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Program Year 2009
Homeless Prevention Program Handbook
Harris County Community Services Department
Program Year 2009
March 1, 2009 – February 28, 2010
Homeless Prevention Program Handbook
The staff of Harris County Community Services Department (CSD) extends a warm welcome to the Subrecipient agencies that have been awarded grant funds for the prevention of homelessness for the residents of Harris County.  
This handbook includes the rules and policy guidance for CSD’s Homeless Prevention Programs.  Please refer to this handbook as you administer your CSD funded homeless prevention program and contact CSD staff at 713-578-2000 as needed.
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01. PROGRAM DESCRIPTION, SCOPE AND CRITERIA.
Description. CSD’s Homeless Prevention Program is intended to prevent homelessness by providing short-term subsidies for persons at imminent risk of losing their housing after receiving a notice of eviction and/or vacate notice, foreclosure, or termination of utilities.  
Scope. Subrecipients must adhere to the rules in this handbook in the administration of its Homeless Prevention Programs to ensure consistency in the administration of homeless prevention activities.  Subrecipients must obtain evidence of an eviction, foreclosure, and/or utility termination notice(s) and evidence that the inability to pay was sudden, necessary to prevent homelessness, and the resumption of payment is reasonably expected within the near future.  
Criteria. CSD has adopted the Emergency Shelter Grant Program regulations and authorizing statutes as the criteria for the policies and procedures set forth in this handbook. Any program receiving funds from CSD to carry out homeless prevention activities regardless of the funding source must comply with these standards.
02. CSD OFFICE.

Office Hours. Office hours are 8 a.m. to 5 p.m., CST, Monday through Friday, except holidays as designated by Harris County Commissioners Court.
Mailing Address. The mailing address for the office is 8410 Lantern Point, Houston, Texas  77054.
Telephone and Fax. 713-578-2000; 713-578-2269.  
Internet Website. The Department's website is http://www.csd.hctx.net/.  The Grants Management website is http://www.csd.hctx.net/Grants_Management.htm.
03. DEFINITIONS AND ABBREVIATIONS.

Client/Applicant.  The person who is applying for homeless prevention assistance.
Family.  The person(s) living in the household for whom the client is seeking assistance.  
Family/Household Income.  The cumulative amount of income for all adults in the household seeking assistance.

04. ELIGIBILITY AND DOCUMENTATION REQUIREMENTS.

All clients receiving any short term subsidy for rental, mortgage, or utility assistance must meet the following eligibility requirements detailed in Subsections 04.01 – 04.04 of this rule.

01. Service Area Residency. The family must reside in the Harris County Service Area, which is unincorporated Harris County and its 15 cooperative cities listed below.  Service area eligibility is determined by conducting an address search on the Harris County Appraisal District’s website located at www.hcad.org.  
	Bellaire

Deer Park

Galena Park

Humble

Jacinto City
	Katy

LaPorte

Morgan’s Point 

Seabrook

Shoreacres
	South Houston

Tomball

Waller

Webster

West University Place

	The family’s address is eligible if : 
The code 040 (Harris County) appears in the list, and

The following codes do not appear:

061 (City of Houston, 051 (City of Baytown), 074 (City of Pasadena), 053 (Bunker Hill Village), 055 (Hedwig Village), 056 (El Lago), 060 (Hillshire Village), 064 (Missouri City), 065 (Hunters Creek Village), 068 (Meadows), 090 (Jersey Village), 073 (Nassau Bay), 075 (Piney Point Village), 079 (Southside Place), 080 (Spring Valley), or 082 (Taylor Lake Village).



On the next page, there is an example of an address that is not in the Harris County service area because the code for the City of Houston (61) appears.  On the page after that is an example of an address that is in the Harris County service area because the code for Harris County appears (40) and none of the ineligible codes appear.
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02.  Income Guidelines. The family’s household income before the sudden loss of income must be no more than 80% of area median income for Houston/Harris County as determined by reviewing the most recently published Income Limits Schedule from the U.S. Department of Housing and Urban Development. 
Program Year 2009 Income Limits
	INCOME LEVELS
	Household Size

	
	1
	2
	3
	4
	5
	6
	7
	8

	Very Low Income

(Limits based on 0-30% of area median income)
	12,850
	14,700
	16,500
	18,350
	19,800
	21,300
	22,750
	24,200

	Low Income

(Limits based on 31-50% of area median income)
	21,400
	24,450
	27,500
	30,550
	33,000
	35,450
	37,900
	40,350

	Moderate Income

(Limits based on 51-80% of area median income)
	34,250
	39,100
	44,000
	48,900
	52,800
	56,700
	60,650
	64,550


Source: U.S. Department of Housing and Urban Development, January 28, 2008.
	Examples: 

Family A has 1 person and household income is $12,849 = Very Low Income

Family B has 5 people and household income is $32,999 = Low Income
Family C has 2 people and household income is $39,099 = Moderate Income
Family D has 3 people and household income is $44,100 = Ineligible because family is above moderate income.
Notes on Household Income

1. Include the income of all household members.

2. Use the gross amount, before any payroll deductions, when calculating income.

3. Income source documentation must be current.

4. Annual Income includes:

a. Wages, salaries, overtime pay, commissions, fees, tips and bonuses

b. Unemployment payments

c. Disability compensation

d. Worker’s compensation

e. Severance pay

f. Alimony and child support payments

g. Regular contributions or gifts from persons not residing in the household

h. Net income from the operation of a business or profession

i. Temporary Assistance for Needy Families (TANF)

j. Social Security and Social Security Income

5. Annual Income does not include:

a. Income from employment of children, including foster children, under the age of 18 years

b. Payments received for the care of foster children or foster adults

c. Lump-sum additions to family assets

d. Income of a live-in aide

e. Temporary, non-recurring or sporadic income (including gifs)

f. Food Stamps or Women, Infants, and Children (WIC) benefits




A note on household size: when providing rental assistance, make sure that the number of people in the household as reported by the applicant on the Individual Eligibility Form matches the number of people listed on the lease.  If there is a discrepancy, a written statement must be obtained from the applicant to explain why there is a difference.  
03. Eligible Activities.  Eligible activities under CSD’s Homeless Prevention Program are:
Rental Assistance

Mortgage Assistance
Utility Assistance
RENTAL ASSISTANCE. Rental assistance may be paid on vacate notices from landlords.  A vacate notice usually gives the tenant three days notice to either pay rent or voluntarily vacate the premises.  The landlord may give this notice before an eviction notice.  Handwritten documentation is not an acceptable form of documentation.  If the request is submitted after the date by which the client must vacate, a written statement from the landlord that the client has not been evicted is required. 
MORTGAGE ASSISTANCE. Mortgage assistance may be paid on a letter from the mortgage company or note holder detailing the amount owed, the time period for which it is owed, and that foreclosure is probable or imminent.  Handwritten documentation, mortgage coupons or regular mortgage letters indicating amounts that are past due will not be accepted.  

UTILITY ASSISTANCE: Utility assistance can be provided based on a termination notice. Utilities include electricity, gas and water.  Telephone utility assistance is only allowed for persons who are disabled and require TTD services.  If the termination notice covers two months’ amounts due, the one notice is sufficient.  
04.  Documentation Requirements for Homeless Prevention Activities. 
The family must have received an eviction or vacate notice, foreclosure notice, or notice of termination of utility services.  Per 42 U.S.C. 11374(a), funding is available for homeless prevention activities if:
A. The inability of the beneficiary to make the required payments is due to a sudden reduction in income;

B. The assistance is necessary to avoid eviction or termination of services;

C. There is a reasonable prospect that the beneficiaries will be able to resume payments within a reasonable period of time; and

D. The assistance will not supplant funding from similar sources available.

	04.04A  Examples of “sudden reduction in income”
· Client has recently lost job due to being laid-off or fired
· Client has had a sudden reduction in pay such as suddenly went from full-time to part-time
· Client has temporarily left work to care for an elderly or ill relative and is paid less than his regular pay or not at all (obtain source documentation to show decrease in pay)
· Client has become ill and is unable to work for a period of time and is paid less than his regular pay or not at all (obtain source documentation to show decrease in pay)
· Client is going through a divorce and the child support amount to be received will be enough to resume payments 
· Client worked for a temporary agency on a long term project that has terminated; however, has been reassigned to another long term or permanent position

Remember to submit documentation of the household income
 before and after the sudden loss of income.
Examples that do not meet the definition of “sudden reduction in income”
· Client has a low paying job and needs ongoing rental assistance

· Client can’t work anymore and is waiting to qualify for disability
· Roommate who was responsible for half of the rent has suddenly left and client now owes all of the rent

· Client’s family member/friend used to reside in the unit and assisted with other expenses such as groceries, utility bills, etc., and has now moved out of the unit

· Client paid for a funeral of a family member with his rent money and now is unable to pay his rent

· Client had to pay the plumber to fix a leaking pipe with his rent money and now is unable to pay his rent
· Client had to pay for emergency car repairs

· Client has a history of working for a temporary agency on short term assignments

· Client works for a school district and is off during predetermined or regularly scheduled days off, such as summer vacation, spring break, Christmas vacation, etc. without pay

· Client willingly resigned from his/her position

· The sudden reduction of income is not within the allowable time frame per the Subrecipient’s policy: e.g. the sudden reduction of income occurred 95 days before the client applied for services, and the Subrecipient has a 90 day policy from the time of the loss of income to the date of application



	04.04B To document that the family is facing eviction or termination of services, Subrecipients must obtain evidence of an eviction, foreclosure, or utility termination notice(s).
Rental Assistance
Mortgage Assistance
Utility Assistance
1.  Complete Copy of Current Signed Lease and

2.  Notice to vacate or an eviction notice.
Note: a notice of intent to exercise lock out rights is not sufficient documentation.
1.  Copy of letter from loan holder or a foreclosure notice indicating possible or imminent foreclosure on the house.
1.  Disconnect or termination notice.
(utilities include electricity, gas and water)




	04.04C To document that there is a reasonable prospect that the family will be able to resume payments within a reasonable period of time:

Individuals receiving assistance under homeless prevention should be able to resume regular rental, mortgage, and/utility payments within six (6) months of the initial assistance.  
Source documentation for this may consist of:

· Wage verification letter signed by new employer with date of when employment will begin (date of employment must be within 45 days of assistance).
· Letter from current employer that the employee has resumed working full-time, or will resume on “x” day.

· Documentation that client will finish a higher education program, therefore will be employable within six (6) months.

· For situations that are out of the norm, a certified letter or notarized statement describing the action steps client will take, ending with:  I hereby certify that all the information contained in this document is true to the best of my knowledge and belief.



	04.04D To document that the assistance will not supplant funding from similar sources available:
· Subrecipients must ask clients if they have received homeless prevention assistance from other agencies for the same need being presented.  This should be part of the screening/intake form, which clients must sign and certify with:  I hereby certify that all the information contained in this document is true to the best of my knowledge and belief.  

· Clients receiving Shelter Plus Care rental assistance or Section 8 Housing Voucher assistance are not eligible to receive CSD homeless prevention assistance; however, clients living in Tax Credit properties and do not receive a Section 8 voucher are eligible.



05. ASSESSMENT AND AUTHORIZATION FOR ASSISTANCE.
01. Needs Assessment For Assistance. Subrecipients must conduct assessments and make referrals on the Individual Eligibility Form for CSD authorization before providing homeless prevention assistance for which CSD ESG funds are being requested.  Subrecipients providing assistance to a client that is not named on the eviction, foreclosure, or disconnect notice must obtain proof such as a copy of a lease agreement to show that the assisted client lives within the same household as the person named on the notice.
Documentation to be submitted for authorization:
	Rental

Assistance
	Mortgage

Assistance


	Utility 

Assistance

	Individual Eligibility Form (IEF) & HCAD Form
· Must be signed by the client and authorized staff
· Description of sudden reduction of income and resumption of payment must be legible
	Individual Eligibility Form (IEF) & HCAD Form
· Must be signed by the client and authorized staff
· Description of sudden reduction of income and resumption of payment must be legible
	Individual Eligibility Form (IEF) & HCAD Form
· Must be signed by the client and authorized staff
· Description of sudden reduction of income and resumption of payment must be legible

	Assessment form with staff and client’s signature

·  This form should be more detailed regarding the sudden reduction of income and the resumption of payment

	Assessment form with staff and client’s signature

· This form should be more detailed regarding the sudden reduction of income and the resumption of payment
	Assessment form with staff and client’s signature

· This form should be more detailed regarding the sudden reduction of income and the resumption of payment

	Lease Agreement and
Vacate or Eviction Notice 

· Lease and Vacate Notice must be legible and have both the landlord’s and client’s signatures

· Dates on Lease must coincide with dates on Notice to Vacate

· Amount due must be noted on vacate notice – amount of assistance requested can not exceed the amount that is owed by client
· If the request is submitted after the date by when the client must vacate, a written statement from the landlord that client has not been evicted is required
	Letter of Foreclosure

· Letter of probable or imminent foreclosure must be legible

·  Letter must list total amount due

	Termination Notice

· Notice must be legible

· If the request is submitted to CSD after the cut-off date, documentation to certify that the utilities are still on and that the assistance will help prevent the cut-off must be submitted.




02.  Authorization of Assistance. Homeless Prevention assistance is authorized by CSD’s designated staff within 48 hours of receiving the request if all necessary information is provided for the review. All clients must be pre-screened for eligibility by the Subrecipient, and the documents referenced in Section 05.01 must be sent via fax or email to CSD before payments to mortgage/landlords/utilities are made for which HC ESG funds are being requested.  
The documents should be faxed to the attention of your Project Monitor at 713-578-2269 or sent via email.  The Individual Eligibility Form (IEF) will be faxed or e-mailed to you indicating if it was approved or denied within 48 hours of receipt if sufficient information accompanies the request.  Please note that CSD may determine that the amount of assistance being requested is not reasonable in relation to the amount of the sudden reduction in income.  In such cases, the amount of assistance pre-approved by CSD will be written on the IEF by the Project Monitor.  

The clients for which you have assisted and requested reimbursement will be verified during the processing of your reimbursement request.  If you have assisted a client that was not pre-approved or you are seeking reimbursement for an amount that was not pre-approved by CSD, the reimbursement will be disallowed and your agency will be notified that it will not be reimbursed for the expense.  Moreover, the assistance check date cannot precede the date when it was authorized on the IEF by the Project Monitor.
NOTE: Subrecipients should not advise clients to call CSD to appeal the denial of assistance.  If there is a question or complaint by the client regarding eligibility for the program or amount of assistance approved, Subrecipients should follow their agency’s Grievance Procedures.  Please refer to section IX. General Labor and Participant Requirements, B. Affirmative Action, 5. Grievance, in your court-approved Agreement.
03.  Duration of Homeless Prevention Assistance. Assistance will not exceed three (3) consecutive months per family. If a client already receiving assistance presents a termination or vacate notice for another type of assistance in the same Program Year, the client can receive assistance with the second need as long as it is during the duration of the original request for assistance.  
	Acceptable Scenario
	Non-Acceptable Scenario

	Program Year: March 2009 – February 2010
A client was approved for rental assistance in April 2008 and received three consecutive months of rental assistance.  The same client may be eligible for assistance in March 2009 if the client experiences another “sudden reduction in income” and is able to resume payment within a reasonable period of time.
	Program Year: March 2009 – February 2010
A client receives assistance in April 2009 for two months of rental assistance, and the same client returns in September 2009 for utility assistance.  


04.  Non-Allowable Payments. Ineligible homeless prevention costs include: 

a. Housing or services to persons already homeless;
b. Direct payments to the clients/families;
c. Long-term assistance beyond three (3) months.
d. Late fees, charges, interest, or penalties. 

05.  Maximum Assistance Amounts. The total amount of assistance per family will vary by type of assistance provided.  
	For rental assistance, the maximum amount for which a family is eligible is an amount no more than 120% of HUD’s Fair Market Rent (FMR) for the size of the housing unit, for up to three (3) consecutive months of assistance.
Apartment Bedroom Size
FY2009
FMR’s
Eligible amounts (at 120% of FMR)
1 bedroom

$714
$856
2 bedrooms

$866
$1039
3 bedrooms

$1154
$1384
4 bedrooms

$1451
$1741
Chart 1 – Examples for rental assistance scenarios
Family A seeks rental assistance in March for vacate notice due to non-payment of February and March rent.

Payment for February, March and April rent is eligible.*
Family B seeks rental assistance for vacate notice in April for non-payment of half of March rent and all of April rent.

Assistance is eligible for a maximum of three (3) consecutive months, which includes a full or partial month; in this case, assistance for March, April and May is eligible.*
Family C seeks rental assistance for vacate notice in May for non-payment of April and May rent, plus late fees; client will pay own June rent.
Payment for April and May is eligible; late fees are not eligible for reimbursement.*
The same Family C applies again in November for non-payment of November rent and $100 in utility assistance.

Since Family C was already assisted in PY2009, this 2nd request is ineligible.



*In all cases, payment is eligible only if the landlord agrees to allow the client to remain in unit and documentation of this is included in the homeless prevention request to CSD.
	For mortgage assistance, the maximum amount for which a family is eligible is $1,200.00 per month, for up to three (3) consecutive months of assistance.

Chart 2 – Examples of mortgage assistance scenarios

Family D applies for mortgage assistance on April 15.  The foreclosure notice is for non-payment of March and April mortgage in the amount of $1,600 per month, plus late fees.
CSD allows a maximum payment of $1,200 for March, April and May mortgage payments for a total of $3,600 in assistance; late fees are not eligible for reimbursement.

Family E has a foreclosure notice for two (2) months behind on mortgage payments on a trailer home and three (3) months with rental payment of the lot the trailer sits on.
CSD allows a maximum combined payment of $1,200 per month for three (3) months for the mortgage and lot rent amounts combined.
Family F has a foreclosure notice for three (3) months mortgage payments, June, July, and August, for 1,200.00 per month, excluding late fees.  Now the family presents yet another foreclosure notice in December of the same Program Year. 
CSD allows a maximum payment of $3,600.00 for the months of June, July, and August, and denies the request for December, which exceeds the three (3) consecutive months of assistance within a Program Year limit.



	For utility assistance, the maximum amount for which a family is eligible is $600.00 per month, for up to three (3) consecutive months of assistance.  Remember, if the client is different from the person named on the disconnection notice, CSD requires source documentation to prove the client resides in the household being assisted.
Chart 3 – Examples of utility assistance scenarios

Family G applies for utility assistance.  The disconnect notice dated May 2009 is for $480.00 for the months of April and May 2009, which includes a late fee of $45.00.
CSD allows payment of $435.00; the late fee is ineligible.
Family H applies for utility assistance.  The disconnect notice dated June 2009 is for $400.00 and does not include any late fees.  This amount is for the months of April and May; however, the client also presents a past due bill in the amount of $250.00 for June 2009.
CSD allows payments of $400 for April and May and $250 for June, due to the disconnect notice dated in June.
Family I applies for utility assistance in September 2009.  The disconnect notice shows a total due of $1,500.00 for the months of July, August, and September 2009.
CSD allows payment of $1,500.00 as the total is less than the maximum monthly amount of $1,800.00 ($600 x 3 months.) Please note that since the disconnect notice covered three (3) months, the client cannot continue to receive assistance in October.



06. REPORTING REQUIREMENTS.
1. All monthly programmatic and financial reports are due to CSD by the 10th working day of the month. 

2. Invoices may be held for processing until all monthly participant data is entered into the Homeless Management Information System (HMIS).

3. A delay in any financial or program reporting will delay processing of reimbursement. 

4. Revision of Reports. Revisions to any reports must be made within 30 days of the original report due date unless the revisions are specifically requested by CSD. Revisions received more than 30 days after the original due date of the report may be rejected by CSD.
The following is a list of the programmatic and financial reports per CSD’s Agreement:
Reports

a.
Project Status Report submitted monthly.

b.
Client Data Report submitted monthly 

c.
Tally Sheet submitted monthly.

d.
Individual Eligibility Forms submitted monthly.

e.
Employee Data Report submitted monthly.

f.
Reimbursement Request submitted monthly.

g.
Cost Control Report submitted monthly.

h.
Cost Worksheet submitted monthly.

i.
Personnel Cost Worksheet submitted monthly.

j. Mid-Year Report.

k. Annual Performance Report.

l. Matching funds source documentation log.
m. Other reports as requested.
Deadlines

a.
Monthly reports are due within ten (10) working days of the end of the monthly reporting periods.

b. Mid-Year Report is due within ten (10) working days after the end of the first six (6) months of the Agreement period.

c. Annual Performance Report is due within ten (10) working days after the end of the Agreement period.
d. Reimbursement requests received more than sixty (60) days after the reporting month may not be honored.
5. Early Expenditure of funds.  Agencies who expend their budgeted funds before the contract term ends are still expected to submit monthly reports indicating no activity for the month.  
07. MONITORING.

Agencies funded by CSD will be monitored for compliance with program regulations, guidelines and procedures.  Monitoring visits usually last one day and key staff members (i.e. Executive Director, Program Manager, Finance Controller, Program Accountant) should be available for the duration or as specifically requested.

Your monitoring visit is comprised of a five-part process: 

· Notification letter

· Entrance conference

· Documentation and Data Acquisition review

· Exit Conference

· Monitoring results letter

In preparation of the visit, please consider the following:
1. Ensure that the following client data files and financial files are accessible or on-site and in an orderly manner for the contract period:

· Client files with documentation of eligibility and services provided

· Bank Statements

· Bank reconciliation

· General ledger

· Cash receipts journal

· Cash disbursements journal

· Payroll journal

· Inventory list

· Last audit report or financial statements

2. Have an exclusive CSD grant file that includes: your contract; your Polices and Procedures Manual for the homeless prevention program, any correspondence mailed or received pertaining to the project; monthly, mid-year and annual programmatic and financial submissions; training materials, etc.

3. Have a workspace available for the monitors to review the files.

4. Be prepared to give monitors a tour of your facility.  Employee or program participants are subject to interview. 

5. Be prepared to submit a copy of our Policies and Procedures Manual to the Project Monitor. 

6. Be prepared to submit documentation that your agency meets the ESG requirement of Homeless Participation.
As a result of the monitoring, CSD may determine that although the Subrecipient is making efforts to comply with applicable Federal requirements, findings or concerns should be cited.  A finding is defined as a program element that does not comply with a Federal statute or regulation, whereas, a concern is either a potential finding or program weakness that must be improved to avoid future problems.  Within 30 days of the visit, CSD sends a monitoring results letter to the Subrecipient, which then has 30 days to respond with a corrective action.  Once reviewed and approved, CSD sends a response letter to the Subrecipient indicating whether the finding or concern is resolved, and if more steps need to be taken.
08. FORMS.  The following attached forms are reviewed in detail at the Subrecipient Orientation conducted at the beginning of each Program Year.  Please include all required reports with your monthly reimbursement request.  Contact your Project Monitor and/or Grant Accountant for more information as needed.
· Coversheet / Checklist
· Project Status Report 
· Client Data Report

· Tally Sheet

· Individual Eligibility Forms
· Employee Data Report

· Client Track Printout

· Mid -Year Report / Annual Performance Report
The Financial Reporting Forms are located in Finance’s handbook.
Coversheet/Checklist
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HARRIS COUNTY COMMUNITY SERVICES DEPARTMENT

PY2009

Monthly Report

Coversheet / Checklist

For ESG Homeless Prevention Program

	Subrecipient/Project # :
	

	Project Name:
	

	Reporting Month and Year:
	


· Project Status Report

· Client Data Report (Alphabetize and list new clients first)
· Tally Sheet

· Individual Eligibility Forms (HCAD info must be attached to IEF)

(Alphabetize and assemble in same order listed on Client 
Data Report)

· Employee Data Report

· Client Track Printout

· Mid -Year Report or Annual Performance Report

· Financial Reporting Forms

	Submitted by:  
	

	Date:
	


Project Status Report
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Client Data Report 
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Tally Sheet
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Individual Eligibility Form
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Employee Data Report
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Client Track Printout
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Mid -Year Report / Annual Performance Report
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