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INTRODUCTION 

The Emergency Shelter Grant Program is authorized by Title IV of the Stewart B. McKinney 

Homeless Assistance Act (42 U.S. Code, Sections 11371 – 11378 in particular).  This manual of 

policy and procedure reflects both the federal regulations of Title 24 Code of Federal 

Regulations Part 576 that govern the Emergency Shelter Grant, and the procedures used by Idaho 

Housing and Finance Association in administration of this grant as directed by HUD.  In 

addition, standards for financial management and internal controls reflect federal regulations at 

24 CFR Sections 84 and 85 and OMB Circulars A-110, A-122 and A-133.  IHFA is also 

responsible for the environmental regulations of 24 CFR Part 58.  These federal laws and 

regulations are hereby included by reference as part of these policies and procedures. 

Changes may occur as statutory interpretations and clarifications become available from HUD or 

as IHFA rules, procedures, or guidelines are revised.   No part of this policy guide shall override 

the rules set forth by the federal oversight of the Department of Housing and Urban 

Development.  These policies supersede any previous ESG policies and may only be updated by 

changes made after the date of this edition, effective April 2011. 

In addition to the Policy and Procedure sections, this manual includes IHFA Grant Forms and an 

Index of Reference Information in order to facilitate easy access in a format that will 

accommodate the users' needs and contribute to the proper implementation of the grant. 

Questions and comments regarding this material may be referred to Idaho Housing and Finance 

Association, Department of Grant Programs, ESG Administration, P.O. Box 7899, Boise, ID 

83707-1899 or by telephone, 1-877-4GRANTS.  
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PURPOSE AND DEFINITIONS 

Applicability and Purpose 

The Emergency Shelter Grant Program is authorized by Title IV of the Stewart B. McKinney-Vento Homeless 

Assistance Act (42 U.S.C. 11371-11378).  The grant is available to units of general local government or private 

non-profit organizations.  The purpose of the program is to accommodate the beginning steps in Idaho's 

Continuum of Care process by preventing homelessness and providing Emergency Shelter that meets immediate 

needs and enables the homeless population to move toward independent living.  The fundamental components 

of a Continuum of Care system are: 

 Outreach and assessment to identify a homeless person's needs; 

 Immediate (emergency) shelter as a safe, decent alternative to the streets; 

 Transitional housing with appropriate supportive services to help people reach independent living; 

and 

 Permanent housing or 

 Permanent Supportive housing for the disabled homeless. 

Since the Emergency Shelter Grant (ESG) is the only source of HUD funding devoted to the maintenance and 

operation of emergency shelters, projects with shelters may take priority over projects providing only essential 

services for the homeless.  IHFA will fund projects which: 

a) Fulfill the needs identified in the Consolidated Plan; and 

b) Coordinate with mainstream services already in the project area; and 

c) Use ESG funding to complement the use of other public and/or private funding designated for the 

project.  

Definitions 

Applicant - any unit of general local government or public or private non-profit organization submitting the 

necessary paperwork to be considered for funding as an ESG service provider. 

Annual Performance Report - (APR) a yearly progress and outcomes report required by IHFA for every project 

during each year that a grant agreement is active. 

Audit Trail - a complete record of expenditures including request for purchase and by whom, how approved, 

source of funds used for expense, date of acquisition, and cost. 

Authorized Signature - the signature of an executive officer, agency director, or other responsible employee 

designated by a recipient agency as an "Authorized Person" on the Request for Funds Authorization form in the 

Technical Submission for the grant. 

Childcare - is the care and supervision of children during part of a 24-hour period while parents work, seek 

employment, attend life skills classes or other training programs.  Childcare programs receiving funds from 

ESG must have a valid Basic Day Care License issued by the Idaho Department of Health and Welfare or other 

appropriate jurisdiction. 

Conversion - a change in the use of a building to an emergency shelter for the homeless, where the cost of 

conversion and any rehabilitation exceeds 75% of the value of the building after conversion.  Any building 
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converted to an emergency shelter that is assisted with ESG funds must meet local government safety and 

sanitation standards and must be maintained as a shelter for the homeless for not less than a 10-year period.  

Emergency Shelter - any facility the primary purpose of which is to provide temporary shelter or short-term 

transitional shelter for the homeless in general or for specific populations of homeless persons 

ESG - Emergency Shelter Grant.  The Emergency Shelter Grant Program is defined and controlled under HUD 

regulations found at Title 24, Code of Federal Regulations, Part 576, which are hereby included by reference as 

part of these policies and procedures. 

Essential Services - address the immediate needs of the homeless through day shelters or soup kitchens, or 

provide assistance from the shelter setting which enables homeless persons to become more independent and to 

secure permanent housing.  These services should focus on bringing clients to the next step of the continuum. 

After meeting immediate personal needs, shelter services should provide assistance that will strengthen a 

client's ability to move into transitional, supportive or permanent housing. 

Families - one or more adults with dependent children under the age of 18. 

Grantee - the direct recipient of grant funds.  In the ESG program, IHFA is the 'grantee' responsible to HUD for 

proper execution of the grant program through sub-contracted providers of homeless services statewide.   

Homeless - means as the term is defined in 42 U.S.C. 11302, hereby included by reference.  The definition, in 

summary, includes families and individuals living in places not meant for human habitation (or who would be 

without HUD's homelessness assistance), and who do not have the resources or support needed to obtain 

housing. Criteria are discussed further under Client Eligibility, Section 3.2 in this manual. 

Homeless Management Information System (HMIS): IHFA has instituted the use of HMIS in response to the 

requirements of the United States Congress under the HUD Appropriations Act HR_2620.  The United States 

Department of Housing and Urban Development (HUD) has required the implementation and operation of 
management information systems for purposes of collecting unduplicated counts of homeless people and 

analyzing patterns of use of assistance funded by the federal government. IHFA uses Service Point, a web-based 

software of Bowman Systems for HMIS data collection.  

Homeless Prevention - activities designed to prevent the incidence of homelessness.  Primarily, rental assistance 

when eviction is imminent, utility assistance when services are being terminated, first month's rent, security or 

utility deposits for obtaining permanent housing, and some hotel/motel vouchers in the event that shelters are 

full.  Other activities are listed on the Allowable Expenses by Eligible Cost Category chart in Section 7.1 of this 

manual. 

 HUD - the US Department of Housing and Urban Development. 

IHFA - Idaho Housing and Finance Association, administrator of federal funds to the State of Idaho for the 

Department of Housing and Urban Development.  

In-Kind  - donated volunteer services or goods including staff time, shelter rent, shelter facilities, or supplies of 

the same kind eligible under program guidelines. 

Internal Controls - the combination of policies, procedures, personnel, defined responsibilities, and records that 

allow an organization to maintain adequate oversight and control of its finances. A chart of Good Business 

Practices for Adequate Financial Controls is listed in Section 7.5 of this manual. 
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Major Rehabilitation - rehabilitation that involves costs in excess of 75% of the value of the building before 

rehabilitation.  Buildings assisted at this level must be maintained as a shelter for the homeless for not less than 

a 10-year period. 

Management by Expenditure - a term used by IHFA to ensure that cash management regulations regarding 

timely disbursement of funds are followed.  In addition to HUD's 'payment by reimbursement' rules for ESG, 

IHFA promotes financial accountability by asking for consistent draw requests from Service Providers within 

60 days of program expenses.  The 60-day guideline is part of the contractual agreement (See Grant Terms) 

between IHFA and the Service Provider, and is an important element of the Annual Risk Assessment desk audit 

for compliance determination.  

Obligated – occurs when contracting organization has placed orders, awarded contracts, received services, or 

entered similar transactions that require payment from the grant.  

Private Non-profit Organization - a secular or religious organization described in Section 501(c) of the Internal 

Revenue Code of 1954 which is (a) exempt from taxation under Subtitle A, Title 26 of the Code, (b) has an 

accounting system and a voluntary board, and (c) practices nondiscrimination in the provision of assistance. 

Project Sponsor - any agency sponsoring an ESG-funded project and holding a formal grant agreement with 

IHFA for a designated contract period.   

Rehabilitation - labor, materials, tools and other costs of improving buildings, other than minor or routine 

repairs.  Buildings assisted at this level (other than 'major' rehabilitation) must be maintained as a shelter for the 

homeless for not less than a 3-year period. 

Renovation - rehabilitation that involves costs of 75% or less of the value of the building before rehabilitation.  

Buildings assisted at this level must be maintained as a shelter for the homeless for not less than a 3-year period. 

ServicePoint - The HMIS of choice by Idaho Housing and Finance Association.  ServicePoint (trademarked and 

copyrighted by Bowman Internet Systems, Inc.) is a client information system that provides a standardized 

assessment of a client’s needs, creates individualized service plans and documents housing and supportive 

service assistance provided by participating agencies.  Communities can use the system to determine the 

utilization of homeless services by participating Service Providers, identify gaps in the local service continuum, 

and develop outcome measurements. 

Service Provider- any entity that is successfully involved in providing needed services to Idaho's homeless.  For 

the purpose of ESG, any entity that has successfully applied for grant funds and has been awarded a portion of 

the statewide Emergency Shelter Grant with which to support planned services to Idaho's homeless.  Services 

are approved for ESG funding by Idaho Housing and Finance Association to be provided through emergency 

shelters, transitional housing projects, day-shelters, soup kitchens, or community action agencies. 

SHP - Supportive Housing Program, a HUD grant for transitional housing projects with supportive services. 

State - the State of Idaho. 

Transitional Housing - for the purposes of ESG assistance, housing that extends past the "3 days to 3 months" 

reasonable period for temporary housing (emergency shelter).  HUD defines transitional housing as having the 

'purpose' of moving homeless individuals and families to permanent housing within 24 months. 42 U.S.C. 

11384(b) 

Unit of General Local Government - a general-purpose political subdivision of the State of Idaho as determined 

under Idaho Code. 
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Value of the Building - the monetary value assigned to a building by an independent real estate appraiser, or as 

otherwise reasonably established by IHFA. 

APPLICATION AND FUNDING 

Who may apply? 

IHFA receives Emergency Shelter Grant funding from HUD as a formula allocation through Idaho's Continuum 

of Care grant process.  These grant funds become available during the spring of each year for disbursement 

across the state of Idaho.  IHFA is responsible to determine how the funds will best be apportioned to recipients.  

A competitive application process is used to ensure a balanced and fair distribution.  Units of general local 

government or private non-profit organizations may apply for these funds. 

Application Process  

N.O.P.S.  Funds allocated to the State of Idaho from the Department of Housing and Urban Development are 

made available to interested applicants each year through a Notice of Program Solicitation published in 

prominent newspapers statewide.  Instructions on how to apply for these grant monies are provided in the 

notice.  Contact persons from the Grant Programs Department of IHFA are listed in the notice for the benefit of 

interested persons who may have questions about the program.  The Program Solicitation, a description of the 

ESG program and application process, is updated annually and published on IHFA's website on the Grant 

Programs web page. 

APPLICATION PROCEDURE:  

 The updated Program Solicitation, which includes application materials, may be downloaded from 

IHFA's website, www.ihfa.org, or requested from IHFA as indicated in the Notice of Program 

Solicitation.  Technical assistance is available from the Grant Programs Department.  Instructions 

and time lines for the receipt of application materials are clearly identified.  Applicants are 

responsible for submitting materials on time in order to be considered. 

 The Application Narrative presents the basic elements of the threshold score.  The application 

exhibits must also be completed in order for the project to be considered for maximum funding.  The 

Exhibits are determined by IHFA before the application process begins and may change periodically 

at IHFA’s discretion according to the current funding focus and/or HUD guidelines.  

 Using defined rating criteria, the Application Narratives are reviewed and rated by an Independent 

Review Panel comprised of professionals and community members with knowledge and experience 

in homelessness issues.  Scores from each member are averaged for each proposal. The averaged 

score reflects the Panel's determination of the merit of the project.   

 Applications meeting or exceeding a minimum threshold score will continue through a second phase 

where exhibits will be scored by IHFA. 

Funding Mechanism 

A funding formula established by IHFA is used to determine the amounts awarded to qualified applicants.  

Applications passing the threshold score will be awarded a pre-determined minimum amount of funds.  

Additional funds are tied to the Exhibits, which provide more detailed information about applicant proposals.  A 

conditional award offer is mailed to qualifying applicants in the Technical Submission packet.  The packet 

contains forms that request vital information necessary for grant administration and must be completed within a 

http://www.ihfa.org/
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designated time frame before grant agreements are made. The Technical Submission is also updated annually 

and made available on IHFA's website. 

Technical Submission Procedure 

 Applicants are required to complete and return all technical submission forms to IHFA according to 

the time line defined in the instructions.  The technical submission forms include vital information 

needed for administration of the grant as well as elements necessary for compliance to federal 

guidelines.   

 IHFA will review all Technical Submission documents.  IHFA will approve or make necessary 

adjustments to the Project Budget submitted by applicants. 

Awards and Agreements 

Upon completion and timely receipt of the Technical Submission materials from project sponsors, a contractual 

agreement is prepared and mailed with a formal letter of award.  Guidelines are provided to assist project 

sponsors of the Emergency Shelter Grant in carrying out the responsibilities of the grant.  Program requirements 

are addressed elsewhere in this manual. 

Award Procedure 

 After careful review and approval of all Technical Submission documents to ensure completeness 

and compliance with regulations, grant agreements are prepared by IHFA. 

 A formal letter of award is mailed with a Contract Packet, which includes necessary forms for 

implementation of the grant, and a Final Project Budget. 

 Additional instructions are provided for new project sponsors, projects including rehabilitation 

activities, and projects including Homeless Prevention funds.  

PROGRAM ACTIVITIES AND REQUIREMENTS 

Eligible Activities 

There are five major categories of eligible spending for Emergency Shelter Grant funds.  Although general 

guidelines for activities of the program are listed at 24 CFR 576.21, other possible costs may be eligible under 

the program provided that they: 

1) Fit the statutory requirement of benefiting homeless persons (or persons at imminent risk of 

homelessness, in the case of homeless prevention funds) and assisting their movement toward 

independent living; and 

2) fit into one of the four eligible "spending categories" below; and 

3) are reasonable and customary to the area. 

Spending Categories: Rehabilitation, Essential Services, Shelter Operations, and Homeless Prevention, are the 

only spending categories available for project sponsors of the ESG program.  Although administrative costs are 

ESG-eligible, this small percentage is reserved for the services of IHFA as administrator of this HUD program 

for the State of Idaho.  Administrative assistance is not made available to individual state recipients (24 CFR 

576.25).  A list of Allowable Expenses by Eligible Cost Category is in Section 7.1 of this manual. 
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Rehabilitation 

(a) Eligible Buildings: 42 U.S.C. 11374 dictates that rehabilitation activities must be related to buildings to be 

used as emergency shelters.  Eligible rehabilitation activities include conversion, renovation, or costs of 

improving buildings other than minor or routine repairs. Buildings assisted with rehabilitation funds are subject 

to continued use standards between three (3) and ten (10) years, according to the cost of the project.  These 

standards are listed in Section 1.2 under the definitions for these categories: Major Rehabilitation, Renovation 

and Conversion. 

(b) Continued Use Requirements: The continued use periods begin on the date that grant amounts are first 

obligated for the shelter, unless the building is being converted and was not previously used as an emergency 

shelter.  In this case, the continued use period begins on the date of initial occupancy by the homeless person(s) 

being served in the building.   

(c) Ineligible Costs: Acquisition of property, new construction, property clearance, and demolition ARE NOT 

eligible activities for ESG funding.  Building maintenance and minor repairs are eligible only under the 

Operations and Maintenance cost category. 

(d) Environmental Review: Rehabilitation projects are also subject to Environmental Review regulations, which 

are discussed in Section 5.5 of this manual, Other Federal Requirements.  Any projects that require this review 

will not be funded until the process is completed and the necessary paperwork filed with IHFA. 

(e) Lead-Based Paint: ESG housing or service sites that are regularly frequented by children under 6 years of 

age may use ESG rehabilitation funds for lead testing and abatement procedures.  Lead-Based Paint regulations 

as they apply to ESG are discussed in Section 5.4 of this manual, Other Federal Requirements.   

Essential Services  

 

(a) Essential Service Limitations: Essential Services (see definition) are limited under the ESG program 

because sponsors are encouraged to refer shelter clients to mainstream services already in place in the 

community.  ESG may not fund essential services that have been offered by the local government any time 

within the previous 12 months, unless the ESG services complement what is already in place.  ESG may also 

fund new services to the area or provide a measurable increase in the level of services already available. 

IHFA recommends, however, that although activities such as health services, psychological counseling, and 

substance abuse treatment are eligible ESG activities, the stronger project focus should be shelter-based.  

Projects should fund services that assist clients in finding employment and in obtaining other mainstream 

Federal, State and local assistance (mental health benefits, medical assistance, veteran's benefits, income 

support, SSI benefits, food stamps) needed for self-sufficiency.  This prevents duplication of supportive 

services already available in the area through other agencies and allows ESG funds to be used for strong 

shelter programs with measurable outcomes showing that clients are moving into the next phase of the 

continuum, transitional housing funded by SHP.  The Supportive Housing Program will better serve projects 

with more supportive services because it is a longer-term program, while the main purpose of ESG is to 

provide short-term shelter and assistance for immediate needs. 

(b) 30% Budget Cap: 42 U.S.C. 11374 regarding Eligible Activities for ESG also dictates that not more than 

30% of all ESG assistance to a state may be designated for the Essential Services spending category.  IHFA 

reserves the right to extend this limit to individual project budgets in order to maintain the statewide cap. 
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(c) Waiver Authority: U.S. Code allows a request for waiver of the 30% limit if a jurisdiction has a proven 

need of more funding for essential services in the state.  Documentation must be provided, however, that 

clearly shows that all other ESG spending categories are being carried out with other resources to the extent 

that there is no demand for those activities.  IHFA's priority for ESG funds is primarily shelter needs, since 

other funds are designated for supportive services. 

(d) Ineligible Costs: Staff salaries of persons in administrative positions are not allowable except when they 

are working directly with/for participants in the program.  Advocacy, planning and organization are not 

eligible.  Staff recruitment and training do not qualify under ESG and no transportation will be funded except 

costs directly associated with service delivery to clients. 

Operations and Maintenance 

(a) Housing Facilities Only: The operations category refers to emergency shelter and transitional housing 

costs.  42 U.S. Code 11374 ties these expenses directly to ESG facilities.  The Operations & Maintenance 

section of the Allowable Expenses by Eligible Cost Categories list in this manual refers to "housing" 

facilities.  Project sponsors that use other buildings to carry out additional services are responsible to find 

other funds to operate and maintain those facilities. 

(b) Office Space: If a project does not have a shelter office within the shelter facility, office utilities may be 

paid by ESG for a separate office space used exclusively for shelter operations.  If this office is used for 

other programs in addition to ESG, the office costs must be shared and only a reasonable pro-rated portion 

can be funded by ESG.    

(c) Ineligible Costs: Operations for buildings, other than housing units that are related to a shelter project 

offering an array of services to shelter clients, do not qualify under this spending category.  ESG will fund 

operations costs for shelter facilities alone.   Staff salaries for persons NOT working in shelter facilities are 

ineligible unless they relate to security or maintenance of the shelter.  Other ineligible costs include 

recruitment or staff training, entertainment costs, advertisement, surveys, pamphlets, or any costs associated 

with the organization apart from the housing component; public relations or fund-raising costs, including 

postage for these purposes; late fees or bad debts; depreciation, or mortgage payments on a building. 

 Homeless Prevention 

(a) Funding Limits: 42 U.S.C. 11374 (d) requires that no more than 30% of the total amount of the ESG 

grant to a state may be designated for Homeless Prevention assistance activities.  IHFA determines the 

percentage to be set aside each program year and distributes it regionally throughout the state. 

(b) Client Qualification: Helping to prevent the incidence of homelessness is an important component of the 

Emergency Shelter Grant.  Financial assistance to help people remain in their current housing is equally 

important to shelter services.  42 U.S.C. 11374(a) clarifies that unexpected dire circumstances must be the 

cause of a person's inability to pay rent or utilities in order to assist them with ESG funds to stay in their 

home.  These circumstances are listed on the Homelessness Client Qualification and Assistance form for 

Homeless Prevention assistance in Section 6.41 of this manual. 

(c) Eligible Activities: Rental and utility assistance, security deposits, first-month's rent, landlord-tenant 

mediation costs, legal services for representation of indigent tenants in eviction proceedings, and mortgage 

assistance to prevent foreclosure are allowable expenditures with these funds.  Qualifying documentation 

must accompany these requests, and is outlined on the Guidelines for Homeless Prevention Activities form 

in Section 7.6 of this manual. 
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(d) Lead-free Units: When a provider assists a client with first-month's rent or a security or utility deposit 

for moving into a permanent housing unit, the selected unit (whether it is a client choice or an agency 

referral) must be free from lead-based paint contamination.  Please see further guidelines in Section 5.4 and 

Section 7.9 of this manual.   

(e) Ineligible Activities: Providing housing to homeless persons not transitioning out of a shelter stay, direct 

payments to individuals, long-term assistance beyond 3-6 months, and application for Federal funds are not 

allowable costs in the Homeless Prevention category of ESG spending. 

Client Eligibility 

Documentation of Homelessness 

Every client served by ESG funds must qualify for assistance according to HUD standards.  Service 

Providers are responsible to determine this eligibility status for both homeless clients and those at risk of 

homelessness.  This documentation may come from either the participant or a third party information source 

and is typically obtained at intake, entry, or referral by another ESG service provider.  A copy of the 

documentation must be kept in the client file and made available to IHFA or HUD for monitoring or risk 

analysis purposes.  IHFA provides a Homeless Client Qualification and Assistance form for this purpose 

which may be found in Section 6.41 of this manual. 

Other detailed documentation requirements for various homeless populations are clearly outlined in the 

Homeless Persons Documentation Table located in Section 7.7 of this manual. 

Qualification for Assistance 

Documentation of homelessness is all that is necessary for clients to receive Emergency Shelter services; 

but Homeless Prevention assistance requires more information.  These requirements can be found on the 

Guidelines for Homeless Prevention Activities in Section 7.6 of this manual.  If shelter services are 

"transitional" in nature qualification for assistance requires more information on the person's prior living 

situation.  These requirements are listed in the Homeless Persons Documentation Table in Section 7.7 of 

this manual. 

Documentation and Confidentiality 

Client Files 

Client files should not only document homelessness eligibility but should include a detailed record of the 

services provided to each client and the program funds that supported each service. ESG funding is directly 

related to project performance.  Program outcomes can only be measured if full and precise information 

about activities and services provided are gathered and maintained for reporting.  Any demographic and 

service information requested on the Annual Performance Report should be a regular part of record keeping 

procedures for project sponsors.  Client files should reflect dates, types, program costs, etc. of all services in 

order to document both efficient grant management AND the success of the shelter project.  Records should 

be maintained for at least four years after the end of the grant term. 

Confidentiality 

42 U.S.C. 11375(c)(5) requires service providers assisting clients  in domestic violence situations to ensure 

that their records are kept confidential.  IHFA will not disclose non-public, personal information to any non-

affiliated third party except as required by law, or with the client's written permission.  Client information 

should not be accessible to any persons other than authorized Service Provider personnel or authorized 
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personnel from IHFA and HUD for compliance monitoring and/or audit purposes.  Data systems, such as 

ServicePoint, for required homeless tracking statistics include ample safety measures for confidentiality as 

well.  Locations of domestic violence shelter facilities receiving ESG funds will not be publicly disclosed 

except with the written authorization of the person responsible for shelter operations. 

Termination of Assistance 

Service providers may terminate ESG assistance to participants who violate program requirements.  The 

agency must have a process in place that governs the termination and grievance procedures and must make 

this policy available to participants either by written handouts or posting of the policy used by the shelter.   

Program Requirements 

 Project Planning 

The activities necessary for carrying out the project will be outlined in the original ESG application and 

should be maintained throughout the period of the grant.  Any additional, unplanned or unexpected activities 

may not be added to the Project Budget without prior approval by IHFA.  Risk Management guidelines 

dictate that drifting from the original scope of the application is "high risk" in project management and 

indicates insufficient planning in grant spending that should trigger a monitoring visit. 

Approved Budget 

 Federal programs are governed by regulations that delineate types of spending allowed under each grant.  

The eligible activities for the Emergency Shelter Grant are listed above in Section 3.1 and at 24 CFR 

576.21. During the Technical Submission phase of the application process, a Budget Worksheet is required 

to show how the recipient plans to spend the requested funds.  These budgets are reviewed and must be 

approved by IHFA before the project is set up for drawing down funds.  The final approved budget is used 

by IHFA throughout the grant period to monitor spending and the funded agency must adhere to the planned 

budget line items explicitly unless a Budget Modification is approved by IHFA.  A sample Final Project 

Budget and a Budget Modification form are included Section 6.2 of this manual. 

 Building and Habitability Standards  

Local government safety and sanitation standards apply to buildings where ESG funding is used for a 

rehabilitation activity.  In addition, the basic standards that will ensure shelter and housing facilities funded 

by ESG to be safe, sanitary, and adequately maintained are in Section 7.2 of this manual: Building and 

Habitability Standards. 

Insurance Coverage: 

 Liability: Project sponsors are responsible for providing insurance coverage to protect against legal 

liability that may arise from activities under this program.  Insurance minimums and coverage 

requirements are discussed in the Program Solicitation published annually on the Idaho Housing and 

Finance Association website. 

 Bonding: Anyone authorized to act on behalf of the provider for receiving/depositing funds or for 

other financial responsibilities must be bonded for $10,000 or the amount of the grant agreement, 

whichever is higher. 

 Worker's Compensation: Project sponsors are required to obtain and maintain worker's 

compensation insurance coverage.  An "Insurance Verification" form is required with the Technical 

Submission before projects are funded. 
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Spending Deadlines and Recaptures 

A normal spending cycle for the ESG program is eighteen (18) months.   Funds are typically awarded in the 

spring of each year to qualified applicants who submit a budget worksheet showing how the funds will be 

spent. Project sponsors are expected to plan their budgets in a way that project goals are met by the end of 

the spending period with little or no budget adjustment.   In the event that IHFA determines a sponsor to be 

unable to spend all grant monies by the contractual deadline, funds may be recaptured and redistributed to 

another service provider that will be able to spend the funds in a timely manner on eligible activities.  Any 

project sponsor having funds recaptured by IHFA during a grant cycle will have the same amount subtracted 

from any ESG award made to that applicant the following grant period.  See Sanctions for Non-Compliance, 

Section 4.4. 

Spending and Recapture Procedure 

 Service providers are responsible to spend grant funds according to approved budget items within 

the scope of project application goals.  IHFA uses the Final Project Budget to approve grant draws 

throughout the grant period. 

 Grant funds must be spent by the grant period closing date specified in the Grant Agreement. 

 IHFA sends periodic reminders to Service Providers regarding spending deadlines. 

 Service Providers whose record of Request for Funds shows little activity toward the end of a grant 

period are notified that their grant funds may be jeopardized. 

 If IHFA determines, from a Service Provider's response to the above notification, that grant funds 

will not be spent according to grant period time lines, recapture proceedings will be initiated. 

 Contract Amendments are prepared to remove the amount of grant funds in jeopardy from the 

holding agency.  Amendments are signed both by IHFA and by the service provider holding the 

Agreement. 

 According to the time remaining for the expenditure of the grant funds, IHFA will determine the 

method of redistribution. 

 Funds are re-distributed by preparing a new or amended Grant Agreement with a different Idaho 

Service Provider who has a proven track record of responsible grant funds management. 

Matching funds  

24 CFR 576.51 explains the federal requirement (42 U.S.C. 11375) for a recipient of ESG funds to match 

the award dollar for dollar with other sources.  These sources may not come from another federal award 

unless that award is designated by federal statute as one that may be used for matching.  (OMB A-110.23 

(a)(5).  These funds must be provided after the date of the ESG award.  The eligible match sources are listed 

in the Program Solicitation along with a guide to the market value of donated items.  HUD allows the first 

$100,000 of the allocation to a state to be exempt from the match requirement.  ESG applicants may request 

a waiver in matching funds at the time of their application.  If no waivers are approved IHFA will share the 

exemption with all applicants by decreasing their match requirements by an equal percentage for each 

project sponsor. 

 Match Certification: IHFA will verify that an applicant is capable of providing sufficient matching 

funds from eligible sources by requiring a certification.  Each applicant will submit a form stating 
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the amounts and sources the agency plans to use for meeting the match requirement.  This form will 

come with approved signatures in the required Technical Submission packet before awards are 

made.  If ineligible sources of match are listed on the certification, the agency will be contacted for 

clarification before any funds are committed to the project. 

Reimbursement of Costs 

Instructions and forms for requesting reimbursement for eligible project expenses are supplied by IHFA 

with the contract packet. Samples are included for your reference in Section 6 of this manual.  The 

Emergency Shelter Grant is built on a reimbursement basis and only costs that have already been paid will 

qualify.  Receipts with proof of payment will be required before draws will be processed. Since 

Management by Expenditure (Section 3.49) requires requests to be made on a regular basis, IHFA reserves 

the right to refuse receipts older than 60 days that are submitted for reimbursement.  Sponsors may contact 

the administrator of the grant program to discuss expenses that may regularly fall into this category.  

According to the ESG policy guidelines provided by HUD, however, it is the responsibility of IHFA "to 

minimize the time between when the recipient incurs grant expenses and when it seeks reimbursement from 

the federal government" (24 CFR 85.20(b)(7).  For this reason, IHFA will retain the 60-day reimbursement 

policy.   

Reimbursement Procedure 

 Service Providers are responsible to use the reimbursement forms provided by IHFA to ensure that 

funds will be extracted from the proper grant. 

 Service Providers may choose to submit reimbursement requests monthly or bi-monthly.  Other 

reimbursement schedules may be submitted for approval to IHFA. 

 Service Providers must adhere to the line items approved by IHFA on the Final Project Budget for 

all reimbursement requests.  These line items appear on the Request for Funds form included in each 

Contract Packet.  Using the wrong Request for Funds form may cause confusion in requesting funds, 

and may delay timely reimbursement. 

 Service Providers are responsible to provide required documentation of program costs (Section 

3.48).  Failure to provide the required documentation will delay processing and prevent a timely 

reimbursement to the Service Provider. 

Documentation of Allowable Costs 

(a) Dates of Service: Only expenses incurred on or after the date of a formal award are allowable.  This 

includes utility receipts that may have service dates beginning before this date, but ending within the grant 

period except in the case of homeless prevention assistance.  In this case, the “date of service” becomes 

the date the serving agency issues a check for payment of delinquent bills.  In most cases, however, when 

services begin before the date of award, receipts must be pro-rated to reimburse costs only for the eligible 

days within the service period.  

(b) Proof of Payment: Receipts submitted with draws for reimbursement must show proof of payment.  

This may come in the form of copied checks or from check numbers written on each receipt and initialed 

by the contact person.  In the event that check numbers are written on receipts as proof of payment, 

agency draw files should be set up so that IHFA or HUD may easily verify these numbers at an onsite-

monitoring visit.  Multiple sheets of copied ledger pages are not acceptable as proof of payment.  IHFA 
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reviewers do not have time to search for check numbers or account codes related to each receipt.  It is the 

responsibility of the person preparing the requests to clarify proof of payment. 

(c) Documentation that is insufficient or difficult to decipher will delay or halt the reimbursement process, 

and may be grounds for the entire request to be returned to the sponsor for clarification and to be 

resubmitted properly at a later date.  

 Management by Expenditure  

IHFA has adopted this policy to ensure timely and efficient management of grant funds.  Draw requests must be 

made on a regular basis, preferably monthly or bi-monthly. Although individual agencies may choose from 

several available options, IHFA requires project sponsors to adhere to the draw schedule they choose at the 

outset of the grant period.  Management by Expenditure is a component of the annual Risk Analysis process. 

IHFA Forms  

IHFA provides the forms necessary for carrying out this grant.  IHFA forms are created to fit the needs of the 

administration process and to fit the reporting requirements from HUD.  It is important for Project Sponsors to 

cooperate with the use of the forms provided, understanding that they are purposeful and necessary.  Updated 

forms are included in Section 6 of this manual and on the IHFA website.  They may also be requested by email 

from Sheri Cook Sheric@ihfa.org. 

Financial Standards 

Financial System: Internal Controls (see definitions) reflect the overall financial management of an 

organization.  Standards for financial management systems of non-profit organizations may be found in 24 CFR 

84.  The following areas should be included: 

(a) Budget Controls: When budget controls are adequate, the agency will have a regular, on-going basis of 

comparison between actual expenditures and ESG-budgeted amounts for the activities.  The ESG budget 

will cover intended project expenses with very little necessity for adjustments during the grant period.  

The agency will also relate its financial information to recorded outcomes, since awards are more likely to 

be made when performance measures are in place and outcomes are tracked. 

(b) Accounting Controls: Even when IHFA does not require full details to accompany draw requests, 

expenditures must be supported by invoices, contracts, purchase orders, etc. If minimal documentation is 

allowed with a draw, agencies must have detailed records onsite to provide a complete audit trail at any 

time. (See Audit Trail definition in Section 1.2).   

(c) Wages: When supported by more than one funding source, wages must be documented by records that 

clearly show the time distribution and wage breakdowns between programs. 

(d) Financial records: Project sponsors are required to maintain financial records relative to the ESG 

program for four (4) years after the last transaction with IHFA. 

(e) Procurement Rules: 24 CFR Part 84 provides regulations that govern the procurement of supplies, 

equipment, construction and services to ensure that they are obtained economically and competitively. In 

summary, recipients may use their own procurement procedures as long as they conform to the 

regulations.  Important elements for Service Providers to consider are: a system to handle contract 

disputes; a code of conduct preventing conflicts of interest, some form of cost analysis to ensure 

economic purchases; positive efforts to use small and minority-owned businesses to the maximum extent 

possible. 

mailto:Sheric@ihfa.org
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(f) Property Controls: The federal regulations regarding property controls in 24 CFR 84.34(f) are for the 

purpose of tracking the assets purchased with grant funds to ensure that they are properly maintained, 

secure, and being used for authorized purposes. IHFA is required to do a periodic physical inventory on 

these items to verify their existence, current utilization and continued need.  For this reason, agencies 

using ESG funds to purchase furnishings, vehicles, or equipment for a project should keep accurate 

records including the following: a complete description of the item purchased, a serial or other 

identification number, the source of funds and grant contract number, the acquisition date, and the cost.  

The Inventory Policy and Equipment and Furnishings Inventory Record used by IHFA for monitoring 

purposes are included for your reference in Section 7.8 of this manual.  

These items are federal property and cannot be disposed of without requesting permission and guidelines 

from HUD.  If the recipient no longer needs the item for the grant project it may be used for other 

activities if the conditions of 24 CFR 84.34(g) are met. 

Audits  

OMB Circular A-133 requires organizations to comply with federal audit standards if they receive more than 

$500,000 in federal funds during one year.  If the organization does not fall under this requirement, an 

independent financial audit by a certified public accountant is required in lieu of the Single Audit.  These audits 

must be kept current and submitted to IHFA regularly as long as ESG funds are being received. 

A list of Financial Management Tips relating to common financial issues may be found in Section 7.4 of this 

manual.  

Records Maintenance  

Project sponsors must also follow the guidelines for equipment/inventory record keeping and for program 

outcomes.  ESG funding should be directly related to service delivery through emergency shelters, transitional 

housing programs, or direct client services to the homeless through day shelters, soup kitchens, or community 

action agencies.  Accurate results regarding these services to the homeless population should be systematically 

gathered and maintained in agency files for regular reporting purposes.  HUD requires IHFA to report 

consistently on not only the proper and timely expenditure of grant funds, but also on the types of program 

activities being funded and their evidence of measurable outcomes.  The Homeless Management Information 

System (HMIS) (Section 4.1) will provide a wide variety of tracking capabilities to serve this purpose.   

Reliable agency data, demographic data, service data, and outcomes data will be gathered through this system 

and used for annual HUD reporting. 
 

 

COMPLIANCE MONITORING AND REPORTING 

Homeless Management Information System 

HUD requires recipients of federal funds to collect unduplicated client data each year by a Homeless 

Management Information System.  Idaho Housing and Finance Association replaced the former 1997 Access-

based program with a new system, ServicePoint, which was implemented throughout the state in 2003.  

Questions regarding homeless tracking, reporting requirements or requests for training may be submitted to 

Jennifer Otto, HMIS Coordinator at (208) 424-7015.  Because of HUD's requirement, participation in the 

ServicePoint system is part of the contractual agreement for all ESG-funded projects.  The overall intent is to 

track the types of information that will clearly show the success of homeless programs.  Outcomes Assessment 

is the bottom line; if the programs are not producing desired results, the funding should be directed elsewhere. 
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Annual Performance Reporting 

IHFA requires Project Sponsors to submit an Annual Performance Report (APR) for each HUD fiscal year 

during which ESG funds are expended.  This report documents the number of clients served, services provided, 

as well as other program details needed for HUD reporting.  IHFA requires that the information reported on the 

APR match the data entered by the Project Sponsor in ServicePoint.  IHFA sends an APR form and instructions 

to service providers at reporting time each year.  A sample APR may be found in Section 6.5 of this manual.   

Risk Analysis and Monitoring  

IHFA, as administrator of federal HUD funds, is required to monitor state recipients for compliance with federal 

laws governing grant programs.  Using techniques, guidelines, and federal regulations at 24 CFR Part 576 from 

HUD's Monitoring Guidance for the Emergency Shelter Grant Program, IHFA has developed a process to 

ensure that these requirements are met through the following components: 

(a) Application Process: IHFA requires that applicants submit the necessary documents 

and budget information to demonstrate compliance.  Compliance standards are used in the approval of a 

project sponsor’s final budget.   

(b) Technical Submission: Compliance issues are incorporated into the technical 

submission and must be reviewed and approved by IHFA before funding takes place.    

(c) Contractual Agreement: IHFA incorporates into grant agreements many of the policy  

issues that are areas of concern to HUD.  These agreements signed by authorized agency personnel 

represent their willingness to comply with these issues.  

(d) Draw Process: IHFA's draw process for reimbursement of funds includes various 

areas of compliance required by HUD regarding budget and accounting procedures. 

(e) Reporting: The Annual Performance Report and the Homeless Management 

Information System, both required by IHFA, are directly related to HUD's compliance requirements for 

outcomes reporting. 

(f) Risk Analysis: The desk audit is the first step in monitoring project sponsors each 

year.  Compliance issues considered on this assessment will be combined with any non-compliance 

noted during the above grant processes to determine whether an onsite visit will be necessary. 

(g) Onsite Monitor: These visits are for certain aspects of compliance, such as facility  

verifications, equipment inventory, review of client files and accounting records that cannot be 

monitored by other components of the grant process.  The onsite Compliance Monitor also serves as an 

opportunity for IHFA to follow up on any non-compliance issues previously revealed during the grant 

implementation process and/or reported on the Risk Analysis report.  Sample forms for Onsite 

Monitoring, Client File Monitoring, and Self-Monitoring are available for reference in Section 6.4 of 

this manual.   

*NOTE:  Dissemination of program requirements is an important monitoring technique.  Project sponsors who 

read and follow the instructions that come through the various components listed above during the grant period 

are unlikely to develop areas of non-compliance in their program implementation.  Since the forms and 
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instructions provided by IHFA's grant administration process incorporate vital components of successful 

program compliance, Service Providers should use them advantageously.  

Sanctions for Non-compliance 

IHFA is responsible to implement sanctions upon any Project Sponsor found to be out of compliance with 

program requirements.  Sanctions may include but are not limited to: 

 A warning letter regarding further sanctions for continued non-compliance 

 Conditioning a future grant 

 Directives to stop incurring certain costs 

 Retraction of remaining grant funds 

 Requirement to repay certain grant amounts spent ineligibly 

 Reducing the level of funds a grantee may otherwise be entitled to 

 Electing not to provide future funds until appropriate actions are taken to ensure compliance 

These sanctions are taken from the ESG Desk Guide on Sanctions for Noncompliance,  

OTHER FEDERAL REQUIREMENTS 

Non-Discrimination and Equal Opportunity 

Project sponsors are required to ensure that ESG-funded services are made available to all eligible persons on a 

nondiscriminatory basis, and to publicize this fact.  This availability must reach persons of any particular 

handicap, race, color, religion, sex, age, familial status, or national origin within the agency's service area.  This 

requirement is included in the "Certifications and Assurances" that must be signed and submitted with the 

Technical Submission for all projects before funding. 

Relocation and Displacement 

Any ESG rehabilitation project that displaces residents is subject to the requirements of the Uniform Relocation 

Act.  The costs of relocation assistance may be paid by ESG or from other funding sources.  See the 

requirements at 24 CFR 576.59 for more detailed information. 

Conflict of Interest 

Regulations at 24 CFR 576.57 prohibit any person in a decision-making position for an organization to benefit 

from or obtain personal interest in ESG-funded activities.  This exclusion must continue for one year following 

this person's association or employment with the agency.  Compliance with this regulation may be insured by a 

Code of Conduct that an organization has in place to prohibit such persons from being involved in decision-

making, or to otherwise avoid potential conflicts of this type. 

Lead-Based Paint 

The ESG program deals primarily with the operation of short-term emergency shelters that can be defined as 

'zero-bedroom dwellings' according to the Lead-Based Paint Hazard regulations at 24 CFR Part 35, which is 

hereby included by reference.  Therefore, ESG is governed by Subpart K of this regulation. Most emergency 

shelters are exempt from the regulations, such as studio apartments, dormitories, SRO units, barracks and group 

homes.  Any emergency shelters built prior to 1978 need only comply with the following simplified lead 

requirements: 
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1) provide the Lead Hazard Information Pamphlet available through HUD 

2) do a visual assessment of painted surfaces to identify deterioration 

3) complete paint stabilization by repainting deteriorating surfaces 

4) incorporate ongoing LBP maintenance  

Housing that is not exempted by the definitions above, or housing where children under the age of 6 reside 

frequently, is subject to all lead-based paint regulations. 

Homeless Prevention services are subject to lead regulations because the units assisted with these funds are not 

temporary residences and do not fall under the shelter exemption. Assistance for first month's rent cannot be 

provided for housing units that are not known to be free of lead-based paint contamination. 

A chart of Lead-Based Paint Requirements for ESG is in Section 7.9 of this manual. 

Environmental Review Requirements 

Federally funded projects are subject to established environmental regulations. IHFA acts on behalf of HUD as 

the Responsible Entity (RE) to assess the environmental effects of each application for ESG funds.  Any service 

provider requesting funds for activities under the ESG spending category of "Rehabilitation" may be subject to 

full or partial environmental review.  If an applicant's proposed activity falls under these requirements, IHFA 

must define the level of review required and complete and document all environmental responsibilities before 

the project may be approved and funded. The Environmental Determination Guide for ESG-funded Activities is 

available in Section 7.3 of this manual to show types of activities and environmental review levels that will 

apply for rehabilitation activities of the ESG program. 

Environmental Review Procedure 

 Upon receipt by IHFA of a Technical Submission requesting grant funds for projects categorized 

under Rehabilitation Activities, IHFA will prepare a packet of preliminary forms that are required 

from the Project Sponsor to begin the review process. 

 The Environmental Review materials are mailed with the Contract Packet, and include a Minor 

Rehabilitation/Improvement Summary, and a Federal Procurement Assessment form with a letter of 

explanation. 

 IHFA will use the Minor Rehabilitation/Improvement Summary to make a determination as to the 

level of Environmental Review needed. 

 Necessary action will be taken for the level of review required. 

 Reports, clearances, information requests and final determinations will be compiled into an 

Environmental Review Record (ERR) to be placed in the project file for compliance documentation. 

 Funds may not be released for the project until the review is complete. 

Faith-based Organizations 

Religious or faith-based organizations are eligible, on the same basis as any other organization, to participate in 

the ESG program. Grant funds may not be used for inherently religious activities such as worship or 

proselytizing; clients or prospective participants may not be discriminated against on the basis of religion or 

religious beliefs; services may not be limited on the basis of religious participation.  Religious activities must be 

offered separately, in time or location, from grant funded activities but program participants may voluntarily 
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take part in religious activities offered by the organization.  Guidelines are provided in the ESG Program 

Solicitation for religious organizations owning a structure that is to be renovated, rehabilitated or converted with 

ESG funds for use in providing homeless services.  More information may be obtained through HUD’s Final 

Rule on Participation in HUD Programs by Faith-based Organizations, published in the Federal Register, Part 

IV on September 30, 2003.   
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IHFA GRANT FORMS 

ESG Grant Application Cover Page 

THIS IS ONLY A SAMPLE.  CURRENT INFORMATION IS AVAILABLE ON OUR WEBSITE. 

General Information 

Agency Name 

Shelter Name (if different) 

 

Contact Person for this Grant: 

Phone:                              Fax: 

E-mail address: 

Business Mailing Address: 

 

 

 

Phone:                         Fax: 

Draw Request Contact: General Business Contact: 

Name: 

Phone:                  

Fax: 

E-mail address: 

[if different from other contact] 

Name: 

Phone:                            

Fax: 

E-mail: 

Check one:    

1)  The supported facility is Emergency Shelter only.  Client stay is limited to:  ____days. 

2)  The supported facility houses the Emergency Shelter program along with related  programs listed: 

   (1)                                                      (2)                                                        

3)  The supported facility is a Transitional Housing service where clients may stay longer than 100 days.                                                      

4)  Homeless Prevention Only. 

5)  We have multiple facilities that will be supported by this grant.  (listed below)     

Facility Locations and Types of Services to be Provided 

Location:  (street number) Building Type: (dorm, apt, etc.) Service Type: (shelter, daycare, etc.) 

   

   

   

   

Agency’s Financial Officer: 

 

Amount of Award requested: 
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Chief Executive Officers Signature 

 

Date signed 

 

 

Application Instructions: 

 Complete all sections of General Information on this page.  

 Complete an Application Narrative addressing the six threshold categories listed on the following page.  For 
Homeless Prevention Only, see page 7, Application Policies. 

 For maximum funding, add the appropriate Exhibits listed on pages 23-27 of this solicitation. 

 Attach this cover page to the narrative. 

 Submit original signed application to:   

 

 Idaho Housing and Finance Association 

Sheri Cook 

 Grant Programs Department 

 U.S. Mail:  P.O. Box 7899   Express Delivery:  565 W. Myrtle 

     Boise, Idaho 83707-1899                      Boise, ID 83702 

 

 Applications must be received by IHFA no later than 5:00 p.m. on Tuesday February 4, 2011.   

No applications will be accepted after this deadline. 
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Application Narrative 

THIS IS ONLY A SAMPLE.  CURRENT INFORMATION IS AVAILABLE ON OUR WEBSITE. 

ELEMENTS OF THRESHOLD SCORE* 

1. PROVIDER BACKGROUND (9 points possible) 

Write a brief summary of your organization.  Include your agency name, the type of services provided, and the 
location where these services are performed.  What is your targeted population?  Provide a brief history of your 
organization’s experience in providing these services.  ONE PAGE MAXIMUM 

2. EMERGENCY SHELTER NEEDS (24 points possible) 

What service needs will your project fulfill and what client population is affected when these needs are not met?  What 
is the impact of this deficiency on your community as a whole?  Is this a new need, an ongoing need, or a need that 
has resurfaced?  If ongoing, how has this need been addressed in the past?  How is it being addressed currently and 
why do these needs require further attention?  How will your program address chronic homelessness in your 
community?  Please explain local community activities undertaken to address chronic homelessness.   

ONE PAGE MAXIMUM 

3. PROPOSED PROGRAM(S) (24 points possible) 

Briefly describe how this award will be used.  Which elements (or services) of your program will be funded by ESG 
and how much funding will be designated for each one?  How will this award specifically meet each of the needs 
stated above?  How will your program contribute to the local Continuum of Care and enhance the level of service 
currently available to your community?  Are there other state, local, or private agencies with similar programs in the 
area?    TWO PAGE MAXIMUM   

4. GOALS AND OBJECTIVES (18 points possible) 

What are the specific program goals and objectives that you intend to accomplish through each funded element 
above?  Clearly define the steps that your organization will implement in order to successfully reach these goals and 
objectives.  How soon will the award be utilized?  How many persons do you expect to serve with this award? TWO 
PAGES MAXIMUM 

5. OUTCOME MEASUREMENTS (18 points possible) 

How does your agency track and measure the success of your shelter programs?  What process do you use to 
document the accomplishments for each program goal listed above?  How is client progress monitored during a 
shelter stay?  In the last program year, what percentage of clients left your shelter for transitional or permanent 
housing?  How do you track clients who leave your shelter?  ONE PAGE MAXIMUM 

6. CAPACITY STATEMENT (9 points possible) 

Does your organization have enough personnel to effectively administer this program?  Provide staff/client ratios that 
support your agency’s ability to reach specified goals and maintain a successful program.  Will staff members 
supported by ESG funds be working with other programs?  If so, how will staff members balance their time and 
responsibilities for each program?  What other federal, state, and local resources will support this program?  ONE 
PAGE MAXIMUM 

* 102 POINTS POSSIBLE  
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Exhibits—Elements Necessary for Maximum Funding 

THIS IS ONLY A SAMPLE.  CURRENT INFORMATION IS AVAILABLE ON OUR WEBSITE. 

Exhibit 1 Regional Participation        

Complete the following chart showing your organization’s efforts to meet with your Regional Homeless Coalition.  IHFA 
will be checking attendance logs at regional meetings to verify participation.  Please submit this chart with your 
application. 

DATE  ACTIVITY  

 

 □ Chronically Homeless, □ Service Coord., □ Outreach,  

□ Housing Utilization, □ Plan Implementation, □ Updates 

 

 □ Chronically Homeless, □ Service Coord., □ Outreach,  

□ Housing Utilization, □ Plan Implementation, □ Updates 

   

How many homeless coalition meetings were held in your Region?  

  

At how many meetings was your organization present?  

 Complete the following charts listing all of the people who attend the regional coalition meetings 
and their level of participation.  Make sure to identify by name, title, place of work, and level of 
participation for all those involved in your regional homeless coalition.   Please submit this chart 
with your application. 

   

Name Title Place of Work 

   

   

 □ Less than 50%           □ 50-75%         □ More than 75% of the time 
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Exhibit 2 Homeless Populations Served 

THIS IS ONLY A SAMPLE.  CURRENT INFORMATION IS AVAILABLE ON OUR WEBSITE. 

 

What needs in the Continuum of Care does 
your agency serve? 

 

  

Number of homeless persons to whom your organization provided shelter 
during your most recently completed program year: 

 

  

Number of bednights your organization provided during the most recently 
completed program year: 

 

 

 

  

How many shelter units will this funding support?  

  

How many shelter bedrooms will this funding support?  

  

How many shelter beds will this funding support?  

  

How many households will your organization serve with this funding?  

 

 

How many individuals will your organization serve with this funding?  

 

  

 

How many families will your organization serve with this funding?  How  
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many adults?  How many children?   
 

In the last calendar year (1/1/10 to 12/31/10), what was your program’s bed utilization rate?                   

For assistance in calculating the bed utilization rate, please contact the HMIS administrator at (208) 424-7015. 

 

If you received funding in the previous year, are these numbers a change?   

 

 

For statistical information only (your answers to these questions will not affect your funding): 

How many households were turned away in the most recently completed program year? 

How many households were diverted to Transitional or Permanent Housing in the most recently 
completed program year? 
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Exhibit 3 Local Government Support  

THIS IS ONLY A SAMPLE.  CURRENT INFORMATION IS AVAILABLE ON OUR WEBSITE. 

Please provide a copy of evidence of recent local support for your organization and this project (i.e. 
letter from the mayor of your location, letter from your city council, letter from the county 
commissioners, etc.).  If your organization has a resolution from previous years that is in a continuing 
status, please submit that as well.  Projects that cannot show evidence of local government support 
will not be eligible for the funding under this exhibit. 

The following is an example of what a local government resolution for your organization/project might 
look like: 

RESOLUTION NO. __________________________ 

 

BY THE CITY COUNCIL:   <OR>  

BY THE BOARD OF COMMISSIONERS: JONES, SMITH, et al 

A RESOLUTION TO PUBLICLY SUPPORT THE MISSION AND OBJECTIVES OF THE ABC HOMELESS 
SHELTER AND TO ALLOW THIS DECLARATION OF PUBLIC SUPPORT TO BE USED BY THE ABC 
HOMELESS SHELTER TO SATISFY AN APPLICATION REQUIREMENT FOR FEDERAL FUNDING AND 
TO SUPPORT HOUSING FOR LOW-INCOME HOMELESS PERSONS IN THE CITY OF 
__________________; AUTHORIZING THE MAYOR AND CITY CLERK TO MAKE SUCH DECLARATION 
FOR, AND ON BEHALF OF, THE CITY OF POCATELLO AND ITS OFFICERS. 

 

 WHEREAS, the ABC Homeless Shelter provides a valuable and necessary service to the residents of 
the City of __________ and the surrounding communities and Counties by providing housing and services to 
homeless and indigent persons: and 

 WHEREAS, the ABC Homeless Shelter is in good standing with the City of _________ and is in 
compliance with all applicable City Codes <OR> County Ordinances. 

 NOW, THEREFORE BE IT RESOLVED BY THE MAYOR AND COUNCIL OF THE CITY OF 
_________________, IDAHO: 

 

 Section 1:  That the Mayor and City Clerk be, and they hereby are, declaring public support for the ABC 
Homeless Shelter. 

ADOPTED by the Council of the City of ___________, Idaho this _____day of ________, 2011. 

APPROVED by the Mayor of the City of ___________, Idaho this _____ day of ________, 2011. 

 APPROVED: 

 __________________________________________ 

       Mayor 

 ATTESTED: 

 _________________________________________ 
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      City Clerk 

Exhibit 4 Participation in the Homeless Management Information System (HMIS) 

THIS IS ONLY A SAMPLE.  CURRENT INFORMATION IS AVAILABLE ON OUR WEBSITE. 

Please fill out and submit this form with your application.  All information will be verified through the Homeless Management Information System. 

A Homeless Management Information System (HMIS) is a computerized data collection tool specifically designed to capture client-level, system-wide 
information, over time, on the characteristics and services needs of men, women, and children experiencing homelessness. 

In 2001, Congress directed the Department of Housing and Urban Development (HUD) on the need for data analysis on the extent of homelessness 
and the effectiveness of the McKinney-Vento Act programs.  The mandate required HUD to: 

 Develop unduplicated counts of clients served on the local level 

 Analyze patterns of use of people entering and exiting the homeless assistance system 

 Evaluate the effectiveness of these systems 

IHFA provides in-kind support through licensing fees, training, and technical assistance with IHFA’s Homeless Management Information System of 
choice, Service Point (Bowman Systems).  HMIS is a requirement of the ESG program.          

1) Are you an organization whose primary mission is to serve victims/survivors of domestic violence, and are prohibited from using HMIS as per the 
Violence Against Women Act (VAWA) of 2005? 

□ Yes (if yes, please answer questions 2, 4, and 5) 

□ No (if no, please answer questions 3-5) 

2) Does your organization use a comparable, client-level database to record necessary program data? 

□ Yes 

□ No 

3) Does your organization currently participate in the Homeless Management Information System?     

□ Yes 

□ No 

4) Does your organization have other homeless programs not funded by HUD? 

□ Yes 

□ No 

If yes, please list: 

 

5) Are these programs recorded in the Homeless Management Information System? 

□ Not Applicable 

□ Yes 

□ No 

If yes, please list those recorded in HMIS: 
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Budget Worksheet  

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY 

FORMS. 

BUDGET WORKSHEET:  Using the list of Allowable Expenses attached please ADD or DELETE line items from each category on this form to fit 

the project needs your grant proposal.  For salary support see definitions and guidelines on both sides of the Hourly Billing Rate form. 

ESSENTIAL SERVICES 

Direct Client Services        $__________(a) 

__________________________________________(list activity)  $__________(b) 

__________________________________________(list activity)  $__________(c) 

Essential Service Staff Salary Support  (refer to guidelines)   $__________(d) 

Number of staff included______________ 

**Copy and Complete the attached  “Hourly Billing Rate” form for every staff member to be partially supported by ESG 
funding when you are certain the position fits the requirements. 

TOTAL ESSENTIAL SERVICES   [limited to 30% of Conditional Award] (a)+(b)+(c)+(d)=  $___________ 

SHELTER OPERATIONS AND MAINTENANCE 

Insurance Pre-paid insurance costs will not be paid in advance. Bill for the service 

 as it is provided.  Annual premiums must be billed in 12 monthly installments.  $__________ 

Shelter Rent    Monthly rent _____________ x ______ months  = $__________ 

Utilities- List address and facility for which reimbursement will be requested: 

 i.e. shelter, office space, childcare facility, etc.      $__________ 

Postage/Office Supplies/Printing      $__________ 

Furnishings and Equipment --INVENTORY REQUIRED:  Request guidelines $__________ 

Repairs and Maintenance       $__________ 

_____________________________________________ (list activity) $__________ 

Shelter Staff Salary:  

(Limited to 10% of total award.  The position must be directly related to the day to day 

 operation of the shelter. Administrative duties are not eligible.  Guidelines attached.) 

Number of staff included______________      $__________ 

**Copy and Complete the attached  “Hourly Billing Rate” form for every staff member to be partially supported by ESG 
funding when you are certain the position fits the requirements. 

TOTAL OPERATIONS AND MAINTENANCE      $__________ 

TOTAL CONDITIONAL AWARD        $__________ 

**ADDITIONAL FUNDS REQUESTED FOR HOMELESS PREVENTION?  (use chart)   $__________ 
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Budget Worksheet - Example  

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY 

FORMS. 

 

SHELTER REHABILITATION  

 

TOTAL REHABILITATION        $_______0.00 

 

ESSENTIAL SERVICES 

Direct Client Services        $_____500.00 (a) 

Client Training (Literacy, Budget, Job, etc.)     $_____300.00 (b) 

Case/Management counseling      $___ 3400.00(c) 

Essential Svc. Staff Salary:  Number of staff included:     1     $____4000.00 (d) 

[All staff members approved for grant support are listed on the Salary Table forms] 

 

TOTAL ESSENTIAL SERVICES  {% of total award-27%}    $____8200.00 

 

SHELTER OPERATIONS AND MAINTENANCE 

Insurance Pre-paid insurance costs will not be paid in advance. Bill for the service 

 as it is provided.  Annual premiums must be billed in 12 monthly installments.  $___1500.00 

Shelter Rent    Monthly rent ___750_______ x __12__ months  = $___9000.00 

 

Utilities-  Approved Facilities:1234 Anystreet , shelter at 100% 

                     1236 Anystreet, soup kitchen, at 50% $___2500.00 

 

Phone-  Approved Numbers:  123-4567, shelter, at 100% 

      123-9876, office, at 30% $___ 700.00 

 

Postage/Office Supplies/Printing      $___1000.00 

Furnishings and Equipment      $___2000.00 

Repairs and Maintenance       $___1500.00 

Onsite Food______________________________    $___1030.00 

_____________________________________________   $__________ 
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Shelter Staff : Attach job descriptions 

(Limited to 10% of total award.  The position must be directly related to the day to day 

 operation of the shelter. Administrative duties are not eligible under this part.) 

Staff member names_____Somebody Jones; Anybody Doe________________________ $___3270.00 

   

TOTAL OPERATIONS AND MAINTENANCE      $_22500.00 

ADDITIONAL HOMELESS PREVENTION BUDGET:     $_ 2000.00 

TOTAL ESG REQUEST          $_32700.00 

 

 

 

 

This Final Budget reflects the eligible ESG activities approved by IHFA for this grant.  It will be used throughout the program 

year to qualify your reimbursement requests.  Please use the attached "Request for Funds" form to submit your expenses for each 

draw.  Forms may be copied or requested by email from Sheri Cook, sheric@ihfa.org 
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Budget Modification 

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY FORMS. 

Name of Service Provider:   

Grant Number: ESG 11-    

     

CATEGORY CURRENT BUD AMOUNT From (-) To (+) NEW BUDGET AMOUNT 

Essential Services     

Staff Salary:     

Operations/Maintenance     

Insurance:     

Shelter Rent:     

Phone:     

Off Supply/Printing:     

Repairs/Maintenance:     

Shelter Staff Salary:     

TOTAL     
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Example:     

CATEGORY ORIGINAL BUDGET 
AMOUNT 

From To NEW BUDGET 
AMOUNT 

Office Supplies $100.00  150.00 $250.00 

Shelter Staff: $550.00 -150.00  $400.00 

Total $650.00 (150.00) 150.00 $650.00 

Please submit to IHFA, Attn: Sheri Cook, for approval prior to Request for Funds 

I certify that the above data is correct based on the grantees official accounting system and records, and the expenditures shown have been made for the purposes stated 

and are in accordance with the contract terms and conditions.  I further certify that the funds requested are for reimbursement of actual expenses and have not been  

previously requested. 

______________________________________________________________________________________ 

Signature                                                             Date IHFA Authorized Signature                            Date
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Emergency Shelter Program Request for Funds 

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY 

FORMS. 

 

ESG Cost Category 
(include all line items in 

spaces provided) 

 

Allowable Cost 
incurred  

 

IHFA approved 
amount 

(IHFA use only) 

 

Total by ESG 
category 

(IHFA use only) 

 

Operations/Maintenance 

 

 
 

 

 

 
 

 

 

  

 

 

 
 

 

 

 

 

  
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Total 

 

$ 

 

 

 

$ 

Essential Services 
 

 
  

 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 
  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Total 

 

$ 

 

  

 

 $ 

 

Homeless Prevention 

 

 

 

 

 

 



IDAHO HOUSING AND FINANCE ASSOCIATION 

EMERGENCY SHELTER GRANT PROGRAM  IHFA GRANT FORMS 

April 2011 Page 36 

 

 

 

CERTIFICATION: By signing below, I certify that the above data is correct based on our (sponsor’s) official accounting 
system and records, and the expenditures shown have been made for the purposes stated, and are in accordance with 
the contract terms and conditions, and conditions of the program.  I further certify that the funds requested are for 
reimbursement of actual expenses and have not been previously requested.  

                               FOR IHFA USE ONLY 

 

_________________________________   _________________________________ 

Authorized Sponsor Signature         Date          IHFA Reviewed 

 

_________________________________   _________________________________ 

Printed Sponsor Name and Title                IHFA Approved 

 

 

 

 
  

Total 
 

$ 
 $ 

 
 

 
  

 

 

 

 

 

Total Draw  
$ 
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Operations Billing Sheet for Grant Funds 

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY 

FORMS. 

CONTRACTING ORGANIZATION: _____________________________________________ 

 

Staff Person’s Name: ____________________________ For the Pay Period: ______________ 

 

DATE JOB 

PERFORMED 
Unit address or number 

APPROVED 

ACTIVITY  

HOURLY 

RATE 

$ 

TIME SPENT 

ON ACTIVITY 

(hours an ¼ 

hours) 

TOTAL COST 

FOR 

SERVICES 

EXAMPLE 123 ABC ST. 
MAINT/REP 

– BATH SINK 
15.00 3.5 $52.50 

EXAMPLE ALL SHP UNITS (11) 
FEE 

COLLECTION 

(STAFF SAL.) 
11.25 7.75 $87.19 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 
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     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

  TOTAL COST FOR SERVICES $ 

 

CERTIFICATION: 

I certify that the information on this Operations Billing Sheet is a true and correct record of time worked on the housing approved under our 

SHP grant.  I also certify that costs are eligible under 24 CFR 583, and were approved in our grant application and technical submission. 

 

 

 

 

______________________________________________    ___________________________________________________     

Staff  Person Signature   Date    Supervisors Signature   Date 

 

 

 

Services Billing Sheet for Grant Funds 

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY 

FORMS. 

CONTRACTING ORGANIZATION: _____________________________________________ 

 

Staff Person’s Name: ____________________________ For the Pay Period: ______________ 

 

DATE OF 

SERVICE 

CLIENT NAME 

(OR IDENTIFIER) 

APPROVED 

LINE ITEM  

HOURLY 

RATE 

$ 

TIME SPENT 

WITH CLIENT 

(hours, in ¼ 

hour 

increments) 

TOTAL COST 

FOR 

SERVICES 
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EXAMPLE ABC123 
CASE 

MNGMT 
32.75 5.25 $171.94 

EXAMPLE ABC123 
JOB 

TRAINING 
15.50 3.75 $58.13 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

     $ 

  TOTAL COST FOR SERVICES $ 
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CERTIFICATION: 

I certify that the information on this Client Billing Sheet is a true and correct record of time worked with the person or family indicated under 

Client Name.  I also certify that the person indicated is eligible under 24 CFR 583, and other applicable federal standards.  I certify that these 

service items were approved in our grant application and technical submission. 

 

 

 

______________________________________________    ___________________________________________________     

Staff  Person Signature   Date    Supervisors Signature   Date 

 

Homeless Client Qualification for Assistance  

THIS IS ONLY A SAMPLE.  PLEASE CONTACT YOUR REGIONAL REPRESENTATIVE TO OBTAIN NECESSARY 

FORMS. 

Participant Name: ____________________________________    Date of Determination: _______________ 

          Amount of Assistance: ________________ 

 

HOMELESS  - Shelter and/or Essential Services Client Qualification 

 

 Residing in places not meant for human habitation, such as cars, parks, streets or sidewalks, bridges, abandoned buildings. 

 

 Residing in an emergency shelter or in transitional/supportive housing for homeless persons who originally came from the 

streets or from emergency shelters 

 

 In any of the above places but is spending 30 days or less in a hospital or other institution that provides a temporary residence 

for individuals intended to be institutionalized. 

 

 Is being evicted within a week from a private dwelling unit, or the unit has been condemned; no subsequent residence has 

been identified AND the person lacks the resources and support networks to obtain housing. 

 

 Is being discharged within a week from an institution in which the person has been a resident for more than 30 consecutive 

days; no subsequent residence has been identified AND he/she lacks the resources and support networks needed to obtain 

housing. 

 

 Is fleeing a domestic violence housing situation, no subsequent residence has been identified AND the person lacks the 

resources and support networks needed to obtain housing. 

 

The term “homeless individual” does not include any individual imprisoned or otherwise detained pursuant to an Act of Congress or State Law 

 

AT RISK OF HOMELESSNESS—Homeless Prevention Qualification    
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Section A: Rental, utility, and foreclosure assistance 

 Has an eviction  notice   Has a notice of utility termination    Has documentation of foreclosure  

And 

Evidence that inability to pay was due to sudden reduction in income, and assistance is necessary to prevent homelessness: 

   Job loss           Loss of TAFI benefits            Loss of disability benefits            Loss of child support      

  Inability to work due to illness 

  Other (please specify) __________________________________________ 

 

Section B: Hotel/Motel or Move to Permanent Housing 

 Assistance is for first month’s rent and/or security/utility deposit in order to move from 'homelessness' into permanent 

housing.   

 For hotel/motel assistance.   

 

YOUR STAFF SIGNATURE BELOW SERVES AS CERTIFICATION THAT AREA SHELTERS WERE FOUND TO 

BE FULL BEFORE THIS ASSISTANCE WAS GIVEN:  

 

Section C: Other homeless prevention assistance: (SPECIFY):______________________________________ 

Required for ALL SECTIONS: 

 There is a reasonable prospect that the household will be able to resume/continue payments independently within a  

reasonable period of time.   Indicate source of income from which future payments will be made______________________ 

 

 Assistance does not supplant funding for pre-existing homeless prevention activities from any other sources, such as 

Community Service Block Grant (CSBG), County Assistance, or Low-Income Energy Assistance Program (LIEAP). 

 

     _____________________________________________ 

  Signature of Staff Member Determining Client’s Eligibility 

Sample Onsite Monitoring Forms 

 

Agency Policy Worksheet 

Agency Name: _____________________________________ Program:____________________ 

   

 Document Verification 

Provided 
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Current organizational chart    YES    NO 

   

Current list of Board of Directors     YES    NO 

   

Current non-discrimination policy (hiring)    YES    NO 

   

Current non-discrimination policy (client services)    YES    NO 

   

Current drug-free workplace policy     YES    NO 

   

Current internal-control (of funds) policy    YES    NO 

   

Current financial reconciliation policy     YES    NO 

   

Current client eligibility policy    YES    NO 

   

Current client/resident termination policy 

 

Client grievance procedures 

  YES 

 

  YES 

  NO 

 

  NO 

   

Current procurement policy    YES    NO 

   

Current insurance verification    YES    NO 
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A-133 audit completed (if applicable)    YES    NO 

   

Monitoring Notes _________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

   

Audit/Monitor Performed by _________________________________ Date _________________ 

Assistance Provided by _____________________________________________________________ 

 

Financial Tracking Worksheet 

 

Agency Name: _______________________ Program:____________________________ 

   

Current Balance Sheet for __________ (HUD funded program).    YES    NO 

   

Accounts payable ledger shows payment of eligible activities.    YES    NO 

   

Accounts receivable ledger shows posts of reimbursements made.    YES    NO 

   

Bills for eligible activities (as funded in the grant) are paid prior to  

(or shortly after) reimbursement from IHFA. 

   YES    NO 
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Program administrative costs (Admin.) are direct costs and documented.    YES    NO 

   

Testing Information   

   

Services billed for ________ (month) can be verified as being performed by 

____________________________ (type of verification) 

   YES    NO 

   

Services billed for ________ (month) can be verified as being performed by 

____________________________ (type of verification) 

   YES    NO 

   

Financial Responsibilities   

 

Who prepared checks for payment? 

  

   

Who signs checks? 

 

  

Who deposits checks into bank accounts? 

 

  

Who reconciles bank deposits with program ledgers? 

 

  

Who reconciles monthly bank statements with expenditures? 

 

  

What policy or mechanism is there where unusual or odd financial occurrences can be 

reported and looked into? 

 

  

  

   

Agency policy, working descriptions or written directives identify each person             

(and their responsibilities) who perform financial transactions 

   YES    NO 
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Audit/Monitor Performed by _________________________________ Date ____________ 

Assistance Provided by _____________________________________________________________ 

   

 

 

 

 

Accounting Principles Worksheet 

 

Agency Name: ____________________________ Program:______________________ 

   

 Document Verification 

Provided 
 

   

Budget components are consistent with the application     YES    NO 

   

The recipient is able to relate financial data to performance data and 

can generate unit costs (24 CFR 85.21). 

   YES    NO 

   

The recipient’s financial management system can accurately identify 

federal awards, unobligated balances, assets, outlays, income and 

interest (24 CFR 85.21). 

   YES    NO 

    

The recipient’s financial management system is accountable for funds 

spent under each federal program (24 CFR 85.21). 

   YES    NO 

    

The recipient has financial policies and procedures to account for all    YES    NO 
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costs and to determine if costs are allowable in accordance with 

federal cost principles (24 CFR 85.21). 

    

The recipient’s records include cost accounting records that are 

supported by original documentation (24 CFR 85.21). 

   YES    NO 

    

The recipient uses Direct Cost Accounting whenever possible and has 

an Indirect Cost Allocation plan (OMB Circular A-122). 

   YES    NO 

   

The recipient can document the appropriate types and quantities of 

match as required by the program (24 CFR 84.23). 

   YES    NO 

   

Monitoring Notes _________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

   

Audit/Monitor Performed by _________________________________ Date _________________ 

Assistance Provided by ____________________________________________________________  
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Client File Worksheet 

 

Agency Name: _______________________ Program:____________________________ 

 

Program Entry Date:  ________________________                       Program Exit Date:_______________________ 

   

Client 

Identifier:_________________________________________ 
Document Verification Provided 

 

Homeless Verification 

Third-party verification? Describe how homelessness was verified. 

 

 

 

   YES    NO 

Income Verification 

How is income verified? Are incomes re-verified annually? 

Statement of No Income? 

 

   YES    NO 

   

If clients have been terminated, does a review of these client files 

show that the minimum due process requirements for termination 

were followed?  Describe documentation.  Is grievance policy on 

termination letter? 

 

 

What supportive services are provided to participants (underline) 

Case Management, Life Skills, Alcohol/Drug Treatment, Mental Health 

Treatment, AIDS Related Treatment, Other Health Care, Education, 

Employment Assistance, Child Care Assistance, Transportation, 

Mainstream Resources, Housing, Other 

   YES    NO 

 

How often are client supportive service needs reviewed & revised? 
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Is the current HMIS Client Consent signed? 

 

 

Is receipt of policies signed? 

   YES 

 

   YES 

  NO 

 

    NO 

   

   

Monitoring Notes            

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Monitor Performed by: _________________________________ Date:_____                                               

 

HMIS Worksheet 

 

 

 

 

 

 

 

 

 

 

 

 

Agency Name: ___________________________________  Program:____________________ 

 

 

Copy of the Idaho HMIS Privacy Notice (with                                          YES            NO 

the agency information provided on the 

form) is posted at each intake desk (or 

comparable location) that explains generally the 

reasons for collecting this information. 

 

 

 

 

Each adult client in the program has a signed                                           Yes               NO 

and dated Client Consent and Release of 

Information Form (with the agency name 

Provided in the first line of the form) on 
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Agency Name: ___________________________  Program:________________________ 

 

Program Entry Date:  ________________________                       Program Exit Date:_______________________ 

   

Client Identifier:_________________________________________ Document Verification 

Provided 
 

Evidence of Domestic Violence in file?    YES  
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(Describe documentation)  

   

If clients have been terminated, does a review of these client files show 

that the minimum due process requirements for termination were 

followed?  Describe documentation.  Is grievance policy on termination letter? 

 

 

 

 

What supportive services are provided to participants  

Case Management, Life Skills, Alcohol/Drug Treatment, Mental Health 

Treatment, AIDS Related Treatment, Other Health Care, Education, 

Employment Assistance, Child Care Assistance, Transportation, Mainstream 

Resources, Restraining Order Assistance, Other 

   YES    NO 

 

 

 

How often are client supportive services needs reviewed & revised? 

 

 

  

Is receipt of policies and procedures signed?    YES 

 

 

  NO 

 

   

Monitoring Notes            

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
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Domestic Violence Client File Worksheet 

 

 

 

 

               

6.44 Emergency Shelter Grant Self-Monitoring Survey 

 

 

 

 

 

 

 

 

Program Goals for ESG 2011 

Application Goal Identified Compare Current Outcomes 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monitor Performed by: _________________________________ Date:_____  

  

Idaho Housing and Finance Association has incorporated a self-monitoring process into grant 

administration procedures as a part of the annual Risk Analysis by which onsite visits are determined.  

Recipient organizations should track outcomes that were identified in the grant application in order to 

determine the success of their programs.  Please use the guide below to rate/summarize your current 

outcomes for each of the program goals identified from your grant application.  Attach extra sheets if 

necessary.  Outcomes already reported on your last APR have been inserted by IHFA to assist you. 

Return the original to IHFA with appropriate signatures on or before _____________, 2011 
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________________________________________  _________________________ 

Printed Name and Title      Shelter Name 

_________________________________________  _________________________ 

Authorized Signature       Date
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Sample Annual Performance Report 

 

Updated annually:  IHFA sends the current version to active service providers upon grant expiration. 

 

This form is not available at this location, but may be requested from the Grant Programs Department 

by: 

 

Email:  sheric@ihfa.org 

 

Telephone: (208) 331-4754 

  

 Sheri Cook, Grant Programs 

 Idaho Housing and Finance Association 

 P.O. Box 7899 

 Boise, ID   83707-189 

Reference Materials 
 

Allwoable Expenses by Eligible Cost Categories 

NOTE:  After Rehabilitation, an assisted facility must be used as a homeless shelter for 3 years 

After Major Rehab or Conversion, a facility must be used as a homeless shelter for 10 years. 

REHABILITATION 

[see note above] 

OPERATIONS & 
MAINTENANCE 

ESSENTIAL 
SERVICES 

HOMELESS 
PREVENTION 

Complete renovation 
Rent, or building repairs & 
maintenance on a building 
used to provide shelter 

TRANSPORTATION: 

Gasoline vouchers, Auto 
repairs, Bus tickets, etc. Rental assistance: 

 

**Clients must have 
eviction notice 

Architect's fees 

Contractor's fees 
Food for on-site consumption Emergency food boxes   

Set up of pre-fabricated 
structures 

Personal supplies for client (in 
a shelter) 

Personal supplies  

(not for use in a shelter) 

Security systems Insurance Case management:      

 

Utility assistance: 

 
Electrical/wiring systems Shelter utilities 

mailto:sheric@ihfa.org
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Plumbing systems 
Office utilities and supplies 
ONLY when costs are directly 
related to the shelter project.  
Office space, equipment 
and supplies related to 
more than one grant must 
be pro-rated accordingly. 

  Must include assis-
tance for obtaining 
permanent housing,  

  and guidance in 
obtaining assistance 
from other programs 
supporting client self- 
sufficiency 

**Clients must have a 
shut-off notice 

Insulation or other energy 
conservation measures 

Building code and/or 

Health code work 
First month’s rent 

Fire escapes 

Smoke alarms 

Telephone expense (Cell 
phones must be identified 
for shelter use only or costs 
must be pro-rated.)  

**Counseling services 
Security and/or 

Utility deposits 

Storm windows/doors 
**Substance Abuse, 
Medical /Psychological 
treatment/counseling 

Legal representation for 
clients being evicted Janitorial supplies 

Ramps for handicap 
accessibility 

Furniture for shelter  

* inventory required 

Shelter vehicle purchase 
or repairs;  

Auto mileage for shelter 
services or client 
transportation 

Mediation for 
landlord/tenant 
disputes 

Improvements for child 
safety 

Postage, Printing and 
Copying 

 { NOT for fund-raising } 

**Life skills training: 

--Nutrition 

--Money Management  

 

Hotel/Motel vouchers 

 

{area shelters must be 
FULL; see 
“Certifications and 
Assurances”, item#3 in 
Technical Submission 
documents for details} 

Fencing 

Roofing 

Office equipment 

*inventory required 

**Literacy services 

**Job training services 

Siding 

Interior/Exterior painting 

Interior remodeling 
Shelter equipment repair and 
maintenance 

**Self-sufficiency services 

Self-help audio/video 

Sprinkler systems 
Landscaping and/or 
Improvements 

   (reasonable/customary for     

       area) 

Client Handbooks or 
workbooks  

Foreclosure prevention 

Salaries for Security or 
Maintenance staff 

Materials for development 
or update of resource 
manuals  

 

Shelter Staff salaries  

(up to 10% of total award) 

Child care and Child care 
vouchers   

  
Staff salaries (50%)for 
direct client services  
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Any staff time spent on Administrative activities MAY 
NOT be paid by ESG.  Salaries must be directly 
connected to shelter clients and shelter operations. 

Legal rep. for clients  

(housing-related; NOT advocacy) 

** Client tuition, materials, transportation, etc. to PARTICIPATE in these community services off-site 

**Staff salaries (up to 50%) necessary to PROVIDE the services or training  

Building and Habitability Standards 

[Taken from the ESG Desk Guide, Section 4.8] 

Structure and Materials: The shelter building should be structurally sound to protect residents from the elements 

and not pose any threat to health and safety of the residents. 

Access: The shelter must be accessible.  There should be a second exit for the facility in the case of emergency 

or fire. 

Space and Security: Each resident should have adequate space and security for themselves and their belongings.  

Each resident must have an acceptable place to sleep. 

Interior Air Quality: Each room or space within the shelter must have a natural or mechanical means of 

ventilation.  The interior air should be free of pollutant levels that might threaten or harm the health of residents. 

Water Supply: The shelter water supply must be free of contamination. 

Sanitary Facilities: Each resident should have access to sanitary facilities that are in proper operating condition.  

These facilities should be able to be used in privacy and be adequate for personal cleanliness and the disposal of 

human waste. 

Thermal Environment: The shelter must have any necessary heating and/or cooling facilities in proper operating 

condition. 

Illumination and Electricity: The shelter should have adequate natural or artificial illumination to permit normal 

indoor activities and support health and safety.  There should be sufficient electrical sources to permit the safe 

use of electrical appliances in the shelter. 

Food Preparation: Food preparation areas, if any, should contain suitable space and equipment to store, prepare 

and serve food in a safe and sanitary manner. 

Sanitary Conditions: The shelter should be maintained in a sanitary condition. 

Fire Safety-Sleeping Areas: Each occupied unit of the shelter facility should have at least one working smoke 

detector.  In addition, smoke detectors should be located near sleeping areas whenever possible.  The fire alarm 

system should be designed for a hearing-impaired resident. 

Fire Safety-Common Areas: All public areas of the shelter must have at least one working smoke detector.



IDAHO HOUSING AND FINANCE ASSOCIATION 

EMERGENCY SHELTER GRANT PROGRAM                                                                                REFERENCE MATERIALS 

April 2011 Page 56 

 

ESG ACTIVITIES LEVEL OF ENVIRONMENTAL REVIEW 

Category Eligible Activities Exempt 

Categorically 
Excluded: 

Not Subject to 
§58.5 

Categorically 
Excluded:  

Subject to §58.5  
(also subject to 

§58.6) 

Environmental 
Assessment  

(an EIS may be 
required if the 
project meets 

any of the 
conditions in 

§58.37) 

  
24 CFR 
58.34 

24 CFR 
58.35(b) 

24 CFR 58.35(a) 24 CFR 58.36 

1 

Administrative 
Costs 

24 CFR 
576.21(a)(5) 

Staff to operate the program, preparation of progress 
reports, audits, and monitoring of recipients.  

  
 

 

2 
Essential 
Services 

24 CFR 576.3 

Includes services concerned with employment, health, 
drug abuse, or education, and may include assistance 
obtaining permanent housing; medical and 
psychological counseling and supervision; employment 
counseling; nutritional counseling; substance abuse 
treatment and counseling; assistance in obtaining other 
Federal, State, and local assistance; other services 
such as child care, transportation, job placement and 
job training; and staff salaries necessary to provide the 
above services. 

 

   

3 

Homeless 
Prevention 
Activities 

24 CFR 576.3 

Short-term subsidies to defray rent and utility 
arrearages for families that have received eviction or 
utility termination notices; security deposits or first 
month’s rent to permit a homeless family to move into 
its own apartment; mediation programs for landlord-
tenant disputes; legal services programs for the 
representation of indigent tenants in eviction 
proceedings; payments to prevent foreclosure on a 
home; and other innovative programs, and activities 
designed to prevent the incidence of homelessness.   

 

 
 
 
 

 

  

4 

Operational 
Costs 

24 CFR 
576.21(a)(3) 

Payment for shelter maintenance, operation, rent, 
repairs, security, fuel, equipment, insurance, utilities, 
food and furnishings (not more than 10% of the grant 
amount can be used for costs of staff).   

 

 
 

 

  

5 

 
Renovation/ 

Major Rehab/ 
Conversion 

24 CFR 576.3 
 

Renovation 
 
 

OR 
 

Major 
Rehabilitation 

 
 

OR 
 

Conversion 
 

 
 

 

 

 
Rehabilitation that costs less than 75% of the value of 
the building before rehabilitation. 

 
 
 

Rehabilitation that costs more than 75% of the value of 
the building before rehabilitation. 

 

Changing the use of a building to an emergency shelter 
where the cost of conversion and any rehab costs 
exceed 75% of the value of the building after 
conversion. 

Note: Lead-based paint work is a renovation/rehab/ 
conversion activity. 

 

 

 

 
Costs are less 

than 75% of the 
replacement 
value of the 
building after 
rehabilitation; 

 
and 

 
Unit density is 

not changed by 
more than 20%; 

 
and 

 
There is no 

change in land 
use (e.g., from 
commercial or 

industrial to 
residential). 

 

 

 

 

 

 

 
If any one of the 
three criteria that 

qualifies the 
activity as 

categorically 
excluded (listed 
in the column to 
the left) is NOT 

met. 

 

Environmental Determination Guide for ESG Activities 

 

 

 

 

This chart approved by HUD/HQ for use with the ESG program.  This version of the original form has been reformatted to fit on one page. 
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Financial Management Tips 

[Taken from the ESG Desk Guide, 7.10] 

 Employee time sheets should reflect actual times, not percentages. 

 Time sheets should be signed and dated by the staff person and the supervisor. 

 When staff salaries are shared among more than one ESG budget line item, the time sheet should reflect this 

distribution of time between budget lines. 

 If expenditures are paid for by more than one source (e.g., federal funds, United Way, private donations), the 

split costs should be accurately tracked within the project sponsor's accounting system. 

 Only actual incurred costs can be charged against the grant.  For example, invoices for blocks of 

professional counseling time must show that participants were provided counseling services throughout that 

time period in order to be considered an actual, incurred cost. 

 Budgets cannot be drawn upon until service providers have paid for the goods or services and are seeking 

reimbursement for those expenses. 

 Requests for reimbursement with ESG funds should be made on a regular basis, such as monthly or bi-

monthly. 

 Common ineligible costs are: bad debts (such as late fees on invoices), fundraising, grant writing, public 

relations, events, staff training, attending conferences, advertising, and entertainment. 

Good Business Practices for Adequate Financial Controls 

[Taken from the ESG Desk Guide on Internal Controls, 7.3] 

 An organizational chart showing titles and lines of authority for all individuals involved in approving or 

recording financial transactions. 

 Written position descriptions that describe the responsibilities of all employees. 

 A written policy manual specifying approval authority for financial transactions and guidelines for 

controlling expenditures. 

 Written procedures for the recording of transactions, as well as an accounting manual and chart of accounts. 

 Adequate separation of duties to assure that no one individual has authority over an entire financial 

transaction. 

 Hiring policies to ensure that staff qualifications are equal to job responsibilities and that individuals hired 

are competent to do the job. 

 Control of access to accounting records, assets, blank forms, and confidential records so that only authorized 

persons can get access to them. 

 Procedures for regular reconciliation of financial records, comparing records with actual assets and 

liabilities of the organization 

Guidelines for Homeless Prevention Activities 
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ELIGIBLE EXPENSES 

1. 

2. 

3. 

 

4. 

5. 

6. 

7. 

8. 

Short-term rental assistance in the event of eviction or forced expulsion 

Utility assistance when services have been terminated 

Security deposits, utility deposits or first month's rent enabling a homeless family to  

       move into their own rental housing 

Hotel/Motel vouchers for "at risk" families during short-term transition  

Legal representation for clients being evicted 

Mediation programs for landlord/tenant disputes 

Limited payments to prevent foreclosure on a home 

Other innovative programs designed to prevent homelessness 

INELIGIBLE COSTS 

1. 

2. 

3. 

4. 

Housing or services to homeless persons, except #3 above 

Direct payments to individuals 

Long-term assistance beyond several months 

Application for Federal Funds 

 

CLIENT QUALIFICATION 

1. 

2. 

 

3. 

4. 

Inability to make payments is due to sudden reduction in income 

Assistance is necessary to avoid eviction or termination of services, or to prevent  

 homelessness 

The family will be able to resume payments within a reasonable period of time 

The assistance does not supplant similar funding from other sources 

 

 

REQUIRED DOCUMENTATION 

For Rental Assistance: 

 

A.  Housing Eviction 

Use the documentation at the right of each eviction type. 

 

Formal eviction notice showing eviction within a week before  
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B.  Family Eviction 

 

C:  Forced Eviction:  

        Circumstantial 

     receiving assistance  

Family Statement describing the reason for eviction, signed  

     and dated by the family member  

Personal Statement signed and dated by the participant, describing the  

     situation showing circumstances beyond their control AND a  

     written verification signed and dated by the grantee showing  

     efforts to confirm the case and attesting to the validity of the  

     client's circumstances. 

Utility 

Assistance: 

 

Notice of termination from the utility provider 

First Month's Rent or 
Utility/ Security Deposits 

 

Proof of payment to landlord 

Mortgage Foreclosure Court documents showing foreclosure proceedings pending 

All Other 

Activities: 

Documentation of need and proof of payment 

Additional documentation may be requested if clarification is needed. 

 

Homeless Persons Documentation Table 

Persons seeking assistance from federally funded programs for the homeless must be qualified according to 

HUD standards before assistance may be provided.  Program sponsors are responsible to document the 

qualification process and to keep client files showing how or where these verifications were obtained.  Records 

may be monitored at any time for compliance. 

Short-Term Emergency Services 

Situation Documentation Required for Assistance 

 

A. 

Persons living on the 

street and receiving 

services only 

Short-term services such as outreach, food, health care, and clothing 

may be provided to persons living on the street.  It is not feasible to 

require documentation for each person receiving only services; for 

example persons receiving food boxes.  The provider may simply 

confirm that they are homeless. 

(See Homeless Client Qualification & Assistance in forms section.) 

Long-Term Emergency Shelter or Transitional Housing Services 
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B. 

Persons coming off the 

street or from short-term 

emergency shelter 

 

Verify living situation.  This may include names of organizations or 

outreach workers who have assisted them in the past; any assistance 

checks received by the client & where they are delivered, etc. 

If information regarding previous living situation is not available, 

the intake person may prepare a written statement and have the 

participant sign and date the form. 

C. 

Persons coming from 

transitional housing for 

homeless persons 

 

Obtain written, signed and dated, verification from the referring 

transitional housing staff that the person has resided at their facility.  

The verification must include confirmation of the person's prior 

living condition as well, showing inevitable homelessness if not for 

the transitional housing availability.   

D. 

Persons being evicted 

from a private dwelling 

Formal eviction notice (3 days - 1 week).  Income verification and 

documentation of efforts to obtain other housing; why the homeless 

assistance is necessary to prevent homelessness. 

 

E. 

Family evictions 

A signed, dated statement by the evicting family member describing 

the situation.  Verification signed and dated by shelter staff showing 

efforts to confirm these circumstances and attesting to their validity. 

Income verification and documentation of efforts to obtain other 

housing; why the assistance is necessary to prevent homelessness. 

F. 

Persons leaving a short- 

term institutional stay 

Written verification from institutional staff regarding participant's 

residency for less than 31 days at the facility, plus prior living 

situation confirmed as in 'C' above. 

G. 

Persons discharged from 

a longer stay in an 

institution. 

Evidence from institutional staff of participant's discharge within a 

week of receiving homeless assistance.  Income verification and 

documentation of efforts to obtain housing; why the homeless 

assistance is necessary to prevent homelessness. 

H. 

Persons fleeing domestic 

violence. 

Written verification from the participant that he/she is fleeing 

domestic violence.  If the participant is unable to prepare 

verification, the shelter staff may prepare a written statement about 

the prior living situation for the participant to sign and date. 

 

IHFA Inventory Policy for ESG 

CFR 24 Section 84.34 outlines the federal regulations that apply to equipment purchased with grant monies. A 

summary of these requirements follows. 
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 The recipient will use the equipment in the project for which it was acquired as long as needed.  When it is 

no longer needed for that project, it should be used for other federally-sponsored (particularly HUD) 

activities, unless compensation is made to HUD [CFR 24 Section 84.34(g)]. 

 The recipient will maintain accurate equipment records including: 

 Description 

 Serial number, model number, or identification number 

 Source of federal funds with which equipment was purchased 

 Date received 

 Cost 

 Location 

 Condition when acquired 

 Date of disposal, if expired 

 A physical inventory of equipment should be taken every 2 years during which the recipient will verify the 

existence, current utilization and continued need for the equipment. 

 Recipient is responsible to ensure that adequate maintenance procedures are implemented to keep the 

equipment in good condition. 

 If the recipient is authorized to sell the equipment, federal sales procedures must be used [CFR 24 Section 

84.34(g)]. 

 

 

 

 

 

 

IHFA Inventory Policy: 

 

Equipment and furnishings purchased with ESG funds shall be recorded on an inventory 

list for record keeping and reference if they meet HUD’s definition of “tangible non-

expendable property…having a useful life of more than one year…[CFR Title 24, Part 

84.2] and either: 

 have an acquisition cost of $500 or more, or 

 can be defined as electronic equipment or a small appliance over $200 
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SAMPLE INVENTORY RECORD 

CFR 24 Section 84.53(2) requires equipment records to be retained for 3 years after final disposition. 

 

Service Provider:   ______________________________________________________________   Program:  ___________ 

 

 

Item 

 

Description: 

[type, model, other identifier] 

Purchasing Information  

Location 

Monitor 

Verif.  

Date 

 

Disposal 

Info. 
Cost Vendor Date Prog. 

Yr. 

Draw 

# 
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Lead-Based Paint Requirements for ESG 

[Taken from the ESG Desk Guide on Lead Based Paint Requirements, 8.2] 

Type of 

Project 

Construction 

Period Requirements 

 

Rehabilitation on  

Property receiving less 

Than $5,000 assistance 

per unit 

 

Pre-1978 

 Provision of pamphlet 

 Conduct paint testing of surfaces to be disturbed, 

or presume LBP 

 Implement safe work practices during rehab 

 Repair all disturbed paint surfaces 

 Clearance examination of work site 

 Notice to Occupants of finished testing  

Rehabilitation on property 

receiving more than 

$5,000, and up to $25,000 

per unit 

 

Pre-1978 

 Provision of pamphlet 

 Conduct paint testing of surfaces to be disturbed, 

or presume LBP 

 Risk assessment 

 Interim controls 

 Notice to Occupants 

 

Rehabilitation on property 

receiving more than 

$25,000 per unit 

 

Pre-1978 

 Provision of pamphlet 

 Conduct paint testing of surfaces to be disturbed, 

or presume LBP 

 Risk assessment 

 Abatement of LBP hazards 

 Notice to Occupants 

 

Essential Service 

And/or 

Operations 

 

Pre-1978 

 Provision of pamphlet 

 Visual assessment to identify deteriorated surfaces 

 Paint stabilization of deteriorated surfaces 

 Notice to Occupants 

 Ongoing LBP maintenance as part of operations 

Exempt from LBP Regulations 

 Housing built after January 1, 1978; 

 Housing exclusively for the elderly or disabled, unless a child under 6 is expected to reside there; 

 Zero-bedroom dwellings:  efficiency apartments, SRO units, dormitories, barracks; 
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 Inspector-certified properties that have been found to be free of LBP by a certified inspector; 

 Properties where LBP removal has been completed; 

 Unoccupied housing that will be vacant until demolition; 

 Non-residential property; 

 Projects where rehabilitation will not disturb painted surfaces; 

 Emergency repairs to safeguard against imminent danger to human life, health or safety, or to protect from 

further structural damage; 

 Emergency shelters where clients will not stay longer than 100 days.  In the case where long-term housing 

assistance lasts for more than 100 days, then the rule does apply. 


