homeless Status must be provided by agency administering applicable Federal program: documentation 
must be Third Party – Written ONLY; Certification of homeless status (letter or standardized form). 


 
 
CATEGORY 3: Families with Children and Youth 


  An unaccompanied youth who does not qualify as homeless under the homeless definition, but qualifies as homeless under 
section 725(2) of the McKinney‐Vento Homeless Assistance Act, and the parent(s) or guardian(s) or that child or youth if living 
with him or her (must document the following). 


  Third Party – Written ONLY; must have documentation of homeless status, which may be letter or referral provided by 
agency administering the Federal Program AND must confirm family/guardian is residing with children/youth. 


 
 
 
 
 
 
 
 
 
 
 
 
Intake Staff Signature:  ________________________________________    Date:  ________________ 
 
 


Adapted from Michigan State Housing Development Authority ESG Materials
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Homelessness Prevention 
Program Standards 


  
The City of Flint ESG Homelessness Preventionsub-recipients and any subcontractors must comply with the 
following requirements and procedures to ensure compliance with the homeless definition set forth by HUD 
and the Request for Responses issued by the City of Flint. Both sets of requirements are incorporated into all 
City ESG contracts. The City requires all sub-recipients to adhere to the reporting guidelines below. Prior to 
authorizing services or financial assistance, the documentation listed in the following sections must be 
obtained and copied for the case record. HUD requires the order of priority be: 


  
(1)  First, third-party documentation, signed and dated, on the documenting organization’s official 


letterhead* 
(2)  Intake worker observations 
(3)  Certification from the person seeking assistance 


  
*While third-party documentation is preferred, lack of this documentation must not prevent a 
household from being immediately admitted to emergency shelter, receiving street outreach services, 
or receiving services provided by a victim service provider. 
  
Note: According to the ESG Interim Rule records contained in an HMIS or comparable database used by 
victim service providers are acceptable evidence of third-party documentation in conjunction with intake 
worker observations if the HMIS retains an auditable history of all entries, including the person who entered 
the data, the date of entry, and the change made; and if the HMIS prevents overrides or changes of the dates 
on which entries are made. 
  
  


Topic 
 


  
Standards for Homelessness Prevention 


  
Documentation of 


At-Risk of 
Homelessness 


Eligibility Status 
 
 
 
 
 
 
 
 
 
 


  
ESG funds may be used to provide housing relocation and stabilization services 
and short and/or medium term rental assistance, as necessary, to prevent a 
household from moving into an emergency shelter or another place that would 
render them homeless according to HUD criteria. 
  
To be eligible for ESG homelessness prevention assistance the household must 
meet one of the three definitions below: 
 
Definition 1 – Individuals and Families: 
 
An individual or family who:  


(i) Has an annual income below 30% of median family income for the area 
[see below for detail]; AND  
 


(ii) Does not have sufficient resources or support networks immediately 
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Documentation of 
At-Risk of 


Homelessness 
Eligibility Status 


(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


available to prevent them from moving to an emergency shelter or 
another place defined in Category 1 of the “homeless” definition [ see 
below for detail]; AND  


 
(iii) Meets one of the following conditions:  


 
(A) Has moved because of economic reasons 2 or more times during the 
60 days immediately preceding the application for assistance; OR  
(B) Is living in the home of another because of economic hardship; OR  
(C) Has been notified that their right to occupy their current housing or 
living situation will be terminated within 21 days after the date of 
application for assistance; OR  
(D) Lives in a hotel or motel and the cost is not paid for by charitable 
organizations or by Federal, State, or local government programs for low-
income individuals; OR  
(E) Lives in an SRO or efficiency apartment unit in which there reside 
more than 2 persons or lives in a larger housing unit in which there reside 
more than one and a half persons per room; OR  
(F) Is exiting a publicly funded institution or system of care; OR  
(G) Otherwise lives in housing that has characteristics associated with 
instability and an increased risk of homelessness, as identified in the 
recipient’s approved Con Plan. 
 


Definition 2 – Unaccompanied Children and Youth: 
  


A child or youth who does not qualify as homeless under the homeless 
definition, but qualifies as homeless under another Federal statute  


 
 


Definition 3 – Families with Children and Youth: 
 


An unaccompanied youth who does not qualify as homeless under the homeless 
definition, but qualifies as homeless under section 725(2) of the McKinney-
Vento Homeless Assistance Act, and the parent(s) or guardian(s) or that child or 
youth if living with him or her.  
 
Documentation of imminent risk of homelessness includes: 
 


• A court order resulting from an eviction action notifying the individual or 
family that they must leave; or 


• For individuals and families leaving a hotel or motel—evidence that they 
lack the financial resources to stay; or 


• A documented and verified oral statement; and 
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Documentation of 
At-Risk of 


Homelessness 
Eligibility Status 


(Continued) 
 


• Certification that no subsequent residence has been identified; and 
• Self-certification or other written documentation that the individual or 


family lacks the financial resources and support necessary to obtain 
permanent housing 


  


Eligible Activities 
and Costs 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


The purpose of homeless prevention assistance is to prevent persons from 
becoming homeless in a shelter or an unsheltered situation and to help such 
persons regain stability in their current housing or other permanent housing. 
 
Eligible activities include:  


1. Housing Relocation and Stabilization Services 
2. Short- and Medium-Term Rental Assistance 


 
Eligible Housing Relocation and Stabilization Services costs include: 
 


Housing Relocation Financial Assistance: 
 


1. Rental application fees: Application fee that is charged 
by the owner to all applicants 


2. Security Deposits: Equal to no more than 2 months’ rent 
3. Last Month’s Rent: Paid to the owner of housing at the 


time security deposit and first month’s rent are paid 
4. Moving Costs: Moving costs, such as truck rental or 


hiring a moving company, including certain temporary storage fees 
5. Utility Deposits: Standard Utility deposit required by the 


utility company for all customers (i.e. gas, electric, water, sewage) 
6. Utility Payments: Up to 24 months of utility payments 


per participant, per service (i.e. gas, electric, water/sewage), including up 
to 6 months of arrearages, per service 
 


Housing Stabilization Services: 
 
1. Housing Search and Placement: 


a. Assessment of housing barriers, needs and preferences 
b. Development of an action plan for locating housing 
c. Housing search and outreach to and negotiation with 


owner 
d. Assistance with submitting rental applications and 


understanding leases 
e. Assessment of housing for compliance with ESG 


requirements for habitability, lead based paint, and rent 
reasonableness 


f. Assistance with obtaining utilities and making moving 
arrangements 


g. Tenant counseling 
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Eligible Activities 
and Costs (cont.) 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


2. Housing Stability Case Management: Assessing, 
arranging, coordinating, and monitoring the delivery of individualized 
services to facilitate housing stability 


a. Using the centralized or coordinated assessment system 
to conduct the initial evaluation and re-evaluation 


b. Counseling 
c. Developing, securing and coordinating services including 


Federal, state, and local benefits 
d. Monitoring and evaluating program participant progress 
e. Providing information and referrals to other providers 
f. Developing an individualized housing and service plans 


3. Mediation: Mediation between the program participant 
and the owner or persons with whom the program participant is living, to 
prevent the program participant from losing permanent housing in which 
they currently reside 


a. Time and/or services associated with mediation activities 
4. Legal Services: Legal services that are necessary to 


resolve a legal problem that prohibits the program participant from 
obtaining or maintaining permanent housing 


a. Hourly fees for legal advice and presentation 
b. Fees based on the actual service performed 
c. Client intake, preparation of cases for trial, provisoin of 


legal advice, representation at hearings, and counseling 
d. Filing fees and other necessary court costs 
e. Sub-recipient’s employees’ salaries and other costs 


necessary to perform the services, if the sub-recipient is a legal 
services provider and performs the services itself 


f. Legal representation and advice to resolve legal problems 
that prevent participants from obtaining or retaining permanent 
housing: 


i. Child support 
ii. Guardianship 


iii. Paternity 
iv. Emancipation 
v. Legal separation 


vi. Resolution of outstanding criminal warrants 
vii. Appeal of veterans and public benefit claim denials  


viii. Orders of protection and other civil remedies for victims 
of domestic violence, dating violence, sexual assault, and 
stalking 


5. Credit Repair: Services necessary to assist program 
participants with critical skills related to household budgeting, managing 
money, accessing a free personal credit report, and resolving personal 
credit problems 


a. Credit counseling 
b. Other related services 
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Eligible Activities 
and Costs (cont.) 


Short- and Medium-Term Rental Assistance Costs include: 
 


1. Short-Term Rental Assistance: Up to 3 months 
2. Medium-Term Rental Assistance: 4 – 24 months 
3. Payment of Rental Arrears: One-time payment up to 6 


months, including any late fees on those arrears* 
 


Combination of Three Types of Rental Assistance: Total not to exceed 24 
months, during any 3 year period, including any payment for last month’s rent 
 


  
Documentation of 


Insufficient 
Financial 


Resources and 
Support Networks 


  
All ESG case records must include the most reliable evidence available to show 
that the household does not have sufficient resources or support networks; e.g., 
family, friends, faith-based or other social networks, immediately available to 
attain housing stability and that ‘but for’ the ESG assistance the household 
would become literally homeless. A “But For” Certification must be placed in 
each households file both at intake and at each quarterly re-certification. 
  
See “But For” Certification form. 
 


  
Income 


Verification 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


  
To meet income eligibility guidelines for ESG homelessness prevention 
services, households must have an annual income less than 30 percent of median 
family income for the area, as determined by HUD. To comply with HUD 
standards, the City expects complete income information to be gathered at intake 
and included in the ESG assessment information in HMIS at intake and at each 
subsequent re-certification. 
  
A written income calculation that demonstrates the household’s annual 
income is below 30% of the median income for the corresponding household 
size in the area must be included in each participants file at intake and at 
each re-certification. 
  
For each household that receives ESG Homelessness Prevention assistance, the 
following documentation of annual income must be gathered at intake and 
updated on a quarterly  basis: 


  
(1)    Income evaluation form containing the minimum requirements 


specified by HUD and completed by the ESG provider at intake and 
each subsequent recertification; AND 


  
(2)    Source documents for the assets held by the household and income 


received over the most recent period for which representative data is 
available before the date of the evaluation (e.g., wage stubs, 
unemployment comp. statement, public benefits statement, bank 
statement); 
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Income 


Verification 
(cont.) 


  


(3)   To the extent that source documents are unobtainable, a written 
statement by the relevant third party  on the company or 
organization’s letterhead (e.g., employer, government benefits 
administrator) or the written certification by the recipient’s or sub-
recipient’s intake staff of the oral verification by the relevant third 
party of the income the household received over the most recent 
period for which representative data is available; OR 


(4) To the extent that source documents and third party verification are 
unobtainable, a self-declaration of income completed by each adult in 
the household stating the amount of income the household received 
for the most recent period AND a written certification from the intake 
worker/or other staff member at re-certification documenting the 
efforts made to obtain third party verification of income. 


 
  
Financial Payments 
(Rental Assistance, 


Move In 
Assistance, Utility 


Assistance) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


  
Case records for each ESG household must clearly document any financial 
payments made on behalf of the participant as an ESG service, including:
 


•     copies of any and all utility statements, clearly documenting the 
amount of arrears owed by the program participant and the amount 
paid by the ESG sub-recipient 


•     copies of any and all utility statements, clearly documenting the 
amount of utility deposit assistance necessary in order to turn the 
utilities on and any amount paid by the ESG sub-recipient 


•     clear documentation of moving costs, such as truck rental or a moving 
company, including clear documentation of the amount paid by the 
ESG sub-recipient 


•     in the case of storage fees, documentation must clearly provide that 
the fees were accrued after the date the program participant began 
receiving ESG assistance and before the participant moved into 
permanent housing. Clear documentation of the amount of assistance 
(up to 3 months storage) paid by the ESG sub-recipient 


• case records must include clear documentation of payments made to 
property owners for the provision of rental assistance or move in 
assistance, and supporting documentation for these payments, 
including dates of occupancy by program participants. See Lease 
Documentation, Ownership and Rental Agreement between Sub-
recipient and Property Owner sections below.  


  
Serving 


  
Households in housing with publicly assisted rental assistance may only receive 
assistance with the following  activities: 
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Households with a 
Housing Voucher 
or other form of 


Housing 
Assistance paid 


with Public Funds 


  
1.     Payment for up to six months in rent arrearages for the participant’s 


portion of the rent or up to six months in utility arrearages. 
2.     Mediation or legal services to resolve a landlord/tenant dispute. 


  
Sub-recipients are responsible for documenting in the case file that the eligible 
household was a recipient of publicly assisted rental assistance and the case 
record must clearly document the months of rental arrearage assistance and that 
the assistance offered was for the tenant portion of the rent only. All mediation 
and legal services offered to resolve a landlord/tenant dispute must be recorded 
in the household’s case record according to the documentation requirements for 
legal services. 
 


  
Relocating a 


Homelessness 
Prevention Eligible 


Household 


  
If an eligible household cannot demonstrate that they will be able to maintain the 
cost of the unit after ESG assistance ends, sub-recipients may use ESG funds to 
assist with re-locating the household rather than using prevention services to 
help them remain in their current housing, provided that the financial services 
are not available to the household through other programs  and that the 
household is not moving into housing with publicly assisted rental assistance. 
Eligible re-location costs may include: 


 
•  Rental application fees (if applied to all applicants) 
• Utility deposits 
• Security deposit up to 2 full month’s rent 
• First month’s rent 
• Moving costs (truck rental or hiring a moving company, including certain 


temporary storage fees) 
 
Sub-recipients must obtain documentation that the household is not able to 
remain in their current unit and/or document that the household will not be able 
to maintain rent in their current unit and must move. 


  
Lease 


Documentation 


  
A legally binding, written lease for the unit between the owner and the 
household is required prior to a sub-recipient authorizing any payment to the 
property owner (including first, last, or security deposit payments.) Only when 
the assistance is solely for rental arrears may an oral agreement be accepted in 
place of a written lease and only if the oral agreement gives the household an 
enforceable leasehold interest under state law and the agreement and rent owed 
are sufficiently documented by the property owner’s financial records, rent 
ledgers or cancelled checks. The oral agreement must then be documented by the 
sub-recipient on the organization or property owner’s official letterhead detailing 
the address of the unit, the rent amount, move in date, and the term of tenant 
occupancy. 
 
If a sub-recipient is only offering non-financial services, such as housing 


Page 35 of 91







  CITY OF FLINT ESG PROGRAM STANDARDS 
 


  Page 8 
 


stability case management or legal services, then a written lease is not necessary. 
 


  
Ownership 


  
Proof of current ownership of the unit must be obtained prior to any financial 
payments made to the property owner. Documentation of ownership may include 
a copy of a deed, water bill, mortgage payment, or tax bill. 


  
Rental Agreement 


between Sub-
recipient and 


Property Owner 


  
An agreement between the property owner and the ESG sub-recipient must be 
obtained and placed in the case record for every household that receives rental 
assistance, and or move-in assistance paid to the property owner, including first 
month’s rent. Per HUD requirements, this agreement must set forth the terms 
under which assistance will be provided. The agreement must provide that, 
during the term of the agreement, the property owner must give the ESG sub-
recipient a copy of any notice given to the household to vacate the unit used 
under state or local law to commence an eviction action against the household, 
including a notice to quit. 
  
A rental agreement between the sub-recipient and the property owner is not 
necessary if the sub-recipient is not offering payment to the property owner.  
 


  
Housing Standards 


Checklist 
 
 
 
 
 
 
 
 
 
 
 


  
Habitability standards apply for all households receiving Homelessness 
Prevention services under ESG, including rental arrears only, or legal assistance 
only.* The case record for the eligible household must include a completed ESG 
Housing Shelter & Housing Standards Inspection Checklist or a copy of the 
inspection report completed by a HUD certified inspector. 
  
Lead Based Paint standards also apply for all households receiving homelessness 
prevention services under ESG. Visual assessments must be completed on all 
units receiving assistance if constructed before 1978 AND a child under 6 or a 
pregnant woman will live there. Documentation of the visual inspection 
completed by qualified staff must be kept in the case record. All staff members 
that will be responsible for completing visual assessments must have 
documentation that they are qualified to do so. HUD offers an online visual 
assessment training that should be completed by all staff members conducting 
inspections. The certification of completion by staff members should be kept 
with the sub-recipients ESG administrative records. 
  
The training can be found at: 
http://www.hud.gov/offices/lead/training/visualassessment/h00101.htm. 


  
Fair Market Rent 
(FMR) and Rent 
Reasonableness 


 ESG requires housing units to meet BOTH rent reasonableness standards AND 
HUD’s published Fair Market Rent standards. 
 
Fair Market Rent established by HUD may be found at: 
http://www.huduser.org/portal/datasets/fmr/fmrs/FY2013code/selectGeography.o
dn 
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 0 Bdr 1 Bdr 2 Bdr 3 Bdr 4 Bdr 
FLINT 2013 423        547   711 928 1048 


 
For purposes of calculating rent under rent reasonableness standards, the rent 
shall not equal more than the total monthly rent for the unit, any fees required 
for occupancy (excluding late fees and pet fees) and, if the tenant pays utilities, 
the monthly allowance for utilities (excluding telephone) established by the 
public housing authority for the area in which the housing is located. 
 


 
Case Management 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


  
Case management services must be offered to every ESG household with the 
intention of assisting the household in obtaining housing and maintaining long 
term housing stability.  A plan must be developed to assist the household with 
retaining permanent housing after ESG assistance ends, taking into account the 
household’s current and/or expected income and expenses, and other public or 
private assistance for which the household may be eligible. The following 
documentation shall be recorded in each household’s case record to document 
case management services offered through ESG: 


  


•     creation of a Housing Stability Plan 
  


•     creation of a personalized budget, taking into consideration the 
participants current income and all expenses 
  


•     documentation of monthly meetings with the case manager.* (monthly 
case management meetings may be completed over the phone or in-
person. Quarterly re-certification must be completed in person.) 


  


•     Notes and/or copies of referrals to mainstream benefits and other 
resources and follow up notes on whether the household was able to 
access the service/benefit. Case notes may be completed electronically. 
However, case notes must be kept in the case record for easy access and 
review.  


  
*A sub-recipient may be exempt from the monthly meeting requirement if the 
Violence Against Women Act of 1994 or the Family Violence Prevention and 
Services Act prohibit the sub-recipient from making its shelter or housing 
conditional on the participant’s acceptance of services. 
 


  
Legal Services 


  
Sub-recipients may use ESG funds to pay for legal services to resolve 
landlord/tenant disputes, if the services are necessary to resolve a legal problem 
that prohibits the household from obtaining permanent housing or will likely 
result in the participant losing permanent housing in which they currently 
reside.HUD habitability standards must be met, even if Legal Services are the 
only service an eligible household may receive.  
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Documentation of all legal services provided and the amounts spent on such 
services must be recorded in each household’s case record. 
 


  
Re-certification 


  
Quarterly re-certifications are required for each household receiving 
homelessness prevention services through City of Flint ESG. The quarterly re-
certification must be completed through a face to face meeting, recorded in 
HMIS and must be documented in the case record by 


  
•    a new ESG income evaluation form, including updated income and 


assets documentation 
•     a new “But For” certification 
•     clear case notes documenting any changes in household composition 


  
The quarterly re-certification must include a review of all financial documents 
and a certification that the household still lacks the resources and support 
networks necessary to retain housing without ESG funding. A new quarterly 
assessment must be completed in HMIS at each re-certification. 
 


  
  
  
 


Adapted from Commonwealth of Massachusetts Dept of Housing and Community Development ESG Materials
2/7/13 
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 CITY OF FLINT 
 EMERGENCY SOLUTIONS GRANT   
  Housing Habitability Standards Inspection Checklist 
 
 


Instructions: Please check if the property meets the criteria.  The property must meet all standards in 
order to be approved.  A copy of this checklist should be placed in the client file.  


Approved  Element 


  1. Structure and materials: The structures must be structurally sound so as not to pose 
any threat to the health and safety of the occupants and so as to protect the 
residents from hazards. 


  2. Access: The housing must be accessible and capable of being utilized without 
unauthorized use of other private properties.  Structures must provide alternate 
means of egress in case of fire. 


  3. Space and security: Each resident must be afforded adequate space and security for 
themselves and their belongings.  Each resident must be provided with an 
acceptable place to sleep. 


  4. Interior air quality: Every room or space must be provided with natural or 
mechanical ventilation.  Structures must be free of pollutants in the air at levels that 
threaten the health of residents. 


  5. Water Supply: The water supply must be free from contamination. 


  6. Sanitary Facilities: Residents must have access to sufficient sanitary facilities that 
are in proper operating condition, may be used in privacy, and are adequate for 
personal cleanliness and the disposal of human waste.  


  7. Thermal environment: The housing must have adequate heating and/or cooling 
facilities in proper operating condition. 


  8. Illumination and electricity: The housing must have adequate natural or artificial 
illumination to permit normal indoor activities and to support the health and safety 
of residents.  Sufficient electrical sources must be provided to permit use of 
essential electrical appliances while assuring safety from fire. 


  9. Food preparation and refuse disposal: All food preparation areas must contain 
suitable space and equipment to store, prepare, and serve food in a sanitary 
manner.  


  10. Sanitary condition: The housing and any equipment must be maintained in sanitary 
condition. 


  11. Lead‐based paint: If the structure was built prior to 1978, and a child under the age 
of six or a pregnant woman will reside in the property, and the property has a 
defective paint surface inside or outside the structure, the property cannot be 
approved until the defective surface is repaired by at least scraping and painting the 
surface with two coats of non‐lead based paint.  Defective paint surface means: 
applicable surface on which paint is cracking, scaling, chipping, peeling or loose.  If a 
child under age six residing in the property has an Elevated Blood Level, paint 
surfaces must be tested for lead‐based paint.   
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ESG Form No. 14 – Prevention & Re‐housing 
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  12. Fire safety: Both conditions below must be met to meet this standard. 


  a. Each unit must include at least one battery‐operated or hard‐wired 
smoke detector, in proper working condition, on each occupied level of 
the unit.  Smoke detectors must be located, to the extent practicable, in 
a hallway adjacent to a bedroom.  If the unit is occupied by hearing‐
impaired persons, smoke detectors must have an alarm system 
designed for hearing‐impaired persons in each bedroom occupied by a 
hearing‐impaired person. 


  b. The public areas of all housing must be equipped with a sufficient 
number, but not less than one for each area, of battery‐operated or 
hard‐wired smoke detectors.  Public areas include, but are not limited 
to, laundry rooms, day care centers, hallways, stairwells, and other 
common areas. 


CERTIFICATION STATEMENT 


I certify that I am not a HUD certified inspector and I have evaluated the property located at the address 
below to the best of my ability and find the following:   


 


________ The property meets all of the above standards     


________ The property does not meet all of the above standards.  List inspection deficiencies on ESG 
Form No. 14. 


 


________  The property is Rent Reasonable                        


 ________ The property is not Rent Reasonable 


 


Therefore, I make the following determination:    


________ The property is approved.           


________ The property is not approved.   


 


Household Name:  _____________________________________________________________________     


 


Street Address:  _______________________________________________________________________ 


              Apartment #  City    State    Zip 


 


Evaluator’s Signature:  ___________________________________________Date:  _________________ 


 


Print Name:  __________________________________________________  


 


 Adapted from Michigan State Housing Development Authority ESG Materials
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                                                                  ESG Form No. 2 – Prevention and Re-housing 
         
                                            CITY OF FLINT  
      EMERGENCY SOLUTIONS GRANT 


HOMELESS CERTIFICATION 
 


ESG Household Name: ______________________________________________    Date:  __________________ 
           


This is to certify the above individual or household is currently homeless based on the category checked and required 
documentation.  ** THE GENERAL HOMELESS CERTIFICATION MUST BE COMPLETED FOR EACH HOUSEHOLD.   


 
**GENERAL HOMELESS CERTIFICATION 


  This category is eligible for Rapid Re‐housing Assistance 
CATEGORY 1:  Literally Homeless 


  Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(i) Has a primary nighttime residence that is a public or private place not meant for human habitation; or 
(ii) Is living in a publicly or privately operated shelter designated to provide temporary living arrangements (including 


congregate shelters, transitional housing, and hotels and motels paid for by charitable organizations or by federal, state and 
local government programs).  


To certify homeless status for the above, must provide documentation of 1 of the following: 
  Written observation by the outreach worker; or 
  Written referral by another housing or service provider; or 
  Certification by the individual or head of household seeking assistance stating that (s)he was living on the streets or 
in shelter (Form No. 5). 


 
 Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(iii)  Is exiting an institution where (s)he has resided for 90 days or less and who resided in an emergency shelter or place not 


meant for human habitation immediately before entering that institution (documentation must include one of the above 
forms of evidence AND 1 of the following). 


  Discharge paperwork or written/oral referral; or 
  Written record of intake worker’s due diligence to obtain above evidence and certification by individual that they 
exited institution (Form No. 5). 


 
  Please note categories 2 thru 4 are considered “homeless” but receive assistance under Prevention 
CATEGORY 2:  Imminent Risk of Homelessness 


  Individual or family who will imminently lose their primary nighttime residence, provided that: 
(i)  Residence will be lost within 14 days of the date of application for homeless assistance; 
(ii)  No subsequent residence has been identified; and 
(iii) The individual or family lacks the resources or support networks needed to obtain other permanent housing. 
 


         ESG Form No. 2 – Prevention and Re-housing 
 


HOMELESS CERTIFICATION 
 


 
CATEGORY 2:  Imminent Risk of Homelessness (cont.) 


Documentation must include 1 of the following: 
  A court order resulting from an eviction action notifying the individual or family that they must leave; or 
  For individual and families leaving a hotel or motel—evidence that they lack the financial resources to stay 
(Form No. 5); or 


  A documented and verified oral statement. 
In addition to 1 of the above, documentation must include BOTH of the following: 


  Certification that no subsequent residence has been identified (Form No. 5); AND 


Page 1 of 2 
 


Page 41 of 91







  Self‐certification or other written documentation that the individual lack the financial resources and support 
necessary to obtain permanent housing (Form No. 5). 


 
CATEGORY 3:  Homeless under Other Federal Statutes 


  Unaccompanied youth under 25 years of age, or families with children and youth, who do not otherwise qualify as homeless 
under this definition, but who: 


  (i)    Are defined as homeless under the other listed federal statutes; 
(ii)   Have not had a lease, ownership interest, or occupancy agreement in permanent housing during the 60 days prior to the 


homeless assistance application; 
(iii)  Have experienced persistent instability as measured by 2 moves or more during the preceding 60 days; and 
(iv)  Can be expected to continue in such status for an extended period of time due to special needs or barriers. 
Documentation must include all of the following: 


  Certification by the nonprofit or state or local government that the individual or head of household seeking 
assistance met the criteria of homelessness under another federal statute; and 


  Certification of no public housing in the last 60 days; and 
  Certification by the individual or head of household, and any available supporting documentation, that (s)he has 
moved 2 or more times in the past 60 days; and 


  Documentation of special needs or 2 or more barriers. 


 
CATEGORY 4:  Fleeing/Attempting to Flee Domestic Violence 


  Any individual or family who: 
(i)   Is fleeing, or is attempting to flee, domestic violence; 
(ii)  Has no other residence; and  
(iii)  Lacks the resources or support networks to obtain other permanent housing 
Documentation required: 
For victim service providers: 


  An oral statement by the individual or head of household seeking assistance which states: they are fleeing; they 
have no subsequent residence; and they lack resources.  Statement must be documented by a self‐certification 
(Form No. 5) or a certification by the intake worker. 


For non‐victim service provider (must document all of the following): 
  Oral statement by the individual or head of household seeking assistance that they are fleeing.  This statement is 
documented by a self‐certification (Form No. 5) or by the caseworker.  Where the safety of the individual or family 
is not jeopardized, the oral statement must be verified; and 


  Certification by the individual or head of household that no subsequent residence has been identified (Form 
No. 5); and  


  Self‐certification, or other written documentation, that the individual or family lacks the financial resources and 
support networks to obtain other permanent housing (Form No. 5). 


 
 
 
Intake Staff Signature:  ________________________________________   Date:  ________________ 
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 CITY OF FLINT 
EMERGENCY SOLUTIONS GRANT 


OWNER CERTIFICATION - LEAD PAINT 


 
**Only to be used for units that failed Housing Habitability Standards Inspection and had repairs that 
involved deteriorated paint. 


 
The undersigned hereby certifies that the property located at (full address): 


                                                      


                                                                            
 


is in compliance with the Housing Habitability Standards requirements related to lead-based paint as 
indicated below (Check ALL appropriate boxes): 
 


 The described property, including dwelling units, common areas, and exterior painted surfaces, 
has been found to be free of lead-based paint by a certified lead-based paint inspector.  The 
lead-based paint inspector’s report is either attached or has already been provided to the ESG 
Program Administrator. 


 
 The described property was inspected by a certified lead-based paint inspector and lead-based 


paint was identified.  All identified lead-based paint has been removed from the property, and 
the reports of the lead-based paint inspector and the certified lead-based paint abatement 
supervisor, are attached or have already been provided to ESG Program Administrator. 


 
 Because the described property was constructed prior to January 1, 1978 and there is a child 


under 6 years of age in residence ongoing lead-based paint maintenance activities have been 
incorporated into regular building operations in accordance with 24 CFR 35.1355(a). 


 
 Corrective action to address lead-based paint hazards at the described property that were 


required by MSHDA to meet Housing Habitability Standards, have been completed in 
accordance with all requirements established by 24 CFR Part 35, including (The boxes below 
do not apply when paint stabilization is below “De Minimis” levels): 


 


 The work was completed by persons trained to conduct lead-hazard reduction activities 
or was supervised by a certified lead-based paint abatement supervisor. 


 Occupants of the dwelling unit(s) and their belongings were protected during the course 
of the work. 


 The lead hazard work site was properly prepared and maintained during the course of 
the work. 


 A person certified to conduct clearance examinations performed a clearance test and the 
result indicated that clearance was achieved. 


 Occupants have been properly notified of the results of any lead-based paint hazard 
evaluation and reduction, including the results of the clearance examination. 
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ESG Form No. 17 
Prevention & Re-housing 


Owner’s 
Signature: 


  


Printed Name: 
 


Date:
  


 
   


     
 ESG DMINISTRATOR USE ONLY 
 Tenant Name:                                                          
 ESG  Admin:                                                          
  


 Local Office: 
 


                                                           
                                                           
                                                           
                                                       


 


 


Distribution: Landlord, ESG Admin.


 
 
 


Adapted from Michigan State Housing Development Authority ESG Materials 


Page 44 of 91







ESG FORM NO. 12 
PREVENTION & RE-HOUSING 


 


  PAGE 1 OF 2   


 


                                                   CITY OF FLINT 
EMERGENCY SOLUTIONS GRANT 


 
     RENT REASONABLENESS CHECKLIST AND CERTIFICATION 


 
To verify that the rent for the unit you have selected is reasonable, find the address of another unit in the neighborhood that is 
similar to the unit you have chosen. It must be the same type of unit and have the same number of bedrooms. The rent must be 
the same or more than the rent for the unit you have selected. Some ideas for places to look for comparable units include the 
local paper, the owner, your friends, local real estate agents and the Michigan Housing Locator at 
www.MichiganHousingLocator.com.  Printouts (of 3 comparable units) from the Michigan Housing Locator may be placed in the 
client file in lieu of Form No. 12 to document rent reasonableness. 


 
 Selected Unit Unit #1 Unit #2 Unit #3 


Address of Unit: 
 
 


    


Type of 
Unit/Construction: 
(Circle applicable 
type) 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Number of 
Bedrooms: 


    


Approximate 
Square Footage: 


    


General Housing 
Condition: 


    


Location/ 
Accessibility (i.e., 
near schools, bus, 
park, etc.): 


    


Amenities: 
Circle all that 
apply 
 
 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Approximate year 
built: 
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ESG FORM NO. 12 
PREVENTION & RE-HOUSING 


 


  PAGE 2 OF 2   


Highest Cost 
Utility included in 
rent: 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


Monthly Rental 
Rate:     


Handicap 
Accessible: 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


 
 
CERTIFICATION: 
 
 
A. Comparison with Fair Market Rent  


 
   _______________________             
   Proposed Contract Rent    
 
   Applicable Fair Market Rent (For Comparison Only) $______________ 
 
 
B.  Rent Reasonableness 
 
Based upon a comparison with rents for comparable units, I have determined that the 
proposed rent for the unit    [   ] is   [   ] is not reasonable. 


 
 


 
Name: 


 
Signature:                                                                                                      Date: 


 
Title: 


 
Agency: 
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ESG Form No. 7 – Prevention & Re-housing 


 


                                    
                                               CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
 


       STAFF AFFIDAVIT OF ELIGIBILITY FOR  ESG 


 
Purpose:  This form serves as documentation that:  
 


1. The program participant(s) named below meets all eligibility criteria for ESG assistance; 
2. This eligibility determination is based on true and complete information; 
3. Neither the staff member making this determination nor his or her supervisor are related to 


the program participant through family, business or other personal ties; and 
4. This eligibility has not resulted from, nor will result in, any financial benefit to the staff 


member making this determination, his or her supervisor, or anyone related to them. 
 


Instruction:  This form must be completed for each program participant upon the determination of 
his or eligibility for ESG assistance.  This form must be signed and dated by the ESG staff person 
who makes this determination and that person’s supervisor and kept in the program participant’s 
case file.  This form will remain valid, unless a different staff person re-determines the 
program participant’s eligibility, at which time a new affidavit is required.  
 
Head of Household Name: 
**Names of Other Household Members: 
 
 
 
 
 
 
**All members in the household that will benefit from ESG assistance should be listed. 
 
Required Certifications:  Each person signing below certifies to the following: 


1. To the best of my knowledge, the program participant named above meets all requirements 
to receive assistance under the ESG program; 


2. To the best of my knowledge and ability, all of the information used in making this eligibility 
determination is true and complete; 


3. I am not related to the program participant through family, business or other personal ties; 
4. To the best of my knowledge, neither I nor anyone related to me has received or will receive 


any financial benefit for this eligibility determination; 
5. I understand that fraud is investigated by the Department of Housing and Urban 


Development, Office of Inspector General, and may be punished under Federal laws to 
include, but not limited to 18 U.S.C. 1001 and 18 U.S.C. 641; 


6. I understand that if any of these certifications is found to be false, I will be subject to 
criminal, civil and administrative penalties and sanctions. 


 
ESG Staff Signature: _______________________________________ Date: ___________ 
 
ESG Supervisor Signature: ___________________________________ Date: ___________ 
 
 
 
Adapted from Michigan State Housing Development Authority ESG Materials
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ESG Form No. 7 – Prevention & Re-housing 
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  ESG Form No. 8 – Prevention & Re-housing 


 


                                    
                                                      CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
VERIFICATION TRACKING OF INCOME 


 
Head of Household:  _________________________________________ Date: _______________ 
 
    Intake/Screening       3-month Certification 
 
Agencies must record all attempts to obtain required verifications in the order specified: 
 
Step 1. Third Party Source:  Were verification documents provided by the client? 
   Yes – Complete calculation worksheet (Form No. 10 to determine eligibility). 
   No – Proceed to Third Party Written. (Provide explanation). Go to Step 2 if income could not 


 be verified in Step 1.  _______________________________________________________ 
 __________________________________________________________________________     
 __________________________________________________________________________ 
 __________________________________________________________________________     
  
Step 2. Third Party Written:  Send ESG Form No. 9, Verification of Income, to Income Source(s). 
 
 Date Form(s) sent/faxed:    _______________ (Retain copy of form(s) in client file) 
 
   Documents received within 10 business days – Complete calculation worksheet (Form No. 10). 
   Documents not received within 10 business days – Proceed to Third Party Oral. Go to Step 3 if 


income could not be verified in Step 2. 
 
Step 3. Third Party Oral:  Intake staff contacts third-party sources identified by the household.   


Record date, source(s) contacted and income information or reason(s) for not obtaining information:  
 ______________________________________________________________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 If sufficient income information is provided, complete Calculation Worksheet (Form No. 10) to 


determine eligibility; otherwise, proceed to Step 4, Self-Certification. 
 
  I certify, under penalty of perjury, this information is true and correct to the best of my knowledge. 
 
 Intake Staff Signature: ____________________________________________ Date: _______ 
 
Step 4. Self-Certification: ONLY use Step 4 to verify income after attempting and documenting 


Steps 1, 2 & 3. 
 
   I certify, under penalty of perjury, that the information I have provided on this form is true and 


correct, to the best of my knowledge. 
 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
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  ESG Form No. 8 – Prevention & Re-housing 
 
 
   I certify, under penalty of perjury, that I do not have income from any source at this time.  This is 


 true and correct to the best of my knowledge. 
 
 Client Signature: ____________________________________________   Date: ___________ 
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  CITY OF FLINT ESG PROGRAM STANDARDS  
 


 Page 1 


Rapid Re-Housing 
Program Standards 


 
The City of Flint ESG Rapid Re-Housing Grantees, sub-recipients and sub-recipient subcontractors must 
comply with the following requirements and procedures to ensure compliance with the homeless definition 
set forth by HUD and the Request for Responses issued by the City of Flint.  Both sets of requirements are 
incorporated into all City of Flint ESG contracts. The City of Flint requires all sub-recipients to adhere to the 
reporting guidelines below. Prior to authorizing services or financial assistance, the documentation listed in 
the following sections must be obtained and copied for the case record. HUD requires the order of priority 
be: 
 


(1)  First, third-party documentation, signed and dated, on the documenting organization’s official 
letterhead* 


(2)  Intake worker observations; and 
(3)  Certification from the person seeking assistance 


  
*While third-party documentation is preferred, lack of this documentation must not prevent 
ahousehold from being immediately admitted to emergency shelter, receiving street outreach services, 
or receiving services provided by a victim service provider. 


Note: According to the ESG Interim Rule records contained in an HMIS or comparable database used by 
victim service providers are acceptable evidence of third-party documentation in conjunction with intake 
worker observations if the HMIS retains an auditable history of all entries, including the person who entered 
the data, the date of entry, and the change made; and if the HMIS prevents overrides any changes of the dates 
on which entries are made.  


  
 


Topic 
 


 
Standards for Rapid Re-Housing 


 
Documentation 


of Homeless 
Eligibility 


 
 
 
 
 
 
 
 
 
 


 
ESG funds may be used to provide housing relocation and stabilization services and 
short and/or medium-term rental assistance as necessary to help a homeless household 
move as quickly as possible into permanent housing. 
  
To be eligible the household must meet the criteria for Category 1. (Households who 
meet the criteria for Category 4 must also meet the criteria for Category 1.) The 
following documentation must be obtained and copied into each household’s case 
record accordingly: 
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  CITY OF FLINT ESG PROGRAM STANDARDS  
 


 Page 2 


Documentation 
of Homeless 
Eligibility 


(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Documentation 


Category 1. Literally Homeless:  
 
(1)   If the household qualifies as literally homeless because they are residing in a 


place not meant for human habitation, acceptable documentation is a description 
by an outreach worker of the conditions where the household was living and the 
dates observed; a written referral by another housing or service provider 
describing the situation and dates,  or a certification by the head of household 
seeking assistance stating that (s)he resided in an emergency shelter or place not 
meant for human habitation. The certification should describe the living situation 
and include the dates the household resided there. 


(2)   If the household qualifies as literally homeless because he or she resided in an 
emergency shelter or place not meant for human habitation and is exiting an 
institution where he or she resided for 90 days or less, acceptable evidence 
includes the evidence described in paragraph in (1) above of this section 


AND one of the following: 
  


(i) Discharge paperwork or a written or oral referral from a social worker, case 
manager, or other appropriate official of the institution, stating the name and 
location of the institution, beginning and end dates of the time residing in the 
institution. All oral statements must be recorded by the intake worker; or 


  
(ii) Where the evidence in paragraph (2)(i) of this section is not obtainable, a 


written record of the intake worker’s due diligence in attempting to obtain the 
evidence described in paragraph (2)(i) AND a certification by the individual 
seeking assistance that states he or she is exiting or has just exited an 
institution where he or she resided for 90 days or less. 


  
Documentation includes: 
 


• Written observation by the outreach worker; or 
• Written referral by another housing or service provider; or 
• Certification by the individual or head of household seeking 


assistance stating that (s)he was living on the street or in shelter; 
• For individuals exiting an institution—use one of the forms of 


evidence above and: 
o Discharge paperwork or written/oral referral; or 
o Written record of intake worker’s due diligence to obtain 


above evidence and certification by individual that they exited 
institution. 


 
Category 4. Fleeing/Attempting to Flee Domestic Violence: 
  
Households that meet the criteria for Category 4 must also meet the criteria for 


Category 1 to qualify for Rapid Re-Housing services under ESG programs. 
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  CITY OF FLINT ESG PROGRAM STANDARDS  
 


 Page 3 


of Homeless 
Eligibility 


(Continued) 


For a household fleeing domestic violence, dating violence, sexual assault, stalking, or 
other dangerous or life-threatening conditions related to violence, acceptable evidence 
includes: 
 


(1) An oral statement by the household seeking assistance that 
he/sheis fleeing that situation, that no subsequent residence has been identified, 
and that the household lacks the resources or support networks, e.g., family, 
friends, faith-based or other social networks, needed to obtain other housing.  


 
(2) If the individual or family is receiving shelter or services 


provided by a victim service provider, the oral statement must be documented 
by either a certification by the head of household, or a certification by the 
intake worker. 


 
OTHERWISE, the oral statement that the individual or head of household 


seeking assistance has not identified a subsequent residence and lacks the 
resources or support networks, e.g., family, friends, faith-based or other social 
networks, needed to obtain housing must be documented by a certification by 
the individual or head of household that the oral statement is true and 
complete, 


(3) AND, where the safety of the individual or family would not 
be jeopardized, the domestic violence, dating violence, sexual assault, 
stalking, or other dangerous or life-threatening condition must be verified by a 
written observation by the intake worker or a written referral by a housing or 
service provider, social worker, legal assistance provider, health-care 
provider, law enforcement agency, legal assistance provider, pastoral 
counselor, or any other organization from whom the individual or head of 
household has sought assistance for domestic violence, dating violence, 
sexual assault, or stalking. The written referral or observation need only 
include the minimum amount of information necessary to document that the 
individual or family is fleeing, or attempting to flee domestic violence, dating 
violence, sexual assault, and stalking. 


Documentation includes: 


For Victim Service Providers: 


• An oral statement by the individual or head of household 
seeking assistance which states: they are fleeing; they have no subsequent 
residence; and they lack resources.  Statement must be documented by a self-
certification or a certification by the intake worker. 


For Non-Victim Service Providers: 


• Oral statement by the individual or head of household seeking 
assistance that they are fleeing.  This statement is documented by a self-
certification or by the caseworker.  Where the safety of the individual/family is 
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not jeopardized, the oral statement must be verified; and 


• Certification by the individual or head of household that no 
subsequent residence has been identified; and 


Self-certification or other written documentation, that the individual or family lacks 
the financial resources and support networks to obtain other permanent housing. 


Eligible 
Activities and 


Costs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


The purpose of rapid re-housing assistance is to help homeless individuals and 
families living on the streets or in an emergency shelter transition as quickly as 
possible into permanent housing and then, to help such persons achieve stability in 
that housing.   
 
Eligible activities include:  


1. Housing Relocation and Stabilization Services 
2. Short- and Medium-Term Rental Assistance 


 
Eligible Housing Relocation and Stabilization Services costs include: 
 


Housing Relocation Financial Assistance: 
 


1. Rental application fees: Application fee that is charged by the 
owner to all applicants 


2. Security Deposits: Equal to no more than 2 months’ rent 
3. Last Month’s Rent: Paid to the owner of housing at the time 


security deposit and first month’s rent are paid 
4. Moving Costs: Moving costs, such as truck rental or hiring a 


moving company, including certain temporary storage fees 
5. Utility Deposits: Standard Utility deposit required by the 


utility company for all customers (i.e. gas, electric, water, sewage) 
6. Utility Payments: Up to 24 months of utility payments per 


participant, per service (i.e. gas, electric, water/sewage), including up to 6 
months of arrearages, per service 
 


Housing Stabilization Services: 
 
1. Housing Search and Placement: 


a. Assessment of housing barriers, needs and preferences 
b. Development of an action plan for locating housing 
c. Housing search and outreach to and negotiation with owner 
d. Assistance with submitting rental applications and 


understanding leases 
e. Assessment of housing for compliance with ESG requirements 


for habitability, lead based paint, and rent reasonableness 
f. Assistance with obtaining utilities and making moving 


arrangements 
g. Tenant counseling 


2. Housing Stability Case Management: Assessing, arranging, 
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Eligible 
Activities and 
Costs (cont.) 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 


coordinating, and monitoring the delivery of individualized services to 
facilitate housing stability 


a. Using the centralized or coordinated assessment system to 
conduct the initial evaluation and re-evaluation 


b. Counseling 
c. Developing, securing and coordinating services including 


Federal, state, and local benefits 
d. Monitoring and evaluating program participant progress 
e. Providing information and referrals to other providers 
f. Developing an individualized housing and service plans 


3. Mediation: Mediation between the program participant and the 
owner or persons with whom the program participant is living, to prevent the 
program participant from losing permanent housing in which they currently 
reside 


a. Time and/or services associated with mediation activities 
4. Legal Services: Legal services that are necessary to resolve a 


legal problem that prohibits the program participant from obtaining or 
maintaining permanent housing 


a. Hourly fees for legal advice and presentation 
b. Fees based on the actual service performed 
c. Client intake, preparation of cases for trial, provision of legal 


advice, representation at hearings, and counseling 
d. Filing fees and other necessary court costs 
e. Sub-recipient’s employees’ salaries and other costs necessary 


to perform the services, if the sub-recipient is a legal services provider 
and performs the services itself 


f. Legal representation and advice to resolve legal problems that 
prevent participants from obtaining or retaining permanent housing: 


i. Child support 
ii. Guardianship 


iii. Paternity 
iv. Emancipation 
v. Legal separation 


vi. Resolution of outstanding criminal warrants 
vii. Appeal of veterans and public benefit claim denials  


viii. Orders of protection and other civil remedies for victims of 
domestic violence, dating violence, sexual assault, and stalking 


5. Credit Repair: Services necessary to assist program 
participants with critical skills related to household budgeting, managing 
money, accessing a free personal credit report, and resolving personal credit 
problems 


a. Credit counseling 
b. Other related services 


 
Short- and Medium-Term Rental Assistance Costs include: 
 


1. Short-Term Rental Assistance: Up to 3 months 
2. Medium-Term Rental Assistance: 4 – 24 months 
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3. Payment of Rental Arrears: One-time payment up to 6 months, 
including any late fees on those arrears* 


4. Combination of Three Types of Rental Assistance: Total not to 
exceed 24 months, during any 3 year period, including any payment for last 
month’s rent 
 


  
Serving 


Households 
with a Housing 


Voucher or 
other form of 


Housing 
Assistance paid 


with Public 
Funds 


  
Households in housing with publicly assisted rental assistance may only receive 
assistance with the following  activities: 


  
1.     Payment for up to six months in rent arrearages for the participant’s portion 


of the rent or up to six months in utility arrearages. 
2.     Mediation or legal services to resolve a landlord/tenant dispute. 


  
Sub-recipients are responsible for documenting in the case file that the eligible 
household was a recipient of publicly assisted rental assistance and the case record 
must clearly document the months of rental arrearage assistance and that the 
assistance offered was for the tenant portion of the rent only. All mediation and legal 
services offered to resolve a landlord/tenant dispute must be recorded in the 
household’s case record according to the documentation requirements for legal 
services. 
 


 
Documentation 
of Insufficient 


Financial 
Resources and 


Support 
Networks 


 


 
All sub-recipient ESG case records must clearly document that the participant lacks 
any and all alternative options that could lead to permanent housing and ‘but for’ the 
ESG assistance the household would become literally homeless. A “But For” 
Certification must be placed in each households file both at intake and at each 
quarterly assessment or re-certification. 
 
See “But For” Certification form.  
 


 
Income 


Eligibility 
Documentation 
at Intake and 


during 
Quarterly 


Assessment’s 
 
 
 
 
 
 


 
A household that has been documented as meeting the homeless eligibility criteria for 
Rapid Re-Housing does not have to meet the requirement of having income less than 
30% of AMI either at intake or during quarterly assessments. However, the City of 
Flint expects complete income information to be gathered at intake and included in the 
ESG Assessment information in HMIS at intake and during each subsequent quarterly 
assessment. If during the ESG intake staff learns that a household has income above 
30% of the AMI, this will have no impact on the household’s Rapid Re-Housing 
eligibility until the 12 month re-certification. Income documents are expected to be 
collected and maintained on a quarterly basis and kept in the case record to assist the 
household with creating a Housing Stability Plan, locating housing and maintaining it. 
The City will monitor case records to verify that the client’s income was considered 
when developing the Housing Stability Plan and placing a client into housing. 
 
For each household that receives City of Flint ESG Rapid Re-Housing assistance, the 
following documentation of annual income must be gathered at intake and updated on 
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Income 
Eligibility 


Documentation 
at Intake and 


during 
Quarterly 


Assessment’s 
(Continued) 


a quarterly basis: 
 
(1) Income evaluation form containing the minimum requirements specified by HUD 
nd completed by the ESG provider at intake and each subsequent quarterly 
ssessment; AND 


a
a
 
(2) Source documents for the assets held by the household and income received over 
the most recent period for which representative data is available before the date of the 
evaluation (e.g., wage statement, unemployment compensation statement, public 
benefits statement, bank statement); 
 
(3) To the extent that source documents are unobtainable, a written statement by the 
relevant third party (e.g., employer, government benefits administrator) or the written 
certification by the recipient’s or sub-recipient’s intake staff, on the documenting 
organizations official letterhead, of the oral verification by the relevant third party of 
the income the household received over the most recent period for which 
representative data is available; OR 
 
(4) To the extent that source documents and third party verification are unobtainable, a 
Self-declaration of Income form completed by each adult in the household stating the 
amount of income the household received for the most recent period is representative 
of the amount of income that the household is reasonably expected to receive over the 
3-month period following the assessment. 
 


 
Financial 
Payments 
(Rental 


Assistance, 
Move In 


Assistance, 
Utility 


Assistance) 
 
 
 
 
 
 


 
Case records for each ESG household must clearly document any financial payments 
made on behalf of the participant as an ESG service, including:
 


•     copies of any and all utility statements, clearly documenting the amount of 
arrears owed by the program participant and the amount paid by the ESG 
sub-recipient 


•     copies of any and all utility statements, clearly documenting the amount of 
utility deposit assistance necessary in order to turn the utilities on and any 
amount paid by the ESG sub-recipient 


•     clear documentation of moving costs, such as truck rental or a moving 
company, including clear documentation of the amount paid by the ESG 
sub-recipient 


•     in the case of storage fees, documentation must clearly provide that the fees 
were accrued after the date the program participant began receiving ESG 
assistance and before the participant moved into permanent housing. Clear 
documentation of the amount of assistance (up to 3 months storage) paid by 
the ESG sub-recipient 


• case records must include clear documentation of payments made to 
property owners for the provision of rental assistance or move in assistance, 
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and supporting documentation for these payments, including dates of 
occupancy by program participants. See Lease Documentation, 
Ownership and Rental Agreement between Sub-recipient and Property 
Owner sections below. 


 
Lease 


Documentation 
 


 
A legally binding, written lease for the unit between the owner and the household is 
required prior to a sub-recipient authorizing any payment to the property owner 
(including first, last, or security deposit payments.) Only when the assistance is solely 
for rental arrears may an oral agreement be accepted in place of a written lease and 
only if the oral agreement gives the household an enforceable leasehold interest under 
state law and the agreement and rent owed are sufficiently documented by the 
property owner’s financial records, rent ledgers or cancelled checks. The oral 
agreement must be documented by the sub-recipient on the organization or property 
owner’s official letterhead detailing the address of the unit, the rent amount, the move 
in date, and the term of tenant occupancy.  


 
Ownership 


 
Proof of ownership of the unit must be obtained prior to any financial payments made 
to the property owner. Documentation of ownership may include a copy of a deed, 
water bill, mortgage payment, or tax bill. 
 


 
Rental 


Agreement 
between Sub-
recipient and 


Property 
Owner 


 
For each household eligible to receive financial assistance to be paid to a property 
owner, including move in assistance, an agreement between the property owner and 
the ESG sub-recipient must be obtained and placed in the case record. Per HUD 
requirements, this agreement must set forth the terms under which assistance will be 
provided. The agreement must provide that, during the term of the agreement, the 
property owner must give the ESG sub-recipient a copy of any notice given to the 
household to vacate the unit used under state or local law to commence an eviction 
action against the household, including a 14 day notice to quit. 
  


 
Housing 


Standards 
Checklist 


 
The records must include documentation of compliance with HUD’s shelter and 
housing standards. Completion of a Shelter & Housing Standards Inspection Checklist 
or a copy of the inspection report completed by a HUD certified inspector must be in 
the case record for all clients receiving financial assistance (security deposit, first and 
last month, rental assistance, moving or storage fees, or utility assistance.) 
 
 


  
Fair Market 
Rent (FMR) 


and Rent 
Reasonableness 


 ESG requires housing units to meet BOTH rent reasonableness standards AND 
HUD’s published Fair Market Rent standards. 
 
Fair Market Rent established by HUD may be found at: 
http://www.huduser.org/portal/datasets/fmr/fmrs/FY2013code/selectGeography.odn 
  


 0 Bdr 1 Bdr 2 Bdr 3 Bdr 4 Bdr 
FLINT 2013 423        547   711 928 1048 
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For purposes of calculating rent under rent reasonableness standards, the rent shall not 
equal more than the total monthly rent for the unit, any fees required for occupancy 
(excluding late fees and pet fees) and, if the tenant pays utilities, the monthly 
allowance for utilities (excluding telephone) established by the public housing 
authority for the area in which the housing is located. 
 


 
Case 


Management 


 
Case management services must be offered to every ESG household with the intention 
of assisting the household in obtaining housing and maintaining long term housing 
stability. A plan must be developed to assist the household with retaining permanent 
housing after ESG assistance ends, taking into account the household’s current and/or 
expected income and expenses, and other public or private assistance for which the 
household may be eligible. The following documentation shall be recorded in each 
household’s case record to document case management services offered through ESG: 
 


•     creation of a Housing Stability Plan 


 •     creation of a personalized budget, taking into consideration the participants 
current and expected income and all expenses 


•     documentation of monthly meetings with the case manager* 


•     notes and/or copies of referrals to mainstream benefits and other resources 
and follow up notes on whether the household was able to access the 
service/benefit 


*A sub-recipient may be exempt from the monthly meeting requirement if the 
Violence Against Women Act of 1994 or the Family Violence Prevention and 
Services Act prohibits the sub-recipient from making its shelter or housing conditional 
on the participant’s acceptance of services. 
 


 
Quarterly 


Assessments 
 
 
 
 
 
 
 
 
 
 


 
On a quarterly basis, all Rapid Re-Housing households must be re-assessed and 
updated information entered into HMIS. The quarterly assessment should be 
documented in the case record, as well, by 
 


• a new ESG income evaluation form, including updated income and assets 
documentation 


• a new “But For” certification, 
• clear case notes documenting any changes in household composition 
 


The quarterly assessment process shall include a review of all financial documents and 
a certification that the household still lacks the resources and support networks 
necessary to retain housing without ESG funding. 
 
An increase in a household’s income to over 30% of Area Median Income (AMI)at a 
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quarterly assessment does not make the household ineligible for continued assistance.  
 


Re-
Certification 


Documentation 
 


 
Re-certifications are required for every household who receives rapid re-housing 
assistance longer than one year.  
 
For further guidance on re-certifications, please see the ESG Interim Rule 24 CFR  
Part 576.500. 
(http://www.hudhre.info/documents/HEARTH_ESGInterimRule&ConPlanConformin
gAmendments.pdf) 
 


  


  


Adapted from Commonwealth of Massachusetts Dept of Housing and Community Development ESG Materials
2/7/13 
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 CITY OF FLINT 
 EMERGENCY SOLUTIONS GRANT   
  Housing Habitability Standards Inspection Checklist 
 
 


Instructions: Please check if the property meets the criteria.  The property must meet all standards in 
order to be approved.  A copy of this checklist should be placed in the client file.  


Approved  Element 


  1. Structure and materials: The structures must be structurally sound so as not to pose 
any threat to the health and safety of the occupants and so as to protect the 
residents from hazards. 


  2. Access: The housing must be accessible and capable of being utilized without 
unauthorized use of other private properties.  Structures must provide alternate 
means of egress in case of fire. 


  3. Space and security: Each resident must be afforded adequate space and security for 
themselves and their belongings.  Each resident must be provided with an 
acceptable place to sleep. 


  4. Interior air quality: Every room or space must be provided with natural or 
mechanical ventilation.  Structures must be free of pollutants in the air at levels that 
threaten the health of residents. 


  5. Water Supply: The water supply must be free from contamination. 


  6. Sanitary Facilities: Residents must have access to sufficient sanitary facilities that 
are in proper operating condition, may be used in privacy, and are adequate for 
personal cleanliness and the disposal of human waste.  


  7. Thermal environment: The housing must have adequate heating and/or cooling 
facilities in proper operating condition. 


  8. Illumination and electricity: The housing must have adequate natural or artificial 
illumination to permit normal indoor activities and to support the health and safety 
of residents.  Sufficient electrical sources must be provided to permit use of 
essential electrical appliances while assuring safety from fire. 


  9. Food preparation and refuse disposal: All food preparation areas must contain 
suitable space and equipment to store, prepare, and serve food in a sanitary 
manner.  


  10. Sanitary condition: The housing and any equipment must be maintained in sanitary 
condition. 


  11. Lead‐based paint: If the structure was built prior to 1978, and a child under the age 
of six or a pregnant woman will reside in the property, and the property has a 
defective paint surface inside or outside the structure, the property cannot be 
approved until the defective surface is repaired by at least scraping and painting the 
surface with two coats of non‐lead based paint.  Defective paint surface means: 
applicable surface on which paint is cracking, scaling, chipping, peeling or loose.  If a 
child under age six residing in the property has an Elevated Blood Level, paint 
surfaces must be tested for lead‐based paint.   
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  12. Fire safety: Both conditions below must be met to meet this standard. 


  a. Each unit must include at least one battery‐operated or hard‐wired 
smoke detector, in proper working condition, on each occupied level of 
the unit.  Smoke detectors must be located, to the extent practicable, in 
a hallway adjacent to a bedroom.  If the unit is occupied by hearing‐
impaired persons, smoke detectors must have an alarm system 
designed for hearing‐impaired persons in each bedroom occupied by a 
hearing‐impaired person. 


  b. The public areas of all housing must be equipped with a sufficient 
number, but not less than one for each area, of battery‐operated or 
hard‐wired smoke detectors.  Public areas include, but are not limited 
to, laundry rooms, day care centers, hallways, stairwells, and other 
common areas. 


CERTIFICATION STATEMENT 


I certify that I am not a HUD certified inspector and I have evaluated the property located at the address 
below to the best of my ability and find the following:   


 


________ The property meets all of the above standards     


________ The property does not meet all of the above standards.  List inspection deficiencies on ESG 
Form No. 14. 


 


________  The property is Rent Reasonable                        


 ________ The property is not Rent Reasonable 


 


Therefore, I make the following determination:    


________ The property is approved.           


________ The property is not approved.   


 


Household Name:  _____________________________________________________________________     


 


Street Address:  _______________________________________________________________________ 


              Apartment #  City    State    Zip 


 


Evaluator’s Signature:  ___________________________________________Date:  _________________ 


 


Print Name:  __________________________________________________  


 


 Adapted from Michigan State Housing Development Authority ESG Materials
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                                                                  ESG Form No. 2 – Prevention and Re-housing 
         
                                            CITY OF FLINT  
      EMERGENCY SOLUTIONS GRANT 


HOMELESS CERTIFICATION 
 


ESG Household Name: ______________________________________________    Date:  __________________ 
           


This is to certify the above individual or household is currently homeless based on the category checked and required 
documentation.  ** THE GENERAL HOMELESS CERTIFICATION MUST BE COMPLETED FOR EACH HOUSEHOLD.   


 
**GENERAL HOMELESS CERTIFICATION 


  This category is eligible for Rapid Re‐housing Assistance 
CATEGORY 1:  Literally Homeless 


  Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(i) Has a primary nighttime residence that is a public or private place not meant for human habitation; or 
(ii) Is living in a publicly or privately operated shelter designated to provide temporary living arrangements (including 


congregate shelters, transitional housing, and hotels and motels paid for by charitable organizations or by federal, state and 
local government programs).  


To certify homeless status for the above, must provide documentation of 1 of the following: 
  Written observation by the outreach worker; or 
  Written referral by another housing or service provider; or 
  Certification by the individual or head of household seeking assistance stating that (s)he was living on the streets or 
in shelter (Form No. 5). 


 
 Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(iii)  Is exiting an institution where (s)he has resided for 90 days or less and who resided in an emergency shelter or place not 


meant for human habitation immediately before entering that institution (documentation must include one of the above 
forms of evidence AND 1 of the following). 


  Discharge paperwork or written/oral referral; or 
  Written record of intake worker’s due diligence to obtain above evidence and certification by individual that they 
exited institution (Form No. 5). 


 
  Please note categories 2 thru 4 are considered “homeless” but receive assistance under Prevention 
CATEGORY 2:  Imminent Risk of Homelessness 


  Individual or family who will imminently lose their primary nighttime residence, provided that: 
(i)  Residence will be lost within 14 days of the date of application for homeless assistance; 
(ii)  No subsequent residence has been identified; and 
(iii) The individual or family lacks the resources or support networks needed to obtain other permanent housing. 
 


         ESG Form No. 2 – Prevention and Re-housing 
 


HOMELESS CERTIFICATION 
 


 
CATEGORY 2:  Imminent Risk of Homelessness (cont.) 


Documentation must include 1 of the following: 
  A court order resulting from an eviction action notifying the individual or family that they must leave; or 
  For individual and families leaving a hotel or motel—evidence that they lack the financial resources to stay 
(Form No. 5); or 


  A documented and verified oral statement. 
In addition to 1 of the above, documentation must include BOTH of the following: 


  Certification that no subsequent residence has been identified (Form No. 5); AND 
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  Self‐certification or other written documentation that the individual lack the financial resources and support 
necessary to obtain permanent housing (Form No. 5). 


 
CATEGORY 3:  Homeless under Other Federal Statutes 


  Unaccompanied youth under 25 years of age, or families with children and youth, who do not otherwise qualify as homeless 
under this definition, but who: 


  (i)    Are defined as homeless under the other listed federal statutes; 
(ii)   Have not had a lease, ownership interest, or occupancy agreement in permanent housing during the 60 days prior to the 


homeless assistance application; 
(iii)  Have experienced persistent instability as measured by 2 moves or more during the preceding 60 days; and 
(iv)  Can be expected to continue in such status for an extended period of time due to special needs or barriers. 
Documentation must include all of the following: 


  Certification by the nonprofit or state or local government that the individual or head of household seeking 
assistance met the criteria of homelessness under another federal statute; and 


  Certification of no public housing in the last 60 days; and 
  Certification by the individual or head of household, and any available supporting documentation, that (s)he has 
moved 2 or more times in the past 60 days; and 


  Documentation of special needs or 2 or more barriers. 


 
CATEGORY 4:  Fleeing/Attempting to Flee Domestic Violence 


  Any individual or family who: 
(i)   Is fleeing, or is attempting to flee, domestic violence; 
(ii)  Has no other residence; and  
(iii)  Lacks the resources or support networks to obtain other permanent housing 
Documentation required: 
For victim service providers: 


  An oral statement by the individual or head of household seeking assistance which states: they are fleeing; they 
have no subsequent residence; and they lack resources.  Statement must be documented by a self‐certification 
(Form No. 5) or a certification by the intake worker. 


For non‐victim service provider (must document all of the following): 
  Oral statement by the individual or head of household seeking assistance that they are fleeing.  This statement is 
documented by a self‐certification (Form No. 5) or by the caseworker.  Where the safety of the individual or family 
is not jeopardized, the oral statement must be verified; and 


  Certification by the individual or head of household that no subsequent residence has been identified (Form 
No. 5); and  


  Self‐certification, or other written documentation, that the individual or family lacks the financial resources and 
support networks to obtain other permanent housing (Form No. 5). 


 
 
 
Intake Staff Signature:  ________________________________________   Date:  ________________ 
 
 


Page 2 of 2 
 
Adapted from Michigan State Housing Development Authority ESG MaterialsPage 64 of 91







 CITY OF FLINT 
EMERGENCY SOLUTIONS GRANT 


OWNER CERTIFICATION - LEAD PAINT 


 
**Only to be used for units that failed Housing Habitability Standards Inspection and had repairs that 
involved deteriorated paint. 


 
The undersigned hereby certifies that the property located at (full address): 


                                                      


                                                                            
 


is in compliance with the Housing Habitability Standards requirements related to lead-based paint as 
indicated below (Check ALL appropriate boxes): 
 


 The described property, including dwelling units, common areas, and exterior painted surfaces, 
has been found to be free of lead-based paint by a certified lead-based paint inspector.  The 
lead-based paint inspector’s report is either attached or has already been provided to the ESG 
Program Administrator. 


 
 The described property was inspected by a certified lead-based paint inspector and lead-based 


paint was identified.  All identified lead-based paint has been removed from the property, and 
the reports of the lead-based paint inspector and the certified lead-based paint abatement 
supervisor, are attached or have already been provided to ESG Program Administrator. 


 
 Because the described property was constructed prior to January 1, 1978 and there is a child 


under 6 years of age in residence ongoing lead-based paint maintenance activities have been 
incorporated into regular building operations in accordance with 24 CFR 35.1355(a). 


 
 Corrective action to address lead-based paint hazards at the described property that were 


required by MSHDA to meet Housing Habitability Standards, have been completed in 
accordance with all requirements established by 24 CFR Part 35, including (The boxes below 
do not apply when paint stabilization is below “De Minimis” levels): 


 


 The work was completed by persons trained to conduct lead-hazard reduction activities 
or was supervised by a certified lead-based paint abatement supervisor. 


 Occupants of the dwelling unit(s) and their belongings were protected during the course 
of the work. 


 The lead hazard work site was properly prepared and maintained during the course of 
the work. 


 A person certified to conduct clearance examinations performed a clearance test and the 
result indicated that clearance was achieved. 


 Occupants have been properly notified of the results of any lead-based paint hazard 
evaluation and reduction, including the results of the clearance examination. 
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ESG Form No. 17 
Prevention & Re-housing 


Owner’s 
Signature: 


  


Printed Name: 
 


Date:
  


 
   


     
 ESG DMINISTRATOR USE ONLY 
 Tenant Name:                                                          
 ESG  Admin:                                                          
  


 Local Office: 
 


                                                           
                                                           
                                                           
                                                       


 


 


Distribution: Landlord, ESG Admin.


 
 
 


Adapted from Michigan State Housing Development Authority ESG Materials 
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ESG FORM NO. 12 
PREVENTION & RE-HOUSING 


 


  PAGE 1 OF 2   


 


                                                      CITY OF FLINT 
EMERGENCY SOLUTIONS GRANT 


 
     RENT REASONABLENESS CHECKLIST AND CERTIFICATION 


 
To verify that the rent for the unit you have selected is reasonable, find the address of another unit in the neighborhood that is 
similar to the unit you have chosen. It must be the same type of unit and have the same number of bedrooms. The rent must be 
the same or more than the rent for the unit you have selected. Some ideas for places to look for comparable units include the 
local paper, the owner, your friends, local real estate agents and the Michigan Housing Locator at 
www.MichiganHousingLocator.com.  Printouts (of 3 comparable units) from the Michigan Housing Locator may be placed in the 
client file in lieu of Form No. 12 to document rent reasonableness. 


 
 Selected Unit Unit #1 Unit #2 Unit #3 


Address of Unit: 
 
 


    


Type of 
Unit/Construction: 
(Circle applicable 
type) 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Number of 
Bedrooms: 


    


Approximate 
Square Footage: 


    


General Housing 
Condition: 


    


Location/ 
Accessibility (i.e., 
near schools, bus, 
park, etc.): 


    


Amenities: 
Circle all that 
apply 
 
 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Approximate year 
built: 
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ESG FORM NO. 12 
PREVENTION & RE-HOUSING 
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Highest Cost 
Utility included in 
rent: 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


Monthly Rental 
Rate:     


Handicap 
Accessible: 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


 
 
CERTIFICATION: 
 
 
A. Comparison with Fair Market Rent  


 
   _______________________             
   Proposed Contract Rent    
 
   Applicable Fair Market Rent (For Comparison Only) $______________ 
 
 
B.  Rent Reasonableness 
 
Based upon a comparison with rents for comparable units, I have determined that the 
proposed rent for the unit    [   ] is   [   ] is not reasonable. 


 
 


 
Name: 


 
Signature:                                                                                                      Date: 


 
Title: 


 
Agency: 
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ESG Form No. 7 – Prevention & Re-housing 


 


                                    
                                              CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
 


       STAFF AFFIDAVIT OF ELIGIBILITY FOR  ESG 


 
Purpose:  This form serves as documentation that:  
 


1. The program participant(s) named below meets all eligibility criteria for ESG assistance; 
2. This eligibility determination is based on true and complete information; 
3. Neither the staff member making this determination nor his or her supervisor are related to 


the program participant through family, business or other personal ties; and 
4. This eligibility has not resulted from, nor will result in, any financial benefit to the staff 


member making this determination, his or her supervisor, or anyone related to them. 
 


Instruction:  This form must be completed for each program participant upon the determination of 
his or eligibility for ESG assistance.  This form must be signed and dated by the ESG staff person 
who makes this determination and that person’s supervisor and kept in the program participant’s 
case file.  This form will remain valid, unless a different staff person re-determines the 
program participant’s eligibility, at which time a new affidavit is required.  
 
Head of Household Name: 
**Names of Other Household Members: 
 
 
 
 
 
 
**All members in the household that will benefit from ESG assistance should be listed. 
 
Required Certifications:  Each person signing below certifies to the following: 


1. To the best of my knowledge, the program participant named above meets all requirements 
to receive assistance under the ESG program; 


2. To the best of my knowledge and ability, all of the information used in making this eligibility 
determination is true and complete; 


3. I am not related to the program participant through family, business or other personal ties; 
4. To the best of my knowledge, neither I nor anyone related to me has received or will receive 


any financial benefit for this eligibility determination; 
5. I understand that fraud is investigated by the Department of Housing and Urban 


Development, Office of Inspector General, and may be punished under Federal laws to 
include, but not limited to 18 U.S.C. 1001 and 18 U.S.C. 641; 


6. I understand that if any of these certifications is found to be false, I will be subject to 
criminal, civil and administrative penalties and sanctions. 


 
ESG Staff Signature: _______________________________________ Date: ___________ 
 
ESG Supervisor Signature: ___________________________________ Date: ___________ 
 
 
 
Adapted from Michigan State Housing Development Authority ESG Materials
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ESG Form No. 7 – Prevention & Re-housing 
 


 


Page 70 of 91







  ESG Form No. 8 – Prevention & Re-housing 


 


                                    
                                                       CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
VERIFICATION TRACKING OF INCOME 


 
Head of Household:  _________________________________________ Date: _______________ 
 
    Intake/Screening       3-month Certification 
 
Agencies must record all attempts to obtain required verifications in the order specified: 
 
Step 1. Third Party Source:  Were verification documents provided by the client? 
   Yes – Complete calculation worksheet (Form No. 10 to determine eligibility). 
   No – Proceed to Third Party Written. (Provide explanation). Go to Step 2 if income could not 


 be verified in Step 1.  _______________________________________________________ 
 __________________________________________________________________________     
 __________________________________________________________________________ 
 __________________________________________________________________________     
  
Step 2. Third Party Written:  Send ESG Form No. 9, Verification of Income, to Income Source(s). 
 
 Date Form(s) sent/faxed:    _______________ (Retain copy of form(s) in client file) 
 
   Documents received within 10 business days – Complete calculation worksheet (Form No. 10). 
   Documents not received within 10 business days – Proceed to Third Party Oral. Go to Step 3 if 


income could not be verified in Step 2. 
 
Step 3. Third Party Oral:  Intake staff contacts third-party sources identified by the household.   


Record date, source(s) contacted and income information or reason(s) for not obtaining information:  
 ______________________________________________________________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 If sufficient income information is provided, complete Calculation Worksheet (Form No. 10) to 


determine eligibility; otherwise, proceed to Step 4, Self-Certification. 
 
  I certify, under penalty of perjury, this information is true and correct to the best of my knowledge. 
 
 Intake Staff Signature: ____________________________________________ Date: _______ 
 
Step 4. Self-Certification: ONLY use Step 4 to verify income after attempting and documenting 


Steps 1, 2 & 3. 
 
   I certify, under penalty of perjury, that the information I have provided on this form is true and 


correct, to the best of my knowledge. 
 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
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  ESG Form No. 8 – Prevention & Re-housing 
 
 
   I certify, under penalty of perjury, that I do not have income from any source at this time.  This is 


 true and correct to the best of my knowledge. 
 
 Client Signature: ____________________________________________   Date: ___________ 
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ESG Housing Options and Resources Eligibility   
“But For” Certification 
 
 Applicant Name: ______________________________________________ 
 
This document is to certify that the above named applicant or household has explored all re‐housing options and all 
available resources.  The case manager also certifies that a comprehensive assessment was completed and that the 
findings are such that the above named applicant or household would remain homeless but for ESG RRH assistance. 
(see attached assessment)  


 
  Client Certification  
 
Under penalty of perjury I, ______________________________________affirm the following statements to be true.  
 


a. I affirm that I have explored all housing options, (family, friends, public housing, and private housing), and 
that I have not been able to secure housing. 


 
b. I affirm that I have accurately reported my family composition and total family income.  
 


c. I affirm that my household lacks the financial resources and support networks needed to obtain immediate 
housing (i.e. start up costs, etc.) .  


 
d. I affirm that I am not receiving financial assistance for the same reason that I am applying  for ESG funds. 
 


e. I affirm that I would re‐main homeless but for ESG assistance. 
 
 
_______________________________________                                _______________ 
Applicant’s Signature                  Date: 
 


 
Case Manager Certification  
 
 


Under penalty of perjury I, ______________________________________affirm the following statements to be true.  
 


a. Upon completion of assessment, I affirm that the above named applicant has proven that they have 
explored all housing options and have not been successful with securing housing .  


 


b. Upon completion of assessment, I affirm that the above named applicant/household lacks the financial 
resources and support networks needed to obtain immediate housing.  


 


c. I certify that I have completed a thorough assessment, including alternative housing options, income and 
asset verifications and homeless verifications, and believe that the above named applicant or household 
would re‐main homeless but the ESG assistance.  


 
_______________________________________                                _______________ 
Case Manager’s Signature                          Date: 
 
 
Adapted from Commonwealth of Massachusetts Dept of Housing and Community Development ESG Materials
2/7/13 
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                                                                  ESG Form No. 2 – Prevention and Re-housing 
         
                                            CITY OF FLINT  
      EMERGENCY SOLUTIONS GRANT 


HOMELESS CERTIFICATION 
 


ESG Household Name: ______________________________________________    Date:  __________________ 
           


This is to certify the above individual or household is currently homeless based on the category checked and required 
documentation.  ** THE GENERAL HOMELESS CERTIFICATION MUST BE COMPLETED FOR EACH HOUSEHOLD.   


 
**GENERAL HOMELESS CERTIFICATION 


  This category is eligible for Rapid Re‐housing Assistance 
CATEGORY 1:  Literally Homeless 


  Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(i) Has a primary nighttime residence that is a public or private place not meant for human habitation; or 
(ii) Is living in a publicly or privately operated shelter designated to provide temporary living arrangements (including 


congregate shelters, transitional housing, and hotels and motels paid for by charitable organizations or by federal, state and 
local government programs).  


To certify homeless status for the above, must provide documentation of 1 of the following: 
  Written observation by the outreach worker; or 
  Written referral by another housing or service provider; or 
  Certification by the individual or head of household seeking assistance stating that (s)he was living on the streets or 
in shelter (Form No. 5). 


 
 Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(iii)  Is exiting an institution where (s)he has resided for 90 days or less and who resided in an emergency shelter or place not 


meant for human habitation immediately before entering that institution (documentation must include one of the above 
forms of evidence AND 1 of the following). 


  Discharge paperwork or written/oral referral; or 
  Written record of intake worker’s due diligence to obtain above evidence and certification by individual that they 
exited institution (Form No. 5). 


 
  Please note categories 2 thru 4 are considered “homeless” but receive assistance under Prevention 
CATEGORY 2:  Imminent Risk of Homelessness 


  Individual or family who will imminently lose their primary nighttime residence, provided that: 
(i)  Residence will be lost within 14 days of the date of application for homeless assistance; 
(ii)  No subsequent residence has been identified; and 
(iii) The individual or family lacks the resources or support networks needed to obtain other permanent housing. 
 


         ESG Form No. 2 – Prevention and Re-housing 
 


HOMELESS CERTIFICATION 
 


 
CATEGORY 2:  Imminent Risk of Homelessness (cont.) 


Documentation must include 1 of the following: 
  A court order resulting from an eviction action notifying the individual or family that they must leave; or 
  For individual and families leaving a hotel or motel—evidence that they lack the financial resources to stay 
(Form No. 5); or 


  A documented and verified oral statement. 
In addition to 1 of the above, documentation must include BOTH of the following: 


  Certification that no subsequent residence has been identified (Form No. 5); AND 
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  Self‐certification or other written documentation that the individual lack the financial resources and support 
necessary to obtain permanent housing (Form No. 5). 


 
CATEGORY 3:  Homeless under Other Federal Statutes 


  Unaccompanied youth under 25 years of age, or families with children and youth, who do not otherwise qualify as homeless 
under this definition, but who: 


  (i)    Are defined as homeless under the other listed federal statutes; 
(ii)   Have not had a lease, ownership interest, or occupancy agreement in permanent housing during the 60 days prior to the 


homeless assistance application; 
(iii)  Have experienced persistent instability as measured by 2 moves or more during the preceding 60 days; and 
(iv)  Can be expected to continue in such status for an extended period of time due to special needs or barriers. 
Documentation must include all of the following: 


  Certification by the nonprofit or state or local government that the individual or head of household seeking 
assistance met the criteria of homelessness under another federal statute; and 


  Certification of no public housing in the last 60 days; and 
  Certification by the individual or head of household, and any available supporting documentation, that (s)he has 
moved 2 or more times in the past 60 days; and 


  Documentation of special needs or 2 or more barriers. 


 
CATEGORY 4:  Fleeing/Attempting to Flee Domestic Violence 


  Any individual or family who: 
(i)   Is fleeing, or is attempting to flee, domestic violence; 
(ii)  Has no other residence; and  
(iii)  Lacks the resources or support networks to obtain other permanent housing 
Documentation required: 
For victim service providers: 


  An oral statement by the individual or head of household seeking assistance which states: they are fleeing; they 
have no subsequent residence; and they lack resources.  Statement must be documented by a self‐certification 
(Form No. 5) or a certification by the intake worker. 


For non‐victim service provider (must document all of the following): 
  Oral statement by the individual or head of household seeking assistance that they are fleeing.  This statement is 
documented by a self‐certification (Form No. 5) or by the caseworker.  Where the safety of the individual or family 
is not jeopardized, the oral statement must be verified; and 


  Certification by the individual or head of household that no subsequent residence has been identified (Form 
No. 5); and  


  Self‐certification, or other written documentation, that the individual or family lacks the financial resources and 
support networks to obtain other permanent housing (Form No. 5). 


 
 
 
Intake Staff Signature:  ________________________________________   Date:  ________________ 
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ESG Form No. 3 - Prevention 
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            CITY OF FLINT  
      EMERGENCY SOLUTIONS GRANT  
  AT RISK OF HOMELESSNESS CERTIFICATION  
 


 
ESG Household Name: ________________________________________________   Date: _______________ 


     


This is to certify the above individual or household is currently at risk of homelessness based on the category checked 
and required documentation.    


Check only one Category and complete only that section
 


CATEGORY 1:  An individual or family:  (must have income 30% below AMI, lack sufficient resources & meets 
1 of the following risk factors) 


  Has an annual income below 30% of AMI (must have documentation of income eligibility; AND  
  Lacks sufficient resources or support networks immediately available to prevent homelessness (must complete Self‐Certification 
Form No. 4) supported by other documentation when practical such as termination notice, unemployment compensation 
statement, bank statement, healthcare/utility bill showing arrears) 


 
AND meets 1 of the following risk factors with acceptable documentation 
 


  Risk 1: Persistent housing instability ‐ has moved because of economic reasons 2 or more times during the 60 days immediately 
preceding the application for assistance (must document the following 2 criteria): 


   Housing history must demonstrate 2 or more moves within 60 days: documentation may include HMIS records, referral 
from housing/service provider, letter from tenant/owner (intake observation not appropriate); and 


  Economic reasons may include termination from employment, unexpected medical costs, inability to maintain housing 
including utilities, etc:  documentation may include notice of termination, healthcare bills indicating arrears, utility bills 
indicating arrears (intake observation not appropriate). 


 
  Risk 2: Living in the home of another because of economic hardship (must document the following 2 criteria): 


  Housing must be in the home of another (i.e., doubled up): documentation may include letter from tenant/homeowner 
(intake observation may be appropriate); and 


  Economic reasons may include termination from employment, unexpected medical costs, inability to maintain housing 
including utilities, etc:  documentation may include notice of termination, healthcare bills indicating arrears, utility bills 
indicating arrears (intake observation not appropriate). 


 
  Risk 3: Housing loss within 21 days – has been notified their right to occupy their current housing or living situation will be 
terminated within 21 days after the date of application for assistance: notification to leave within 21 days must be written and 
only third party source/written is appropriate (must document 1 of the following criteria): 


      If tenant/homeowner: eviction notice, court order to leave within 21 days; or 
      If living with another (doubled up): eviction letter from tenant/homeowner. 


 
  Risk 4: Living in a rented hotel or motel and cost is not paid for by charitable organization or by Federal, State, or local 
government programs for low‐income individuals (must document the following 2 criteria): 


  Housing must be in a hotel/motel: documentation may include either letter from hotel/motel manager or intake 
observation; and  


  Costs have not been covered by charitable organization or government program: documentation – cancelled check. 


 
  Risk 5: Living in a severely over‐crowded unit as defined by US Census Bureau: lives in an SRO or efficiency apartment unit in 
which there reside more than 2 persons or lives in a larger housing unit in which there reside more than 1½ persons per room 
(must document the following): 


 Number of rooms in unit AND number of individuals living in unit: documentation may include lease, unit details from 
Tax Assessor’s Office, intake observation. 
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ESG Form No. 3 - Prevention 


Page 2 of 2 
 


 
 


AT RISK OF HOMELESSNESS CERTIFICATION 
 


 


Category 1:  An individual or family (continued): 
 


 Risk 6: Exiting publicly funded institution or system of care (must document the following): 
   Discharge from healthcare facility, mental health facility, foster care or other youth facility or correction program: 


documentation – discharge paperwork or referral letter. 


 
    Risk 7: Living in housing associated with instability and an increased risk of homelessness. For example:  being a young 


household with a young child, lacking transportation to work, or other circumstances or barriers  as identified in your 
community.   


  (documentation must include): 
   Self‐certification (Form No. 5) or other written documentation describing the circumstances and that the individual or 


family lacks financial resources and support networks to obtain other permanent housing. 
 


 
CATEGORY 2: Unaccompanied Children and Youth 


  A child or youth who does not qualify as homeless under the homeless definition, but qualifies as homeless under another 
Federal statute (must document the following): 


  Verification of Homeless Status must be provided by agency administering applicable Federal program: documentation 
must be Third Party – Written ONLY; Certification of homeless status (letter or standardized form). 


 
 
CATEGORY 3: Families with Children and Youth 


  An unaccompanied youth who does not qualify as homeless under the homeless definition, but qualifies as homeless under 
section 725(2) of the McKinney‐Vento Homeless Assistance Act, and the parent(s) or guardian(s) or that child or youth if living 
with him or her (must document the following). 


  Third Party – Written ONLY; must have documentation of homeless status, which may be letter or referral provided by 
agency administering the Federal Program AND must confirm family/guardian is residing with children/youth. 


 
 
 
 
 
 
 
 
 
 
 
 
Intake Staff Signature:  ________________________________________    Date:  ________________ 
 
 


Adapted from Michigan State Housing Development Authority ESG Materials
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ESG Form No. 4 – Prevention & Re-housing 


 


                                    
                                               CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
 


       STAFF AFFIDAVIT OF ELIGIBILITY FOR  ESG 


 
Purpose:  This form serves as documentation that:  
 


1. The program participant(s) named below meets all eligibility criteria for ESG assistance; 
2. This eligibility determination is based on true and complete information; 
3. Neither the staff member making this determination nor his or her supervisor are related to 


the program participant through family, business or other personal ties; and 
4. This eligibility has not resulted from, nor will result in, any financial benefit to the staff 


member making this determination, his or her supervisor, or anyone related to them. 
 


Instruction:  This form must be completed for each program participant upon the determination of 
his or eligibility for ESG assistance.  This form must be signed and dated by the ESG staff person 
who makes this determination and that person’s supervisor and kept in the program participant’s 
case file.  This form will remain valid, unless a different staff person re-determines the 
program participant’s eligibility, at which time a new affidavit is required.  
 
Head of Household Name: 
**Names of Other Household Members: 
 
 
 
 
 
 
**All members in the household that will benefit from ESG assistance should be listed. 
 
Required Certifications:  Each person signing below certifies to the following: 


1. To the best of my knowledge, the program participant named above meets all requirements 
to receive assistance under the ESG program; 


2. To the best of my knowledge and ability, all of the information used in making this eligibility 
determination is true and complete; 


3. I am not related to the program participant through family, business or other personal ties; 
4. To the best of my knowledge, neither I nor anyone related to me has received or will receive 


any financial benefit for this eligibility determination; 
5. I understand that fraud is investigated by the Department of Housing and Urban 


Development, Office of Inspector General, and may be punished under Federal laws to 
include, but not limited to 18 U.S.C. 1001 and 18 U.S.C. 641; 


6. I understand that if any of these certifications is found to be false, I will be subject to 
criminal, civil and administrative penalties and sanctions. 


 
ESG Staff Signature: _______________________________________ Date: ___________ 
 
ESG Supervisor Signature: ___________________________________ Date: ___________ 
 
 
 
Adapted from Michigan State Housing Development Authority ESG Materials
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ESG Form No. 4 – Prevention & Re-housing 
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  ESG Form No. 5 – Prevention & Re-housing 


 


                                    
                                                      CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
VERIFICATION TRACKING OF INCOME 


 
Head of Household:  _________________________________________ Date: _______________ 
 
    Intake/Screening       3-month Certification 
 
Agencies must record all attempts to obtain required verifications in the order specified: 
 
Step 1. Third Party Source:  Were verification documents provided by the client? 
   Yes – Complete calculation worksheet (Form No. 10 to determine eligibility). 
   No – Proceed to Third Party Written. (Provide explanation). Go to Step 2 if income could not 


 be verified in Step 1.  _______________________________________________________ 
 __________________________________________________________________________     
 __________________________________________________________________________ 
 __________________________________________________________________________     
  
Step 2. Third Party Written:  Send ESG Form No. 9, Verification of Income, to Income Source(s). 
 
 Date Form(s) sent/faxed:    _______________ (Retain copy of form(s) in client file) 
 
   Documents received within 10 business days – Complete calculation worksheet (Form No. 10). 
   Documents not received within 10 business days – Proceed to Third Party Oral. Go to Step 3 if 


income could not be verified in Step 2. 
 
Step 3. Third Party Oral:  Intake staff contacts third-party sources identified by the household.   


Record date, source(s) contacted and income information or reason(s) for not obtaining information:  
 ______________________________________________________________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 If sufficient income information is provided, complete Calculation Worksheet (Form No. 10) to 


determine eligibility; otherwise, proceed to Step 4, Self-Certification. 
 
  I certify, under penalty of perjury, this information is true and correct to the best of my knowledge. 
 
 Intake Staff Signature: ____________________________________________ Date: _______ 
 
Step 4. Self-Certification: ONLY use Step 4 to verify income after attempting and documenting 


Steps 1, 2 & 3. 
 
   I certify, under penalty of perjury, that the information I have provided on this form is true and 


correct, to the best of my knowledge. 
 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
 Source: _______________________________ Amt. ______________ Frequency:__________ 
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  ESG Form No. 5 – Prevention & Re-housing 
 
 
   I certify, under penalty of perjury, that I do not have income from any source at this time.  This is 


 true and correct to the best of my knowledge. 
 
 Client Signature: ____________________________________________   Date: ___________ 
 
 


Adapted from Michigan State Housing Development Authority ESG MaterialsPage 81 of 91







ESG FORM NO. 6 
PREVENTION & RE-HOUSING 


 


  PAGE 1 OF 2   


 


                                                   CITY OF FLINT 
EMERGENCY SOLUTIONS GRANT 


 
     RENT REASONABLENESS CHECKLIST AND CERTIFICATION 


 
To verify that the rent for the unit you have selected is reasonable, find the address of another unit in the neighborhood that is 
similar to the unit you have chosen. It must be the same type of unit and have the same number of bedrooms. The rent must be 
the same or more than the rent for the unit you have selected. Some ideas for places to look for comparable units include the 
local paper, the owner, your friends, local real estate agents and the Michigan Housing Locator at 
www.MichiganHousingLocator.com.  Printouts (of 3 comparable units) from the Michigan Housing Locator may be placed in the 
client file in lieu of Form No. 12 to document rent reasonableness. 


 
 Selected Unit Unit #1 Unit #2 Unit #3 


Address of Unit: 
 
 


    


Type of 
Unit/Construction: 
(Circle applicable 
type) 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Apt. 1-4 Floors 


Apt. 5+Floors 


Duplex/Townhouse 


Manufactured Home 


Single Family 


Other:__________ 


Number of 
Bedrooms: 


    


Approximate 
Square Footage: 


    


General Housing 
Condition: 


    


Location/ 
Accessibility (i.e., 
near schools, bus, 
park, etc.): 


    


Amenities: 
Circle all that 
apply 
 
 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Air Conditioner 


Garbage Disposal 


Dishwasher 


Washer/Dryer 


Carpet 


Recreational Facilities. 


Storage Areas 


Parking 


Maintenance Service 


Housing Services 


Other:__________ 


Approximate year 
built: 
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ESG FORM NO. 6 
PREVENTION & RE-HOUSING 


 


  PAGE 2 OF 2   


Highest Cost 
Utility included in 
rent: 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


Monthly Rental 
Rate:     


Handicap 
Accessible: 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


 
 
CERTIFICATION: 
 
 
A. Comparison with Fair Market Rent  


 
   _______________________             
   Proposed Contract Rent    
 
   Applicable Fair Market Rent (For Comparison Only) $______________ 
 
 
B.  Rent Reasonableness 
 
Based upon a comparison with rents for comparable units, I have determined that the 
proposed rent for the unit    [   ] is   [   ] is not reasonable. 


 
 


 
Name: 


 
Signature:                                                                                                      Date: 


 
Title: 


 
Agency: 


 
 
 
 
 
 
 
 
 
 
 
 
 


ADAPTED FROM MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY ESG MATERIALSPage 83 of 91







ESG Form No.7 
Prevention & Re-housing 


 


 


                                    
                                                         CITY OF FLINT 


EMERGENCY SOLUTIONS GRANT 
 


CALCULATION WORKSHEET 
 


 
Head of Household 
Name 


 
  


Assets (listed on ESG Screening Intake) 
 


Family Member 
 


C or I* 
 


Type 
 


Cash Value 
Dividend/ 


Interest Rate 
 


Actual 
Income 


     
     
      
      
      
  Totals    


If total cash value of assets exceeds $5,000, multiply total times HUD passbook rate. (2%)   
    (Add greater of Actual Income from Assets or Imputed Income to non-asset income below) 


 
(A) 


*C = Current family owned assets, list cash value  
*I = Imputed, family disposed of assets, include only the difference between market value and the gross amount  


Annual Income (listed on ESG Screening Intake)* 
 


Family Member 
Wages/ 
Salaries 


 
Benefits/Pensions 


Public 
Assistance 


 
Other Income 


 
Total 


      
      
      
      
      


Total Anticipated Income (except assets) (B) 
(A + B)        TOTAL Gross Annual Income (Total Income + Assets)  


% AMI  
Must be below 30% AMI to be Eligible: YES NO


Monthly Subsidy is same amount as the Contract Rent (cannot exceed FMR) 
 


Contract Rent 
 
 


 
 


**Eligibility 
 


Prevention and Re-housing:  Gross Annual Household Income at admission and recertification must be 
below 30% of the AMI.   
 
Yes   No  
 
Household income must be verified and documented every 3 months. 
 
Verified By:  _____________________________________  Date:  _____________ 
 
 
Adapted from Michigan State Housing Development Authority ESG Materials
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ESG Form No. 8 
Prevention & Re-housing 


 
CITY OF FLINT 


 


 


EMERGENCY SOLUTIONS 
GRANT  


Local Office:                                                 
                                                  


 SUMMARY NOTICE OF LEAD-BASED PAINT RISK ASSESSMENT 
 


**(for pre-1978 housing with a child age 6 or under who has an identified Environmental 
Intervention Blood Lead Level) 


 
 
Address/location of property or structure(s) this summary notice 
applies to: 


 
                                                   
                                                       


Lead-based paint risk assessment description: 
Date(s) of risk assessment:       
Summary of risk assessment results (check all that apply): 


 No lead-based paint hazards were found. 
 Lead-based paint hazards were found. 
 A brief summary of the findings of the risk assessment is provided below 


(required if lead-based paint hazards were found). 
 
Summary of types and location of lead-based paint hazards.  List the housing unit 
numbers and common areas (for multifamily housing), bare soil locations, dust-lead 
locations, and/or building components (including type of room or space, and the 
material underneath the paint), and types of lead-based paint hazards found: 
      
Contact person for more information about the risk assessment: 
Printed 
Name:       Organization:       
Address:       Telephone:       
 
Person who prepared this summary notice: 
 


Printed Name:       Signature:       
Organization:       Date:       
Address:       Telephone:       
 
 Distribution:  


Tenant, Landlord, ESG Administrator 
 


 


ESG Use Only 
 Tenant Name______________ 
  ESG 
Administrator_______________ 


  
 Adapted from Michigan State Housing Development Authority ESG Materials 
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Agency Name:  


Program:  


Contract # :  


Payment Req # : _____       Amount $___________


Fiscal Year:  


Balance on contract  _____


Pay Request Eligibility


Are there any items in pay requests that required 
procurement?


If yes, was evidence of procurement provided


Are there any items in pay request that required 
compliance with Section 3?


If yes, was evidence of Section 3 compliance provided?


Pay Request Checklist


Payment request is signed and dated


All pages of financial and activity reports are submitted


Performance reports is included(tbd)


Math accuracy double checked


Agency balances match internal records


Monthly expenditure amounts match cover sheet


Expenditures occurred within budgeted categories


Expenditure Detail Form completed by agency.  For 
payroll, expenditure detail should identify individual staff 
names, wage amounts charged, fringe methodology


Expenditure detail agrees with approved budget


EMERGENCY SOLUTIONS GRANT
ESG Pay Request Information 


Expiration 
Date:


Date of 
Receipt:


Assigned Program Specialist:_________________________


    Yes      No      


    Yes       No      


Return to 
agency


Return pay request to agency if 
contract is expired


Return pay request to agency if 
no funds are available


Return to 
agency


Return to 
agency


Return to 
agency


Page 1
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EMERGENCY SOLUTIONS GRANT
Pay Request Documentation  


(Agency must provide all documentation to 
support evidence of expenditures.  Payment 
request should not be signed until all required 
documentation is attached).


Backup exists and corresponds with expenditure detail


For wages -- pay request includes evidence of hourly 
amount and number of hours that comprise request


For wages -- pay request includes evidence of hourly 
amount and number of hours that comprise request


For wages -- timesheets and daily activity logs are 
included


For wages, timesheets and daily activity logs include 
total hours worked (for all funding sources), total 
amount charged to grant, distribution if applicable


For wages -- daily activity logs are complete, thorough, 
and reflect eligible work performed
For fringes, pay request includes evidence of fringes 
paid, amount, formula used to calculate amounts, and 
distribution/allocation to staff


Supporting documentation for all expenditures is 
included.  Examples of documentation include invoices, 
receipts, timesheets, daily activity logs,  vendor 
information, procurement/bid documentation, etc.


Evidence of payment is included for all expenditures 
(canceled check, bank statement, general ledger report, 
receipt)


    Yes      No     n/a
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EMERGENCY SOLUTIONS GRANT
Pay Request Processing/History


Revisions needed? 


 Revision #1 Date _______________ Amount Change (if any)


 Revision #2 Date _______________ Amount Change (if any)


 Revision #3 Date _______________ Amount Change (if any)


 Revision #4 Date _______________ Amount Change (if any)


Date Finalized - submitted to DCED


Desk Monitoring - Comments


  Yes       No   
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Documentation Requirements for 
CITY ESG Invoices 


 
ORDER OF INVOICE 
1.    Payment Request Checklist 


Financial and Activity Report 
  Expenditure Detail 
 
2.  All supporting documentation 


• Supporting documentation must be in order of the City’s Payment Request Checklist. 
• Each line item should have the supporting documentation stapled together. 


 
For example, documentation for salaries should be a stapled packet of time sheets 
(collate by staff member, then by date), salary and benefits break out chart/explanation, 
evidence of payment 


                
• Financial assistance documentation should be separated by client and all client expenses 


should be stapled together in one packet. 
                


For example if you are paying rent for a client and have also paid utilities for a client 
with a different check, you should include all this information in one packet and using 
one client file checklist. 


 
Examples of how financial assistance documents should be compiled: 


 
Rent/Deposit Payment  
Copy of Check and… 
 
FIRST TIME PAYMENT:  


    Copy of full lease, be sure lease includes: 
  Amount of deposit, pro‐rated rent, rent amount   
  Landlord and Client signatures 
  Client’s name on lease 
  Landlord’s name on lease 
  Dates that lease starts and ends (include month‐to month        
  agreement form if lease is still in use, but expired) 
  Verification of homelessness or risk of homelessness  
   


SECOND, THIRD, etc PAYMENT:  
    Copy of first and last page of lease 


  *as long as first page shows rental amount and last page shows client and  
  landlord signatures   


 
Utility Payment  
Copy of Check  
Copy of Full Lease and… 
UTILITY DISCONNECT:  


    Copy of disconnection notice and documentation from Consumers stating how it was  
    determined that the amount is NOT more than 6 months of utility arrears   


UTILITY PAYMENT:  
    Copy of utility bill stating reason why agency had to pay client’s utilities 


 
Storage/Moving Services  
Copy of Check  
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Copy of Invoice from storage unit company or moving service 
NOTE: these payments must be in accordance with the Cost Comparison Chart. 


 
Staff Salaries 
Payroll Journal 
Complete Staff and Benefits Chart 
Time Sheets for ALL staff paid with ESG funds 


    Time sheet signed by staff and supervisor 
Documentation of ALL Fringes 
Including:  invoice from health insurance company, copy of corresponding check, invoice 
from retirement company, copy of corresponding check, etc 


     
Mileage Expenses 
Mileage Log must document “to” and “from” destination 
Mileage Log must document “start” and “stop” times 
Mileage Log must be signed off by supervisor and employee 


 
Administrative Expenses 
RENT FOR OFFICE SPACE 
Copy of rent invoice/agreement 
Copy of check  
NOTE: Rent must be in compliance with the City’s Rent Cost Allocation Form 


 
OFFICE SUPPLY/EQUIPMENT 
Evidence of Procurement (see Procurement Guidance below): 


      Purchases must be made in compliance with City’s Standard Operating Procedures. 
Copy of receipts for supplies 
Copy of check or other evidence of payment 
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PROCUREMENT FILE DOCUMENTATION 
 
The following documents must be maintained for all procurements required for the purchase of 
goods/services.  Documents must be submitted collectively as part of the first request for 
reimbursement for goods/services subject to procurement. 


 
1. Narrative statement describing how firm was selected, including all components listed 


below 
 


2. Ad(s) published in Flint Journal and any other newspaper of general circulation or trade 
magazines 


 
3. Request for Proposals/Bid Documents 


 
4. Bid Tabulation Document, including 


a. Date of bid opening 
b. Signatures of all employees/staff present at bid opening 
c. Summary List of Proposals/Bids Received 
d. Price quoted for good/service 


 
5. Copies of actual Proposals/Bids Received 


 
6. Evaluation Tool Criteria 


 
7. Evaluation committee (if applicable) 


a. list of evaluation committee members 
b. copies of evaluation summaries 
c. evaluation committee recommendation 
d. cost analysis 


 
8. List of firms not selected 
 
9. Copies of Approval/Denial Letters sent to all firms 


 
10. Notice to Proceed 


 
11. Copy of Contract 


 
Sample Procurement Narrative Statement: 
 
Agency X is seeking case management services.  On September 10, 2010, Agency X published a notice in 
the Flint Journal requesting proposals from qualified case managers.  A copy of the RFP was made 
available to the public online, and at the Agency X headquarters.  RFPS were available for twenty‐one 
(21 days), from September 10 – October 1, 2010.  On October 1, 2010, at 4:30 p.m., proposals were 
opened at the Agency X headquarters.  Staff present included Jane Doe and Bill Nye.  Four (4) proposals 
were received from the following firms:  Org 1, Org 2, Org 3, and Org 4.   
 
An evaluation committee of five individuals was established.  The five individuals  reviewed the 
proposals, completed a written evaluation of each proposal, and met on October 7, 2010 to finalize 
their recommendations.  Based on price, qualifications, experience, and capacity, Org 2 was selected to 
provide case management services and was sent an award letter on October  8, 2010.  Denial letters to 
the other three organizations were mailed on October 8, 2010 also.  A resolution authorizing services 
was prepared and a contract was approved on October 20, 2010. 
 
Copies of all documents referenced above are attached. 
 


Page 91 of 91





		1Table of Contents_SW

		2System Wide Standards

		1ESG Eligible Services Activities_SW

		2Flint_System-Wide Standards_SW



		3 Flint_Outreach Recordkeeping & Reporting_SW

		4Flint_Shelter Operations Standards_SW

		5Homelessness Prevention

		At_Risk_of_Homelessness_SW

		Flint_HL Prevention Recordkeeping Reporting_sw

		Habitability_Standards_SW

		Homeless_Certification_ADAPT

		Owner_Certification-Lead_Paint_SW

		CITY OF FLINT



		Rent_Reasonableness_SW

		                                                   CITY OF FLINT

		     RENT REASONABLENESS CHECKLIST AND CERTIFICATION



		Selected Unit

		Unit #1

		A. Comparison with Fair Market Rent 

		B.  Rent Reasonableness





		Staff_Affidavit_SW

		                                               CITY OF FLINT



		Verification_Tracking_of_Income_SW

		                                                      CITY OF FLINT

		VERIFICATION TRACKING OF INCOME







		6Rapid Rehousing

		Flint_RRH Recordkeeping & Reporting_SW

		Habitability_Standards_SW

		Homeless_Certification_ADAPT

		Owner_Certification-Lead_Paint_SW

		CITY OF FLINT



		Rent_Reasonableness_SW

		                                                      CITY OF FLINT

		     RENT REASONABLENESS CHECKLIST AND CERTIFICATION



		Selected Unit

		Unit #1

		A. Comparison with Fair Market Rent 

		B.  Rent Reasonableness





		Staff_Affidavit_SW

		                                              CITY OF FLINT



		Verification_Tracking_of_Income_SW

		                                                       CITY OF FLINT

		VERIFICATION TRACKING OF INCOME







		7Forms

		1but-for-certification_SW

		2Homeless_Certification_ADAPT

		3At_Risk_of_Homelessness_SW

		4Staff_Affidavit_SW

		                                               CITY OF FLINT



		5Verification_Tracking_of_Income_SW

		                                                      CITY OF FLINT

		VERIFICATION TRACKING OF INCOME





		6Rent_Reasonableness_SW

		                                                   CITY OF FLINT

		     RENT REASONABLENESS CHECKLIST AND CERTIFICATION



		Selected Unit

		Unit #1

		A. Comparison with Fair Market Rent 

		B.  Rent Reasonableness





		7Calculation_Worksheet_SW

		                                                         CITY OF FLINT

		CALCULATION WORKSHEET





		8Summary_Notice_of_LBP_Risk_Assessment_DISCUSS

		EMERGENCY SOLUTIONS GRANT 

		 SUMMARY NOTICE OF LEAD-BASED PAINT RISK ASSESSMENT

		Tenant, Landlord, ESG Administrator



		ESG Use Only







		8FormsPayment Checklist and Invoice Documentation

		Payment Checklist_sw

		Subrecipient



		CITY ESG InvoiceDocumentation_ sw










City of Flint ESG Sub Structures Diagram

[bookmark: _GoBack]Metro

HUD

City of Flint

Genesee Co. Youth Corporation

My Brother’s Keeper – In Safe Hands

YWCA – DVSAS Safehouse

Shelter of Flint

Legal Services  - Housing Utility Law Assistance

GCCARD – Homeless Prevention

Resource Genesee – Homeless Prevention

Resource Genesee – Rapid Rehousing

Metro Community Housing Development – Data Collection

City of Flint

HUD

Genesee Co. Youth Corporation

My Brother’s Keeper – In Safe Hands

YWCA – DVSAS Safehouse

Shelter of Flint

Legal Services  - Housing Utility Law Assistance

GCCARD – Homeless Prevention

Resource Genesee – Homeless Prevention

Resource Genesee – Rapid Rehousing

Metro Community Housing Development – Data Collection

New Structure

Old Structure

= Contract

= MOU and Contract










 


5.5 


U.S. Department of Housing and Urban Development 
Community Planning and Development 


                                    
Special Attention of: 
       Notice:  CPD 13-07 
All CPD Division Directors 
All CDBG Grantees    Issued:   August 23, 2013 
       Expires: August 23, 2014 
________________________________________________________________________ 
SUBJECT:  Allocating Staff Costs between Program Administration Costs vs. Activity Delivery 
Costs in the Community Development Block Grant (CDBG) Program for Entitlement Grantees, 
Insular Areas, Non-Entitlement Counties in Hawaii, and Disaster Recovery Grantees 
 
Table of Contents 
 


I. Introduction and Purpose 
II. Background 
III. Allocation of Staff Costs 


A. Program Administrative Costs 
1. The national objectives and proportional costs 
2. Urban County and Subrecipient Administrative Costs 
3. Allocating other CPD program administrative costs to CDBG 


HOME and EZ/EC Costs 
ESG, SHP and HOPWA Costs 
Consolidated Plan and Annual Action Plan Costs 


       4. Other types of eligible administrative staff costs 
  a. Administrative expenses to facilitate housing 
  b. Activities to further fair housing 
  c. Costs for the general administrative affairs of government 
         5. Ineligible Costs 
         6. Identifying a Final Cost Objective 


B. Activity Delivery Costs 
1. Costs in support of the HOME program 
2. Public Services Costs 


IV. Direct and Indirect Costs 
V. Conclusion 
Appendices 


A. Program Administration Cap Calculation  
B. Functional Staff-Cost Model 
C. OMB Cost Definitions and Guidelines 


  







Page 2 of 22 


 


I.   INTRODUCTION AND PURPOSE 


 There has been much confusion when determining whether a staff cost should be 
allocable as a program administrative cost or an activity delivery cost, as well as confusion over 
the treatment of direct or indirect costs associated with these two cost categories.   


 
 This Notice provides guidance on the allocation of staff costs for the CDBG program 
between two cost categories:  (1) general program administrative costs, as related to overall 
program planning and CDBG grant administration; and (2) activity delivery costs, as related to 
implementing and carrying out specific CDBG-eligible activities.   
 
 HUD recognizes that the existing use of “administration” throughout its regulations can 
cause confusion.  To clarify, the Office of Block Grant Assistance will use the term PACs for 
Program Administrative Costs and ADCs for Activity Delivery Costs, in order to differentiate 
between the two. 
 
 The Office of Management and Budget (OMB) establishes principles to maintain a 
uniform approach for determining costs and promoting effective program delivery and 
efficiency.  The most applicable sections to the CDBG program are:  OMB Circular A-87, which 
has been relocated to 2 CFR Part 225, and contains the Cost Principles for State, Local, and 
Indian Tribe Governments, and OMB Circular A-122, which has been relocated to 2 CFR Part 
230, and contains the Cost Principles for Nonprofit Organizations.  The basic guidelines address 
the following aspects of costs:  the factors of cost allowability, cost reasonableness, allocable 
costs, applicable credits, and the composition of costs as either direct or indirect.  These 
principles also provide guidance for allocating allowable costs to program administration costs or 
activities with final cost objectives (see Appendix C for definition of final cost objectives) to 
activity delivery costs. 
 
 The Insular Areas (Guam, Virgin Islands, American Samoa, Trust Territory of the Pacific 
Islands, and the Northern Mariana Islands) and Nonentitlement Areas in Hawaii follow the Part 
570 regulations for entitlement communities regarding PACs and ADCs.  The treatment of these 
costs for the State CDBG program is not addressed in this guidance.   
 
II.   BACKGROUND 


 
Program administration costs (PACs).  The statutory provision regarding the eligible use 


of CDBG funds to pay PACs is section 105(a)(13) of the Housing and Community Development 
of 1974, as amended (the HCDA).  The general program administration regulations are codified 
at 24 CFR 570.205 and 570.206.  Costs attributable to program administration are limited in that 
not more than 20 percent of the annual grant, and the estimated amount of program income to be 
received during the grantee’s current program year, can be obligated by entitlement grantees, 
Insular Areas, and Nonentitlement Counties in Hawaii for such costs.  The 20 percent limitation 
is not contained in the HCDA, but has been included in annual appropriations acts for the CDBG 
program since 1978.  The limitation on program administration costs is codified at 24 CFR 
570.200(g).  Examples of program administration costs allocable to the CDBG program include 
the following:  
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1. Salaries of executive officers and staff with general program oversight 
responsibilities;  


2. Leased office space for staff employed in carrying out the CDBG program;  
3. Staff time spent for the development of general CDBG program policies and 


procedures, such as the monitoring of overall program performance; 
4. Staff time spent for the development of the Consolidated Plan/Action Plan and 


Consolidated Annual Performance and Evaluation Report (CAPER); and  
5. Administrative services performed under third-party contracts, such as legal, 


accounting, and auditing services or development of the Consolidated Plan. 
 
 As noted above, under the authority of 24 CFR 570.206, CDBG funds may be used to 
pay staff costs for persons responsible for general CDBG program administration as a whole.  
These general PACs cover such positions as a community development director, urban planner 
generalists, and general administrative and clerical staff.  In addition, staff costs associated with 
compliance oversight and monitoring of a grantee’s subrecipients would generally fall under the 
program administration cost category as well unless such costs may be allocated to a final cost 
objective. 
 
 Activity delivery costs (ADCs).  ADCs are those allowable costs incurred for 
implementing and carrying out eligible CDBG activities.  All ADCs are allocable to a CDBG 
activity, including direct and indirect costs integral to the delivery of the final CDBG-assisted 
activity.  CDBG expenditures for activity delivery costs are not governed by 24 CFR 570.205 
and 570.206. 
 
 To recognize the difference between ADCs and PACs, 24 CFR 570.206 notes that “staff 
and overhead costs directly related to carrying out activities [are] eligible under 570.201 through 
570.204, since those costs are eligible as part of such activities.”  In addition, 24 CFR 
570.205(a)(4)(iii) and (iv) state that “…engineering and design costs related to a specific 
activity… are eligible as part of the cost of such activity under 570.201-570.204.”  Examples of 
ADCs allocable to CDBG activities include the following:  
 


1. Compensation of employees for the time devoted to the performance of implementing 
and carrying out a specific eligible CDBG activity, such as carrying out as a public 
service or implementing an ongoing housing rehabilitation program;  


2. Cost of materials acquired, consumed, or expended by staff in carrying out a specific 
eligible CDBG activity, such as the paper for housing rehabilitation program 
applications or uniforms for code enforcement staff working in eligible areas; and  


3. Travel costs incurred specifically for carrying out eligible activities, such as visits 
made to the job site of a housing rehabilitation activity to ensure legitimate progress 
payments. 


 
 Direct and Indirect Costs.  All costs are either direct or indirect under every accounting 
system.  A cost may be direct with respect to some specific service or function, but indirect with 
respect to the Federal award or other final cost objective.  General standards and guidelines for 
determining direct and indirect costs charged to Federal awards are provided at Appendix A to   
2 CFR Part 225.   
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According to Appendix C, Section E, direct costs are those that can be identified 


specifically with a particular final cost objective.  Typical direct costs chargeable to Federal 
awards are compensation of employees for the time devoted and identified specifically to the 
performance of those awards; the cost of materials acquired, consumed, or expended specifically 
for the purpose of those awards; equipment and other approved capital expenditures; and travel 
expenses incurred specifically to carry out the award.  In addition, any direct cost of a minor 
amount may be treated as an indirect cost for reasons of practicality where such accounting 
treatment for that item of cost is consistently applied to all cost objectives. 
 
 According to Section F of Appendix A, general indirect costs are those incurred for a 
common or joint purpose benefiting more than one cost objective, and not readily assignable to 
the cost objectives specifically benefitted, without effort disproportionate to the results achieved. 
The term “indirect costs,” as used herein, applies to costs of this type originating in the grantee 
department, as well as those incurred by other departments in supplying goods, services, and 
facilities.  To facilitate equitable distribution of indirect expenses to the cost objectives served, it 
may be necessary to establish a number of pools of indirect costs within a governmental unit 
department or in other agencies providing services to a governmental unit department.  Indirect 
cost pools should be distributed to benefitted cost objectives on bases that will produce an 
equitable result in consideration of relative benefits derived. 
 
III.   ALLOCATION OF STAFF COSTS 


A. Program Administration Costs (PACs) 
 
 The allocation of staff-time costs and overhead charges to general program 
administration is eligible under 24 CFR 570.205 and 570.206.  These provisions allow 
"reasonable administrative costs and carrying charges related to the planning and execution of 
community development activities assisted in whole or in part [with CDBG funds].”  As set forth 
at 24 CFR 570.200(g), HUD will find a grantee in compliance with this requirement if the 
grantee limits the amount of CDBG funds obligated for planning plus administration during each 
program year to an amount not greater than 20 percent of the sum of its entitlement grant made 
for that program year plus the estimated amount of program income to be received by the grantee 
and its subrecipients during that same program year.   
 


1. The National Objective and Proportional Costs 
 
 The HCDA requires that CDBG expenditures be made for eligible activities that result in 
meeting one of three national objectives:  (1) provides benefit principally to persons of low and 
moderate income (LMI); (2) aids in the prevention or elimination of slums or blight; or (3) meet 
a need having a particular urgency that the grantee is unable to finance on its own.  However, 
general PACs are not required to meet a specific CDBG national objective because such costs 
are generally made in support of other CDBG-eligible activities that meet a national objective.  
Thus, PACs are not calculated under the 70 percent overall LMI benefit requirement at 24 CFR 
570.200(a)(3)(i). 
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 Where an individual performs general administration functions and implements specific 
eligible CDBG activities under 24 CFR 570.201-204, the grantee may elect to charge all of such 
staff costs to the program administration category, or only a portion of such costs to program 
administration, with the balance of CDBG-eligible costs allocable to the activity as ADCs.  It is 
important that the grantee ensure that only ADC-eligible costs are charged to this category. 
However, PACs may not be charged as ADCs.  It is also important that the treatment of dividing 
allocable costs between PACs and ADCs is consistently applied and supported by staff timesheet 
documentation relative to specific eligible activities. 
 


2. Urban County and Subrecipient Administrative Costs 
 
 An urban county entitlement grantee must be especially cognizant of allocating staff costs 
for general administration and oversight of its CDBG program.  To carry out any eligible CDBG 
activity, the county can use its own staff, the staff of a unit of general local government (UGLG), 
a subrecipient’s staff [as defined in 24 CFR 570.500(c)], or contractor’s staff [as procured in 
compliance with 24 CFR 570.85.36].  An urban county has a unique relationship with an UGLG, 
as it is required to impose upon a participating UGLG the same requirements that apply to a 
subrecipient [See 24 CFR 570.501(b) and 570.503 requirements].  Persons responsible for 
administering the general CDBG program as a whole either at the county level or the UGLG 
level would incur staff costs allocable to the general program administration costs category [24 
CFR 570.206] and thus be subject to the 20 percent cap.  (HUD has issued previous guidance on 
subrecipient agreements and grantee management in “Managing CDBG:  a Guidebook for 
Entitlement Grantees on Subrecipient Oversight,” March 2005.)   
 
 UGLGs are generally awarded CDBG funds by the urban county and treated as 
subrecipients to carry out eligible activities within the county’s boundaries.  The county uses its 
staff to administer UGLG cooperation agreements and monitor UGLG performance as 
appropriate.  Notwithstanding, a question may arise regarding the salary of a person that works 
for the UGLG that is carrying out a series of eligible activities, as there may be instances in 
which the UGLG staff generally administer the contract and contract performance, and carry out 
a portion of the associated ADCs for a project with a final cost objective.  In such instances, the 
UGLG’s staff time shall be prorated and allocated to each cost category (PACs and ADCs) 
accordingly.  Care is warranted, as it is the urban county that is responsible for ensuring that staff 
costs incurred by the UGLG are allocated appropriately as PACs or ADCs as described in this 
Notice.  County staff may incur both ADCs and PACs in some cases.  An example is conducting 
or attending job walks, bid openings, and pre-construction conferences for construction projects.  
If the urban county is overseeing and reviewing preconstruction activities for a participating 
UGLG, the cost would be classified as a PAC.  However, if the county was directly managing 
pre-construction activity rather than the UGLG, the cost would be classified as an ADC. 
 
 Grantees are reminded to monitor activities carried out by their staff and their 
subrecipients to ensure that general administrative costs are not inappropriately charged as 
activity delivery costs as a means to avoid the 20 percent program administration cap.  
Moreover, all costs must be allocable as either direct or indirect costs according to 2 CFR 225.   
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3. Allocating other CPD programs’ administrative costs to CDBG   
 
Grantees may charge other formula program [e.g., HOME, ESG, or HOPWA] PACs to 


the CDBG program in certain circumstances, subject to the limitations below.  However, this is 
not permitted with CDBG Disaster Recovery funds.  PACs are allocable to other formula CDBG 
programs in proportion to the amount of time staff spend working on such programs, or with 
regard to managing activities in support of other programs, such as is the case with the use of 
CDBG to pay general program administration costs for the HOME program [24 CFR 
570.206(i)(2)].  However, it is critical to note that where such costs are collectively treated as 
program administration because they are subject to the CDBG program’s overall 20 percent cap 
on PACs.  
 
 Grantees must maintain adequate records and documentation in support of all costs, as set 
forth in the following sections of the regulations:  24 CFR 570.502 and 570.506; and Part 85.20, 
standards for financial management systems.  Additionally, the grantee’s records should clearly 
show there is a consistent treatment of like costs under similar circumstances.   


 
 a. HOME and EZ/EC Costs.  Section 105(a)(13) of the HCDA and 24 CFR 570.206(i) 


provide that CDBG funds may be used to pay costs for carrying out the overall 
administration of a federally designated Empowerment Zone (EZ) or Enterprise 
Community (EC), and the Affordable Housing Program (HOME) under 24 CFR Part 
92 and 24 CFR 570.206.  Renewal Communities (RCs) are not included as eligible 
communities under this statutory and regulatory provision.  CDBG funds may be used 
to pay a combination of PACs for these EZs, ECs, and the HOME program; however 
as noted earlier, the combined costs for using CDBG in this manner is subject to 
CDBG’s overall 20 percent cap.  To illustrate, in a current program year, if a grantee 
decides to obligate 10 percent of its program administration budget for the HOME 
program, then it must limit its obligations for its CDBG program administration costs 
to 10 percent in the same program year. 


 
Section 105(a)(20) of the HCDA states that CDBG funds may be used to pay for 
housing services associated with projects assisted under the HOME program.  This 
CDBG eligible activity was promulgated under 24 CFR 570.201(k) in the Entitlement 
program.  Hence, while HOME program administration costs remained eligible under 
Section 105(a)(13) of the HCDA and 24 CFR 570.206(i) in the Entitlement program, 
HOME ADCs became eligible under 24 CFR 570.201(k).  (See section III B. of this 
Notice for further discussion of ADCs under the HOME program.) 


 
 b. ESG, SHP, HOPWA Costs.  As a general rule, neither the statute nor the regulations 


provide for the use of CDBG funds to pay PACs solely for the administration of the 
following CPD programs:  Emergency Solutions Grant (ESG) program, the 
Supportive Housing Program (SHP) program, RCs, or the Housing Opportunities for 
Persons with AIDS (HOPWA) program.  For example, a staff person in a general 
administrative position that works only for the ESG program may not be paid with 
CDBG funds for their time spent on the ESG program.   
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Notwithstanding, there are circumstances where CDBG funds may be used for staff 
administration costs associated with eligible ESG, SHP, or HOPWA activities (such 
as homeless services, health screening, or job training).  CDBG funds may be used to 
pay PACs attributable to any of these programs if the activities carried out are 
otherwise CDBG eligible and meet all CDBG requirements (e.g., eligibility, national 
objective compliance, and environmental review requirements).  For example, when a 
staff person spends most of his/her time administering the CDBG program, and a 
small part of their time carrying out general administrative functions for the ESG 
program, the only administrative staff time allocable to the CDBG program is that 
time spent on administering the CDBG program and carrying out CDBG-eligible 
ESG activities. 


 
 c. Consolidated Plan and Annual Action Plan Costs.  Another circumstance where costs 


are eligible as CDBG PACs is when the grantee is preparing its Consolidated Plan 
and/or annual Action Plan [24 CFR Part 91].  During this program administration 
exercise, staff costs associated with all of the components of completing the 
Consolidated Plan to be assisted by any or all four CPD formula grant programs 
(CDBG, HOME, ESG, and HOPWA) to be identified in the Consolidated Plan and 
annual Action Plan may be allocated to the CDBG program as PACs.  [See 24 CFR 
570.205 and .206.] 


 
4. Other types of eligible administrative staff costs 
 
a. Administrative expenses to facilitate housing.  Often grantees ask whether or not they 


can charge planning and financial administrative costs for housing to the CDBG 
program under 24 CFR 570.206(g).  However, 24 CFR 570.206(g) refers to housing 
identified in a recipient’s Housing Assistance Plan (the HAP), which is no longer in 
use and was replaced by the Consolidated Plan.  Inasmuch as the Consolidated Plan 
includes non-housing activities, and is not exclusively limited to low- and moderate-
income persons, the Department has determined that 24 CFR 570.206(g) cannot be 
read to substitute costs related to the Consolidated Plan for costs formerly eligible in 
connection with the HAP.  However, if a specific activity is construed to involve a 
HAP-type implementing activity, the Department is willing to consider a waiver of 
this section of the regulations to permit the expenditure of CDBG funds for statutorily 
permissible planning and administrative expenses designed to facilitate housing 
development.  The Assistant Secretary for Community Planning and Development 
(CPD) will make the final written determination with regard to a CPD program 
waiver. 


 
b. Activities to further fair housing.  The costs associated with the development of an 


analysis of impediments to fair housing and development and implementing local 
initiatives to affirmatively further fair housing may be allocated to the Consolidated 
Planning activity as program administration costs.  Alternatively, certain fair housing 
activity costs, such as housing counseling, may be CDBG-eligible and allocable as 
activity delivery costs. 
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5. Ineligible Costs 
 


 General administrative affairs of government.  Per Section 102(a)(21) of the HCDA and 
24 CFR 570.207(a)(1), buildings or portions thereof used for the general conduct of government 
cannot be assisted with CDBG funds.  HUD’s Office of General Counsel has stated the “general 
administrative affairs of government” consists of overall departmental and program management 
and operation functions, including executive, management, and clerical functions; and purely 
administration function such as personnel, legal, and accounting departments.   
 


6. Identifying A Final Cost Objective 
 
 In the initial stages of creating a project, there may be general administrative costs 
allocable as PACs; however, as the project progresses, such costs may qualify as implementing 
ADCs and linked to the final cost objective.  This is consistent with treating costs that support 
the final cost objective.  For example, costs identified as PACs at the onset of a project, such as 
preparing a request for proposal, reviewing bid proposals, and preparing contract documents, 
may be administrative in nature, but if such costs are part of the implementation of the activity 
and can be identified with a final cost objective, then allocating such staff costs as ADCs is the 
appropriate cost treatment. 
 
 On the other hand, a grantee must be aware of the risk associated with initiating a project 
that does not materialize or reach fruition and, therefore, does not meet a CDBG national 
objective or a final cost objective.  In such cases, the incomplete activity will most likely be 
determined ineligible and the staff costs disallowed or possibly considered general administrative 
costs.  When such costs are assigned as PACs, the grantee’s obligations may exceed the 20 
percent program administration cost limitation.  Accordingly, HUD may advise the grantee to 
repay its CDBG program line-of-credit with non-federal funds for the amount in excess of the 20 
percent cap. 
 
 Grantees must maintain adequate records and documentation in support of all costs, as set 
forth in 24 CFR 570.502 and 570.506, and Part 85.20, standards for financial management 
systems.  Additionally, the grantee’s records should clearly show there is a consistent treatment 
of like costs under similar circumstances.   
 
 There has been confusion in allocating staff costs associated with complex activities 
designed to operate as programs.  Such activities include housing rehabilitation programs, 
economic development loan programs, microenterprise development programs, and homebuyer 
assistance programs.  To be clear, housing rehabilitation administration is the only activity that 
has a separate IDIS matrix code that allows for the allocation of administrative costs as ADCs.  
This category is used to charge housing rehabilitation administration costs for all CDBG-assisted 
housing rehabilitation and housing rehabilitation carried out using other funding sources that 
meet all CDBG program requirements.  For other program-type activities, general program 
administrative costs are treated as PACs and subject to the 20 percent cap.  For this reason, 
grantees operating programs must use care in identifying which costs can be consistently treated 
as ADCs (i.e., part of delivering a final cost objective) versus those costs that are identified as 
general administration costs.  See Table 1 below regarding the allocation of costs and HUD’s 
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Integrated Disbursement and Information System (IDIS), Matrix Codes.  The table shows 
eligible activities, the proper cost category, statutory and regulatory references, and the IDIS 
matrix codes. 
 


Table 1 - Allocable PACs and ADCs for eligible activity program-type costs 


Program 
Cost Categories 


(PACs or ADCs) 
HCD Statute Regulation IDIS Matrix Code 


Rehabilitation - Admin. 


Services 
ADCs 105(a)(1) 570.202(b)(9) 


14H - Not Subject to 


the 20% cap, but 


included as ADCs 


Types of Eligible Buildings 


and Improvements 
ADCs 105(a)(1) 570.202(a)(1-4) 14A 


HOME - Admin. Costs PACs 105(a)(13) 570.206(i)(2) 


21H  - All Non-ADCs 


subject to 20% CDBG 


Cap 


HOME Services Eligible 


under CDBG 
ADCs 105(a)(20) 570 201(k) 14J 


Special Economic 


Development Admin. 
PACs 105(a)(13) 570.206 


20 and 21A - All Non-


ADCs subject to 20% 


CDBG Cap  


Special ED Activity Delivery 


& Services 
ADCs 105(a)15) 


570 203(a), (b) 


and (c) 
17A, 18A, 18B 


Microenterprise Program - 


Admin. Costs 
PACs 105(a)(13) 570.206 


 20 - All Non-ADCs 


subject to 20% CDBG 


Cap  


Microenterprise Delivery 


Costs for Activities 
ADCs 105(a)(23) 570 201(o) 18C 


Homeownership Assistance 


Program Admin. 
PAC 105(a)(25) 570.201(n) 


20 - All Non-ADCs 


subject to 20% CDBG 


Cap 


Homeownership Assistance 


Delivery Costs 
ADCs 105(a)(23) 570.201(n) 13 


PACs = Program Administration Costs 


  


  


ADCs = Activity Delivery Costs         
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 Table 2 below presents the IDIS matrix codes that may be used when charging costs to 
program administration. 
 
 
Table 2 – IDIS Matrix Codes for Program Administration Costs 
 
 
Matrix Code  Eligible Activity    Regulatory Citation 
 
 20  Planning     24 CFR 570.205 
 21  General Program Administration  24 CFR 570.206 
 21B  Indirect Costs     24 CFR 570.206 
 21D  Fair Housing Activities   24 CFR 570.206 
 21E  Submission of Applications for  24 CFR 570.206 
   Federal Programs 
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B. Activity Delivery Costs (ADCs) 


1. General 
 
 Activity delivery costs (ADCs) are those costs not subject to the 20 percent limitation for 
PACs.  ADC staff costs are considered part of the costs for carrying out an eligible CDBG 
activity pursuant to 24 CFR 570.201 – 570.204.  Accordingly they are treated as part of the total 
cost for delivering a final cost objective under the CDBG program.  This is the only limiting 
requirement – that ADCs are incurred in order to implement and carry out specific CDBG-
assisted activities.  24 CFR 570.205(a)(4)(iii) affirms this as it states, “…engineering and design 
costs related to a specific activity… are eligible as part of the cost of such activity under 
570.201-570.204.”   
 
 At times the initial costs for an eligible CDBG activity may be treated as administrative 
costs; however, in the activity’s final accounting, it may be more appropriate to treat these costs 
as ADCs.  Generally, for example, staff costs for performing environmental reviews or housing 
relocation work are considered part of the total ADCs associated with the underlying CDBG-
assisted activity.  At times, incurring up-front costs may appear PACs in nature, but upon 
completion of the activity these costs can re-allocated as ADCs.  As an example, if staff time 
spent for preparing and issuing a request for proposals (RFP) for multifamily housing 
rehabilitation, reviewing and selecting bids, and preparing contract documents and notices to 
proceed can be identified as part of the final cost objective, then allocating these costs as ADCs 
is the appropriate cost treatment for those properties that proceed to completion and occupancy. 
 
 Notwithstanding, there is risk in allocating costs in this manner.  Where an activity is not 
completed, or the activity does not meet a CDBG national objective, the up-front costs must be 
allocated as PACs because they cannot be associated with achieving a final cost objective.  In 
such cases where this would result in obligations or expenditures exceeding a grantee’s 20 
percent program administration cap, HUD may advise the grantee to repay its CDBG program 
for any amount above the cap with non-federal funds.  In the above example, staff time spent 
reviewing proposals for multifamily housing rehabilitation projects that do not proceed to 
completion cannot be charged as ADCs, as there is no funded activity (and no final cost 
objective) to charge them to. 
 
 It is important to recognize that staff time allocable as ADCs represents the actual time 
spent on implementing and completing an eligible CDBG activity.  For example, staff time for a 
housing rehabilitation specialist, whose duties are to make home inspections, prepare work write-
ups, and inspect projects through completion, would be 100 percent allocable as rehabilitation 
activity delivery costs.  However, circumstances may require that the project incurs other staff 
costs for personnel that spend less than 100 percent of their time working for the rehabilitation 
program.  For example, a project may need a city engineer to approve, inspect, and sign off on 
integral structural improvement.  Hence, the engineer’s staff-time can be prorated and allocable 
as ADCs in support of the final cost objective.  
 
 As another example, perhaps a project calls for the temporary relocation of a household 
while the removal of lead-based paint is performed for a housing rehabilitation project.  Staff 
costs for those carrying out the relocation portion of activity could be considered part of the 
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ADCs for the housing rehabilitation activity as a whole.  (See also the IDIS Matrix Code 14H 
definition regarding housing rehabilitation administration as activity delivery costs.)   
 
 CDBG funds may be used for ADCs in conjunction with other CPD formula grant 
activities (e.g., assisted with HOME, ESG, or HOPWA) where the activity is otherwise CDBG 
eligible and meets a national objective.  But, because the activity is assisted in whole or in part 
with CDBG, it is subject to all CDBG rules and federal requirements in addition to those rules of 
the other grant programs.  As stated above, however, this does provide for the use of CDBG 
funds for general PACs associated with the other formula programs.  
 


2. Costs in support of the HOME Program 
 


Generally, new construction housing is an ineligible CDBG activity as set forth at 24 
CFR 570.207.  However, the use of CDBG in the support of HOME-assisted projects has been 
eligible since the enactment of CDBG statutory amendments made in 1992.  Initially, the use of 
CDBG with HOME funds was subject to CDBG’s 20 percent limit on general program 
administration.  Subsequent statutory amendments removed this restriction.  Section 105(a)(20) 
of the HCDA states that CDBG funds may be used to pay for housing services in support of 
HOME-assisted projects.  This provision is codified in the CDBG regulations at 24 CFR 
570.201(k).   
 


Thus, while the use of CDBG for HOME program administration costs remained eligible 
under 24 CFR 570.206(g), it was clarified at 24 CFR 570.201(k) that the use of CDBG funds is 
an eligible use in support of a HOME-assisted project.  The overall intent of this change was to 
provide for a broad array CDBG uses in support of HOME-assisted projects.  The statute and 24 
CFR 570.201(k) refers to CDBG eligible ADCs for HOME under the term “housing services.”  
Housing services are eligible under 24 CFR 570.201(k).  Eligible CDBG-HOME housing 
services include such things as housing counseling and tenant-based rental assistance, energy 
auditing, work specifications and architectural plans, loan processing, tenant selection, and other 
services related to assisting owners, tenants, third party entities participating or seeking to 
participate in a HOME project.   
 
 Please note, however, that the eligibility and benefit requirements of the CDBG and 
HOME programs differ in that the HOME term “project”' and the CDBG term “activity'' are not 
synonymous, and that care should be exercised in management and documentation when 
blending the two sources of funds on one activities.  
 


3. Public Service Costs 
 


Staff costs for carrying out public services associated with another CPD program are also 
eligible providing that public service is eligible and meets a national objective.  As an example, 
for a nonprofit organization providing health services to homeless persons or persons with AIDS, 
payment of the employee’s salary delivering the services (rather than an Executive Director or 
Chief Operating Officer) would be eligible as part of carrying out the underlying public service.  
The provision of health services is a CDBG-eligible public service activity under Section 
105(a)(8) and 24 CFR 570.201(e).  Therefore the grantee may use CDBG funds to pay the 
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employee’s salary that is carrying out the public service as an ADC, providing the non-profit 
meet the compliance requirements under the public service provision and the CDBG program in 
general.  That is to say, if the activity is a new public service or a quantifiable increase in the 
level of an existing public service, staff costs allocable to CDBG are limited by the grantee’s 
overall 15 percent public service cap.   
 
[Note:  Public service expenditures are limited to not more than 15 percent of a grantee’s annual 
CDBG allocation plus 15 percent of their prior year’s program income.  This requirement is 
statutory under Section 105(a)(8) of the HCDA.] 
 
IV. DIRECT AND INDIRECT COSTS 
 


There is no universal rule for classifying certain costs as either direct or indirect under 
every accounting system.  A cost may be direct with respect to a certain service or function, but 
indirect with respect to the Federal award or other final cost objective.  Thus, certain indirect 
costs may be allocable as part of carrying out an eligible CDBG activity, such as housing 
rehabilitation, and appropriately identified and treated as ADCs.  General guidelines for 
determining direct and indirect costs charged to Federal awards are provided at 2 CFR 225 
(formerly OMB Circular A-87).  A brief discussion of these costs categories follows. 
 
 Direct costs are those that can be identified specifically with a particular final cost 
objective.  Typical direct costs chargeable to Federal awards are:  
 


a. Compensation of employees for the time devoted and identified specifically to the 
performance of those awards;  


b. Cost of materials acquired, consumed, or expended specifically for the purpose of those 
awards;  


c. Equipment and other approved capital expenditures;  
d.  Travel expenses incurred specifically to carry out the award;  


 
 Any direct cost of a minor amount may be treated as an indirect cost for reasons of 
practicality where such accounting treatment for that item of cost is consistently applied to all 
cost objectives.  
 
 Indirect costs are those incurred for a common or joint purpose and benefiting more than 
one cost objective.  They are not readily assignable to the cost objective specifically benefitting 
from the award without effort disproportionate to the results achieved.  The term ‘‘indirect 
costs,’’ as used by OMB, applies to costs that originate in the grantee’s CDBG department and 
other departments that supply goods, services, and facilities for carrying out the CDBG program.   
Indirect costs examples are as follows: 
 
a. Central services costs, such as motor pools, computer centers, accounting office space 
 leases, telephone service, utility bills, copy machines, etc.; 
b. Internal service costs, such as personnel, general administration, and purchasing; 
c. Legal costs and self-insurance costs; and  
d. Fringe benefit costs, such as pensions and health insurance.  
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 In addition to restrictions contained in 2 CFR Part 225, there may be state or local laws 
that further limit the amount of administrative or indirect cost allowed.  Moreover, amounts not 
recoverable as indirect costs or administrative costs allocable to one Federal award may not be 
shifted to another Federal award, unless specifically authorized by Federal legislation or 
regulation.  
 
 
V. OTHER FINANCIAL MANAGEMENT REQUIREMENTS  
 


1. General 
 
 The Office of Management and Budget (OMB) establishes cost principles to establish a 
uniform approach for determining costs to ensure effective and efficient program delivery.  The 
most applicable sections to the CDBG program are the following:  OMB Circular A-87 
[relocated to 2 CFR Part 225], which contains the Cost Principles for State, Local and Indian 
Tribe Governments; and OMB Circular A-122 [relocated to 2 CFR Part 230], which contains the 
Cost Principles for Nonprofit Organizations.  These cost principles are incorporated into the 
CDBG regulations by reference, but most substantially at 24 CFR 570.500 – 505. 
 
 The OMB basic guidelines apply to all federal agencies and address the following cost 
categories:  allocable and allowable, reasonable costs, cost composition as a direct or indirect 
cost, and the treatment of applicable credits or offsetting costs.  Accordingly, these principles 
effect the allocation of allowable staff costs to general administration activities or otherwise 
CDBG-eligible activity costs that are associated with a final cost objective.  Generally, OMB 
advises that costs be accorded consistent treatment in order to enhance the likelihood that 
comparable costs are treated similarly in the application of cost accounting practices.  OMB also 
advises that a cost may not be assigned to a Federal award as a direct cost if any other cost 
incurred for the same purpose in like circumstances has been allocated to the Federal award as an 
indirect cost.   Attachment D provides paraphrased excerpts from OMB’s Cost Principles. 
 


2. Applicable Credits 
 
 In general, applicable credits reduce the net amount of CDBG funds necessary to carry 
out an eligible CDBG activity (see 2 CFR part 225, Appendices A).  Applicable credits refer to 
receipts or reductions of expenditure-type transactions that offset or reduce a cost item that is 
allocable to a Federal award as either a direct or indirect cost.  To the extent that such offsets or 
credits are received by the governmental unit, they shall be credited to the Federal award either 
as a cost reduction or cash refund, as appropriate.  Examples of transactions that generate 
applicable credits are the following:   
 


 The collection of loan application fees associated with provisions of financial assistance 
to rehabilitate privately-owned multifamily housing [24 CFR 570.202].  Such fees are 
often collected to assure the applicant’s commitment to providing the necessary 
underwriting and compliance documentation for the project;  


 



http://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a87.pdf
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 The collection of loan application fees for provisions of financial assistance to for-profit 
businesses [economic development activities at 24 CFR 570.203(b)].  Such fees are 
collected to assure a commitment from the applicant/borrower to provide documentation 
necessary for the grantee to conduct a prudent financial underwriting; and, 


 
 Taking advantage of purchase discounts, rebates, or allowances, and accounting for 


adjustments for overpayments or erroneous charges associated with an eligible activity.   
 


 Code enforcement fines, but only if (1) the cost of the code inspections and enforcement 
and/or the inspectors’ salaries must have been wholly or partially paid for with CDBG 
funds, and (2) the intended purpose of the code enforcement fine (as reflected in local 
law, handbook, manual, etc.) is to recover the costs incurred for the code enforcement 
activities without regard to the source of funds for payment of the code enforcement 
activity.   


 
VI. CONCLUSION 


 
 Table 3 presents a snapshot of the relationships among costs.  Appendix A provides 
instructions on how to calculate the amount that may be used for PACs for Entitlements.  
Appendix B provides a Functional Staff Cost Model.  Appendix C provides the OMB Cost 
Definitions and Guidelines.  Additional guidance may also be found in The CDBG Guide to 
National Objectives and Eligible Activities, located on the web at:  
http://portal.hud.gov/hudportal/documents/huddoc?id=DOC_17133.pdf.  Questions regarding 
this Notice should be directed to your local HUD Field Office. 
 
  



http://portal.hud.gov/hudportal/documents/huddoc?id=DOC_17133.pdf
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APPENDIX A 


 
Program Administration Cap Calculation for Entitlements 


 
Description 
 
 Not more than 20 percent of the sum of any grant plus program income that is received 
during the program year may be obligated by the grantee and its subrecipients for program 
administration costs, as defined in §570.205 and §570.206, respectively.  Recipients of 
entitlement grants will be considered to be in conformance with this limitation if total obligations 
charged under those categories during the grantee’s most recently completed program year, 
without regard to the source year of funds, are not greater than 20% of the sum of the entitlement 
grant received for that program year plus the program income received during that program year 
by the grantee and its subrecipients.  [References:  Appropriation Acts and §570.200(g)] 
 
Calculating the Cap 
 


To determine the base against which the 20% cap will be applied, total the amount of 
CDBG funds received during the program year from the following sources: 
 
Step 1 


 
(1) Entitlement Grant (from line 8.b of the  


Funding Approval form, HUD-7082):   $ ___________ 
 


(2) Surplus from Urban Renewal  
(from line 10.b of the Funding Approval form):   $ ___________ 
 


(3) Program income received by the grantee and its 
 Subrecipients:       $ ___________ 
 


(4) TOTAL        $ ___________ 
 
Step 2 
 


(1) To calculate the cap amount, multiply the total amount  
 determined in line (4) above by 0.20 and  
 enter the number here:       $ ___________ 
 
 This amount represents the cap; it is the maximum dollar amount that may be obligated 
during the program year and charged to the eligible categories of program administration, 
§570.205 and §570.206, respectively. 
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Determining Compliance with the Cap 
 
Step 3 
 
 Compliance with the cap is determined for entitlement grantees by performing the 
calculation below at the end of each program year, as follows:   
 
(1) Determine the total amount of CDBG funds expended during the 
 program year for activities that are classified as eligible under §570.205 
 (Planning and Capacity Building) and §570.206 (Program Administration 
 Costs):           $___________ 
 
(2) Add to the above amount the total amount of unliquidated obligations 
 for activities under these same two categories, as of the end of the 
 program year:          $___________ 


 
(3) Subtract from the balance the total amount of unliquidated obligations 
 for these two categories, as of the end of the preceding program year:  $(_________ ) 


 
(4) Enter here the result of the above calculations.  This is the amount 
 of net obligations for Program Administration during the program year:  $___________ 
 
 To be in compliance with the 20% cap, the amount determined above, as the net amount 
obligated, may not exceed the amount determined as the cap in Line for the year in the first 
portion of this subsection (see Step 2 above). 
 
 Net amount obligated Line (4) above:      $_____________ 
 Cannot be greater than the cap:     $_____________ 
 
  







Page 19 of 22 


 


 
APPENDIX B 


Functional Staff-Cost Model 


 HOUSING REHABILITATION PROGRAM ALLOCABLE STAFF COSTS 


Staff 


Organization Staff Function 


Program 


Administration 


Costs 


Activity Delivery 


Costs 


    
(24 CFR 570.205-206 and 


570.489(a)) 
(24 CFR 570.201-204) 


Grantee's CDBG 


Program 


Management  


To administer, plan, and carry 


out a CDBG-assisted 


community development 


program and related activities 


General management of 


personnel tasked with 


oversight and coordination, 


monitoring and evaluation, 


reporting and audit 


compliance 


When time is spent on the 


implementation of a specific 


CDBG-eligible activity 


Division/Program 


Director 


To oversee Support Staff and 


Line Staff in carrying out CDBG-


funded eligible activities or 


program(s) as identified in the 


grantee's consolidated plan 


General administration and 


program management of 


financial requirements, 


program- and activity-


related staff, and overall 


activity implementation and 


outcome evaluation 


Time spent carrying out specific 


CDBG-eligible activity work, 


such as conducting the 


environmental review, 


administering Davis-Bacon 


requirements, or overseeing 


relocation benefits 


Unit of General 


Local Government 


(UGLG) or 


Subrecipient Staff 


To carry out CDBG-funded 


projects and activities located 


in their jurisdiction as an urban 


county participant, or under a 


subrecipient agreement 


General UGLG 


administration, financial 


requirements, reports, 


documentation and 


compliance records, 


monitoring and oversight  


All project-related 


implementation activities per a 


written agreement between 


the grantee and UGLG, or 


subrecipient 


Project Managers 


To oversee Line Staff and 


Support Staff in the 


implementation and carrying 


out of eligible CDBG-funded 


projects and activities 


General administration 


duties for program 


management, program 


planning and analysis, 


reporting, monitoring and 


evaluation  


Oversee day-to-day specific 


CDBG-eligible activities: 


Underwriting loans, reviewing 


construction progress, 


processing contractor invoices, 


approving change orders 


Support Staff 


To carry out general capacities 


for program management, 


oversight, and coordination of 


the grantee's CDBG program  


General administrative and 


planning, analysis, reports, 


program monitoring and 


evaluation, and audit 


compliance 


Preparing contracts, loan 


documentation, processing 


contractor payments, loan 


repayments, recording liens 


and notices of completion 


Line Staff 
To carry out the 


implementation of  CDBG-


funded projects and activities 


Planning and analysis, 


reports, program monitoring 


and evaluation, and audit 


compliance 


Perform specific CDBG-eligible 


activity implementation work: 


loan processing, construction 


progress inspections, 


contractor payments, change 


order initiation 


Contractor 


To perform for compensation 


with regard to implementing 


and completing a CDBG-funded 


project on behalf of the 


grantee, UGLG, or subrecipient 


N/A 


Perform in accordance with a 


written contract between the 


grantee, unit of local 


government, subrecipient, or 


homeowner 


Homeowner 
To receive the benefits of a 


CDBG-assisted activity 
N/A N/A 
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APPENDIX C 


 
OMB COST DEFINITIONS AND GUIDELINES 


 
 The terms and definitions provided below are derived from the Office of Management 
and Budget (OMB), which establishes principles and standards to provide a uniform approach 
for determining allocable and allowable costs to promote effective program delivery and 
efficiency.  Heretofore, OMB guidance was set forth in Circular A–87, ‘‘Cost Principles for 
State, Local, and Indian Tribal Governments.’’  However, A-87 has recently been relocated to 
the federal regulations at 2 CFR Part 225.  This was part of an initiative to provide the public 
with a central location for Federal government policies on grants and other financial assistance 
and non-procurement agreements (See website link below.)  These definitions have been 
paraphrased to reflect relevant terms used for identifying and treating allowable costs applicable 
to the CDBG program.  For the precise language that applies to any aspect, please go the 
following OMB website: 
 
http://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a87.pdf 


 
 


DEFINITIONS 
 


1. Cost means an amount as determined on a cash, accrual, or other basis acceptable to the Federal awarding 
or cognizant agency.  It does not include transfers to a general or similar fund. 


2. Cost objective means a function, organizational subdivision, contract, grant, or other activity for which cost 
data are needed and for which costs are incurred.  


3. Final cost objective means a cost objective, that has allocated to it both direct and indirect costs and is a 
final accumulation point.  For example, this could be an eligible CDBG activity of rehabilitating a single-
family dwelling that upon completion will meet a low- and moderate-income household national objective. 


4. Allocate means to assign an item of cost or a group of items of cost, to one or more cost objectives, such as 
an eligible CDBG activity.  This term includes both direct assignment of cost and the reassignment of a 
share of costs from an indirect cost pool, such as accounting services applicable to overall program PACS. 


5. Allocable costs.   
a. A cost is allocable to a particular cost objective if the goods or services involved are chargeable or 


assignable to such cost objective in accordance with relative benefits received.  
b. All activities which benefit from the governmental unit’s indirect cost, including unallowable 


activities, will receive an appropriate allocation of indirect costs.  
c. Any cost allocable to a particular Federal award or cost objective under the principles provided for in 2 


CFR Part 225 may not be charged to other Federal awards to overcome fund deficiencies, to avoid 
restrictions imposed by law or terms of the Federal awards, or for other reasons.  


d. Where an accumulation of indirect costs will ultimately result in charges to a Federal award, a cost 
allocation plan will be required as described in Appendices C, D, and E to this part. 


6. Allowable costs.  To be allowable under Federal awards, costs must meet several general criteria among 
them which are the following:  
a. Be necessary and reasonable for proper and efficient performance and administration of the Federal 


award. 
b. Be consistent with policies, regulations, and procedures that apply uniformly to both Federal awards 


and other activities of the governmental unit.  
c. Be accorded consistent treatment.  A cost may not be assigned to a Federal award as a direct cost if any 


other cost incurred for the same purpose in like circumstances has been allocated to the Federal award 
as an indirect cost.  


d. Be adequately documented. 



http://www.whitehouse.gov/sites/default/files/omb/assets/omb/fedreg/2005/083105_a87.pdf
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7. Reasonable costs.  A cost is reasonable if, in its nature and amount, it does not exceed that which would be 
incurred by a prudent person under the circumstances prevailing at the time the decision was made to incur 
the cost.  In determining reasonableness of a given cost, consideration shall be given to whether the cost is 
of a type generally recognized as ordinary and necessary for the operation of the governmental unit or the 
performance of the Federal award. 
a. Whether the cost is of a type generally recognized as ordinary and necessary for the operation of the 


governmental unit or the performance of the Federal award.  
b. The restraints or requirements imposed by such factors as: Sound business practices; arm’s-length 


bargaining; Federal, State and other laws and regulations; and, terms and conditions of the Federal 
award.  All activities which benefit from the governmental unit’s indirect cost, including unallowable 
activities, will receive an appropriate allocation of indirect costs.  


8. Applicable credits. Applicable credits refer to those receipts or reduction of expenditure-type transactions 
that offset or reduce expense items allocable to Federal awards as direct or indirect costs.  Examples of 
such transactions are:  Purchase discounts, rebates or allowances, recoveries or indemnities on losses, 
insurance refunds or rebates, and adjustments of overpayments or erroneous charges.  To the extent that 
such credits accruing to or received by the governmental unit relate to allowable costs, they shall be 
credited to the Federal award either as a cost reduction or a cash refund, as appropriate. 


 
Cost Composition  


 
9. Total cost.  The total cost of Federal awards is comprised of the allowable direct cost to the CDBG 


program, plus its allocable portion of allowable indirect costs, less applicable credits.  
10. Classification of costs. There is no universal rule for classifying certain costs as either direct or indirect 


under every accounting system.  A cost may be direct with respect to some specific service or function, but 
indirect with respect to the Federal award or other final cost objective.  Therefore, it is essential that each 
item of cost be treated consistently in like circumstances either as a direct or an indirect cost.  Guidelines 
for determining direct and indirect costs charged to Federal awards are provided in the section 2 CFR 225.  
 


Direct Costs  
 


11. Direct costs are generally those that can be identified specifically with a particular final cost objective.  
Examples of direct costs chargeable to Federal awards are:  
a. Compensation of employees for the time devoted and identified specifically to the performance of 


those awards.  
b.  Cost of materials acquired, consumed, or expended specifically for the purpose of those awards.  
c.  Equipment and other approved capital expenditures.  
d.  Travel expenses incurred specifically to carry out the award.  


12. Minor items. Any direct cost of a minor amount may be treated as an indirect cost for reasons of 
practicality where such accounting treatment for that item of cost is consistently applied to all cost 
objectives.  


 
Indirect Costs  


 
13. Indirect costs are those:  Incurred for a common or joint purpose benefiting more than one cost objective, 


and not readily assignable to the cost objectives specifically benefitted, without effort disproportionate to 
the results achieved.  The term ‘‘indirect costs,’’ applies to costs of this type originating in the grantee 
department, as well as those incurred by other departments in supplying goods, services, and facilities.  To 
facilitate equitable distribution of indirect expenses to the cost objectives served, it may be necessary to 
establish a number of pools of indirect costs within a governmental unit department or in other agencies 
providing services to a governmental unit department. Indirect cost pools should be distributed to benefitted 
cost objectives on bases that will produce an equitable result in consideration of relative benefits derived.  


14. Cost allocation plans and indirect cost proposals.  Requirements for development and submission of cost 
allocation plans and indirect cost rate proposals are contained in Appendices C, D, and E to 2 CFR Part 
225.  


15. Limitation on indirect or administrative costs.  
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a. In addition to restrictions contained in 2 CFR Part 225, there may be laws that further limit the amount 
of administrative or indirect cost allowed.  


b.  Amounts not recoverable as indirect costs or administrative costs under one Federal award may not be 
shifted to another Federal award, unless specifically authorized by Federal legislation or regulation.  


16. Interagency Services. The cost of services provided by one agency to another.  
 
 
 






[bookmark: _GoBack] 

Tasks/ Scope of Services

City of Flint DCED/ GCCARD

Housing Rehabilitation (Citywide Emergency Repair and Homeowner Rehab)



		Task

		CWE

		Rehab

		City

		GCCARD

		Contractor

		Notes



		

		

		

		

		

		

		



		Contract Management



		Explain program structure to GCCARD and answer questions

		X

		X

		X

		X

		X

		The tasks/scope below will serve as an outline for this meeting



		Develop Subrecipient contract between DCED and GCCARD

		X

		X

		X

		X

		

		Verification/review of A-133 audits; verification of insurance; scope of work for subrecipient agreement; documentation requirements; invoice protocols/paperwork; reporting protocols/paperwork; CDBG grant to cover activity delivery for HOME Rehab



		City Resolutions to Award Funds to GCCARD and CONTRACTOR

		

		

		X

		

		

		



		Execute CDBG agreement for CWE project costs and activity delivery, as for activity delivery for HOME-funded rehab through CONTRACTOR

		X

		X

		X

		X

		

		CDBG Admin may be used for administrative costs connected with the HOME-funded Rehab program.



		Execute HOME agreement for Rehab program cost with CONTRACTOR

		

		X

		X

		

		X

		



		Meet with CONTRACTOR to explain program and answer questions

		

		X

		X

		x

		X

		



		Program Management



		Provide General Rehab Standards for Citywide Emergency Repair (CWE) and Homeowner Rehab (Rehab)

		X

		X

		X

		X

		

		Review City of Flint Building Code for CWE and City Code and HQS rehab with GCCARD; GCCARD to use standard as the basis for developing rehab specs



		Develop standard form letters for approval/ denial of service  

		X

		X

		

		X

		

		



		Translate rehab standards into specifications sufficient to support quality assurance

		X

		X

		

		X

		

		



		Develop cost estimates based on specifications and unit costs for use by Contractor

		X

		X

		

		x

		

		



		Operate program intake based on walk-ins, calls and referrals from the city and other community partners  

		X

		X

		

		X

		

		Interview prospective households, explain program requirements



		Project Management



		Income-qualify participating households

		X

		X

		

		X

		

		Determine income eligibility, based on Part 5 income determination method; create project file with documentation checklists



		Qualify participating properties

		X

		X

		

		X

		

		CWE:  does this constitute an emergency?

Rehab: Smith Village area, taxes paid, property insured, not land contract?

All projects: site-specific environmental

Schedule site inspection



		Advise applicants of acceptance or denial of application

		X

		X

		

		X

		

		Formal notice of acceptance with next steps

Formal notice of denial (with appeal options?)



		CWE Projects



		CWE:  Inspect for health and safety hazards, write specifications, review with homeowner and get sign-off

		X

		

		

		X

		

		CWE is limited to bona fide health and safety issues; conduct lead-paint assessment, when appropriate; takes pictures



		CWE:  Offer CWE work to appropriate contractor(s) from the GCCARD’s approved list for estimated price on a rotating basis

		X

		

		

		X

		

		Suggest CWE be offered to approved contractors on a rotating basis under noncompetitive procurement to address emergency need.



		CWE:  Pre-construction meeting with owner: execute owner/ contractor agreement with specifications, costs and time frames.  Provide written notice to the selected contractor to proceed

		X

		

		X

		X

		X

		Notice to proceed signed by GCCARD.  GCCARD should provide copies of all documentation relating to household income eligibility, property eligibility



		CWE: Conduct inspections to confirm construction to spec; obtain homeowner sign-off on work, obtain city inspection to final building permit

		X

		

		X

		X

		

		GCCARD inspects with city inspector and owner, obtains sign-off by owner, takes pictures, pays contractor on 100 percent completed items, obtains lien release, and provides required documentation to city for reimbursement.



		Rehab Projects



		Rehab: In partnership with DCED Inspector, GCCARD inspects property and write specifications, review with homeowner and get sign-off

		

		X

		X

		X

		

		Rehab measures are limited to those covered by the rehab standard; conduct lead-paint assessment, when appropriate; reject if rehab standard cannot be met within per-unit cost cap



		Rehab: GCCARD  conduct walk-through with CONTRACTOR and DCED inspector; review specifications and cost estimates with CONTRACTOR;



DCED review Contractor bid for specs,  obtain commitment from CONTRACTOR re cost and work schedule

		

		X

		X

		X

		X

		GCCARD, CONTRACTOR and City: GCCARD drafts spec, takes pictures. DCED inspector will review spec, ensure essential repairs are incorporated.



		Rehab:  Contractor conducts pre-construction meeting with owner: 

executes owner/ contractor agreement with specifications, costs and time frames;



DCED ensures Contractor executes lien documents with owner.  

DCED provides written notice to the Contractor to proceed

		

		X

		X

		X

		X

		Notice to proceed signed by DCED.  GCCARD should provide copies of all documentation relating to household income eligibility and property eligibility to the City of Flint.



DCED will document lien and written agreement with the homeowner.  



		Rehab:  lead remediation, rehab, DCED inspector ensures clearance exam is completed.

		

		X

		X

		

		X

		CONTRACTOR conducts rehab to spec.  CONTRACTOR does not add additional work without change order approved by DCED



		Rehab: DCED inspector will conduct inspections to confirm construction to spec; 

Contractor will obtain homeowner sign-off on work, obtain city inspection to final building permit

		X

		X

		X

		X

		X

		Contractor takes pictures of completed work and provides required documentation and lien release to city for reimbursement.  

DCED inspector inspects, recommends payment by city to CONTRACTOR for pre-approved draw schedule, 

City makes payment



		Financial Management



		As appropriate, monitor construction work

		X

		X

		X

		

		

		Monitored by City before approving payment. 



		GCCARD track activity delivery hours spent for CWE and Rehab and submit to City for payment with documentation

		X

		X

		X

		X

		

		



		GCCARD track CWE costs and submit to City for payment with documentation

		X

		

		X

		X

		

		



		CONTRACTOR submit invoices to City for payment

		

		X

		X

		

		X

		



		City makes payment to Contractor

City Draws Down Expenses from HUD

		X

		X

		X

		

		

		Draw down in IDIS



		

		Monitoring and Oversight



		Monitoring of GCCARD

· Remote

· On-site

		

		

		X

		

		

		City conducts monthly desk monitoring and Annual On-Site monitoring



		Long-term monitoring

		

		

		

		X

		

		Monitoring of any owner-occupancy or other conditions in the written agreement and/or lien.



		

		Reporting and Data Collection



		Data Collection

		

		

		

		X

		

		



		Data Aggregation

		

		

		

		X

		

		



		IDIS

		

		

		X

		

		

		



		CAPER Prep

		

		

		X

		

		

		








Rehab Standards:

		Program

		Funding Source

		Standards



		Citywide Emergency Repair Program (CWE)

		CDBG

		· Per unit assistance capped at $10,000

· Address all immediate health and safety hazards to make unit safely habitable; 

· All work done is compliance with local codes;

· Work done under CWE is limited to bona fide health and safety issues



		Homeowner Rehabilitation Program

		HOME (including CDBG admin, if applicable)

		· All work must be done for a hard cost of less than $50,000/unit (except as noted below);

· Address any outstanding health and safety issues to ensure that unit is decent, safe and sanitary;

· Repair or replacement of major systems, with less than 5 years of useful life remaining, including:

· Structural support/ foundation

· Roofing

· Cladding and weatherproofing (windows, doors siding)

· Mechanical

· Plumbing

· Electrical

· Improvements to substantially improve the energy-efficiency of the dwelling;

· Improvements to improve the accessibility of the dwelling

· Reduction or abatement of lead-paint hazards per 24 CFR Part 35;

· Meet state and local codes, ordinances and zoning requirements.

· Additional exterior work, including improvement of siding, fencing, driveways, may be done if (a) additional work done results in improvements to the site that are in keeping with surrounding standard site improvements, and (b) such improvements are of a non-luxury nature;  exterior improvements conducted to enhance the positive neighborhood impact based on case-by-case approval from the City

· Work not covered by the standard is work that is essentially of a cosmetic nature.  Work that is normally excluded would include remodeling of kitchens and baths, replacement of floor or wall coverings that do not represent a hazard, etc. (Example: repainting a room is permitted only for the above purposes, or to complete a repair to a wall in a workmanlike manner.)



		Acquisition/ Rehab/ Resale by developers or CHDOs

		HOME 

		· Work allowed for Homeowner Rehab is allowable 

· $50,000 hard cost limit does not apply.  All work must be necessary and reasonable to result in unit that is marketable for owner-occupancy.  Work for marketability may be included, such as remodeling of kitchens and baths, addition of an egress window in the basement, limited landscaping and other reasonable measures to improve marketability/ curb appeal.
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[bookmark: _Toc375603690][bookmark: _Toc375605194][bookmark: _Toc368577703]Introduction & Purpose

The Outsourced Payment Processing and Monitoring Handbook establish standards and provide guidance for the City of Flint to outsource payment processing and monitoring of HUD program expenses and performance. Efficient payment processing and effective program monitoring are integral management control techniques and a Government Accountability Office (GAO) standard. Timely payment of program expenses ensures partners and vendors have the resources to provide high quality services while monitoring is an ongoing process that assesses the quality of a program participant’s performance.  

Monitoring provides information about program participants that is critical for making informed judgments about program effectiveness and management efficiency.  It also helps in identifying instances of fraud, waste and abuse.  It is the principal means by which the grantee:

a) Ensures that programs and technical areas are carried out efficiently, effectively, and in compliance with applicable laws and regulations;

b) Assists program participants in improving their performance, developing or increasing capacity, and augmenting their management and technical skills; and

c) Stays abreast of the efficacy of community development programs and technical areas within the communities these programs serve.



[bookmark: _Toc375603692][bookmark: _Toc375605196]Scope of Services for Payment Processing and Monitoring

The overriding goal of outsourcing payment processing and monitoring is to ensure funds are spent on eligible activities, determine compliance, prevent/identify deficiencies and design corrective actions to improve or reinforce program participant performance.  As part of this process, grantee staff and outsourced vendors should be alert for fraud, waste and mismanagement or situations with potential for such abuse.  Where possible, any identified deficiencies in need of corrective action should be handled through discussion, negotiation, or technical assistance in a manner that maximizes local discretion. Monitoring also provides the opportunity to identify program participant accomplishments as well as successful management, implementation, and evaluation techniques that might be replicated by other program participants.

Federal regulations are explicitly clear that grantees are held accountable for implementation of HUD grants and ensuring that funds are used in accordance with all program requirements. Outsourcing the payment processing and monitoring function does not relieve the grantee of this responsibility, but provides supplemental resources and expertise in performing administrative tasks. The grantee continues to play an important role when these tasks are outsourced. 

Federal programs and funding administered by the City of Flint are categorized as follows:

· Programs managed directly by DCED

· Programs managed by other City of Flint departments such as Police and Fire

· Programs managed by sub-recipients

· Construction related programs or services such as housing development carried out by contractors, developers, Community Housing Development Organizations and other non-profits

The following services will be outsourced to one (preferably) or more vendors:



1. Process payment requests from DCED sub-recipients, contractors and internal departments

2. Conduct risk analysis of HUD programs, internal Flint departments, external sub-recipients, developers and contractors

3. Design and implement compliance and performance monitoring plans

4. Communicate draft monitoring results to audited agency or department

5. Submit monitoring reports and recommend corrective action to DCED

6. Recommend technical assistance or training to address common findings or specific deficiencies as warranted

7. Follow-up to ensure corrective actions have been implemented



[bookmark: _Toc375603693][bookmark: _Toc375605197]Program Design

Efficient payment processing and effective monitoring start with good program design, clear performance expectations articulated in contracts and service delivery providers (sub-recipients, developers and contractors) with the capacity to adhere to HUD program requirements. The payment and monitoring vendor can assist with program design, either at the beginning stages or by making recommendations for improvements gleaned from performance reviews or best practices. Monitoring verifies that programs have been implemented as designed, provides feedback to both the grantee and the sub-recipient, and demonstrates successful program implementation and compliance. Monitoring also documents program accomplishments and reduces risk of audit findings that lead to repayment of funds. The grantee continues to maintain responsibility to select the most qualified competent partners, communicate expectations and obligations and set up management policies and procedures. Monitoring verifies and can help strengthen the competence of selected partners. 



[bookmark: _Toc375603694][bookmark: _Toc375605198]Best Practice Research

Research conducted on the trends and practices grantees deploy when choosing to outsource administrative activities such as payment processing and monitoring revealed the following: 

1. Grantees have used contractors and title companies for reviewing and processing construction payments. In some cases, grantees have outsourced full program administration to a private firm or other agencies such as redevelopment authorities with mixed results. 

2. Although the majority of grantees continue to perform monitoring functions with internal staff, a growing number are choosing to outsource all or part of these activities. HOME program monitoring appears to be the most common activity outsourced to an external firm; this could be related to the recent decline of HOME certified professionals as many have retired and were not replaced over the last few years.

3. Fully outsourced monitoring requires both programmatic and financial knowledge. Grantees reported contracting with financial audit firms to perform these services. Compliance and performance monitoring requires similar skills as single agency audits. At least one grantee reported using the grantee’s external auditors to perform monitoring services. 

4. Successful outsourcing requires the grantee to develop and negotiate clear expectations with the vendor. Grantees cannot relinquish their overall responsibility for monitoring to an outside firm. Grantees should continue to play an active role in administering the contract with the vendor, ensuring contractual obligations are met, adapting reporting and other tools over time to ensure communication and accountability are clear, and evaluating the contract monitor’s performance at least quarterly during the first year and at least annually or more often at the grantee’s discretion during subsequent years.

5. The grantee issues any final monitoring letters, findings and corrective actions based on monitoring reports and recommendations made by the outsourced monitor. The City should require the vendor to follow-up to ensure corrective measures are implemented.

6. The grantee and vendor should agree on monitoring goals. For example: 

· Assess the quality of departmental and sub-recipient performance.

· Determine the level of departmental and sub-recipient compliance.

· Address departmental and sub-recipient management deficiencies and design corrective actions. 

· Improve or reinforce departmental and sub-recipient performance.

· Highlight departmental and sub-recipient accomplishments. 

· Identify best practices that might be replicated by other partners

· Improve performance of program managers to carry out activities in a timely manner, comply with regulations, improve management quality, solve problems and avoid audit findings

· Identify and recommend opportunities for improvement through program design changes, adoption of best practices or use of new technologies



[bookmark: _Toc375603695][bookmark: _Toc375605199]Monitoring and Payment Processing Roles and Responsibilities

		         Function	

		Contractor

		Grantee



		Contractor Selection

		Respond to RFP

Demonstrate capabilities to perform services

Negotiate contract with clear expectations and firm deliverables articulated in agreement



		Determine monitoring functions to be outsourced

Issue RFP and develop criteria for selection 

Negotiate contract with clear expectations and firm deliverables articulated in agreement



		Risk analysis

		Assess risk for all departments, agencies, sub-recipients, developers and contractors to determine appropriate level of monitoring required for the next three years; updated annually



		Review and approve risk assessment 



		Monitoring Plan

		Develop monitoring plan and schedule based on risk assessment to include:

· Desk reviews & onsite monitoring

· Reporting

· Corrective action, technical assistance and training  recommendations 

· Corrective action follow-up

Develop file checklists, templates or other tools to administer programs



		Review and approve monitoring plans, schedules, checklists,  templates and other tools to conduct monitoring 







		Subrecipient and Program Monitoring

		Conduct desk top and on-site monitoring activities as scheduled

· File review for compliance per checklist

· Beneficiary documentation

Provide draft report of monitoring findings to audited agency

Meet with monitored agency to review findings and corrective action measures

Issue draft report to City

		Review draft report and clarify with monitor

Issue final report to audited agency

Meet with audited agency to review report and corrective measures or to acknowledge results of good monitoring results



		Physical Development Monitoring

		Conduct desk top and on-site monitoring activities as scheduled

· File review for compliance per checklist

· Beneficiary documentation

		On-site physical inspections performed by DCED according to applicable standards based on risk analysis and monitoring plan





		Corrective Action

		Conduct follow-up to ensure corrective actions have been implemented

Provide quarterly report to City on corrective action follow-up

		Review and approve quarterly reports





		Contract Management

		Submit reports as required in agreement

Submit invoices along with performance reports

		Review and approve reports

Review and approve invoices

Evaluate contractor performance annually

Meet with vendor to review contract performance



		Payment Processing

		Receive and review payment requests for accuracy

Resolve payment discrepancies

		Final approval of invoices for payment

Physical inspections

Process cash disbursements

IDIS/DRGR Reporting

HUD cash drawdowns





[bookmark: _Toc375603696][bookmark: _Toc375605200] Non-Construction Payment Processing Workflow

The Department of Community and Economic Development is responsible for overall management of payment processing and monitoring of HUD programs. DCED’s fiscal responsibilities are to provide financial management and oversight of HUD funds; maintain effective internal controls over HUD programs; track actual program costs against program budgets; ensure the timely payment of expenses; provide accurate expenditure and performance reports and comply with Governmental Accountability Office standards. Barring major delays or issues with contractor invoices, the payment process should take no longer than 30 days from the date of submission of the invoice.



a. DCED negotiates a contract or agreement with sub-recipients, private firms, non-profits or other City of Flint departments (Sub-recipient). The contents of the agreement should include:

1. Scope of services and eligible activities

2. Eligible participants

3. Goals and objectives

4. Project requirements such as CDBG benefit test or service delivery standards

5. Implementation schedule and duration of agreement

6. Performance data

7. Project and contract budget

8. Payment procedures and fund disbursements

9. Enforcement provisions

b. All written agreements should also include roles and responsibilities of each party, outcome performance measures, consequences of non-performance and criteria for successful completion of program, service or project.

c. The payment process vendor creates and DCED approves a file maintenance and disbursement checklist. The checklist is reviewed with Sub-recipient to ensure compliance.

d. Sub-recipient performs services as provided in contract. The Sub-recipient is responsible for maintaining client files, benefit documentation, procurement and financial records as prescribed by DCED.

e. Sub-recipient submits invoices and supporting documentation to payment vendor by the 15th of each month following the month of service or in accordance with the contract’s reimbursement schedule. An electronic copy is sent to DCED.  

f. The payment vendor reviews invoice and documentation against the checklist to ensure compliance. Desktop monitoring may be conducted as defined in the monitoring plan. The payment vendor resolves invoice or documentation discrepancies with Sub-recipient. 

g. Sub-recipient has up to fifteen days to cure discrepancies and resubmit invoice for payment. If discrepancies cannot be resolved, payment vendor rejects invoice and sends to DCED for final resolution. 

h. Approved invoices are sent to DCED for payment within ten business days of receipt of invoice. The City of Flint Finance department issues payment within the next ten business days. DCED records expenditures in HUD systems and processes cash draws from HUD.



[bookmark: _Toc375603697][bookmark: _Toc375605201]Construction Payment Workflow

The Department of Community and Economic Development is responsible for the overall management of physical development activities including home repair, single family and multi-family rehab, new construction, commercial development or demolition. DCED’s fiscal responsibilities are to provide financial management and oversight of HUD funds; ensure compliance with housing quality or other construction standards; track actual development costs against program budgets; ensure timely payment of expenses; provide accurate expenditure and performance reports and comply with Governmental Accountability Office standards. DCED will use a title company to conduct lien or title searches prior to final construction payment being released. Assuming no major delays or issues with contractor invoices, the payment process should take no longer than 30 days from the date of submission of the contractor invoice. 

a. DCED negotiates a contract or agreement with contractor or developer (Contractor). The contents of the agreement should include:

1. Scope of services and eligible activities

2. Eligible participants

3. Goals and objectives

4. Project requirements such as benefit test or construction standards

5. Implementation schedule and duration of agreement

6. Performance data

7. Project and contract budget

8. Payment procedures and fund disbursements

9. Enforcement provisions

b. All written agreements should also include roles and responsibilities of each party, outcome performance measures, consequences of non-performance and criteria for successful completion of program, service or project.

c. The payment process vendor creates and DCED approves a file maintenance and disbursement checklist as shown in Exhibit A. The checklist is reviewed with contractor to ensure compliance.

d. Contractor performs services as provided in contract. The contractor is responsible for maintaining client files, benefit documentation, and financial management files as prescribed.

e. Contractor submits invoices and supporting documentation to DCED in accordance with a disbursement schedule included in the contract. An electronic copy is sent to payment vendor.  

f. DCED authorizes an inspection of the construction work. DCED also approves environmental review, Davis Bacon and labor standards documentation. Prior to final construction payment, DCED authorizes a title search from a Title Company under separate contract with DCED.

g. If inspected construction work or other contract compliance issues are rejected, DCED notifies Contractor of discrepancies and corrective action. Contractor has up to 30 days to cure problems and resubmit invoice for payment. 

h. Approved invoices are sent to payment vendor for review. The payment vendor reviews invoice and documentation against the checklist to ensure compliance. Desktop monitoring may be conducted as defined in the monitoring plan. The payment vendor resolves minor invoice or documentation discrepancies with contractor. 

i. Contractor has up to fifteen days to cure discrepancies and resubmit invoice for payment. If discrepancies cannot be resolved, payment vendor rejects invoice and sends to DCED for final resolution. 

j. Approved invoices are sent to DCED for payment within ten business days of receipt of invoice. The City of Flint Finance department issues payment within the next ten business days. DCED records expenditures in HUD systems and processes draws from HUD.

Compliance and Performance Monitoring Workflow

The Department of Community and Economic Development is responsible for the overall management of the payment processing and monitoring of HUD programs. DCED’s monitoring responsibilities are to ensure that sub-recipients and other entities comply with all applicable program and contract requirements and to achieve their objectives within schedule and budget. Monitoring should also offer ongoing support and technical assistance. Monitoring consists of risk analysis, planning, desk and on-site reviews. Monitoring is an on-going process.  



a. DCED negotiates a contract or agreement with contractor or developer (Contractor). The contents of the agreement should include:

1. Scope of services and eligible activities

2. Eligible participants

3. Goals and objectives

4. Project requirements such as benefit test or construction standards

5. Implementation schedule and duration of agreement

6. Performance data

7. Project and contract budget

8. Payment procedures and fund disbursements

9. Enforcement provisions

b. All written agreements should also include roles and responsibilities of each party, outcome performance measures, consequences of non-performance and criteria for successful completion of program, service or project.

c. The Monitor conducts an annual risk assessment. A monitoring plan is developed based on the risk assessment and submitted to DCED for approval. The approved monitoring plan is reviewed with sub-recipient or contractor in advance of any monitoring activities.

d. Contractor performs services as provided in contract. The contractor is responsible for maintaining client files, benefit documentation, and financial records as prescribed by DCED.

e. Monitor performs monitoring activities in accordance with approved plan for each sub-recipient or contractor. Monitor reviews initial monitoring findings or concerns with sub-recipient/contractor. Monitor incorporates sub-recipient/contractor response into monitoring report or determines if finding is still warranted. DCED performs physical inspections of properties in accordance with applicable standards and approved monitoring plan.

f. Monitor submits monitoring report, supporting documentation and recommended corrective action to DCED. DCED issues formal monitoring report to sub-recipient or contractor. DCED and Monitor meet with sub-recipient to review performance and monitoring report.

g. Sub-recipient/contractor submits plan of correction action if necessary. Monitor performs follow-up to ensure corrective action has been taken.

h. Monitor provides DCED with compilation/analysis of results on an annual basis, highlighting recommendations for training/capacity building for some or all Contractors.  



Outsourced Vendor Performance Monitoring

The Department of Community and Economic Development is ultimately responsible for ensuring eligibility of expenditures, timely payment of vendor invoices and adequate monitoring and oversight of HUD programs. These functions can be outsourced to a vendor, but the final responsibility remains with DCED. Consequently, DCED must perform oversight of the vendor seeking to avoid replication of the vendor’s work. DCED should perform the following oversight tasks:



1. Approve all checklists and compliance requirements submitted by outsourced vendor

2. Establish frequent norms for communication including monthly activity reports, regular meetings to review performance and annual contract renewal meetings

3. Randomly spot check invoices vendor has approved for payment to ensure compliance; take immediate corrective action if needed
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Performance Measures

Presented below are samples of measures that may be used to determine the performance of the contractor retained to perform compliance and monitoring services for the City. The city should establish clear goals for the compliance and monitoring effort. Measures can then be established to determine the contractor’s progress in meeting those goals.

		Performance Area

		Measure

		Description



		Risk Analysis

		· Number of Risk Assessments Completed/Total Number of Contracts

· Timely and accurate risk assessments

· Risk Assessment Objectives 

		· Provides a ratio of risk assessments completed to total contracts being monitored for a monitoring period. 

· Target Time frame for Risk assessments to be completed

· Clear list of obtainable objectives for risk management for each agency being monitored



		Monitoring Activities

		· Number of Monitoring Activities scheduled for the monthly reporting period.

· Number of on-site monitoring visits completed as compared to schedule

· Number of monitoring reports submitted as compared to schedule



		· Measures the level of effort for monitoring activities





· Measures the level of effort for monitoring activities



· Measures the level of effort for monitoring activities



		[bookmark: _GoBack]Corrective Actions

		· Number of Agencies Requiring Corrective Actions

· Number of each type of corrective action required (Common Risk Areas)

· Number of Corrective Actions completed/total number of corrective actions

		· Measures success of compliance effort over time



· Identifies major areas in need of training or technical assistance across all agencies.

· Percent of corrective actions completed



		Payment Processing

		· Number of payment requests reviewed within 10 business days of receipt

· Error rate of invoices approved by vendor for payment rejected by City of Flint

		· Measures of vendor’s responsiveness



· Measures accuracy of vendor’s invoice approval
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[bookmark: _GoBack]CITY OF FLINT – DEPARTMENT OF COMMUNITY AND ECONOMIC DEVELOPMENT

REQUEST FOR PROPOSALS 

HUD PROGRAMS PAYMENT PROCESSING AND 

COMPLIANCE AND PERFORMANCE MONITORING SERVICES



July 28, 2014 

I. Key Dates and Information Summary:



RFP Issue Date:			July 25, 2014



RFP Issuing Office:		City of Flint

				Department of Community and Economic Development



Proposals are to be sent to:	City of Flint, Department of Community and Economic Development

				Attn: Tracy Atkinson, Chief Officer

				Flint, MI



Proposal Due Date:		August 22, 2014, 5:00 PM



RFP Questions and Inquiries:



Questions concerning the RFP may be submitted, in writing, email using the subject line “RFP for Payment Processing and Compliance and Performance Monitoring Services” to the attention of the individuals listed below. Questions and inquiries related to this RFP must be received by DCED no later than August 1, 2014, 5:00 p.m., to the attention of Tracy B. Atkinson, Chief Officer, Department of Community and Economic Development, at tatkinson@cityofflint.com.  Questions will be answered in writing.  Answers will be sent to the prospective contractor who submitted the question(s). 

	



II. Proposal Information



The City of Flint Department of Community and Economic Development (DCED) is seeking proposals to retain one or more qualified contractors to process payments for sub-grantees and contractors and to perform compliance and performance monitoring for all HUD programs. The City receives an annual allocation of Community Development Block Grant (CDBG), HOME and ESG funds and may have long-term affordability monitoring requirements for Neighborhood Stabilization Program Funds. The City is requesting that the Contractor(s) selected under this RFP will perform the following services:  

1. Payment Processing 

2. Compliance and Performance Monitoring 



Responses should be limited to the provision of these services only.  Specific responsibilities are detailed in the Scope of Work section of this RFP.



The contractor(s) selected will be required to enter into and sign a written contract with DCED. The contract will contain terms and conditions required by DCED that will be in effect for the duration of the contract. It is anticipated that the contract(s) will commence on September 15, 2014 and end on September 14, 2015. At its discretion, DCED may extend the contract for two (2) additional one-year periods. The contractor shall function as an independent contractor(s) for purposes of the contract and neither the contractor nor its employees shall be considered DCED or City of Flint employees. Proposals may be submitted only for the entire scope of processing payment requests and completing compliance and performance monitoring services. 

DCED enters into annual sub-recipient agreements with several external organizations for administering and implementing HUD funded programs and services. DCED monitors sub-recipients annually. Rental and homeownership housing that is acquired, developed or constructed with HOME or NSP funds must meet long-term affordability requirements. The contractor will monitor to ensure that all HUD-funded projects meet applicable affordability requirements.  Monitoring includes monthly desk-monitoring of payment requests as well as annual compliance and performance monitoring and on-site inspections as required by the various HUD programs. 

A summary of the scope of services to be provided is outlined below. Note that the scope of services may be adjusted based on recommendations from the monitoring consultant, new HOME guidance, and/or other information from HUD. Any material changes to the scope of services must be agreed to in writing by both parties. Any changes in scope that requires a change in compensation must be agreed to in writing prior to work being performed.

III. Overview of Contractor Responsibilities:



Contractors selected must perform services in accordance with the DCED contract, federal law, HUD and/or IRS regulations and requirements in effect at the time of the file audit. Under this RFP, prospective contractors will competitively bid to perform payment processing and HUD compliance and performance monitoring services for but not limited to the following:

· HUD Programs managed directly by DCED

· HUD Programs managed by other City of Flint departments 

· HUD Programs managed by sub-recipients

· Programs or services such as housing development contracted to private firms, Community Housing Development Organizations, developers and other non-profits

IV. Scope of Services



Contractor(s) selected must be capable of providing the following proposed services:

Process Monthly Payment Requests

1. Review monthly invoices and requests for reimbursement for HUD eligibility

2. Verify the accuracy, amounts billed and services rendered as compared to contracts or agreements with subrecipient or contractor invoices

3. Ensure appropriate documentation is submitted to support payment of invoices

4. Resolve billing discrepancies with subrecipient or contractor





Monthly and Annual Compliance and Performance Monitoring Services



1. Conduct risk analysis of HUD programs, internal Flint CDBG-funded departments, external sub-recipients, developers and contractors for development of a monitoring plan

2. Design a programmatic and financial compliance and performance monitoring plan; the plan should be informed by HUD’s Community Planning and Development monitoring guide, including HUD monitoring checklists. These checklists identify specific documents and records that must be retained by the grantee to demonstrate compliance with program, project, general administrative, and other Federal requirements.

3. Implement the monitoring plan - Conduct monitoring reviews of HUD programs, program administrators, sub-recipients, developers and contractors responsible for performing work under a HUD funded agreement or contract.

4. Monitor organizations’ performance against stated goals and objectives.

5. Communicate monitoring results to audited agency or department.

6. Submit monitoring reports and recommended corrective action to grantee.

7. Provide recommendations for technical assistance or training to address common findings or specific deficiencies as warranted.

8. Follow-up to ensure corrective actions have been implemented.

DCED manages approximately $5 million annually of HUD funds. The department has on-going management responsibility for monitoring HOME, CDBG, ESG, and/or NSP housing development projects during the required affordability period. The contractor(s) is expected to process payment requests for and undertake compliance and performance monitoring of approximately 35 contracts.  Note:  these are approximate numbers, actual number of contracts may increase or decrease during the year due to reprogramming, cancellation, or change orders.

1. Fifteen external organizations managing CDBG contracts with an average value of $99,000.

2. Four internal departments utilizing HUD CDBG funds for public services, public infrastructure and city services such as code enforcement; total value of these contracts for the 2014/15 fiscal year are approximately $438,000.

3. HOME contracts for area CHDO’s or Private Developers

4. Eight sub-recipients managing 14 ESG  shelter, homeless prevention, rapid rehousing, administration, and data collection contracts in a total amount of approximately $294,000

V. Qualifications and Experience for Performing Monitoring: 



All qualified applicants will be considered. Individuals as well as corporate entities may submit proposals.

Prospective contractors must demonstrate in the response a minimum of 5 years of experience performing monitoring and/or auditing services for compliance with federal regulations and/or HUD program requirements and evaluating program performance.

Monitors must possess technical knowledge of the following HUD program rules and regulations and proficiency in calculating rents and household income, determining resident eligibility and evaluating these and other factors for compliance with a variety of federal housing programs:

· Community Development Block Grant (CDBG)

· HOME

· Emergency Shelter Grants

· Neighborhood Stabilization Program

VI. Evaluating Qualifications:



Proposals will be evaluated on the basis of the contractor’s ability to demonstrate a high degree of experience, training and proficiency in the various functions to be performed. DCED will specifically consider the contractor’s understanding, knowledge and experience in the following areas: 

· Demonstrated knowledge and experience of Community Development Block Grant and ESG programs, rules and regulations;

· Demonstrated knowledge and experience in HOME, NSP and/or other affordable housing programs including beneficiary eligibility determination; 

· Ability and the capacity to identify and report program noncompliance or payment issues in a timely, concise and accurate manner to DCED and agencies undergoing review;

· Sufficient staffing capacity to meet all process deadlines;

· Equivalent combinations of training and/or experience that provide the required knowledge, skills, and abilities will be evaluated and considered on an individual basis.

VII. GUIDANCE FOR SUBMITTING PROPOSALS 



Proposals (original and copies) must be submitted with the information organized into sections as designated herein.  Please respond to only the components of this RFP – no additional information is requested.

Proposal Contents: 

The proposal must contain the following information: 

1. Cover Page 

The cover page must be on the prospective contractor’s letterhead and be labeled with the following identifying information:

a. DCED Compliance and Performance Monitoring RFP Proposal 

b. Proposed Services:  Payment Request Processing and Compliance and Performance Monitoring

c. Proposal Date

2. Introduction 

The Introduction section must include the following information: 

a. Name of individual(s) and/or entity submitting the proposal 

b. Brief statement of the individual’s or entity’s credentials and the capacity to perform the proposed services (payment request processing and monitoring).

3. Qualifications, Experience and Capacity 

a. A detailed description of the individual’s and/or firm’s qualifications, experience and capacity that demonstrate its capability to perform payment request processing and compliance and performance monitoring services.  

b. A reference list of other state or local agencies for which the firm has acted, or is currently acting, as a contractor for processing payment requests and compliance and performance monitoring. The list of agencies shall include: 

· The name of the agency

· Agency contact person’s name and title 

· The address, telephone number and email address of agency contact person 

· Dates of service

c. A brief but detailed description of the services currently provided 

d. A reference list of similar types of contracts successfully completed with a sample of the work. The list of contracts shall include: 

· The name of the client firm 

· The contact person name and title 

· The address, telephone number and email address of the contact person 

· A brief but detailed description of the services performed 

· The beginning and ending contract dates



4. Organization Chart and Personnel Information 

This section must include detailed information regarding the individuals who will be directly involved in providing services under this RFP contract, including any subcontractor firms.  The response should include the specific component of work each person will be responsible for.  This information should also be identified on the Services/Responsibilities Chart included at the end of this RFP.

· Listing of Personnel – must include names, titles and a brief description of each individual’s particular role or function within the organization. The listing should clearly designate the name and title of the individual who will function as the designated contact person for the contract. The listing must contain the designated contact person’s address, telephone, fax and email address. The contractor’s main office information should also be provided, if different than the contact person. 

· Detailed Resumes – must include resumes for all personnel that will be directly involved in providing the services under this contract, including any proposed subcontractors and their employees. 

· Subcontractor Information (if applicable) – if a subcontractor will be utilized, detailed information regarding the entity must be provided as well as resumes and certifications for the individuals who will be performing services under the contract. 





5. Project Management Plan

This section should include a description of the prospective contractor’s overall approach to managing the project including organization, support resources, work plan and reporting. 



6. Proposed Fee Schedule

The Proposed Fee Schedules must be stated to include all expenses, including reporting and follow-up services, training, materials, travel, etc. for the contract time frame.  A cost estimate of the total amount required to perform all identified services must be provided.  

7. Other Required Documentation 

· Certificate of Good Standing, if applicable 

· Certificate to do business in Michigan 

· Resumes, Certificates of Training and/or Professional Certifications 

VIII. Potential Conflicts of Interest Disclosure



No prospective contractor or any person who is an employee, agent, consultant or officer may have a financial interest or obtain a financial interest in any development to be inspected or audited under this RFP by the prospective contractor either for themselves or for those with whom they have family or business ties. Prospective contractors must disclose any conflict or potential conflict of interest to DCED. For good cause, DCED may, in its sole discretion, waive the conflict of interest. 

IX. Proposal Due Date: 



Proposals must be received no later than 5:00 P.M. on August 22, 2014.   Late proposals will not be accepted. 

Delivery of Proposals: 

· One (1) original and four (4) copies of the proposal must be delivered to: 



Tracy B. Atkinson, Chief Officer, Department of Community and Economic Development, City of Flint, 1101 S. Saginaw Street, South Building, Flint, Michigan 48502



· An electronic copy of the proposal document and all attachments must also be emailed to DCED at the email address below with the subject line “HUD Programs Payment Processing and Monitoring Services”: 

Tatkinson@cityofflint.com

X. RFP Modifications and Additional Guidance: 



DCED may modify the RFP and/or provide additional guidance prior to the date for submitting the proposal by issuing an addendum to all parties who were sent notification of the RFP or were otherwise known to have obtained this RFP for bidding purposes. Any additional guidance information regarding this RFP will be posted on the DCED’s website at www.cityofflint.com/dced

XI. Terms of Contract: 



The term of the contract(s) will be from September 15, 2014 through September 14, 2015, with possible extensions through September 15, 2017. 

XII. PROPOSAL EVALUATION AND SELECTION 



DCED will review all eligible proposals to determine if they meet the minimum qualifications specified in this RFP. Proposals that meet the RFP requirements shall be submitted to the evaluation committee established for that purpose and the committee will evaluate and score the proposals using the criteria specified below. In evaluating the proposals, technical merit will have greater weight than financial merit.

Evaluation Criteria: 

1. 25 points - Experience and General Capability – Prospective contractors will be evaluated on the capability of the firm/individual and its personnel to perform payment processing and compliance and performance monitoring services in accordance with federal and state regulations. 

2. 25 points - Experience and Qualifications of Key Personnel – DCED will assess the experience and qualifications of specific personnel who will provide the services, their professional and educational background, etc. 

3. 30 points - Project Management – The prospective contractor will be evaluated on its overall approach to payment processing, compliance and performance monitoring, and satisfying the requirements of the RFP. The following items will be evaluated: 

· The prospective contractor’s overall approach to managing the project including organization, support resources, work plan and reporting will be used as the basis for this portion of the evaluation.

· Ability of the firm/individual to report in an accurate and timely manner, based upon agreed upon reporting criteria. 

· Potential Conflicts of Interest Disclosure – The prospective contractor will be evaluated on potential conflicts of interest identified. DCED will carefully review and consider the nature and extent of the potential conflicts disclosed. 

4. 20 points - Fees – The prospective contractor must propose fees and include a total cost estimate to perform all services. DCED will review and consider the proposed fee schedule,  services to be provided, and total cost estimate 

DCED reserves the right to reject any or all proposals, to waive any informality or technical defect in the proposal or to award the contract in whole or in part, if deemed to be in the best interests of DCED to do so. DCED will award the contract to the firm(s), institution(s) or agency determined by DCED to have submitted the most responsive and responsible offer, based upon the criteria specified in this Request for Proposal. Selection of the contractor(s) may not necessarily be based solely on price but will include the consideration of other relevant factors.
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SERVICES / RESPONSIBILITIES CHART

		Proposed Services/Responsibilities

		Personnel Responsible

		Estimated Cost



		

		

		



		Process Monthly Pay Requests

		

		



		Review monthly invoices and requests for reimbursement for HUD eligibility

		

		



		Verify the accuracy of amounts billed and services rendered as compared to contracts or agreements with subrecipient or contractor invoices

		

		



		Ensure appropriate documentation is submitted to support payment of invoices

		

		



		Resolve billing discrepancies with subrecipient or contractor

		

		



		Monthly and Annual Monitoring Services

		

		



		Conduct risk analysis of HUD programs, internal Flint CDBG-funded departments, external subrecipients, developers and contractors for development of a monitoring plan.

		

		



		Design a programmatic and financial compliance and performance monitoring plan; the plan should be informed by HUD’s Community Planning and Development monitoring guide, including HUD monitoring checklists.  These checklists identify specific documents and records that must be retained by the grantee to demonstrate compliance with program, project, general administrative and other Federal requirements.

		

		



		Implement the monitoring plan – Conduct monitoring reviews of HUD programs, program administrators, subrecipients, developers and contractors responsible for performing work under a HUD-funded agreement or contract.

		

		



		Monitor organizations’ performance against stated goals and objectives

		

		



		Communicate monitoring results to audited agency or department

		

		



		Submit monitoring reports, recommended corrective actions, and monitoring results to grantee

		

		



		Provide recommendations for technical assistance or training to address common findings or specific deficiencies as warranted

		

		



		Follow up to ensure corrective actions have been implemented

		

		



		TOTAL COST

		







