
Housing Emergency Solutions Program
Funded Agency Training



Housekeeping

Á This PowerPoint should be paired with the HESP Desk Guide, and
Compliance training
Á There is a separate training for the SAVE system provided by U.S. Citizenship and

Immigration Services here.

Á All requisite HESP & MHDC forms can be found on the MHDC website

Á Note all dates are subject to change

https://www.uscis.gov/save/current-user-agencies/save-tutorial-for-registered-users
https://mhdc.com/programs/hud-programs/housing-emergency-solutions-program/


Important HESP Contacts

Á HESP Program Administrator
Á Cp.programs@mhdc.com

Á HSEP Financial Administrator
Á Cp.financials@mhdc.com

Á HESP Compliance Administrator
Á Cp.compliance@mhdc.com

mailto:Cp.programs@mhdc.com
mailto:Cp.programs@mhdc.com
mailto:Cp.financials@mhdc.com
mailto:Cp.financials@mhdc.com
mailto:Cp.compliance@mhdc.com
mailto:Cp.compliance@mhdc.com


Agenda

Part I: Grant Agreement Documents and Completion
Part II: Administering an HESP Funded Program
Part III: Funding Components & Eligible Activities
Part IV: Record Keeping Requirements
Part V: MHDC & Federal Funding Requirements



Part I
Grant Agreement

Documents and Completion



Grant Agreement Documents Overview

Á Grant Agreement
Á Riders
Á Exhibits
Á Attachments
Á Subrecipient User Agreement
Á MHDC and HESP Forms
Á Additional Documents
Á Submission



Grant Agreement

ÁGrant Agreement
Á Terms and requirements for grant
Á Notarized, and requires original signatures
Á Until all the pieces of the grant agreement are returned, no funds can

be disbursed



Grant Agreement: Riders A-B, D

Á Rider A: Additional Representations, Covenants, and Warranties by Grantee
Á Separated by program component
Á Outlines required documents for fund disbursement
Á Outlines required documents to maintain in grant year

Á Rider B: Identity of Interest Restrictions
Á Conflict of Interest statement
Á Requires original signature

Á Rider D: Federal Requirements
Á Requires original signature



Grant Agreement: Exhibits

ÁExhibit 1: Workforce Eligibility Affidavit
Á Affidavit of Work Authorization
Á Notarized, requires original signatures

ÁExhibit 2: Certification Regarding Debarment, Suspension,
Ineligibility, and Voluntary Exclusion
Á Certifies agency eligibility to receive funds
Á Requires original signature



Grant Agreement: Exhibits

ÁExhibit 3: HESP Program Certifications
Á Certifies agency will account for HESP funds separately
Á Certifies agency has provided accurate information
Á Requires original signature

ÁExhibit 4: HESP Information
Á Outlines federal funds obligation from HUD to MHDC



Grant Agreement: Attachments

ÁAttachment B: FFATA
ÁPromotes transparency of Federal Funding uses
ÁRequires original signature



Grant Agreement: Subrecipient User Agreement

ÁSubrecipient User Agreement
Á Grants access to the Systematic Alien VeriŬcation for Entitlements (“SAVE”)
Á MHDC sets up the agency’s account in SAVE

Á Do not attempt to register directly with U.S. Citizenship and Immigration Services
Á Requires original signature of the SAVE User

Á Not the authorized signee
Á A maximum of 2 users can be assigned access to the SAVE system per agency
Á A full user agreement is required for each of the users

Á Upload one PDF with all user agreements combined.



Grant Agreement: MHDC Forms

ÁMHDC-100 Direct Deposit Form
Á Blank Voided Check

ÁMHDC-101 Authorized Signature Form
Á Signatures for all HESP documents
Á Authorizing official of this form must also be a signee



Grant Agreement: HESP Forms

Á HESP-200 Program Guidelines Certification & Attachment
Á HESP grantees must have created and implemented program guidelines that address all applicable

requirements specified in 24 CFR 576.400(e)

Á This form must be completed and attached to a document that includes the grantees actual polices
and procedures as they apply to the required standards



Grant Agreement: Grant Interface Parts

ÁEnvironmental Review Question
Á Certification of exemption from Environmental Review Activities

ÁAgency Contact Page
Á Grant, Financial, Executive Director Contact
Á Payment request Assignee



Grant Agreement: Additional Documents

Á Certificate of Insurance
Á Current Liability Insurance coverage

Á United Way 211 Registration
Á Agency profile print out from United Way 211 website

Á Complete E-Verify MOU
Á Full MOU including electronic signature

Á HMIS/Comparable Database Letter
Á For new Agencies and those that use a comparable database



Grant Documents: Submission

ÁBefore submitting grant documents ensure:
Á All grant document signatures are originals
Á All grant document signatures are also signees on the Authorized Signature Card
Á Any grant document notary is not a signee on any grant document
Á All required documents on the grant documents checklist are completed
Á Grant agreement is submitted electronically

ÁGrantee is responsible for reviewing and understanding
contents of grant agreement



Grant Agreement: Submission

Á Grant Agreement

Á Rider A

Á Rider B

Á Exhibit 1

Á Exhibit 2

Á Exhibit 3

Á Exhibit 4

Á Attachment B

Á MHDC-100: Direct Deposit Form

Á MHDC-101: Authorized Signature Card

Á HESP-200: Program Guidelines Certification

Á Agency Program Guidelines

Á Environmental Review

Á Blank Voided Check

Á Certificate of Insurance

Á E-Verify MOU

Á United Way 211 Registration

Á Current Certificate of Insurance

Á Environmental Review Question

Á Letter from HMIS Lead

Á Agency Contact Page

Á Mid-Year Caper Contact



Grant Agreement: Submission

Á All Grant agreements shall be submitted via Grant Interface through the follow
up form process

Á Each form will need to be uploaded as a PDF

Á There is an upload button to submit every Grant Agreement document in
Grant Interface

Á If issues occur from PDFs being too large, please optimize the PDF into a
smaller format



Grant Agreement: Communication

Brendan Irving
Á (816) 759-2875
Á CP.Programs@mhdc.com

mailto:drew.geer@mhdc.com
mailto:drew.geer@mhdc.com


Part II
Administering an HESP Funded

Program



Initial Participant Evaluation

Á Grantees must conduct an initial evaluation of eligibility for all potential
program participants. The purpose of this evaluation is to determine the
following:
Á Each individual or family’s eligibility for HESP activities
Á The applicant has no appropriate subsequent housing options
Á The applicant lacks sufficient resources and support networks to obtain/retain housing
Á The minimum amount and types of assistance necessary to ensure housing stability
Á The applicant's total household income (only applicable for Homelessness Prevention)
Á The applicant has not received more than 24 months of HESP or any Federal

Emergency Solutions Grant assistance within the past three years



Verifying Homelessness Status at Intake

Á Agency’s intake procedures must ensure compliance with homeless and
atπrisk of homelessness definitions. The procedures must require
documentation at intake of the evidence relied upon to establish and
verify homeless status. The procedures must establish the order of
priority for obtaining evidence as:

1. Thirdπparty documentation

2. Intake worker observation

3. Selfπcertification from client seeking assistance



Verifying Homelessness Status at Intake Cont.

Á All grantees must utilize the HESP form at intake to document homeless
status

Á If a lower priority certification method is utilized then the agency staff
must document by a written certification their efforts in attempting to
obtain the higher priority certification method(s)

Á Lack of thirdπparty documentation should not prevent a household from
being immediately admitted to shelter, receiving street outreach
services, or from receiving victims’ services and shelter



Homelessness Definition Documentation
(Category 1)

Literally Homeless
1. Written referral by another housing/service provider (i.e., Coordinated Entry

referral, other agency referral letter)
2. Written observation by the outreach worker of the conditions where the

individual or family was living
3. Certification by the head of household seeking assistance stating they were

living on the streets or in shelter



Homelessness Definition Documentation
(Category 2)

Imminent Risk of Homelessness

1. A court order resulting from an eviction action notifying the household they must leave
a) For households leaving a hotel/motel: the source documents must show that the program participant does not

have sufficient resources (Notice of employment termination, unemployment compensation statement, bank
statement)

2. A written certification by the owner/renter of the housing in which the program participant
currently resides, attained/verified by the intake worker, stating they will not allow them to stay

3. A documented and verified oral statement
a) Certification that no subsequent residence has been identified; and
b) Selfπcertification or other written documentation that the household lacks financial resources and

support necessary to obtain permanent housing



At Risk of Homelessness (Category 1)
Documentation Definition

Á Evidence that participant’s annual income does not exceed 30% AMI

Á Source documents showing that the program participant lacks sufficient resources or support
networks to prevent them from becoming homeless

Á If source documents are unavailable then the following order of priority for obtaining evidence
must be followed:

1. Written verification by the relevant third party (e.g., former employer, public administrator,
relative)

2. Written certification by the outreach worker of the oral verification by the third party
3. If third-party verification is unobtainable a written statement by staff describing the efforts

taken to obtain the evidence is required



Homelessness Definition Documentation
(Category 4)

Fleeing/Attempting to Flee Domestic Violence
Á If the individual or family is fleeing domestic violence, dating violence, sexual assault,

stalking, or other dangerous or life-threatening conditions related to violence, then
acceptable evidence includes:

Á An oral statement by the individual or head of household seeking assistance that they are fleeing that situation,
stating that no subsequent residence has been identified and that they lack the resources or support networks



Re-Evaluating Participant Eligibility

Á In addition to conducting an initial evaluation and connecting program participants
to other resources, eligibility for HESP Homelessness Prevention and Rapid
Rehousing must be reπevaluated utilizing the HESP-209:
Á At least once every three months for Homelessness Prevention assistance
Á At least once annually for Rapid Rehousing assistance

Á At a minimum, the reπevaluation must establish that:
Á The household’s annual income is not greater than 30 percent of the AMI (HESP-201)
Á The program participant lacks sufficient resources and support networks necessary to

retain housing without HESP assistance



Minimum Habitability Standards

Emergency Shelter and Permanent Housing Standards
Á All emergency shelters and any unit assisted with funds must meet basic

habitability standards
Á Requirements outlined in 24 CFR 576.403

Á Structure and materials

Á Access

Á Space and security

Á Interior air quality

Á Water supply

Á Sanitary facilities

Á Thermal environment

Á Illumination and electricity

Á Food preparation

Á Sanitary conditions

Á Fire safety

https://www.ecfr.gov/cgi-bin/text-idx?SID=0264aa31b63ef25497d4d9cfd9607515&mc=true&node=pt24.3.576&rgn=div5#se24.3.576_1403


Involuntary Family Separation

Á Per 24 CFR 576.102(b), HUDπfunded shelters and assisted housing are
prohibited from causing involuntary family separation
Á The age of a child under 18 must not be used as a basis for denying any family’s

admission to or services of an HESP funded program

https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-576/subpart-B/section-576.102#p-576.102(b)
https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-576/subpart-B/section-576.102#p-576.102(b)


Reports: Consolidated Annual Performance
Evaluation Report (CAPER)

Á Grantees are required to work with their HMIS lead agency to generate data through
a CAPER CSV export from their HMIS/Comparable once annually

Á The report must cover the period of April 1st - March 31st

Á Submitted electronically to SAGE via email link

Á Due in April

Á CAPER Report is not provided by MHDC, it is programmed into HMIS or Comparable
Database



Spending Deadlines, Quarterly Minimums, and
Recapture

Á Grantees must spend at least:
Á 50% of their total grant by April 30th

Á MHDC has the discretion to recapture a portion or all HESP funds as of
these deadlines

Á Payment Requests that result in a “discard” do not fulfill the 50%
Spending Deadline



Grant Close Out

Á Once 100% of awarded funds have been expended, the grantee is required to close
out their grant

Á Grant Close-Out Documents consist of:
Á MHDC-107 - CoC Participation Form
Á HESP-210 - Match Certification Documentation
Á Homeless Participation Certification

Á All grant closeout documentation must be submitted electronically via the Grant
Interface on or before 11:59 p.m. on December 1st

https://www.grantinterface.com/Home/Logon?urlkey=mhdc
https://www.grantinterface.com/Home/Logon?urlkey=mhdc


Part III
Funding Components &

Eligible Activities



Eligible Components

Á Street Outreach (SO)
Á Emergency Shelter (ES)
Á Homelessness Prevention (HP)
Á Rapid Rehousing (RRH)
Á Homeless Management Information Systems (HMIS)
Á Administration



Street Outreach Eligibility

Á Focused on serving those populations that fit the HUD definition of
“unsheltered homeless” under Category 1: Literally Homeless
Á Individual or family who lacks a fixed, regular, and adequate nighttime residence:

Á Has a primary nighttime residence that is a public or private place not meant for human
habitation; including a car, park abandoned building, bus or train station, airport, or camping
ground

Á The goal is to reach out to this population and meet them where they are to
provide essential services

Á Income requirements do not apply to program participants who are being
served under the Street Outreach component



Eligible Street Outreach Activities

Á Essential Services
Á Engagement
Á Housing-Focused Case Management
Á Emergency Health Services
Á Emergency Mental Health Services
Á Transportation Services
Á Services for Special Populations



Emergency Shelter Eligibility

Á For those currently staying in an emergency shelter
Á Emergency Shelter services are provided to persons who meet HUD’s

Category 1, 2, or 4 status of homelessness
1. Literally Homeless
2. Imminent Risk of Homelessness
4. Fleeing/Attempting to Flee Domestic Violence

Á Income requirements do not apply to program participants who are
being served under Emergency Shelter component



Eligible Emergency Shelter Activities

Á Essential Services
Á Case Management
Á Childcare
Á Education Services
Á Employment Assistance and Job

Training
Á Outpatient Health Services
Á Legal Services
Á Life Skills Training

Á Mental Health Services
Á Substance Abuse Treatment

Services
Á Transportation Services
Á Services for Special Populations



Eligible Emergency Shelter Activities Cont.

Á Operations
Á Minor or Routine Maintenance
Á Rent
Á Security
Á Insurance
Á Utilities

Á Food for Shelter Residents
Á Furniture and Furnishings
Á Equipment and Supplies
Á Hotel or Motel Vouchers (*when no

appropriate Emergency Shelter is available)



Homelessness Prevention Eligibility

Á To prevent households from becoming homeless and to regain stability in current or
other permanent housing

Á Participants must meet:
Á Homeless Definition (2): Imminent Risk of Homelessness
Á Homeless Definition (4): Fleeing/Attempting to Flee Domestic Violence
Á At-risk of Homelessness Definition (1): At Risk of Homelessness

Á Participants must have an annual income below 30 percent (30%) of area median
income (AMI), as determined by HUD, at initial evaluation, and all re-evaluations



Rapid Rehousing Eligibility

Á Focuses on people who are literally homeless or attempting to flee Domestic
Violence. The goal is to house the individual as quickly as possible

Á Participants must meet:
Á Homeless Definition (1): Literally Homeless
Á Homeless Definition (4): Fleeing/Attempting to Flee Domestic Violence

Á No income evaluation required upon initial evaluation. Upon annual reπevaluation,
the individual or family must have an annual income that is at or below 30 percent
(30%) of the area median income, as determined by HUD



Eligible Homelessness Prevention & Rapid
Rehousing Activities

ÁHousing Relocation and Stabilization Services
Á Housing Search and Placement Services
Á Housing Stability Case Management
Á Mediation
Á Legal Services
Á Credit Repair



Eligible Homelessness Prevention & Rapid
Rehousing Activities Cont.

Á Financial Assistance
Á Moving costs
Á Rental Application Fees
Á Last Month’s Rent
Á Security Deposit
Á Utility Deposits
Á Utility Payments
Á Utility Arrears

Á Rental Assistance
Á Short-Term Rental Assistance

Á Up to 3 months

Á Medium-Term Rental Assistance
Á Between 2-24 months

Á Rental Arrears
Á Up to 6 months if arrears



Eligible HMIS Activities

Á Homeless Management Information System (HMIS) or comparable
database participation is a requirement of receiving HESP funds.
Therefore, costs associated with contributing data to the HMIS or
comparable database are eligible for reimbursement (24 CFR 576.107),
such as:
Á Hardware and Software
Á Staffing
Á Training
Á Transportation

Á Rent
Á Utilities
Á Equipment and Supplies
Á Participation Fees

https://www.ecfr.gov/cgi-bin/text-idx?SID=a5b65168ce0a0f138312e15d6e3b68ea&mc=true&node=se24.3.576_1107&rgn=div8


Eligible Administration Activities

Á Intended to support Grantee’s costs incurred to meet the grant requirements
(24 CFR 576.108). HESP grantees may receive up to five percent (5%) of grant
award for administrative costs if funded under the Administration component.
Eligible activities include:

Á Indirect Cost Rate

Á Staffing

Á Third-Party Administration and Accounting

Á Rent

Á Utilities

Á Insurance

Á Equipment and Supplies

Á Training and Travel

https://www.ecfr.gov/cgi-bin/text-idx?SID=43dae5ba0a990dd0db34d054927a6c43&mc=true&node=se24.3.576_1108&rgn=div8


Part IV
Record Keeping Requirements



Grant Administration Forms

Á MHDC provides HESPs forms for grantees to assist in meeting the program
requirements as well as the documentation requirements of administering the
HESP program

Á Each documentation requirement as specified in the CFR, HESP Desk Guide
must be clearly present in each client file, whether or not a specific form is
provided by MHDC

Á There are two forms that are uniformly required for every client file to have
regardless of which component they are receiving services under:
Á HESP (Consent and Homeless Certification Form)
Á Consent for information to be entered into the HMIS/comparable database



MHDC and HESP Forms

Á MHDC-100 Direct Deposit Form
Á MHDC-101 Authorized Signature Card
Á MHDC-107 CoC Meeting Attendance Tracking Sheet
Á MHDC-113 Street Outreach Engagement Form
Á MHDC-103 Self-Declaration of Income
Á MHDC-112 Verification of Income
Á HESP-200 Program Guidelines Certification
Á HESP-201 Income Eligibility Worksheet
Á HESP-204 Receipt of Assistance
Á HESP-205 Habitability Standards Checklist (ES)
Á HESP-205 Habitability Standards Checklist (HP/RRH)

Á HESP-206 Rent Reasonableness and FMR Certification
Á HESP-207 Lead Screening Worksheet
Á HESP-208 Property Owner Lead Certificate
Á HESP-209 Recertification Form
Á HESP-210 Match Certification
Á HESP-212 Expense Detail Form
Á HESP-225 Consent and Homelessness Citizenship

Certification
Á HESP-226 Citizenship Declaration



Recordkeeping Requirements:
Street Outreach Program Participants

Á Grantees must keep the following records in SO client files:
Á Initial evaluation to determine the eligibility of each client for the HESP program
Á Homeless status documentation

Á Lack of third-party documentation must not prevent an individual or family from receiving
street outreach services

Á Case management documentation
Á Assessing, arranging, coordinating, and monitoring delivery of services to facilitate housing

stability
Á Notes must be dated and detail housing goals, plans, and referrals



Recordkeeping Requirements:
Emergency Shelter Program Participants

Á Grantees must keep the following records in ES client files:
Á Initial evaluation to determine the eligibility of each client for the HESP program
Á Homeless status documentation & HESP-225

Á Lack of third-party documentation must not prevent an individual or family from receiving
emergency shelter services

Á Case management documentation
Á Assessing, arranging, coordinating, and monitoring delivery of services to facilitate housing

stability
Á Notes must be dated and detail housing goals, plans, and referrals

Á Documentation of any connection of participants to mainstream and other
resources for supportive services

Á Detailing use of local coordinated entry system



Recordkeeping Requirements:
Homelessness Prevention & Rapid Rehousing Program
Participants

Á Grantees must keep the following records in HP & RRH client files:
Á Initial evaluation to determine the eligibility of each client for the HESP program

Á Income verification documentation
Á Photo ID & Social Security Information
Á Homeless/At-risk of homelessness status documentation & HESP

Á Proof of clients need for assistance
Á Utility bills, arrears, eviction documentation, etc.

Á Case management documentation
Á Assessing, arranging, coordinating, and monitoring delivery of services to facilitate housing

stability
Á Notes must be dated and detail housing goals, plans, and referrals

Á Certification of receipt of HESP assistance from participant (HESP-204)
Á Proof of payment of any rental and financial assistance

Á Documented with canceled checks, bank statements, or check registers



Recordkeeping Requirements:
Homelessness Prevention & Rapid Rehousing Program
Participants: Housing Documentation

Á Grantees must keep the following housing records in Homelessness
Prevention and Rapid Rehousing client files:
Á Lease between the landlord and program participant
Á Rental Assistance agreement between your agency and the landlord

Á Applicable only to households receiving Rental Assistance
Á Habitability Standards for Permanent Housing (HESP-205)
Á Lead-Based Paint Inspection Documentation (HESP-207 & HESP-208 as applicable)
Á Certification the assisted unit is the lesser of FMR or Rent Reasonableness

Á HESP-206 to be used to calculate rent reasonableness
Á Current FMR Standards: https://www.huduser.gov/portal/datasets/fmr.html

https://www.huduser.gov/portal/datasets/fmr.html


Recordkeeping Requirements:
Program Participants Receiving Direct Financial Assistance

Á Grantees must keep the following in client files for participants receiving direct
financial assistance for all household members who are 18 years of age or over
Á Requirements for Participants Born in the United States (Natural Born Citizens)

Á A certified record of birth (birth certificate)
Á Does not require verification of citizenship through the SAVE system

Á Requirements for Participants Not Born in the United States
Á Proof of verification of citizenship through the SAVE system

Á Requirements for Participants Fleeing Domestic Violence (Category 4)
Á Proof of natural born citizenship or legal immigration status
Á Does not require verification of citizenship through the SAVE system



Recordkeeping Requirements:
Program Participants Receiving Direct Financial Assistance

Verification of citizenship is required for clients receiving the following
services classified as Direct Financial Assistance

Á Moving costs
Á Rent application fees
Á Security deposits
Á Rental assistance/arrears
Á Utility assistance/arrears
Á Hotel/motel vouchers

Á Documentation required for
citizenship verification (i.e., birth
certificate, government ID)

Á All other services connected to a
monetary value (i.e., prescriptions,
travel expenses, medical/mental
health services)



Additional Inclusions for Client Files

Á Ineligibility for each individual or family determined ineligible for HESP
program

Á Services and assistance provided to each program participant
Á Types and amounts of services and/or assistance provided
Á Compliance with termination of assistance requirement
Á Connecting participants to mainstream and other resources for

supportive services
Á Housing plan for stability in permanent housing



Part V
MHDC & Federal

Funding Requirements
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