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Section 1:  Program Introduction
The Shelter Plus Care (S+C) program is authorized under Subtitle F of the McKinney-Vento Homeless Assistance Act. 

Since 1992, HUD has awarded Shelter Plus Care (S+C) funds to state and local governments and public housing agencies (PHAs) to serve a population that has been traditionally hard to reach - homeless persons with disabilities such as serious mental illness, chronic substance abuse, and/or AIDS and related diseases. The S+C program was built on the premise that housing and services need to be connected in order to ensure the stability of housing for this population. Consequently, S+C provides rental assistance that local grantees must match with an equal value of supportive services appropriate to the target population. 

Local S+C projects are typically implemented through partnerships that include: 

· a grantee; 

· one or more nonprofit housing sponsors that own or coordinate leasing of housing for program participants; and 

· a network of supportive services providers. 
Program Purpose:
The purpose of the program is to provide permanent housing in connection with supportive services to homeless people with disabilities and their families. 

The primary target populations are homeless people who have: 

· serious mental illness; and/or 

· chronic problems with alcohol, drugs or both; and/or 

· Acquired immunodeficiency syndrome (AIDS) or related diseases. 

The program provides rental assistance and assistance for utilities for a variety of housing choices, accompanied by a range of supportive services funded by other sources. 
Program Goals:
The goals of the Shelter Plus Care Program are to assist homeless individuals and their families to: 

· Increase their housing stability; 

· Increase their skills and/or income; and 

· Obtain greater self-sufficiency. 

Funding Process:
Funding for new S+C projects is awarded competitively through HUD's Continuum of Care process to eligible applicants: States, units of local government and public housing authorities (PHAs). Successful applicants become "grantees" once the S+C grant agreement is fully executed. 

HUD publishes an annual Notice of Funding Availability (NOFA) in the Federal Register announcing the combined competition for three homeless assistance programs: Shelter Plus Care, the Supportive Housing Program and the Section 8 Moderate Rehabilitation Single Room Occupancy (SRO) Program for Homeless Individuals. 
Following review of the Continuum of Care applications, HUD selects projects for funding based upon the criteria found in the NOFA. Successful applicants will receive a Letter of Conditional Award. The letter outlines any conditions the S+C applicant must meet before the grant can be executed and program activities can begin. The grant agreement must be signed by both the applicant and HUD. The term of the grant begins as of the date that HUD signs the agreement.  

When a local sponsor wishes to apply for these programs, it is important that they work with their local Continuum of Care and the Indiana Housing and Community Development Authority (IHCDA) while planning their project. 
The collaboration of local providers, state agencies, and the federal government is the backbone of our Shelter + Care programs. In keeping with Shelter + Care’s intent to reduce homelessness, program participants are encouraged to work towards greater stability and self sufficiency by developing short and long term goals with their service provider. Service providers assist individuals with various housing related needs including communication with their landlord. Participants are supported in pursuing treatment, case management, educational and job training opportunities. The ‘care’ component must be equivalent to the rent portion of the subsidy on a grant-by-grant basis. A typical example: if the subsidized rent is $410/month, there needs to be a matching value of services. 

Grantees, Sponsors, and Supportive Services Providers:
At the local level, S+C projects typically involve a partnership among a grantee agency, one or more housing sponsors, and a network of supportive services providers. 

· Grantees are ultimately responsible for the S+C grant, but may either administer the local project directly or delegate project responsibilities to one or more sponsors. Grantees must be a unit of local government, a public housing authority, or a state. 

· Sponsors are usually nonprofit organizations that provide housing to homeless people with disabilities. Grantees may delegate responsibility for rental assistance administration to one or more sponsors. Sponsors may also provide supportive services. 

· Supportive services providers enable participants to maintain stable housing, address their social service and treatment needs, build skills, and enhance their ability to make decisions about their lives. 
Program participants pay 30% monthly adjusted gross income or 10% of their monthly gross income (whichever is higher) of their income towards rent and Shelter Plus Care subsidizes the remaining portion of the rent. 

Supportive services should be accessible and flexible and target housing stability. The tenant’s needs and goals should be clearly reflected in the design of the supportive services program.  Service programs may require adjustment as the needs and interests of individual tenants evolve and change. Support services should help ensure stability, maximize each tenant’s ability to be self-sufficient, and be appealing and easily accessible.

Projects vary in how they provide services, but they uniformly stress housing stability as a basic and primary goal. In promoting housing stability, service providers focus on helping tenants meet their lease obligations, including paying rent, maintaining a safe and healthy living environment, allowing others the peaceful enjoyment of their homes and complying with lease obligations. In addition, services should foster, to the extent possible, independent living.

The S+C statute requires that grantees provide opportunities for at least one current or formerly homeless individual to participate in a board of directors or other policy-making entity to advise on decisions affecting S+C housing. 

This requirement may be waived if the grantee is unable to comply and provides HUD with an alternate plan for consulting with homeless people about the local project. [24 CFR 582.300] 

Section 2:  Eligible Activities and Participants

1. Homeless: To be eligible for assistance, the participants need to meet particular guidelines.  First, the individual applying for assistance must be homeless.  

In general, a person is considered homeless, if without HUD assistance, he or she would have to spend the night in a homeless shelter or in a place not meant for human habitation.  More specifically, an individual is considered homeless if he or she is:

· Sleeping in an emergency homeless shelter;

· Sleeping in places not meant for human habitation, such as cars, parks, sidewalks, or abandoned or condemned buildings

· Living in transitional/supportive housing but having come from streets or emergency shelters*
*If your S+C is a Samaritan Project (100% chronic homeless), the client cannot come from transitional housing/supportive housing, they have to come from an emergency shelter or the streets.

Samaritan Project is for chronically homeless persons.  HUD defines a chronically homeless person as an “an unaccompanied homeless individual with a disabling condition who has either been continuously homeless for a year or more OR has had at least (four) episodes of homelessness in the past three years.”  To be considered chronically homeless a person must have been on the streets or in an emergency shelter (i.e, not transitional housing) during these stays. 

How to Document Persons who are Homeless:

From an Emergency Shelter: 
The grantee or project sponsor must have written verification from the emergency shelter staff that the participant has been residing at an emergency shelter for homeless persons. The verification must be on agency letterhead, signed and dated.

From Transitional Housing: 
The grantee or project sponsor must have written verification from the transitional housing facility staff that the participant has been residing in the transitional housing. The verification must be on agency letterhead, signed and dated.
The grantee or project sponsor must also have written verification with a letter from the original agency verifying that the participant was living on the streets or in an emergency shelter prior to living in the transitional housing facility (see above for required documentation) or was discharged from an institution or evicted prior to living in the transitional housing facility and would have been homeless if not for the transitional housing (see below for required documentation).
Exception:  If you have a Chronic Homeless Population S+C Program, the clients must come from an emergency shelter and/or the streets only.  
From Living on the Street: 
The grantee or project sponsor should obtain information to verify that a participant is coming from the street. This may include names of other organizations or outreach workers who have assisted them in the recent past who might provide documentation. If you are unable to verify that the person is coming from the street, have the participant prepare or you prepare a written statement about the participant’s previous living place and have the participant sign the statement and date it.
If an outreach worker or social service agency referred the participant to your agency, you must obtain written verification from the referring organization regarding where the person has been residing. This verification should be on agency letterhead, signed and dated.

Persons coming from a Short-term Stay (up to 30 consecutive days) in an Institution:
The grantee or project sponsor must have written verification on agency letterhead from the institution’s staff that the participant has been residing in the institution for 30 days or less. The verification must be signed, dated, and on agency letterhead.
The grantee must also have written verification that the participant was residing on the street or in an emergency shelter prior to the short-term stay in the institution.


Definition of Disability and Documentation:

The definition of disabled [24 CFR 582.5] that is used as the basis for determining eligibility in the S+C program is the same as that used in the Section 811 (Supportive Housing for Persons with Disabilities) program. Persons with disabilities are defined as: 

"Persons with disabilities" — a household composed of one or more persons at least one of whom is an adult who has a disability. A minor child with a disability would not qualify for S+C.  
1. A person shall be considered to have a disability if such person has a physical, mental, or emotional impairment which is expected to be of long-continued and indefinite duration; substantially impedes his or her ability to live independently; and is of such nature that such ability could be improved by more suitable housing conditions.

 Results in substantial functional limitations in three or more of the following areas of major life activity;

(A) Self-care
(B) Receptive and expressive language;
(C) Learning;
(D) Mobility;
(E) Self-direction;
(F) Capacity for independent living; and
(G) Economic self-sufficiency; and 

-Reflects the person's need for a combination and sequence of special, interdisciplinary, or generic care, treatment, or other services that are of lifelong or extended duration and are individually planned and coordinated. 

2nd Criteria: Participants must have a disability that the need for treatment is expected to be of a long, continued, and indefinite duration; the disability substantially impedes his/her ability to live independently and that the disability could be improved by more suitable housing conditions. For example, drug or alcohol abuse or an HIV/AIDS condition that does not substantially impede a person's ability to live independently does not qualify as a disability in the S+C Program. 
 The primary disabilities with the program and Indiana S+C programs are: 
· The individual has a primary diagnosis of a serious mental illness. 

· A disability that includes drug and/or alcohol abuse or dependency or both

· An individual diagnosed with AIDS/HIV to be eligible.  

The verification of the disability must be a credentialed psychiatric title (MD) or medical professional trained to make such a determination (example: Ph.D., RN).  The possession of a title such as case manager or substance abuse counselor does not by itself qualify a person to make a determination. 

It is important to remember that a participant only needs to be diagnosed with one disability to be eligible, yet they must be homeless.
The target disability population that you documented on the McKinney Vento application to HUD is the population that you need to target.  You cannot change your target population without approval from HUD first.  

Written documentation that a person's disability meets the program definition must come from a credentialed psychiatric or medical professional trained to make such a determination. The possession of a title such as case manager or substance abuse counselor does not by itself qualify a person to make that determination. "Self-certification" is also unacceptable.

Eligible Activities:

The statute that created the Shelter Plus Care program strictly limits the kinds of activities that may be funded through S+C grants. The eligible activities are: restricted to rental assistance for program participants and administrative costs associated with administering the rental assistance. 

Rental Assistance

Grantees help make housing affordable for program participants by using S+C grant funds to pay the difference between the actual rent for a unit and 30 percent of the participant's adjusted income. (See Section 3 for more information on determining allowable rent levels and calculating tenant rent payments.) 

Rental assistance can take several forms: 

· monthly rent payments; 

· when necessary, a security deposit in an amount up to one month's rent; and 

· one month's rent for housing units vacated by a program participant. The term "vacated" excludes brief periods of inpatient care (limited to 90 days for each occurrence). (See 582.105 (d))

(See Cost Savings/Grant Savings regarding damage deposit info). 
Grant funds can also be used to help offset utility costs paid by the participant if utilities are not included in the rent. Where rent does not include utilities, the tenant's contribution is reduced to allow for a reasonable utility allowance. 

· Grantees may obtain a utility allowance schedule from IHCDA.  We have one prepared annually and they come out in April.  
· If the reasonable utility allowance is more than the tenant rent contribution, the tenant must be reimbursed for the difference from S+C grant funds.  
Assistance to Non-citizens: 
HUD offers the language below as guidance to grantees: 

The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 impose restrictions on eligibility for receipt of public benefits. Governmental entities should consult with their legal counsel for interpretation. Nonprofit charitable organizations are not required to, but may, verify an applicant's citizenship or immigration status. If a nonprofit elects to do so, they should also consult with legal counsel, as they must follow the procedures required by the Act.

Components of Shelter Plus Care – most common in Indiana currently:

Currently in Indiana we have either TRA or SRA Components.  There are more components but these two options are the most favored for our area. See S+C HUD Manual for other options. 
Tenant-based Rental Assistance (TRA) component:
Under the TRA component, an applicant may request funds to provide rental assistance on behalf of program participants who choose their own housing units. If a participant decides to move, he or she may take their rental assistance to the new housing unit. 

Applicants may require participants to live in a particular structure for the first year of assistance and in a particular area for the remaining period of assistance, or may require participants to live in a particular area for the entire rental assistance period. Such a requirement may be implemented if it is necessary to facilitate the provision of supportive services. 
Sponsor-based Rental Assistance (SRA) component:
Under the SRA component, an applicant may request grant funds to provide rental assistance through a contract(s) with a nonprofit organization(s), called a sponsor. The nonprofit organization may be a private nonprofit organization or a community mental health center established as a public nonprofit organization. The units to be used must be owned or leased by the sponsor. 

After a grant is awarded, the sponsor may change sites provided the sponsor continues to own or lease the property and the grantee continues to serve the overall number of persons indicated in its approved application. A site change may occur because the sponsor has found it necessary to change the type of housing provided (for example, to lease 6 one-bedroom units rather than one unit that accommodates 6 persons), changes in the availability of units, or other similar reasons. 

S+C Application Process for Participants:
Sponsors need to complete the S+C Intake Application Packet for the participant prior to admission to the Shelter Plus Care Program.  Sponsors must have written documentation in the client’s files that qualifies each participant as having met the program definition of disability and homeless criteria. 
HMIS Intake and Discharge Forms from the HMIS system, 
Documentation of Disability Form, 
Homeless Documentation Form, Chronic Homeless form if needed
Confidentiality Release Form, 
Income Documentation Form.    
Zero Income Affidavits
Section 3: Leasing & Income, Recertification Requirements:
Applicants need to have very low income or no income to be eligible for the project.  If a client does have an income, they will be required to make a co-payment on their rent and/or utility bills.  The amount of the co-pay is dependent on their monthly gross income at a 30% rate or 10% rate whichever is higher. (See calculating rent section) 

Low-income means an annual income not in excess of 80 percent of the median income for the area, as determined by HUD. HUD may establish income limits higher or lower than 80 percent of the median income for the area on the basis of its finding that such variations are necessary because of the prevailing levels of construction costs or unusually high or low family incomes.  (IHCDA has the levels on their website if needed). 
Very low-income means an annual income not in excess of 50 percent of the median income for the area, as determined by HUD, with adjustments for smaller and larger families. HUD may establish income limits higher or lower than 50 percent of the median income for the area on the basis of its finding that such variations are necessary be) cause of unusually high or low family incomes. 
http://www.in.gov/ihcda/files/2009_Rents_and_Incomes_Combined_Notice.pdf
 Only look at the income limits.  The rent limits do not apply with S+C.

As required by statute, S+C program operators must reexamine participants' income at least annually and make any needed adjustments to the participants' rent contribution amount.
The S+C participant may request an interim reexamination if there is a change in family composition (such as the birth of a child) or a decrease in household income.

Participants whose income increases during the year do not have to have their rent increased until the next scheduled (annual) reexamination.
Locating Units and Developing Relationships with Landlords

S+C housing can take several forms: scattered-site rental units, clustered units within a building or development, or an entire building that houses only S+C clients.

Most S+C components require that grantees or sponsors establish relationships with landlords who are willing to lease units to S+C participants.

Conducting outreach to landlords and explaining the purpose of the program is very important because many landlords have little experience with formerly homeless and disabled tenants. Grantees must demonstrate the benefits offered to landlords and participants alike, including:

· Certainty of payment; 

· Assurance that participants will receive the supportive services they need; and 

· Support from the sponsor if any problems arise. 

Locating Housing

For SRA Scattered Site or TRA Scattered Site:  The purpose of Shelter Plus Care is to provide permanent housing to homeless individuals with disabilities.  Participants may search for a studio, single family detached unit, duplex or two family units, an apartment or a manufactured home.  Case workers should assist participants in locating a unit that is best for that individual or family.  Participants may not move into units that do not correspond with their family size. 

The applicant has 60 days from the time of assignment to use a slot. If the slot is not utilized the applicant or their service provider(s) may request up to two 30-day extensions. Extension requests must be submitted in writing to the Sponsor. A verbal extension would be appropriate as long as it was written in the file accordingly. Extensions will be granted to applicants when it is shown that housing is actively being sought or for other good cause (i.e. hospitalization, family emergencies, etc). If an extension is not requested or approved, then the slot may be re-assigned.
Household Composition:  Unit Sizes and limitation:
Clients can only lease a unit within the county the program was awarded. The client cannot rent a unit larger than their household.  Example:

Single: Single unit.  There are no 2 bedrooms for storage, medical supplies, etc.

Single with a caregiver: 2 bedroom.  Requires a Medical Doctor to certify that the participant requires a live-in caregiver.  Caregiver only allowed one room. The caregiver’s income is not included in rent calculation. 
Couple/Married: Single unit.  No separate rooms for a couple. There is no requirement that couples be married in order to live together.  The income of the partner would have to be considered for the rental calculation.  
Families – Example; Mother with 2 children:  Three bedrooms is the limit.
Two Children/Different Sex: Share a room until one of them is six (6) years or older.
No More than 2 in room. In no case will more than two (2) persons be assigned to a single bedroom.

Two children - Same Sex: must share a room (pregnant teenager – share with infant)

Child in Foster/CPS:  A child who is temporarily away from the home because of placement in foster care may be considered a member of the family in determining the family unit size, for up to one-year duration from the time of placement. 
Other friends and family members:  would not be able to live with the client. 

Household must have custody or joint custody: in order to be allowed to have a bedroom for child. Visitation does not qualify for having a bedroom. 

For Family S+C Programs:  If participant has no child or custody of child at time of intake but later retains custody, the program is allowed to obtain a larger unit to accommodate the child. 
Subsidy Size by Number of Units:

The number of bedrooms appropriate to the family size: 

	Subsidy Standards
	HQS Standards

	S+C Approved Size
	Min. No. Persons in the H’hold
	Max. No. of Persons in the H’hold
	Unit Size
	Max Occupancy
(Counting LR as sleeping area)

	0-BR
1-BR

2-BR

3-BR

4-BR

5-BR

6-BR
	1
1

2

4

6

8

10
	1
2

4

6

8

10

12
	0-BR
1-BR

2-BR

3-BR

4-BR

5-BR

6-BR
	1
4

6

8

10

12

14



· Rental Assistance Program (RAP) Participant Form with Contractor (TRA) 
· Request for Unit Approval Form (TRA Scattered site)

· Rental Assistance Payment Contract with Landlord and Contractor (TRA)

· Sublease between Tenant & Contractor (SRA)

· Lease Addendum (TRA &SRA)

· Rent Reasonable Form (TRA & SRA)

· Rental Calculation Excel Form (TRA & SRA)

· Housing Quality Inspection Form (HQS) TRA and SRA

Housing Quality Standards:
Housing Quality Standards (HQS) set acceptable conditions for interior living space, building exterior, heating and plumbing systems, and general health and safety. Before any rental assistance may be provided, the grantee, or another qualified entity acting on the grantee's behalf (but not the entity providing the housing), must physically inspect each S+C unit to ensure that it meets HQS. [582.305(a)]
· Sponsors that are SRA owned units cannot be inspected by the agency that owns the property.  Contact your local housing authority to see if they would be able to provide the inspections. 
Any housing quality problems must be corrected within 30 days from the start of the lease, and the sponsor must verify that all problems have been corrected.  
For first time inspection, the client should not sign lease until the inspection passes.  

The sponsor should have the initial inspection within 10 working days of finding the unit.  

· During recertification of the unit, the landlord is required to repair any structural damages to the unit. Ultimately, the landlord is responsible for all damages to be repaired.  If there are life hazardous issues, require the damage to be repaired within 24 hours.   
Some HQS violations constitute a hazardous situation for the family. Families should not move into a new unit until the situation is remedied.  If a participating family already occupies the unit they should make arrangements to leave the unit until the situation is remedied, particularly where there is any imminent danger to their health or safety. 

If a family already occupies a unit and there is an endangering failure of HQS, the owner must make repairs within twenty-four hours.  

Emergency situations include:

· Unsafe or inoperable heating systems

· Any “red-tagged” heating units. 

· Significant water or sewer malfunctions
· Non-functioning water heater. 

· Any “red-tagged” water-heating units.
· Water heater lacking pop-off valve and drip leg

· Detection of high levels of carbon monoxide.

· Gas leaks.

· Missing or malfunctioning smoke detectors.

· Lead-based paint. 
· Unsafe, exposed, or sparking wiring.

· Severely unsafe structural defects such as rotting floors.

· Citation of the unit for any health and safety violation, by the Health Department.

· Non-locking doors, windows, or other openings to the outside.

In any instance where a problem is found with a unit that has the potential of endangering the health or safety of the occupants, it is to be considered an HQS violation, whether or not it is specified in the regulations or Guidebook.
With S+C Program, the HQS inspector does not have to be certified.  IHCDA at times offers trainings for HQS for those who would like to be certified. When these trainings occur, the S+C sponsors will be notified.  

HQS standards are detailed in 24 CFR 982.401 for the TRA, SRA, and PRA components. For the SRO component only, HQS standards are found in 24 CFR 882.803 (b)
Reasonable Rent: 

Rents for units leased with S+C assistance must meet a "rent reasonableness" test. This section describes this standard for rents and how a reasonable rent is documented.

For TRA, SRA, PRA, and SRO components, S+C program operators must determine whether the rent being charged for an assisted unit is both:

· reasonable in relation to rents being charged for comparable unassisted units with similar features and amenities; and 

· not more than rents currently being charged by the same owner for comparable unassisted units. [See Section 582.305(b)] 
IHCDA recommends that the rent reasonable be performed at the annual review. The rent for the S+C assisted unit may not exceed the reasonable rent for that area. But while the rents for SRA, TRA, or PRA units may be set at the reasonable rent level even if it is higher than the HUD Fair Market Rent limits. 
Keep in mind that leasing SRA, TRA, and PRA units at rents higher than the FMR may cause problems down the line since the original Shelter Plus Care grant amounts are calculated by multiplying the number of units to be assisted by the FMR, not the "reasonable rent." Administrative costs, damage payments and rent increases can only be covered if the total grant amount exceeds the actual costs of serving the number of people proposed to be served in the S+C application. 

Calculating Tenant Rent Payments:
To determine the appropriate rent payment for an S+C participant, program operators need to follow these steps:

1. Calculate 10 percent of monthly gross income. 

2. Calculate 30 percent of monthly adjusted income. 

3. Determine whether a welfare rent may apply, and, if so, determine the amount (does not apply in Indiana). 

4. Determine which of these three rent amounts is the highest. 

5. Set the participant's monthly rent contribution at this amount. 

The definitions of annual gross income, adjusted income, and welfare rent and the allowable deductions and adjustments to income are described in detail in CPD Notice 96-3  (full listing of exclusions, etc) and can also be found in regulation at 24 CFR Part 5 Subpart F. A few things to keep in mind when making these calculations are:   
· Types of income that must be included are employment income, social security, welfare assistance, unemployment benefits, and disability or worker's compensation. 

· Some income may be eligible for exclusion. Examples include income earned by children under age 18, payment received for the care of foster children or adults, and reimbursement for the cost of medical expenses. These amounts are subtracted from household income before the rent contribution is calculated. 

· The "disallowance of increase in annual income" provision in 24 CFR 5.617 does not apply to the S+C program.  
· Welfare Rent does not apply to the State of Indiana

· Remember, HUD considers FMR – Fair Market Rent with utilities included.  When looking for units (TRA) finding units with utilities included within the FMR range would be best for the client and the sponsors (utilize rent reasonable also).   The McKinney Vento Application awards are based upon the FMR for each unit.  
FMR sheets are sent out by HUD every October.  IHCDA will send them out but also the FMR sheets can be found on HUD’s website.  

Income Recertification Requirements:
As required by statute, S+C program operators must reexamine participants' income at least annually and make any needed adjustments to the participants' rent contribution amount.

· The S+C participant may request an interim reexamination if there is a change in family composition (such as the birth of a child) or a decrease in household income.

· Participants whose income increases during the year do not have to have their rent increased until the next scheduled (annual) reexamination. 

Documenting Rental Income:
· Program operators need to document the amounts of rental income collected from S+C participants and the method used to determine these amounts. 

· If a worksheet is used, it should clearly document how the rent contribution for each participant was determined.  – 
· Utilize IHCDA calculating excel form that was distributed. 
· Documentation of participants' sources of income should also be kept in the files. 

Once a client is accepted onto the program, these are some of the following income verification that is needed:
· Income verification for ALL family members such as:

1.  Wage verification

2. Social Security verification (SSI, SSDI) –Will accept letter from Social Security Office or payment verification form
3. Spend Down verification – will accept letter or payment verification form from Social Security Office

4. AFDC/TANF verification – Will accept letter from TANF Office

5. Child Support verification – Will accept a letter from the Child Support Office or verification from a check
6. Food Stamp Verification – Will accept a letter from TANF Office or the V-Can system. 
· Banking Verification – Need copy of last banking statement

· Medical Deductions – Contact pharmacy for documentation of total spent for the year

· Child Care expenses – Will only accept letter from the agency providing service. 

The requirements for calculating rent payments for S+C participants are detailed in CPD Notice 96-3 (Tenant Rent Calculation Manual for McKinney Vento Funds)
Occupancy Issues:

IHCDA recognizes there are times when it may be necessary for an individual to leave their current housing. At these times, the Sponsor will work toward a satisfactory resolution for both the tenant and the landlord in the hopes of keeping both the tenant and landlord engaged in the program.

Vacating unit:  If a participant in the program vacates a unit for more than 30 days for any reason without giving a 30-day written notice to both the Sponsor and the landlord the assistance payment for the unit may continue for a maximum of 30-days from the end of the month in which the unit was vacated. If the tenant returns to their unit before the last day of the assistance payment Shelter Plus Care will continue to provide the subsidy. “Vacate” means to be absent from the unit (i.e. visiting family, vacationing, jail time, etc). The term vacate does not include brief periods of inpatient care. The assistance payments for individuals receiving inpatient care may continue for a period not to exceed 90 days per occurrence 

A unit will be considered abandoned if the Sponsor is unable to verify occupancy by a participant after a good faith effort has been made to locate the participant
Moving: In accordance with the lease or rental agreement, a participant may move from a current unit to another unit only if a 30-day written notice has been submitted by the first day of the month previous to the move to both the Sponsor and the landlord. If a participant leaves a unit at the conclusion of a 30-day notice and wishes to continue to receive assistance the participant must keep Sponsor informed of such plans. If the participant does not locate another unit within 30-days and does not maintain contact with the Sponsor, the tenant could be terminated from the program. 
Landlord Request:  If the tenant cooperates with the landlord’s request to leave, they may keep their assigned slot and continue the program.  The case manager should assist the client to look for another unit.  
Death: In the case of death, rent will be paid for the lesser of up to the date the tenant’s possessions are removed or for up to 14 days after a tenant has died. If the family has not removed the possessions they must pay market rent for any additional time needed.

Occupancy/Program Agreements:
The S+C program regulations allow you considerable flexibility in developing occupancy agreements that may help ease participants' transition to the long-term housing and services offered by the local S+C project.

Similarly, HUD encourages program operators to work with participants to avoid circumstances that might lead to termination of rental assistance.
Elements of an Occupancy Agreement: 
· Participants are not required to enter a long-term lease but must sign an initial occupancy agreement for a term of at least one month. This agreement is automatically renewable upon expiration, except on prior notice by either the tenant or the landlord. 

· At the discretion of the grantee or housing sponsor, participants may be required to take advantage of supportive services as a condition for obtaining the rental assistance. The requirements may be included in the lease/sublease (SRA) or as a separate attachment. 

IHCDA Standard:  

IHCDA recommends that S+C sponsors consider flexible supportive services and utilize housing first models that emphasizes: 
· Housing is a choice, not a placement.  Housing is a person’s home, not a residential treatment program.

· Flexible supportive services that emphasis tenants needs and individual goals

· Tenants hold leases and full rights and obligations of tenancy

· Participation in services is voluntary and not a condition of tenancy

· Case managers work to build relationships with tenants, and support them in maintaining their housing.

Program Agreement:

If the sponsor chooses to utilize a program agreement, we highly recommend that the program agreements are not too restrictive and that they do not place unrealistic rules 

on the clients. Instead, the program agreement should follow the restrictions as stated on the lease that was signed by the client/tenant and the landlord.  

If the Sponsor requires the participant to take part in supportive services, the Sponsor must have a separate program agreement with the participant (24 CFR 582.315). It is highly recommended that all Project Sponsors have a Program Agreement with the Participants that is signed by both parties and dated.  The program agreement should give the requirements of the program and the possible reasons for terminations.  The agreement should also state the policy and procedure for appeals.  The agreement should be included in the participants file. 
Annual Recertification of Participant: 
Participants need to be re-certified for Shelter Plus Care annually. The re-certification process is similar when they first applied however there is no new application.  Below are items that are required each new year.  The annual re-certifications should follow the dates on the lease.  
· Require a housing inspection 

· Require an income verification

· Require a copy of the newly signed lease with landlord 
· Require a New Landlord Packet Forms that coincide with the lease
Waiting List:
A waiting list may be utilized if necessary however sponsors should have written procedures for maintaining their waiting list.  Because of the intake criteria and that S+C is permanent housing; waiting lists are usually not useful. 
Termination from the Program:
Participants can be terminated from Shelter Plus Care for a number of reasons.  However, termination is always the last result.  Before a recommendation of termination is approved, we must first do all that we are capable of doing to resolve all situations.

Rental assistance may be terminated if a participant violates conditions of lease.  

Program regulations recommend, however, that grantees exercise judgment and take into consideration extenuating circumstances so that participants are only terminated for the most serious rule violations. 

Listed below may be actions for termination:
· Eviction from the residence due to violation of the landlord/tenant agreement by the participant or those family members living with the participant. 
· If the participant moves to another HUD funded project or moves out of the unit without notice.

· Incarcerated for more than 30 days

· Hospitalized for either medical or psychiatric reasons for more than 90 days

· Voluntarily termination

· Submission of incorrect information

· Non-compliance with the financial portion of the rental assistance
· Violation of the Occupancy Agreement/Program agreement if different from the lease.

· Subleasing to other persons

· Illegal activity
Termination Requirements: 
If termination is necessary, principles of due process must be followed. At a minimum, this process must include: 

· Written notice to the participant containing a clear statement of the reason for the termination and at least 30 days notice and a date to when they can appeal the decision.  
·  A review of the decision, during which the participant has the opportunity to present written or verbal objections before someone other than the person (or a subordinate of the person) who made or approved the termination decision; and
·  Prompt written notice of the final decision to the participant. 

The S+C Program permits grantees to resume assistance to persons or families whose assistance was previously terminated.  If this occurs, there is no need to document disability again.  Homeless documentation will be required to be attained again. 
Appeal Process:
The Project Sponsor should determine a written policy and procedures regarding appeal process for those who are denied or terminated from the S+C Program. These policies and procedures should be provided to all participants at the beginning of the program.   This could be part of the Occupancy/Program Agreement and should be part of their file – signed and dated by client and staff.    
S+C II and S+C III Programs can utilize IHCDA as a final Appeal procedure.  IHCDA would just oversee that a termination policy and procedure was followed correctly and that the client was aware of them.      
Shelter Plus Care Portability:
If an individual elects to move from their current town, the Sponsor must ensure the new location is part of the grant jurisdiction.  The rental assistance subsidy is portable within a jurisdiction as defined by the grant application. 
 Section 4: Supportive Services Match

This section addresses the role of supportive services within the S+C program, including service provision requirements, the types of services likely to be appropriate to the target S+C participants, and how to best coordinate with service providers. It also discusses the supportive service match requirement and how to document the match appropriately. Full details on the S+C regulations governing supportive services and match requirements can be found in 24 CFR 582.110. 

As the name of the program indicates, a key goal of the Shelter Plus Care program is to connect housing and services. Appropriate supportive services are essential to helping individuals and families remain in a stable housing environment. In order to ensure that grantees provide needed services, the law requires grantees to match rental assistance with an equal amount of supportive services from other sources. 

Supportive services are the key to maintaining Shelter Plus Care Participants in housing. Sponsors must be able to provide IHCDA with reasonable assurances that supportive services are being made available to participants for the entire term of the rental assistance (24 CFR 582.110 (B).    Under this program, these services must be paid for with sources of funding other than the S+C grant.  Each Sponsor must have the skills and experience working with homeless and disabled clients to provide the support necessary to keep clients housed.  Keeping participants housed is essential to a successful program, which is why we require all Sponsors to offer intensive case managements, ongoing supportive services and assist in locating appropriate housing.  
If Sponsors partner with a mental health center or similar agency to provide social services, the Sponsor should enter into a Memorandum of Understanding with the partner clearly outlining responsibilities.

For further technical assistance, IHCDA recommends Sponsors refer to “Putting the Support in Supportive Housing” by the Corporation for Supportive Housing. A free pdf file of this publication is available at www.csh.org.
Providing Appropriate Services:
Appropriate services should be offered to S+C participants, and should be tailored to meet the needs of each individual participant.
Appropriate Eligible Services:
In general, and as the definition of "supportive service" in the S+C regulation (section 582.5) indicates, a supportive service qualifies as a matching resource when it addresses the "special needs" of the individual.

Examples of supportive services that might be provided by you or one of your sponsors include:

· Health care 

· Mental health treatment 

· Alcohol and other substance abuse services 

· Childcare services 

· Case management 

· Counseling 

· Education and/or job training 

· Other services essential for achieving and maintaining independent living, such as courses on household budgeting 

Not eligible for match:  inpatient acute hospital care.
Case Management – Service Provision Requirements:
The statute states that supportive services must be offered to S+C participants in an amount equal to or greater than the total rental assistance through the S+C grant. 

The statute does not exclude any source of funding for the purposes of meeting the supportive services match requirement, except that S+C grant funds cannot be used for supportive services in any event. The sources may be Federal, State, local, or private. Of course, supportive services must be an eligible use of the source program's funds. For example, the HOME Program cannot be used to meet the S+C match requirement since supportive services are not an allowable use of HOME funds. The services may be created specifically for the S+C program or already be in operation.

Supportive service may be provided by a variety of entities including S+C sponsors, the grantee, or social service agencies in the community. The services may be offered by paid staff or by volunteers.

Service plans need to be developed and tailored to each participant's needs, both at program entry and over time. You must perform ongoing assessments of participants' service needs and make adjustments to service plans as needed. (See 24 CFR 582.300 b-c.) This is essential so that tenants are not made to receive specific services for which there may no longer be a need. 
In order to qualify as match, the supportive service must:

· Address the special needs of the population being served. 

· Be appropriate or assist participants in obtaining appropriate services. 

Over time, some tenants may require few if any supportive services. When this happens, you may wish to consider offering these tenants the option of receiving Section 8 vouchers, if available in your community, thus freeing up rental assistance dollars in your S+C Program for new tenants.

Outreach:
S+C grantees must make an ongoing effort to ensure that eligible hard-to-reach persons are identified and served by the program. Outreach activities to identify eligible homeless people are considered a supportive service, and the value of outreach activities that occur after the execution of the grant agreement counts toward meeting the match requirement. 
Evaluation of Client Satisfaction:
A program evaluation should be completed on a quarterly basis.  This is a measure of consumer compliance with the program, satisfaction ratios, and improvement suggestions.  A 10% consumer base sample is required from the population.

Documentation Responsibilities – Match, APR, Closeout
Given the importance of the match requirement, it is especially critical that service providers understand their responsibilities in tracking and documenting services offered to S+C participants. Grantees and their partners need to develop procedures and reporting formats to collect and compile this information.

Because the service needs of S+C participants are high, it is likely that the value of supportive services provided to them far exceeds the value of the S+C rental assistance. However, in order to get credit for having met the statutory match requirement, these supportive services must be adequately documented. This section provides guidance and suggestions for documenting the match.

What Counts as Match?

The following items count toward the supportive service match requirement:

· Salaries paid to grantee staff to provide supportive services to participants; 

· The value of supportive services provided to participants by other organizations or by professionals volunteering their professional services; 

· Supportive services provided by other volunteers (at the rate of $10 per hour); 

· The prorated value of any lease on a building used for supportive services to program participants; and 

· The cost of outreach activities after the grant agreement has been signed. 
Requirements for Calculating Match:
As a S+C grantee, you must match the total value of S+C rental assistance provided through the grant with an equal value of supportive services. Grant funds spent on eligible administrative costs are not subject to the match requirement.

The match is an overall grant wide requirement, not year-by-year, component-by-component or participant-by-participant. Since HUD assumes that the provision of supportive services will vary according to the needs of the participants, any given participant is not required to receive the same amount of services as rental assistance. As a result, the value of the services provided may be higher or lower than the value of rental assistance for any given year.

Keep in mind that the match must be reported annually in the Annual Progress Report (APR); therefore, the grantee should request information on supportive services from providers at regular intervals at least yearly and preferably more often - quarterly. Good management practices would dictate that a standard reporting format be developed and made available to each service provider before they begin providing services. Utilize the IHCDA Quarterly Match Form.  
A sample format and instructions will help support service providers to provide accurate documentation for the match: 

1. Pull the clinical records on all S+C clients. 

2. Check the client record against the activities listed on the Supportive Services match tracking form (see example in Appendix F.) 

3. Check YES if the service or referral for each service took place. 

4. In HOURS column, indicate how much time was spent on each service or referral. 

5. In RATE column, indicate hourly rate for staff providing service. 

6. In MATCH $ column, calculate the dollar amount of service or referral provided. 

7. Sign and date the verification at the bottom of the page. This form remains part of the Federal records. 

8. Return completed form to grantee. 

Instructions should accompany the reporting format that includes a listing of what qualifies as match under the program. However, it is the responsibility of the grantee to check that the match claimed is eligible and verify the match dollars claimed. 

Determining the amount spent on matching services might look like this:

	Example: The prorated salary paid to a case manager who works with eligible S+C participants may be counted as match. If the service provider, who earns $30,000 a year, spends 50% of her time providing eligible services to S+C participants, then half of her salary and benefits may be counted as match.

	50% of case manager salary
(at $30,000 a year) 
	=$15,000 

	+ 50% of benefits paid by employer
(estimated at 30% of salary or $9,000 a year)
	=$4,500 

	= $19,500 that may be counted as supportive service match under S+C 


The following items count as match:

· Salaries paid to grantee’s staff to provide supportive services to participants;

· The value of supportive services provided to participants by other organizations or by professional volunteering their professional services, except for donated professional services, which may be counted as customary charge for the services.

· The value of time and supportive services provided by other volunteers (at the rate of $10 per hour);

· The prorated value of any lease on a building used for supportive services, for program participants.  

· The cost of outreach activities

The supportive services may be newly created for the program or already in operation, and may be provided or funded by other Federal State, local, or private programs.  Only services that are provided after execution of the contract may be counted towards the match.  


A blank match form is available upon request from IHCDA. 

Section 5: Financial Management – Claims, Cost Savings, Loccs:
A LOCCS status of funds report is similar to a bank statement. It is a monthly report listing all of a grantee's sponsors by grant and S+C component, including funds spent-to-date and remaining balances. The authorized grant amount is listed in the first column under Authorized. The second and third columns show the amount spent-to-date under Disbursed and Disbursement in Process. The last column shows the remaining balance of funds available under the grant. 

Grantees should carefully monitor these reports, paying particular attention to the balance and the end date of the grant to ensure that the program is on track to spend its funds within the grant term. 
Claims:

IHCDA Standard: The Project Sponsors are required to claim for reimbursement from IHCDA (Grantee) only what the S+C program paid for the client’s rent and/or utilities.  They do not claim the client’s portion paid to the landlord or to the Sponsor (if it is a SRA program).  The claim forms needs to be completed and include documentation that the rents were paid.  A LOCCS Form also needs to be included to show the number of units, the disability of each client and the amount that is being requested on the claim.  A budgeted claim form and a Loccs form will be sent to your agency after the contract (between IHCDA and your agency) has been signed.
The claim should be submitted once a month (12 claims per operating year). Each claim should be submitted to IHCDA by the 20th day of the month following payment of rental assistance.  The original signed copy needs to be sent to IHCDA to the S+C Coordinator with IHCDA.  Require documentation of rents being paid for that month.  
Rental assistance is the only eligible activity under the S+C Program. These funds provide the operating costs of the shelter excluding the cost of services. The applicant must provide supportive services in an amount at least equal to the rental assistance provided during the term of the grant. 

In addition to rent and utilities, "rental assistance" includes up to one month's rent each for a security deposit and damage payment.  There is a small amount (up to 8 percent of the grant) of administering the housing assistance which is called cost savings. 
Administration Activity/Cost Savings:

Grantees may use up to 8 percent of the S+C grant for certain administrative costs associated with the program. The allowable uses include: 

· Receiving new participants into the program; 

· Providing housing information and search assistance; 

· Determining participant income and rent contributions; 

· Inspecting units for compliance with Housing Quality Standards (See Section 3); and 

· Processing rental payments to landlords. 

Here's how the funds available for administrative costs are determined. By statute, the amount of the S+C grant award is based on: 

(Number of units to be assisted) x (HUD's Fair Market Rent in effect at the time the application is approved for the unit sizes the grantee expects to lease) x (the number of months of rental assistance to be provided) 

In most cases, the actual costs of rental assistance are lower than the amount used to calculate the grant. This happens for several reasons. First, most participants contribute something to their rent, so they do not need the full FMR subsidy. In addition, in many communities sponsors are able to find units to lease that are less than the local FMRs. 

As a result, grantees generally have excess funds to help cover the costs of administering the rental assistance. However, if making rental subsidy payments for the number of Shelter Plus Care participants specified in the grant agreement leaves less than 8 percent of the grant remaining, then the amount set aside out of the S+C grant for administrative costs cannot exceed that lower percentage. The grantee must pay for any administrative costs in excess of this cap with funds from some other source. 

Distribution of the Administrative Costs

Many local S+C projects involve a grantee and one or more sponsors, among whom program responsibilities are shared. 

HUD does not specify who can be reimbursed for administrative costs, only that these costs may not be more than 8 percent of the grant. Thus, grantees can apportion the funds according to which agency performs the eligible administrative tasks. For example, a PHA who handles the HQS inspections and tenant rent calculations may receive most if not all of the available administrative funds from the grantee as reimbursement for these eligible activities. 
Grant savings" may occur for two reasons: 

1. Actual rents for units occupied by S+C participants are lower than the FMR used to calculate the grant award; and/or 

2. S+C tenant rent contributions reduce the amount of grant funds required for rental assistance. 

Ineligible Administrative Costs 

HUD recognizes that there are other administrative costs necessary to running a local Shelter Plus Care project. But, by statute, administrative costs other than those described above cannot be covered by S+C grant funds. 

Administrative costs that are not covered include: 

· Costs of administering the grant; 

· Costs of preparing reports to HUD; and 

· Costs associated with conducting audits of the grant. 
Eligible Administrative Costs

Grant savings may be used for the following: 

· to pay administrative costs as described: Processing rental payments to landlords, examining participant income, inspecting units for compliance with housing quality standards, receiving participants into the program. Costs must be paid out of the original grant amount. No additional funds (from HUD) will be provided to administer the housing assistance. 

· HQS (up to 8 percent); 

· to repair damage to the units (up to one month's rent)*; 

· to cover rent increases up to locally determined reasonable rents (See Section 3); and 

· to serve a greater number of participants. 

None of these uses requires HUD pre-approval. 
*There are some clients that have many occurrences of damage to their apartments (especially TRA scattered site programs). The repair costs can be up to one month’s rent.  If the costs exceed this amount, the tenant should be responsible for the other costs.  The Landlord may be required to take their own action as necessary, by either evicting the client or taking to court.   If a client matches these issues, it is highly recommended that a client’s case management goals these types of issues, so that continued stable housing can be achieved.  
Notes

S+C rental assistance cannot be used for housing that is currently receiving Federal funding for rental assistance or operating costs under another program. For example, a building that is already receiving project–based Section 8 assistance may not have tenants who are receiving S+C rental assistance.
If the S+C program is within their first five (5) years of the program, the FMR that they put on the cost savings form is the original FMR for the first (1) year of the program.  The costs savings is based upon that first year.  

Once the S+C program reaches its 6th year (renewal year), then they can start utilizing the current FMR each year after.  

Cost Savings can only be claimed after the agency is at 70% capacity.  

The agency is required to attach documentation that a cost savings did occur.  IHCDA has an excel form to help calculate the savings. 

Cost Savings can only be claimed on a quarterly basis in equal parts.  The sponsor can only claim what is documented and only what is available.  Only 8% of the grant total is available for cost savings reimbursement.  

Cost Savings can be denied until findings of their last monitoring are resolved.  
Other Available Administration Funds:  IHCDA provides an additional $40 per client from CSBG Funds.  The Sponsor needs to claim this each month when claiming reimbursement for rental assistance costs.  

This is only available when the Sponsor is meeting compliance and as long as the CSBG funds are available to IHCDA.  

Section 6: Reporting Requirements: Completing the Annual Progress Report (APR), HMIS & Closeout Form, Conflict of Interest
Purpose of the APR: 

HUD uses the APR to review the progress of your S+C project annually. Performance of your project is tracked using the following three outcomes:

· Increased residential stability; 

· Increased skill level and/or income; and 

· Greater self-sufficiency. 

Grantees can also use the APR as a tool for evaluating performance and setting future program goals.

Reporting Requirements:
Grantees must submit an Annual Progress Report (APR) for Competitive Homeless Assistance Programs (HUD Form 40118) within 90 days of the end of each operating year. The report should be submitted to the CPD Division Director for the local HUD office responsible for managing the grant.

Note that the APR is used for reporting not only on S+C grants, but also on HUD's other competitive homeless programs – the Supportive Housing Program and Section 8 Moderate Rehabilitation for SROs. Some sections of the report do not apply to S+C grants. Grantees should read the APR instructions carefully to make sure they complete the report appropriately for S+C grants.

It is important to complete the report accurately and submit it on time. The reports are a valuable source of information that HUD Headquarters uses to respond to inquiries about the program from Congress and others, including justifications for program funding requests during the annual appropriations process.

Tips for Completing the APR:
The APR documents project enrollments and departures, participants' demographic characteristics, and outcomes including participants' length of stay in housing, changes in skills and income, and changes in levels of self-sufficiency. 

As discussed in Section 4, grantees must also document the S+C match by reporting the value of supportive services received by S+C participants during the year. You are advised to develop a standard form for supportive service providers to use to report services received by S+C participants (the agency can utilize the Quarterly Match Form) This information must be collected and summarized at least annually for inclusion in the APR.  
Collecting and compiling the information for the APR requires close cooperation between the grantee and local project sponsors. Grantees will need to develop and implement systems and procedures for collecting this information before the S+C grant program begins operating!

The HMIS APR is reviewed by IHCDA prior to them sending it to HUD Field Office in Indianapolis.   It is imperative this form be complete and exact. If there are any errors, IHCDA will contact you to correct them prior to sending to HUD. 

· Verification of supportive service match
· Accomplished percentages of the three performance goals and verification of admissions and discharges of the program during the year 
Sponsors should be aware that the State of Indiana’s Balance of State application is scored on performance. The APR categories should be reviewed throughout the year in order to monitor your program’s performance.
The APR will reflect if participants are being discharged with positive outcomes like increase in income, increased mainstream resources, employment if able and being discharged to other permanent housing – example Section 8 or other subsidized housing.  If the APR reflects that persons are leaving with negative outcomes,  example being discharged to an emergency shelter or transitional housing, and leaving with less resources, your agency should look at your strategies and/or rules of how to affectively modify these types of outcomes.  
When determining your program goals, keep in mind the difference between input and outcomes. Program objectives should be quantified performance measurements of outcomes in the lives of the participants, not measurements of inputs. 
For example, “Ninety percent of participants eligible for food stamps will receive food stamps within two months of entering the program” is an outcome.  This is a good example of a quantified performance.  

“Ninety percent of participants will apply for food stamps” is an input.  This is a poor example.  

IHCDA Monitoring: 
It is the policy of the Indiana Housing and Community Development Authority (IHCDA) to monitor its Shelter Plus Care sub-recipients on an annual basis. Two types of reviews will be used to monitor sub-recipients: On Site Review and Remote Review. An On Site Review will consist of a complete review of the sub-recipient’s program and financial records as well as random review of Housing Quality Standard inspections. Remote Reviews will require sub-recipients to submit requested documentation to the IHCDA for review. Remote Reviews will address specific topics, such as participant eligibility, from random files. It is the policy of the IHCDA to perform On Site Reviews of not less than thirty (30) percent of its sub-recipients annually. The remaining sub recipients will be engaged in topical Remote Reviews. 

The following risk factors will be used in determining which sub-recipients will be selected for On-Site Reviews:

1. Staff turnover;

2. Utilization of grant funds;

3. Claim iteration (deviation from monthly claims);

4. APR performance;

5. Consumer Complaints;

6. Unresolved HUD Finding (including APR Findings); 

7. Compliance with terms and conditions of IHCDA S+C Agreement; and

8. Time of last On-Site Review.

Each program’s past performance will be analyzed and compared against the full spectrum of IHCDA’s Shelter Plus Care programs. Programs with highest risk will be selected for On-Site Review.

Prior to either On Site or Remote Reviews, IHCDA will notify sub-recipient in writing of the type and date of the review. IHCDA will also provide sub-recipient with specific instructions and an explanation of review process.
These are some items in participant files that will be reviewed and other administration: 
· S+C Intake application forms including: Homeless & Disability Documentation

· HQS Inspection
· Rental Assistance calculation & income information
· Copy of signed lease 
· S+C Landlord Packet Forms being utilized

· Signed Program/Occupancy Agreement

· Re-certification requirements:  HQS, rental calculation, signed lease and Lease    packet completed
· Discharge date and information


· Termination Policies and Procedures

· Appeals procedures for participants
· Financial files – compare claims that were reimbursed with records

· Cost Savings being utilized correctly

HMIS:
HUD requires all Sponsors to enter participant data into the Hoosier Information Management (HMIS).  Sponsors should contact IHCDA HMIS staff for technical assistance. The Sponsor is responsible for entering correct information into HMIS and obtaining necessary consents.  

IHCDA utilizes the HMIS Intake Form and the Discharge form as part of the S+C application and file. IHCDA requires that S+C Sponsors utilize HMIS system to pull their annual progress report (APR).   
If your agency is a Contractor with IHCDA and IHCDA is the Sponsor and the Grantee (S+C II and S+C III), IHCDA will enter the data into the HMIS System.  Your agency is required to send HMIS Intakes and HMIS Discharge Forms along with your claims forms monthly. 
Closeout Forms:

After the grant year has ended, a closeout form will need to be completed by the Project Sponsor and sent to IHCDA.  This is a purely financial form and will need to be completed at least 60 days after the year has been completed and after all claims have been reimbursed for that year.  This form will ensure that IHCDA numbers and the agencies numbers match.  If there is a discrepancy, IHCDA will contact the Project Sponsor. A blank closeout form is available upon request from IHCDA.  
Conflict of Interest:

(1) In addition to the conflict of interest requirements CFR § 582.400 in 24 CFR part 85, no person who is an employee, agent, consultant, officer, or elected or appointed official of the recipient and who exercises or has exercised any functions or responsibilities with respect to assisted activities, or 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 thereunder, either for himself or herself or for those with whom he or she has family or business ties, during his or her tenure or for one year thereafter. Participation by homeless individuals who also are participants under the program in policy or decision making under § 582.300 of this part does not constitute a conflict of interest. 

(2) Upon the written request of the recipient, HUD may grant an exception to the provisions of paragraph (b)(1) of this section on a case-by-case basis when it determine that the exception will serve to further the purposes of the program and the effective and efficient administration of the recipient’s project. An exception may be considered only after the recipient has provided the following: 

(i) For States, units of general local governments, PHAs and IHAs, a disclosure of the nature of the conflict, accompanied by an assurance that there has been public disclosure of the conflict and a description of how the public disclosure was made; and 

(ii) For all recipients, an opinion of the recipient’s attorney that the interest for which the exception is sought would not violate State or local law. 

(3) In determining whether to grant a requested exception after the recipient has satisfactorily met the requirement of paragraph (b)(2) of this section, HUD will consider the cumulative effect of the following factors, where applicable: 

(i) Whether the exception would pro-vide a significant cost benefit or an essential degree of expertise to the project which would otherwise not be available; 

(ii) Whether the person affected is a member of a group or class of eligible persons and the exception will permit such person to receive generally the same interests or benefits as are being made available or provided to the group or class; 

(iii) Whether the affected person has withdrawn from his or her functions or responsibilities, or the decision making process with respect to the specific assisted activity in question; 

(iv) Whether the interest or benefit was present before the affected person was in a position as described in paragraph (b)(1) of this section; 

(v) Whether undue hardship will result either to the recipient or the person affected when weighed against the public interest served by avoiding the prohibited conflict; and 

(vi) Any other relevant considerations. 

[58 FR 13892, Mar. 15, 1993, as amended at 61
SHELTER PLUS CARE CHECK LIST

FOR NEW AND YEARLY RE-CERTIFCATIONS

NEED THE FOLLOWING FOR FILE
_____Homeless Documentation – 3rd party verification

_____Disability Form signed by medical professional

_____ Program Agreement

_____Permission to Release Information Form

_____ Zero Income if Applicable 

​​​​​_____Income information form along with copies of SSDI, SSI, Work, child support, etc. (recert requirement)

_____Housing Quality Inspection Passed – copy included – (recert requirement)

_____ Rent Reasonable list of comparables/form (recert requirement)

_____Income Calculation Excel Sheet Completed (recert requirement)

_____Signed copy of new lease (recert requirement)

_____Signed Lease Addendum (recert requirement)

_____Signed RAP Form with Landlord (recert requirement)

_____Signed RAP Form with Participant/Client (TRA) or Sublease with Tenant & Contracting Agency (SRA) (recert requirement)

_____Copy of HMIS Intake and Discharge 

_____ Other __Case Management Notes/Letters______________

To:
Shelter Plus Care Sub-Recipients


Notice:
FSP-07-004

From:
IHCDA Community Services Department

Date:
September 24, 2007

Re:
IHCDA Shelter Plus Care Conflict of Interest Policy 

CONFLICT OF INTEREST POLICY FOR IHCDA SHELTER PLUS CARE PROJECTS

No person who is an employee, agent, consultant, officer, or elected or appointed official of either the Indiana Housing and Community Development Authority or a sub-recipient of an Indiana Housing and Community Development Authority Shelter Plus Care grant and who exercises or has exercised any functions or responsibilities with respect to assisted activities, or 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 himself or herself or for those with whom he or she has family or business ties, during his or her tenure or for one year thereafter. 

Participation by homeless individuals who also are participants under the program in policy or decision-making under 24 CFR § 582.300 does not constitute a conflict of interest. 

All inquiries concerning conflicts of interest in regards to the Indiana Housing and Community Development Authority’s Shelter Plus Care program should be directed to Rodney Stockment, Community Services Manager, 317-233-1814 or rstockment@ihcda.in.gov .

To: Shelter Plus Care Sub-Recipients


Notice:
FSP-07-005

From:
IHCDA Community Services Department

Date:
September 24, 2007

Re:
IHCDA Shelter Plus Care Administration Claims 

IHCDA is amending the Shelter Plus Care Manual concerning Shelter Plus Care Administration claims. Please keep in mind that there are two ways that IHCDA Shelter Plus Care Sponsors and Sub-Recipients can claim administration reimbursement: 1) Claiming up to 8% of the grant award for eligible administration fees made available through “grant savings” pursuant to 24 CRF 582.105; and 2) $40 per unit leased per month which is made available through IHCDA’s CSBG-D allocation.

In the past, IHCDA instructed Sponsors and Sub-Recipients that they may use up to 8% of the Shelter Plus Care award for eligible administration costs if the program was operating at 100% capacity.  Effective immediately, the policy is being amended: Sponsors and Sub-Recipients may use up to 8% of the Shelter Plus Care award for eligible administration costs if your program is operating at 70% capacity. Prior to claiming Shelter Plus Care administration reimbursement, a Sponsors or Sub-Recipient must have IHCDA approve its method of tracking “grant savings.” Please review the literature that was provided at the May 15, 2007 Grant Savings workshop for details on how to track grant savings. Further information can be found in HUD’s Shelter Plus Care Desk Guide, Section 2.1 Eligible Activities. Sponsors and Sub Recipients must also have in place a  procedure for tracking eligible Shelter Plus Care administrative expenses.  Administration reimbursements utilizing grant savings must be claimed quarterly rather than monthly.  If your agency needs further technical assistance in this matter, please contact Lori Dimick or Rodney Stockment. IHCDA encourages all Sponsors and Sub-Recipients with grant savings operating at or above 70% to claim administrative costs. 

CSBG-D funds used to reimburse administrative costs on a per unit basis will continue to be made available to Sponsors and Sub-Recipients in 2008. Unlike your Shelter Plus Care award, these funds are allocated on the calendar year. As such, all administration claims for the calendar year 2007 must be submitted by January 15, 2007. This should be done utilizing your monthly claim form. Please continue to claim both rental assistance and CSBG administration reimbursements every month.

Please contact Rodney Stockment, 317-233-1814 or rstockment@ihcda.in.gov for more information concerning this notice.

To: Shelter Plus Care Sub-Recipients


Notice:
FSP-07-003

From:
IHCDA Community Services Department

Date:
September 24, 2007

Re:
Earned Income Disregard 

24 CFR 561.7 (a)(b)(c)(d) allows PHA’s and recipients of selected federally funded housing programs to disregard any increase in income if: 1) the increased income is due to employment of a family member who has been previously unemployed; 2) the family member’s income increases while receiving or within 6 months of receiving welfare; or 3) a family member’s income increases during his or her participation in a self-sufficiency or job training program. 

The disregard is known as the Earned Income Disregard (EID). EID is available for all public housing residents. the Supportive Housing Program, and the Housing Choice Voucher Program; however, EID IS NOT APPLICABLE TO THE SHELTER PLUS CARE PROGRAM. the Housing Opportunities for Persons with AIDS program (HOPWA),  The earned income disallowance for disabled individuals is only applicable to those participants in the HOME Investment Partnerships Program,
A prior IHCDA income calculation form included the EID as a line item.  Please disregard this deduction immediately. A new income calculation form will be distributed to all sub-recipients.  If you have disregarded income for participants pursuant to the EID, please notify the IHCDA to the attention of Rodney Stockment, rstockment@ihcda.in.gov . 

 Sub-recipients will not be held responsible for the prior use of the EID; rather, the purpose of this survey is to allow IHCDA to reconcile its grant accounts as well as recalculate rents, which may have a potential effect on participants. Please call  Rodney Stockment if you have any questions concerning this notice: 317-233-1814.

To: Shelter Plus Care Sub-Recipients


Notice:
FSP-07-002

From:
IHCDA Community Services Department

Date:
September 24, 2007

Re:
IHCDA Shelter Plus Care Monitoring Policy

It is the policy of the Indiana Housing and Community Development Authority (IHCDA) to monitor its Shelter Plus Care sub-recipients on an annual basis. Two types of reviews will be used to monitor sub-recipients: On Site Review and Remote Review. An On Site Review will consist of a complete review of the sub-recipient’s program and financial records as well as random review of Housing Quality Standard inspections. Remote Reviews will require sub-recipients to submit requested documentation to the IHCDA for review. Remote Reviews will address specific topics, such as participant eligibility, from random files. It is the policy of the IHCDA to perform On Site Reviews of not less than thirty (30) percent of its sub-recipients annually. The remaining sub recipients will be engaged in topical Remote Reviews. 

The following risk factors will be used in determining which sub-recipients will be selected for On-Site Reviews:

9. Staff turnover;

10. Utilization of grant funds;

11. Claim iteration (deviation from monthly claims);

12. APR performance;

13. Consumer Complaints;

14. Unresolved HUD Finding (including APR Findings); 

15. Compliance with terms and conditions of IHCDA S+C Agreement; and

16. Time of last On-Site Review.

Each program’s past performance will be analyzed and compared against the full spectrum of IHCDA’s Shelter Plus Care programs. Programs with highest risk will be selected for On-Site Review.

Prior to either On Site or Remote Reviews, IHCDA will notify sub-recipient in writing of the type and date of the review. IHCDA will also provide sub-recipient with specific instructions and an explanation of review process.

IHCDA Standard:  Landlord Forms/Leasing:  Utilize the landlord and leasing forms that are part of the Landlord S+C Package.  








IHCDA Requirement: Utilize the following forms in each participant’s file for the application process:





IHCDA Requirement: Forms for Homeless Documentation:  See S+C Application Packet – Homeless documentation forms. 





IHCDA Requirement: Forms to be Utilized for Documenting Disability:  See S+C Application Packet – Disability Form to be signed by appropriate person. 





IHCDA Standard: Utilize the HQS Section 8 Forms.  Part of the S+C intake application. 





IHCDA Standard:  Utilize GoSection8 website to do the rent reasonable checks at � HYPERLINK "http://www.Gosection8.com" �www.Gosection8.com�





IHCDA Standard Form:  Utilize the S+C rent calculation excel sheet.





IHCDA Accepted Forms of Income:  See income information sheet 








IHCDA Standard: Documentation of the Match: Utilize Quarterly Match form to be submitted to the IHCDA (Grantee) quarterly based upon the cycle year of each particular program.    





IHCDA Requirement:  Cost Savings Claiming Process:  Utilize IHCDA Excel Form





IHCDA Requirement: If your agency is a Contractor with IHCDA and IHCDA is the Sponsor and the Grantee (S+C II and S+C III), IHCDA will complete the APR however IHCDA will need some information to complete the report.  IHCDA will need from these two programs:  





IHCDA Standard Program Reporting: An Annual Progress Report (APR) must be completed by the Project Sponsor and submitted to IHCDA (60) sixty days after the end of the operating year.  The APR must be printed off from HMIS system.  If you need assistance with the HMIS System, contact the HMIS staff.   
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