HPRP Training February 7, 2011

Questions and Answers
	Utility Allowance

Q: “Is Utility Allowance form required in all HPRP case files?  Does the calculation of rent reasonableness need to include a utility allowance?  The rent reasonableness checklist and certification form referenced in the HPRP Notice includes a utility allowance in the calculation for proposed gross rent.”

A: The rent reasonable checklist is a sample form that is used across different housing programs, and as such, includes some concepts and terms that are not applicable to HPRP.  Utility allowance and payment standards are both examples of concepts that are used under other HUD programs like HOME and Section 8 but are not directly applicable to HPRP.  As explained in the Notice, HUD has specified that it is up to the grantee to determine exactly which documentation it will require in order to ensure that the rent reasonableness standard is met.  This means that use of the specific checklist is not required.  HUD and ODOD have provided much latitude to providers to determine how they wish to document rent reasonableness.  If your program is utilizing the rent reasonableness checklist to document rent reasonableness from the HUDHRE website, you would need to use the utility allowance.  

Q: “Where can I find the Utility Allowance (average utility costs) for units?”
A: Public Housing Authorities (PHA) must maintain a utility allowance schedule for all tenant-paid utilities (except telephone, cable, internet), for the cost of tenant-supplied refrigerators and ranges, and for other tenant-paid housing services (e.g., trash collection (disposal of waste and refuse).  The PHA must give HUD a copy of the utility allowance schedule.  Please check with your local PHA for a copy of the Utility Allowance.  As stated above, if you are using another means to determine rent reasonableness other than the document that HUD provided on the HUDHRE website, you may not need to use the utility allowance form.  



	Utility Assistance

Q: “If a client has an eviction notice, no or very low income, and no support networks, financial resources, or subsequent housing options, can an agency provide both rent and utility assistance in cases where the client does not have a utility shut-off notice? Or is a shut-off notice always required to provide utility assistance?  If we help someone enter a unit and they need electric and water turned on in their name, are we able to do that if the lease states they are required to have these utilities on to be able to move in.”
A: An agency can provide both rent and utility assistance since eligibility and need has already been established.  HPRP is designed to prevent homelessness, so once an applicant has been determined at imminent risk (because of the eviction notice) and meets all other eligibility criteria (at/below 50% AMI and lacks other resources, support networks, and housing options), it would be appropriate to identify an assistance plan that includes payment of both rent and utilities.  However, grantees must be sure to include documentation in the case file (i.e., case notes) why payment of the utilities is necessary – which may be that the household has no resources to pay utilities, and/or any existing income must be used for other household needs – e.g., food.  It is reasonable that utilities would be paid even in the absence of a shut-off notice given the other conditions presented (eviction notice, no income, etc.) and that payment of utilities will help achieve the goal of stabilizing the household.  



	Utility Only Assistance

Q: “Can grantees provide utility-only assistance? What is the qualifying hardship? And what type of documentation is required in such instances?”

A: Grantees can provide utility-only assistance, but HUD expects that this will be rare.  First, there are laws governing public utilities in many states that prevent utility companies from shutting off power to a unit during the winter months, and which may also require the utility company to offer payment plans to households that miss payments.  Second, staff must confirm that no other utility assistance, such as LIHEAP, is available to prevent the shut-off.

If neither of these conditions exists, however, utility-only assistance may be justified under a couple of different scenarios.  First, if utilities are shut off during winter months, this can result in a dangerous situation for the occupants.  If the household is going to have to abandon the housing due to a lack of utilities and can avoid moving to a shelter by having utilities paid, then HPRP funds may be used for this purpose.  Under another scenario, an applicant’s lease may include a provision requiring utilities be maintained for the unit by the tenant.  As a result, a utility shut-off could constitute a lease violation, thus placing the household at risk for eviction.  In both cases, it is the grantee or their partner’s responsibility to confirm and document in the case file that the utility company will in fact shut-off the utility if the amount due is not paid.  

If the household is going to have to leave the housing due to a lack of utilities, can avoid literal homelessness by having utilities paid, and meets other HPRP eligibility requirements, then a household may be assisted under the Homelessness Prevention category with utility-only assistance.

With regard to documentation, a copy of a utility shut-off or arrears statement is not sufficient by itself to document program eligibility.  In addition to documenting, via an assessment, that the household has no other financial resources, support networks, or other housing options, grantees/partners must also assess and document that a household with a utility shut-off notice will become literally homeless but for HPRP assistance.  In practical terms, this means that HPRP staff must assess whether the household will lose their housing if the utility is shut-off (i.e., it will constitute a lease violation causing lease termination and/or will cause housing to be unfit for human habitation).  HPRP staff should attempt to obtain a copy of the participant’s lease and highlight the provision related to utility obligations and consequences.  If unable to obtain a lease, HPRP staff should assess and record such circumstances in the HPRP participant case file.  As with other HPRP eligibility documentation, HPRP staff must first attempt to obtain third-party verification.  Participant self-declaration is only acceptable if third-party documentation cannot be obtained.  

Q: “What about subsidized housing participants who could lose their subsidy if utilities are disconnected?  What is acceptable to document this?”
A: HPRP staff should do similar to what was noted in the previous question.  HPRP staff should attempt to obtain a copy of the participant’s tenant occupancy agreement or similar document and highlight the provision related to utility obligations and consequences.  If unable to obtain a copy of that agreement or similar documentation, HPRP staff should assess and record such circumstances in the HPRP participant case file.  As with other HPRP eligibility documentation, HPRP staff must first attempt to obtain third-party verification.  Participant self-declaration is only acceptable if third-party documentation cannot be obtained.  

Q: “Could you please define what is considered rare? Are there a percentage of cases that are allowable for utility only assistance?”
A: As stated in the first question of this section, HUD does not give a definition of what “rare” is. HUD and ODOD do not provide a percentage of cases that are allowable for utility only assistance.  The burden of proof lies with the agency to document that the household will actually become homeless if the utility only assistance is not provided. 

Q: “What are some of the alternative funding sources that could be used for utility assistance besides HPRP?”

A: There are several mainstream and community programs that are available to assist households with utility assistance.  The following is a list of possible (not all inclusive) resources that a household may be able to obtain utility assistance:

· Home Energy Assistance Program (HEAP) – federally funded program administered by ODOD.  The total household income of an applicant must be at or below 200% of the federal poverty guidelines http://www.puco.ohio.gov/puco/?LinkServID=07FBA497-BB3A-8026-FB44758727E2D0CD HEAP applications are available on the ODOD website at http://www.development.ohio.gov/community/ocs/Documents/2010-11HEAP.pdf or can be picked up at the local community action agency, post office, or library.  Customers can also check the status of their HEAP application online.  

· Percentage of Income Payment Plan Plus (PIPP Plus) – provides eligible customers to make affordable monthly energy payments on a year-round basis.  When a PIPP Plus household pays its monthly PIPP Plus payment on-time and in-full, some of their old debt and the rest of that month’s bill goes away in the form of a credit on their utility account. The total gross yearly household income must be at or below 150% of the federal poverty guidelines http://www.puco.ohio.gov/puco/?LinkServID=07FBA497-BB3A-8026-FB44758727E2D0CD Electric and natural gas customers who qualify pay $10 or 6% of their gross monthly household income, whichever is greater, to the utility company each month.  If the utility provides both gas and electric services or if the customer has an all-electric home, the payment is $10 or 10% of the gross monthly income, whichever is greater.  Persons should contact their local energy assistance provider to enroll or complete the Energy Assistance Program application http://www.development.ohio.gov/community/ocs/Documents/2010-11HEAP.pdf and mail it to ODOD.  Household must provide proof of the gross monthly household income for at least the last three months.  

· Winter Crisis Program (Formerly E-HEAP) is a special component of HEAP administered by the community action agencies throughout Ohio.  The Winter Crisis Program provides assistance once per heating season to eligible low-income households that are disconnected, threatened with disconnection, or have less than a ten-day supply of bulk fuel.  To find the local community action agency go to: http://www.oacaa.org/directory.html The total household income must be at or below 200% of the federal guidelines.  Applications are accepted through March 31 - http://www.development.ohio.gov/community/ocs/Documents/2010-11HEAP.pdf 

· Summer Crisis Program is a special component of HEAP.  It provides summer cooling assistance for low-income elderly households and for Ohioans with qualifying medical conditions.  The program applies to electric utilities only - http://www.development.ohio.gov/community/ocs/Documents/2010-11HEAP.pdf 

· HeatShare Programs are administered by the Salvation Army to help qualifying households pay for natural gas bills.  These programs typically run from January until May, or until funds are depleted.  To find the local Salvation Army go to: http://www.use.salvationarmy.org/use/www_use.nsf/vw-dynamic index/85788F869904C84680256E90006077A4?openDocument 

· Columbia Gas of Ohio HeatShare Program is for customers of Columbus Gas of Ohio who are eligible for HeatShare and are below 150% of the federal poverty guidelines.  The HeatShare program provides Columbia Gas customers with a one-time assistance grant up to $250.  

· Dominion East Ohio EnergyShare Program is designed to provide fuel assistance for winter heating bills.  To qualify, customers must live within the Dominion service territory, have a termination notice, and must have exhausted other resources.  Those over 60 do not need a termination notice.  Annual household income at or below 150% of the federal poverty guidelines, have a head of household that is unemployed, and demonstrated a personal or family crisis.  They can assist with up to $500 for heating bills and up to $250 for deposits.  Contact the local Salvation Army http://www.use.salvationarmy.org/use/www_use.nsf/vw-dynamic-index/85788F869904C84680256E90006077A4?openDocument or call Dominion East Ohio at 800-362-7557.  

· Duke Energy Ohio HeatShare Fuel Fund – eligibility for Duke Energy program is based on need and households must be subject to disconnection to qualify.  Eligible customers receive a one-time assistance payment of $300.  Contact The Salvation Army at 513-721-0795.  

· Extended Payment Plans – Public Utilities Commission of Ohio (PUCO) regulated gas and electric companies have the following extended payment plans available to help make affordable payments and maintain service

· The One-third plan, or Winter Heating Season Plan, is only offered from November 1 to April 15 and requires 1/3 of your total account balance each month.

· The One-sixth plan requires six equal monthly payments on past due amount in addition to monthly budget payment.

· The One-ninth plan requires nine equal monthly payments on the past due amount in addition to the monthly budget payment. 

· These plans are available to all residential customers regardless of income.  For more information, contact the local utility company or call the local community action agency.  May also call PUCO at 800-686-7826 (PUCO)

· Energy Assistance for Military Personnel and Their Families – the Patriot Plan, provides protections to military personnel and their families and can assist eligible customers with maintaining utility service while serving on active duty.  For additional, contact local utility company or PUCO at 800-686-7826.  



	But For

Ultimately, the most important thing to be mindful of and train staff on is the “but for” rule.  Case files should include clear documentation and assessment notes that demonstrate an assisted household would have become literally homeless if not for the HPRP assistance.  A helpful way for grantees to consider this issue is as follows: if HUD, OIG, or another entity were to conduct a monitoring visit, would they be able to clearly see that an assisted household was eligible based on case file documentation/notes?  Periodic review of case files by program supervisors to assure adequate and clear documentation should be strongly encouraged among all grantees/partners.  

Q: “Provide a quick example of adequate BUT FOR documentation. Is it sufficient to have CM explain how they meet the "but for" requirement?  Please give an example documentation of what type of doc would be needed for the "but for" in the case where someone is living in subsidized housing but has a utility shut off.” 
A: HPRP staff should document that there is no appropriate subsequent housing options by assessing current living situation, housing status, length of stay at that location, reasons why the applicant could not remain in that housing, and attempts to identify subsequent housing options. HPRP staff should document that the household lacks the financial resources to obtain/remain in housing by documenting percentage of area median income, any recent declines in income, linkages to public and mainstream resources (Ohio Benefit Bank application, housing choice voucher application, HEAP, e-HEAP, local utility company assistance programs, PIPP, extended payment plans, local funds, etc.), employment of household members, linkages to employment and self-sufficiency resources, and inability to secure other subsequent financial resources.  HPRP staff should document the lack of support network resources to obtain/remain in housing by documenting relationship with family/friends, attempts to ask family/friends to live with them, reasons why household would not be able to live with family/friends, and strength of relationships, and inability to secure subsequent support network.  Household and staff should sign off that all subsequent housing options, financial resources and support networks to obtain or remain in housing have been reviewed and that there are none currently available.   
In regards to documenting “but for” for utility only assistance, HPRP staff should document the attempts to secure other options.  An example narrative could include: “HPRP staff requested assisted from household to assist with an electric bill today.  HPRP staff assessed household and household is at or below 50% of the area median income; household is at risk for homelessness due to current shut-off notice of electric, statement in lease agreement that tenant agrees to pay all utilities and is subject to eviction if utilities are not paid to utility company/currently on, and given winter weather that housing would be unfit for human habitation. HPRP staff assessed current income and expenditures.  Household is able to pay for rent for unit, but cannot afford electric bill currently.  Household apparently became behind in electric bill due to recent lay-off from job.  Household will be back to full-time employment by end of month, but will have electric shut-off prior to that time.  Discussed with household possible family/friend assistance with utility bill – household reports that family/friends are unable to assist with electric bill due to their own limited income.  Household has utilized HEAP previously this calendar year and is not eligible for that assistance again until November 2011.  Household/HPRP staff contacted utility company to determine if there were another utility assistance program available to household, but household does not qualify for any other assistance at this time due to previous HEAP assistance in November 2010.  Household does not qualify for other utility assistance programs.  Current housing is affordable for household when employed full-time – no alternative housing needs sought.  Given the lack of family/friend support and financial assistance support available to household, HPRP staff has deemed that household is eligible for HPRP and meets the but for requirement that the household would become homeless without the electric bill assistance. – Signed: Carl & Carrie Consumer and Henrietta Housing Specialist – 2-7-2011.

Q: “Do you have a checklist for the BUT FOR new requirements?”
A: COHHIO has developed a Homeless “But For” HPRP Assistance Determination Form that can be utilized as a sample for HPRP providers to develop a local “But For” determination.  Please note that this determination form does not take the place of an assessment form.  This form will be on COHHIO’s website at www.cohhio.org.   


	Income Eligibility

Q: “Why does the HPRP Eligibility Determination and Documentation Guidance list disability income in both the income inclusion and exclusion tables?”

A: The distinction is whether the payments are regular versus temporary/nonrecurring.  Recurring disability income received on a monthly basis in lieu of earnings (such as disability compensation, SSI, SSDI, and worker’s compensation) is listed as an income inclusion and must be counted when calculating gross income for the purpose of determining HPRP eligibility.  In contrast, deferred SSI, SSDI, and Social Security payments that are received in a lump sum amount are listed as exclusions and should not be counted when calculating gross income.  

Q: “Is the last 30 days sufficient time frame to determine income eligibility?”
A: When calculating income for HPRP, ODOD has requested that the past three months of income be utilized to determine the average income for the household.  That average income over those three months should then be utilized to calculate the household’s annual income.  When calculating income based on hourly, weekly or monthly payment information, add the gross amount earned in each payment period what is documented and divide by the number of payment periods.  Depending on pay periods used by the employer or the schedule of periodic payments, the following calculations convert the average wage into annual income:

· Hourly wage multiplied by hours worked per week multiplied by 52 weeks

· Weekly wage multiplied by 52 weeks

· Bi-weekly (every other week) wage multiplied by 26 bi-weekly periods

· Semi-monthly wage (twice a month) multiplied by 24 semi-monthly periods

· Monthly wage multiplied by 12 months

Documentation of a household’s annual income relative to the area median income and indicating HPRP eligibility (50% of AMI or less) must be maintained in the participant’s file.  A sample of the HPRP household income calculation worksheet is located at www.hudhre.info/hprp/ 

Q: “I have been told that now all clients must have some kind of an Income. How does that relate to persons who are living in a car without a job?”
A: HUD/ODOD do not require that clients have some type of income to qualify for HPRP.  



	Rent Reasonableness

Q: “How is rent reasonableness determined? Are grantees required to use the rent reasonableness checklist referenced in the HPRP notice?”

A: Rent reasonableness is determined on a case-by-case basis.  Rent reasonableness should be determined by considering the reasonableness of the rent in relation to rents being charged for comparable unassisted units, taking into account the location, quality, size, type, and age of unit, as well as any amenities, housing services, maintenance, and utilities provided by the owner.  Comparable rents can be checked by using a market study, by reviewing comparable units advertised for rent, or with a note from the property owner verifying the comparability of charged rents to other units owned (for example, the landlord would document the rents paid in other units).

It is up to the grantee to determine exactly what documentation is required in order to ensure that the rent reasonableness standard is met.  Grantees are not required to use the rent reasonableness checklist referenced in the HPRP Notice, but it does present on way of documenting rent reasonableness, and HUD recommends that grantees use it or a similar one.  For monitoring purposes, HUD will be looking to see that the grantee/partners developed and followed a process to determine and document that the rent was reasonable and that the evidence gathered supports the basis for the conclusion reached.  

Q: “How do you determine the Payment Standard when determining rent reasonableness?”
A: As previously discussed with utility allowances, the HPRP does that mandate that a payment standard be utilized to determine rent reasonableness.  Utility allowances and payment standards are both examples of concepts that are used under other HUD programs like HOME and Section 8 but are not directly applicable to HPRP.  As explained in the Notice, HUD has specified that it is up to the grantee to determine exactly which document it will require in order ensuring that the rent reasonableness standard is met.  This means that the use of the specific checklist is not required.  Given that HUD does not set a payment standard for HPRP (most that can be paid to help a family with rent), you should ensure that the unit meets rent reasonableness.  
Q: “Do you have to have 3 different units or can the proposed unit count as one of the units checked for reasonableness?”
A: HUD does not require that three different units be used as a comparable, however the rent reasonableness checklist that HUD has offered as an example utilizes three units for comparables.  
Q: “We cover very rural areas.  We may not be able to find comparables within the same census tracts.”
A: If you are unable to find comparables in the same census tracts, you can try to find comparables in the nearest area of the community.  If however, you are unable to find comparables for your proposed unit, document your attempts to secure comparables and what process was taken to secure comparables utilized.  

Q: “Can we utilize the Rent Reasonableness amounts provided by the PHA in our area?”
A: Yes, if your local housing authority will share their rent reasonableness database or comparables with providers of HPRP, then feel free to use them.  

Q: “Does the rent reasonableness form need to be completely filled out, and or could we just compare two units?” Q: “I may have missed this.  Does documentation of rent reasonableness need to be included in each client file?”

A: Yes, the form should be completed in its entirety to show that the unit meets rent reasonableness. Grantees and partners must determine and document rent reasonableness for all units for which HPRP rental assistance (including arrears) and/or security deposit assistance is being provided.  The requirement applies whether homelessness prevention assistance or rapid re-housing assistance is provided.   A rent reasonableness form should be included in each file to show that it has been completed.  Good practice would be to compare three like units. If the rent for the unit does not meet the rent reasonableness standards, then HPRP funds may not be used to assist the household in that unit.  Further, HPRP funds cannot be used to pay the rent up to the rent reasonable standard, while the tenant pays the remainder.  However, an eligible household could receive HPRP assistance to relocate to another unit that does comply with rent reasonableness standards, and is ultimately more affordable to the household if household meets HPRP eligibility requirements.  
Q: “If we utilize same landlord(s) do we need to conduct rent reasonableness EVERY time?”
A: Good practice for rent reasonableness is to secure the data for the rent reasonableness charts at least every two years.  If your database has been updated within the past two years, you can use those units for your comparables.  If your database is more than two years old, it should be updated.  Remember that you should be comparing like units (bedroom size, amenities, size of unit, age of unit, within the same census tract, etc.) – if your comparables do not include units that are comparable to a unit that is requesting assistance, you would need to find comparable units.

Q: “Rent Reasonableness:  What to do when we find unit with no comparison, like a five bedroom or something?”
A:  HUD understands that it may be difficult to find comparables for certain units in a given area.  HUD has stated that the three most important factors in explaining differences in rents are the location of the unit, number of bedrooms in the unit, and the type of unit – e.g., high-rise, garden apartment, duplex, single family home, etc.  HPRP staff should make an attempt to find comparable units, which includes providing sufficient information about the units and the evaluation process for rent reasonableness.  If staff are unable to find comparables for a specific unit, staff should document how that process was altered to determine if the program unit has a reasonable rent.  



	Homelessness & At Risk For Homelessness Criteria


Q: “If someone is staying with someone and they are told they must leave and they have nowhere else to go ~ are they considered literally homeless or at risk of losing housing?”
A: In this case, HPRP staff would document the person as being at imminent risk for losing their housing.  It is up to the judgment of the case manager to assess the applicant’s situation and determine the level of risk presented by the situation.  As always, HPRP staff should document their decision/ rationale in the case file via case notes and any additional supporting documentation, as applicable.  HPRP staff would need to determine that without HPRP assistance, would the household require emergency shelter or would otherwise become literally homeless.  The household would still need to meet the other HPRP eligibility criteria (i.e., at or below 50% AMI, no other housing options, financial resources, or support networks, lack of subsequent housing options, along with being at risk of losing their housing).  At minimum documentation should include: why the applicant must leave the housing, be signed/dated by owner/ landlord/court/lease holder, verification of no other resources and/or support network, and lack of subsequent housing options.   

Q: “Sleeping on a couch is not homeless as in housing, right or wrong?”
A: A person is NOT considered literally homeless if they are doubled up. They would possibly be eligible for HPRP however, for prevention resources.  Similar to the above question, the person would need to be deemed eligible for HPRP by staff and meet the minimum requirements for HPRP – lack subsequent housing, lack financial resources/support system to assist them with obtaining other housing, be at or below 50% of the AMI, be at imminent risk for losing their current housing.  File documentation would need to address how the person would or would not meet eligibility criteria for HPRP.



	Fund Expenditures; Re-allocation of Funds

Q: “Do the funds need to be expended or is it ok if they are obligated?”
A: The HPRP program requires, by statute, that grantees expend 60% of their award funds within two years of the date that HUD signed the grant agreement.  Remember per ODOD’s HPRP manual, “Funds drawn down should be limited to amounts that will enable the award recipient to disburse the funds on hand to a balance of less than $5,000 within 15 days of receipt of any funds.  Lump sum drawdowns are not permitted.  Escrow accounts are permitted only in the case of rehabilitation of private property.  For the purpose of the 15-day rule only, funds deposited into an escrow account will be considered expended, but it should be noted that funds may only be in an escrow account for 20 days (See Common Rule 24 CFR Part 85 and Common Rule 24 CFR Part 84 and the OHCP Housing Rehabilitation Handbook).” 

Q: “Repeat about recouping security deposits.”
A: If the grantee or partner recovers security deposit monies that originally came from the HPRP grant, the result is the general of program income.  HPRP-generated income received by the grantee is subject to Federal regulations governing income (there are no HPRP-specific program requirements for program income; the Federal rules apply).  Please see 24 CFR part 85.25 for the Federal rules on program income for state and local governments.  Likewise, HPRP-generated income received by the partners, which acts on behalf of the grantee, is subject to the same rules governing program income.  In both cases, the grantee is responsible for tracking the receipt, use (or re-use), and disposition of all such income.  If deposits are sent back to the grantee or partner after the end of the HPRP grant period, the grantee or partner agency may use the funds as they determine appropriate.  There are no Federal requirements governing the disposition of program income earned after the end of the HPRP.  

Q: “Please talk about how the guidelines correlate with some of the suggestions included in the information provided for guidance for agencies that may be at risk of not meeting the 60% expenditure expectation.  It seemed that the guidance was suggesting that we could be more lenient on the eligibility determination???”
A:  In regards to the HUD/ODOD eligibility guidelines for HPRP, you cannot utilize HPRP funds for persons that do not meet those minimum eligibility guidelines (i.e., at or below 50% AMI, no other housing options, financial resources, or support networks, lack of subsequent housing options, along with being at risk of losing their housing/literally homeless).  If your local program guidelines have been above and beyond those eligibility guidelines (such as having income at or below 35% AMI), a grantee can determine to amend their grant with ODOD to serve households that would meet the minimum eligibility guidelines of being at or below 50% of the AMI.  Similarly if a local program chose to serve only families, the program could complete a grant amendment to serve families and households without children.  Please contact your grant manager to discuss amending your project.  



	Habitability Inspections

Q: “Did you say that if the client was already in the household and were are keeping them in that housing, the unit does NOT have to be inspected?  (Eviction prevention assistance). Did I understand we do not need a home inspection on a homeless prevention case?”
A: A habitability inspection is only required when a program participant is receiving security deposit, utility deposit, rental, and/or utility assistance and moving into a new unit.  They do not apply to persons receiving moving costs, services only, or prevention assistance in a unit in which the program participants were already residing.  Please note that lead-based paint assessment requirements different from the habitability standard inspection requirements. 

   

	Lead Inspections

Q: “If a lead based paint visual inspection was not done for prevention will fund be reallocated for those files?”
A: Lead-based paint requirements are more stringent than the habitability standards.  A lead-based paint visual assessment must be completed for all units that meet the following conditions: 1. The household living in the unit is being assisted with HPRP financial assistance (rent assistance, utility assistance, utility/security deposits, or arrears) – no matter if it is homelessness prevention or rapid re-housing. 2. The unit was constructed prior to 1978. 3. A child under the age of six is or will be living in the unit.  Under HPRP, the lead requirements apply whether a household is remaining in an existing unit or moving to a new unit.  The Visual assessment must be completed prior to HPRP assistance being provided, and annually thereafter.  Any file that is deemed as ineligible may be cause for reallocation of funds.  Given that a lead-based paint visual assessment is required in the cases above, any unit that was provided assistance that did not have a lead-based paint assessment in the file would be cause for reallocation of funds.  Providers are deeply encouraged to complete comprehensive chart reviews to ensure that all documentation is included in the files to decrease their risk of needing to reallocate funds.  HPRP staff are deeply encouraged to complete lead-based paint inspections and obtain any documentation to ensure that their files are as complete, accurate and thorough as possible. Files that are found without the lead-based paint inspection would be subject to re-allocation.  



	Lease

Q: “My understanding of requiring leases is that it wasn't required from the beginning of the grant, this may be incorrect (we did begin gathering leases in the beginning of 2010), however, is there a recommendation of how far back we should go back to get copies of leases for files that may not have one in their documentation?  Thanks.”
A: A copy of a written lease or other written occupancy agreement identifying the applicant, as a legal tenant has been required since the beginning of HPRP and a copy of that lease or written agreement must be included in the file. All persons residing in the unit must be listed on the lease.  Providers are deeply encouraged to complete comprehensive chart reviews to ensure that all documentation is included in the files to decrease their risk of needing to reallocate funds.  Staff are deeply encouraged to obtain any documentation to ensure that their files are as complete, accurate and thorough as possible. 

 ** HPRP funds can be used to provide legal services only to assist an eligible household to remain in their housing.  In such cases a written lease is not required – but other written evidence of a valid pre-existing tenancy must be in the case files.  

Q: “How do you document a person who is doubling up in a house that is not listed on a lease? Do all household occupants need to be listed on the lease?”

A: All household occupants should be listed on a lease.  The lease documents those that are eligible occupants in the household.  HPRP should only be utilized for eligible households.  
Q: “If someone has already signed a new lease prior to applying, does that disqualify him or her from receiving assistance? For example, a man is in a shelter, has found a place and signed lease, but has no financial resources to pay rent/deposit. Can we assist him even though he's already signed the lease?”
A: If the person is still residing in the shelter and has signed a lease, you can help the person under the rapid re-housing category as long as he/she meets the HPRP eligibility criteria.  
Q: “In regards to a lease, was it said that month-to-month rental agreements are NOT sufficient? Does this mean in general or just as an oral agreement?”
A: A written lease or other written occupancy agreement is required for all files except when the household is receiving legal services only (please see above).  Oral agreements are not sufficient for HPRP.  A month-to-month rental agreement is sufficient, but it must be in writing to qualify.  



	Sustainability

Q: “Please describe grantees need to ensure ongoing sustainability of household after HPRP ends.  Any different view held by state or federal level.”
A: While HUD does not maintain specific requirements for the long term housing sustainability of HPRP clients, ODOD expects that Grantees will serve clients that have some reasonable chance at maintaining long-term housing.  Some grantees are treating this aspect of HPRP more strictly than it should be, in that you cannot guarantee housing stability.  The length and amount of assistance should be commensurate with the client’s needs for maintaining stability. 
 
For example, a client enters the program with a $1000 in arrears. The client was out of work for 60 days but has since become employed and can now cover their ongoing costs, but not the arrearage. Therefore, a grantee should cover the entire arrearage, and not part of it, to ensure that the client can maintain their housing.  

	Staff Certification

Q: “Staff certification form actually says "named below meets all eligibility criteria for HPRP assistance...” Should we be filling out the form if they don't meet the criteria?  You have been saying that it ALWAYS needs to be filled out whether or not the person ends up being eligible.”
A: The staff certification form should only be completed on those households that are eligible for HPRP assistance.  Households that are deemed ineligible for HPRP assistance do not need to have a staff certification on file.  

	Forms

Q: “Where can the documentation checklist be found?”
A: The documentation checklist will be available on the COHHIO website: www.cohhio.org 


Q: “Where did this checklist come from?”
A: The original checklist came from one of the national technical assistance providers.  COHHIO staff streamlined the checklist by eliminating the notations about specific documentation that should be included for third party written, third party oral and first party documentation as this information can be accessed through the HPRP Eligibility Determination and Documentation Guidance handbook that HUD released in March 2010.  



	Hotel/Motel

Q: “How realistic is it to expect persons to identify landlord while homeless 1st day in hotel?”
A: HUD has been very specific about when hotel/motel vouchers can be used for HPRP.  HPRP funds may be used for reasonable and appropriate motel and hotel vouchers for up to 30 days if no appropriate shelter beds are available and subsequent rental housing has been identified but is not immediately available for move-in by the program participants.  A hotel/motel voucher can only be used when a unit has been identified and no shelter beds are available.  A motel/hotel rate reasonableness comparable test would need to be completed similar to a rent reasonableness test. A household must meet all of the eligibility requirements also to be able to obtain HPRP assistance.  



	Timesheets
Q: “What type of documentation is required for administrative costs and case management.”

A: Timesheets or an activity-tracking log of hours spent working on HPRP administrative activities or case management is required. Timesheets, activity tracking logs, etc. need to document the actual time the staff worked on HPRP duties. The HUD guidelines state, “not-for-profit grantees receiving HPRP funds must follow OMB Circular A-122, Cost Principles for Non-Profit Organizations.  Attachment B, Paragraph 8 of the Circular discusses the allowability and documentation for salaries and fringe benefits. Employees whose salaries and fringe benefits will be charged to federal programs must complete activity reports, commonly called timesheets.  This includes administrative staff such as Executive Directors, fiscal staff, etc.  The activity reports should detail the actual hours worked by employee in each activity and/or grant on a daily basis.  The activity reports cannot be based on budgets.  The activity reports should be signed by the employee and a supervisor that has firsthand knowledge of the employee’s work.”

Salaries and wages need to have supporting documentation (job descriptions) that shows they are necessary and reasonable.  Timesheets must be maintained for all personnel whose time in whole, or in part, is charged to HPRP.  Those time sheets must 1. Reflect “after-the-fact determination” (cannot be done ahead of time) of actual activity of each employee, 2. Account for employee’s total time – and actual time, not percentages (indicate total number of hours worked each day), 3. Be prepared at least monthly and coincide with one or more payrolls, 4. Be signed by employee and approved by supervisor.  If salaries are being paid from more than one source, the financial records need to define payments among the funding sources.  For employees that work only on HPRP, the charges for their salaries need to have at least semi-annual certifications (signed by the employee and supervisor) that the employee only worked on this program for that time period. 

Sample Timesheet:


2011 Employee Timesheet

Employee Name:

Period begins:

Period ends:

Date

Time In

Time Out

Hours Worked

Hours Sick

Hours Vacation

Hours Holiday

Hours Total

General Revenue

HPRP

ESG

HOPWA

SHP TH

SHP PSH

United Way

Other: ______________

Certification: I do hereby attest that the information on this timesheet, to the best of my knowledge, is an accurate accounting of my work for Ohio County Homeless Providers Network, Inc.  

_____________________________________________________________________________     ______________________________

Staff’s Signature                                                                                                                                      Date Submitted

_____________________________________________________________________________     ______________________________

Supervisor’s Signature                                                                                                                            Date Signed




