State of Wisconsin – Division of Housing
2013-14 ETH Contract

RECORD KEEPING REQUIREMENTS

In general the Recipient and Subrecipients must have policies and procedures in place to ensure that all record keeping requirements of 24 CFR § 576.500 are met. The policies and procedures must be established in writing and implemented by the Recipient and its Subrecipients to ensure that ESG funds are used in accordance with these requirements. In addition, sufficient records must be established and maintained to enable the Division of Housing and HUD to determine whether ESG requirements are being met.  The required information can be documented through intake forms, certifications, HMIS, procedural documents, payment requests, etc., but the Recipient or Subrecipients will be responsible for demonstrating how each requirement for documentation is met, maintained and monitored.


MINIMUM DOCUMENTATION REQUIREMENTS FOR EACH CLIENT  
The Recipient or Subrecipients will be responsible for demonstrating how each requirement for documentation is met, maintained and monitored.  Regardless of how the documentation is maintained it must be consistent within each file. 

A. Demonstration of eligibility which  differs in requirements for the type of project for which an individual or family may qualify, the requirements are as follows:

1) Street Outreach must include documentation that the individuals and families qualify as homeless under paragraph (1)(i) of the ‘‘homeless’’ definition under § 576.2  which  is “An individual or family with a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings, including a car, park, abandoned building, bus or train station, airport, or camping ground.”  

2) Shelter must include documentation that the individuals and families are homeless.  

3) Homelessness Prevention must include documentation that individuals and families meet the criteria in paragraph (2), (3), or (4) of the ‘‘homeless’’ definition in § 576.2.  These are individuals and families who will imminently lose their primary nighttime residence, unaccompanied youth under 25 years of age who do not otherwise qualify as homeless, families with children and youth who do not otherwise qualify as homeless and individuals or families fleeing, attempting to flee domestic violence, dating violence, sexual assault, stalking, or other dangerous or life-threatening conditions that relate to violence.  There must also be documentation of an annual income below 30 percent of median family income for the area, as determined by HUD and lack of sufficient other resources or support networks to sustain housing without assistance. 

4) Re-Housing must include documentation that the individuals or households meet the criteria in paragraph (1) or (4) of the ‘‘homeless’’ definition in § 576.2 which are individuals or families who lack a fixed, regular, and adequate nighttime residence and individuals or families who are fleeing, or attempting to flee domestic violence, dating violence, sexual assault, stalking, or other dangerous or life-threatening conditions that relate to violence.  There must also be documentation of an annual income below 30 percent of median family income for the area, as determined by HUD and lack of sufficient other resources or support networks to sustain housing without assistance.

B. Barrier status for clients receiving homelessness prevention services that the client has one or more of the following barriers: prior homelessness, no high school degree or equivalency, probation or parole, fleeing violence or prior domestic abuse experience, English as a second language,  transportation  barriers,  disabling condition,  and/ or  5 or more members in the household..

C. Annual income for homelessness prevention assistance or for those who receive rapid re-housing assistance longer than one year wherein there must be an income evaluation form, source documentation of the amounts and kinds of assets.  In the absence of source documentation, there may be third-party verification and in the absence of third-party verification there must be at least certification from the client.

D. Re-evaluation of income, other resources and support networks for homelessness prevention assistance or for those who receive rapid re-housing assistance which is documentation that not less than once every three months for prevention and once annually for rapid re-housing there is a re-evaluation that annual income is still at or below 30 percent of median family income for the area as determined by HUD and that they still lack of sufficient other resources or support networks to sustain housing without assistance.

E. [bookmark: _GoBack]Determinations of ineligibility when applicable, documentation as to why an individual or family was determined to be not eligible for a service.

F. Type of Service which is the amount and type of assistance provided to that program participant, including, as applicable, the security deposit, rental assistance, and utility payments made on behalf of the program participant.

G. Demonstration of Compliance with coordinated assessment and standard procedures which is documentation evidencing the use of, and written intake procedures for, the centralized or coordinated assessment system developed by the local continuum of care.

H. Termination Procedure Rules which include something signed by the client demonstrating they have been informed of their rights and of the procedure and any correspondence related to a termination proceeding, if applicable.

I. Demonstration of referral and connection to homeless and mainstream services specifically as it relates to the following program where applicable Medicaid (42 CFR chapter IV, subchapter C); Supplemental Nutrition Assistance Program (7 CFR parts 271– 283); Women, Infants and Children (WIC) (7 CFR part 246); Federal-State Unemployment Insurance Program (20 CFR parts 601– 603, 606, 609, 614–617, 625, 640, 650); Social Security Disability Insurance (SSDI) (20 CFR part 404); Supplemental Security Income (SSI) (20 CFR part 416); Child and Adult Care Food Program (42 U.S.C. 1766(t) (7 CFR part 226)); and other that are applicable.

J. Case-management for Prevention and Re-Housing participants which includes both demonstration of a monthly meeting and a plan to assist the program participant to retain permanent housing after the ESG assistance ends.

K. Rental assistance agreements and payments which must include copies of all leases and rental assistance agreements for the provision of rental assistance, documentation of payments made to owners for the provision of rental assistance, and supporting documentation for these payments, including dates of occupancy by program participants and/ or lease.

L. Utility allowance which documents the monthly allowance for utilities (excluding telephone) used to determine compliance with the rent restriction.

M. Shelter and housing standards must include documentation of compliance with the shelter and housing standards in § 576.403, including inspection reports.  For housing standards this requirement is met by the completed and signed Habitability Standards Checklist.


AGENCY-WIDE DOCUMENTATION REQUIREMENTS  
There is no documentation format.  The requirement is that sufficient records must be established and maintained to enable the Division of Housing and HUD to determine whether ESG THP and HPP requirements are being met.  

A. Centralized or coordinated assessment systems and procedures which is documentation evidencing the use of, and written intake procedures for, the centralized or coordinated assessment system.  This should also include a copy of the MOU or related agreements signed by the Recipient and other continuum of care members.

B. Shelter facilities which are of the value of the facility as a shelter and copies of the recorded deed or use restrictions.

C. Matching which are the records of the source and use of contributions made to satisfy the matching requirement in § 576.201. The records must indicate the particular fiscal year for which each matching contribution is counted. The records must show how the value placed on third-party, non-cash contributions was derived. To the extent feasible, volunteer services must be supported by the same methods that the organization uses to support the allocation of regular personnel costs.

D. Conflicts of interest. which are records to show compliance with the organizational conflicts-of-interest requirements in § 576.404(a), a copy of the personal conflicts of interest policy or codes of conduct developed and implemented to comply with the requirements in § 576.404(b), and records supporting exceptions to the personal conflicts of interest prohibitions.

E. Homeless participation which documents compliance with the homeless participation requirements under § 576.405.

F. Faith-based activities which documents compliance with the faith-based activities requirements under § 576.406.

G. Non-discrimination and equal opportunity which documents compliance with requirements under § 576.407(a) and the affirmative outreach requirements in § 576.407(b).  These records may include the analysis of impediments to fair housing choice within the continuum and appropriate actions to overcome the effects of any impediments identified through that analysis.

H. Uniform Administrative Requirements which document compliance with 24 CFR part 85 (for governments) and 24 CFR part 84 (for nonprofit organizations).

I. Environmental Review Requirements which includes include documentation of approval from HUD for non-exempted activities and flood insurance requirements when applicable.

J. Certifications and disclosure forms which includes include documentation of the lobbying and disclosure requirements in 24 CFR part 87.

K. Financial records which include documentation for all costs charged to the ESG grant and compliance with requirements for eligible activities under § 576.101-§ 576.109 and the cost principles in OMB Circulars A–87 (2 CFR part 225) and A–122 (2 CFR part 230), records of the receipt and use of program income, and documentation of compliance with the expenditure limits in § 576.100 and the expenditure deadline in § 576.203.

L. Lead Agency responsibilities which include copies of all agreements with Subrecipients, records of all payment requests by and dates of payments made to Subrecipients, and documentation of all monitoring and sanctions of Subrecipients, if applicable.  (Note – this requirement is for lead agencies only.)

M. Procurement which include documentation for all contracts and documentation of compliance with the procurement requirements in 24 CFR 85.36 and 24 CFR 84.40–84.48.

N. Confidentiality which include a copy of written procedures to ensure that all records containing personally identifying information (as defined in HUD’s standards for participation, data collection, and reporting in a local HMIS) of any individual or family who applies for and/or receives ESG assistance will be kept secure and confidential, and that the  address or location of any domestic violence, dating violence, sexual assault, or stalking shelter project assisted under the ESG will not be made public, except with written authorization of the person responsible for the operation of the shelter
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