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UNDERSTANDING the SUBRECIPIENT AGREEMENT

Why a Subrecipient Agreement ?

v' The city is the recipient of federal
CDBG funding. Q SUBRECIPIENT AGREEMENT

By and Between the

v' As an agency awarded funding under .
this program, your agency must enter R
into a contractual relationship with the et
city.

COMMUNITY DEVELOPMENT

BLOCK GRraNT

v" The contract—or “subrecipient “M»«wm
agreement’—follows the fiscal year.
Your FY2016 agreement covers
July 1, 2016 - June 30, 2017. o

JONATHAN F. m;
. MIT
MAYOR CHELL




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Key Sections of the Agreement:

v’ Signature Page

v' Scope of Services

v' Performance and Outcome Measurements
v' Reimbursement Process / Form

v' Budget Summary

v' Reimbursement Basics

v' Budget Amendment Process / Form

v Procurement Policy




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Executing the Agreement:

v The subrecipient agreement is not a
legally executed contract until it is
properly signed by each of the
signatories for both the city and your
agency.

v It is required that your agency
sign the document first; once that
IS done the city will then sign it.

v Only an authorized signatory for
your agency can sign this
agreement.




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Scope of Services:
v Based on the final description of the PARTI. g

APPENDIX A; SCOPE OF SERVICES ang

awarded activity and intended to g A EASIRE

shell camry out the g
ebfectives specified i the rop, e following Project Activgs, consistent with
y vith the

describe the CDBG funded activity. R

OBIECIIVE CaTEGORY

E2C ABC PROGRANR
ESH c

{BER AND TITLE

lohn Smii]

v Each scope of service has the following: eehIT—

DESCRIFTION oF PROTECT AcTIviTY,

The AEC Froge,
a1 s elders fo 1
Pt reap ks elders o federaligenpineq Mainsiresm re

Total estimated # of person to be served L e
Total estimated # of LMI persons to served
Anticipated % of LMI persons to be served

v'See page 31 or Appendix A of
agreement.




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Performance and Qutcome
Measurements:

v' System designed to assess the
effectiveness of a program

" me Meq
ect Goals ang Acﬁvi‘:ig

3

v In the subrecipient agreement, the
performance based measurements
section includes:

Needs statement
Project goals Perform ance
Proposed activity

Expected outputs and outcomes

v'See page 32 or Appendix A of
agreement.




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Reimbursements
: : . our money?
v You can invoice by submitting a “Request for . y

Reimbursement either monthly or quarterly:
* Monthly requests should reflect the previous month.

(ex. Reimbursement for eligible program activities in July must be
submitted by August 10th.)

* Quarterly requests should reflect the quarter

previous to the reimbursement submission. (ex: Second
guarter reimbursement request must be submitted by January 10th.)

v All Requests for Reimbursement must always
Include all invoices, receipts, cancelled checks and
other documentation justifying the claimed
reimbursement costs.

v' See page 33 Appendix B of agreement.



UNDERSTANDING the SUBRECIPIENT AGREEMENT

Reimbursements
What gets
: 1P paid?
v You need to pay attention to timing!

* Expenses for Fiscal Year 2016 must fall between
July 1, 2016 through June 30, 2017.

» Costs incurred prior to July 1, 2016 are ineligible.

* Final invoices for Fiscal Year 2016 must be
submitted no later than July 7, 2017.



UNDERSTANDING the SUBRECIPIENT AGREEMENT

Reimbursements

v' Use the Reimbursement Form!
If you want to request reimbursement for
your CDBG eligible expenses, you must e
submit a completed reimbursement form ——
. i bubTotal Personne Zoonoo | - | - |
and supporting documentation. —

v' Reimbursement Form must contain:
» Date of Request
» Authorized Signature
» Period Covered by this request
* Amount of Request Now L
» Current Expenditures

v' See page 34 Appendix C




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Reimbursements

v Other important sections! = -

» Budget Adjustment (If required)

» Current Expenditures

« Cumulative Expenditures —
« Balance after this reimbursement

v" The reimbursement form is an excel
document that has formulas in each cell.

v" Once you plug-in an amount in a cell, the
form will auto calculate the total.




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Reimbursements will only happen IF your invoice...

...Is accompanied with supporting documentation.

...Shows how items being reimbursed conform to your scope of
services.

...Includes documentation is not “self explanatory” make a note on
the invoice to explain how items support the project.

And don’t even THINK about...

...State and federal taxes, as well as late fees related to the
payment of taxes, because they are ineligible and won’t be

reimbursed.
...Submitting an invoice after the due dates listed in the Appendix B.




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Reimbursements 101

v Check will be issued only if... All documentation is acceptable.

v Checks are generally available... 2 weeks from the date DPHCD
receives documentation.

You can’t wait until the end of the fiscal
year to submit 12 months worth of
expenses! This is a MAJOR red flag for
the city and HUD-




UNDERSTANDING the SUBRECIPIENT AGREEMENT

v' The Subrecipient Reimbursement
Form provides an itemized
breakdown of your approved CDBG
budget that includes the following: B e T

Category Breakdown
CDBG Budget

Budget Adjustment
Current Expenditure
Cumulative Expenditures

Balance after Reimbursement.

°
Vv

v' See page 34 Appendix C of
agreement.




UNDERSTANDING the SUBRECIPIENT AGREEMENT

Budget Amendment Process

v' Reimbursement requests that are different than what exists
In the subrecipient agreement (or approved amendment)
will be flagged.

v If you want to amend the budget, the process includes:

* Submitting a signed cover letter from the
agency to the DPHCD formally
requesting amendment with explanation.

* Submitting a completed DPHCD budget
amendment form along with the written
request.

» Execution of a formal subrecipient
agreement amendment that includes an
updated scope and budget.




PROCUREMENT




Procurement Policy 101

v' Contact us first!

» Contact the DPHCD prior to the
procurement of goods, services,
supplies or equipment to obtain the
necessary forms and documents.

v Follow the law!
» Good and services must be procured
according to MA General Law 30B
and this table.

= Read your agreement!
» See page 36 Appendix E of
agreement.

PROCUREMENT

APPENDIX E: CITY of | PROCUREMENT POLICY

ies fundedund
ith the followir

ew Bedford
of goods

ment prior ro the ;uro‘.urr-mwm of goods and services fo obtain the
eCessary formr and documents.

QUOTE AND PURCHASING REQUIREMENTS

Purchases under $10,000 - Use sound busir
SUBRECIPIENT obtain quot

- Recommended that

$10,000 - $34,999 - SUBRECIPIENT must obtain 3 written/oral quotes and p a written
record of companies contacted for quote and amounts. The original wri quotes shall
be vendor's letterhaad or invoice, The original quote sheet and written quotes shall be
submitted fo the Department of Planning, Housing & Community Development for review
and approval.

$35,000 + - SUBRECIPIENT must bid through an Invitation for Bids process and Request for
Propo'qlr Thro rchasing. The z
ntandthe




INCOME CERTIFICATIONS




INCOME CERTIFICATIONS

v' HUD requirement
* IMPORTANT - All participants in CDBG

funded programs are required to o
complete and sign an income certification eovg o osy
'\
[ o oo [ormson]armson] e
« On an annual basis, DPHCD staff : _
provide subrecipients with an income HEEEEEEE
certification form that has the specific o sl M:Z_M_ .
income limits for that particular program wa| o
year. —

» In order for a participant to be counted,
they must complete the income
certification form.

« NOTE - Do not use old income
certification forms. Only use the most
current certification for provided by
DPHCD. We are currently in FY2016.




REPORTING REQUIREMENTS




REPORTING REQUIREMENTS

Quarterly Reports

v' HUD requirement
» Reporting as the means to assess the productivity and impact of
programs through a performance and outcome measurement system.

v' DPHCD expectation

» Quarterly monitoring report that highlights the number of clients you
served in relation to the goals, outcomes and outputs you agreed to in
your subrecipient agreement.

» Quarterly monitoring report serves as a tool to identify any issues with
program compliance.



REPORTING REQUIREMENTS

Quarterly Reports

v Due on the 10" of the month following the service period being
reported

SERVICE PERIOD REPORT DUE DATE

7/1/16 thru 9/30/16 10/10/16
10/1/16 thru 12/31/16 1/10/17
1/1/17 thru 4/10/17 4/10/17
4/1/17 thru 6/30/17 716/17

 Late reports

* Incomplete reports

* Inaccurate reports




REPORTING REQUIREMENTS

Quarterly Reports

= Quarterly Monitoring Reports will be provided to subrecipients in
an excel format.

= Quarterly reports have a statistical, narrative and budgetary
components:
« Cover page
» Client Profile Information
» Performance and Measurements
* Funding Sources
* Published Information




REPORTING REQUIREMENTS

Q u arter I y R e p O rts ;/:- ': ; CDII;II-’YAR?F:'IEI\INETVC\:F?’lE:NFN?NZI,JHOUSING&COMMUNITY DEVELOPMENT
[ | The Cover page - - 15T QUARTER - MONITORING REPORT: FY 2015

» Project Specific Information |-

* Contact Information R —

° CDBG Budget Am0unt CDBG Project Name:

» Activity Location |

* Contact Information o Adress:

* Service Period Resor Compleed .

Service Period: Report Due Date: Date Report Submitted:

N S I g n atu re 07/1/15 thru 09/30/15 10/10/15 1

This quarterly rep s @ summation of the act 5 conducted during this service peroid and is pursuant to the CDBG
ith the Department of Plann ypment. This quarterly report
ntered in

Activity Location:

| hereby attest to the accuracy of the information provided within this report and certify that the information is true and accurate.
Backup documentation and el lity determinations of the clients served are available for review.

Signature of Executive Director Printed Name of Executive Director
e and forwarded
Development

MNew Bedford, MA 02740
508.979.1500




REPORTING REQUIREMENTS

CDBG Quarterly Report FY2015, Page 2

1. CLIENT PROFILE INFORMATION:

Quarterly Reports

PROFILE

= Client Profile Information

o [RELE —— i st
* Ethnicity —
« Gender

* Elderly (62+) o e

20 E—

* Over Income (80% MFI)

» Moderate Income (51-80% MFiI) g iy s e

* Low Income (31-50% MFI) e

Extremely Low Income (0-30% MFI)




REPORTING REQUIREMENTS

2. PERFORMANCE AND MEASUREMENTS

A. Provide o brief narrative [no more than 150 words] defining the exact service(s) provided by your agency with COBG funds and o
stotement os to its success, weoknesses and/or surprises. Expilain how the progrom achisved or did not achisve it quarterly stated

Q u ar t e r I y R e p O rt S \goal{s). Please note both accomplishments and chy iges the program experienced during the quarter.

= Performance and
Measurements

« Activities (general
= B. Provide o brief narrative [no more than 150 words] describing specific activities undertaken and/or accomplished during the
a.C C O m p I I S h m e n tS) e period and address how this reduced the n‘r of problems or needs stated in the program:s Scope of S

» Outputs (direct products of
your program)

» OQutcomes (short and long
term benefits)

C. Provide o brief narrot) [mo more than 150 words] describing direct products of program activiti
period (participant counts, tc) associated with each goal described in the program 's Scope of Services.




REPORTING REQUIREMENTS

3. PUBLISHED INFORMATION

Picgse attach any relevant new articles, press releases, advertisements, public service announcements, brochures, etc. regarding the

Q u ar t e r I y R e p O rt S CDBG funded project activity reported on during this period.

Attached Material:

= Published Information
° NeWS Ar“CIeS Additional Comments:

Press Releases

Advertisements

Public Service Announcements

Brochures

QFFICE USE ONLY:




ANNUAL MONITORING




ANNUAL MONITORING

When will you get monitored?

v' On an annual basis your program will be evaluated through a
Risk Assessment process to determine if you will undergo an
onsite monitoring visit by DPHCD staff.

v A desk review is first performed to determine if the subrecipient
IS has a number of risk factors and should be monitored.

v The higher the risk, the more likely the program will be
monitored.

v’ At the very least:
« Every three years a program will be monitored.
* New programs are automatically monitored
» If a program received a finding from the previous

year will be monitored.




ANNUAL MONITORING

Three Focus Areas:

Program Financial Regulatory
performance performance performance



ANNUAL MONITORING

Expectations:

= Contract Scope of Services
Is it consistent with actual activities?

= |evels of Accomplishments
Planned versus actual

= Time of Performance
Are there issues with program start-up?
= Budget
Compare actual expenditures versus planned expenditures
= Requests for Payment
Timeliness
= Recordkeeping
Comprehensiveness and accuracy of documentation (activities, costs and
beneficiaries)
= Financial Management
Systems in place—accounting, expenses, income




PROGRAM CHANGES




PROGRAM CHANGES

= Mandatory Technical Assistance
Workshops:

v' Subrecipient Technical Assistance
Workshop (Jurne 2076)

v'  RFP Technical Assistance Workshop
(January 2017)

= Subrecipient Agreements OMB changes:

v' Super Circular 2 CFP Part 200 supersedes requirements from OMB Circulars
A-21, A-87, A-110, and A-122.

v' References in the Subrecipient Agreements have now been changed to
reflect this.




PROGRAM CHANGES

Budget Summary
All subrecipient agreements now have Appendix D Budget
Summary with leveraged amounts.

= Procurement
All subrecipient agreements now have Appendix E
Procurement Policy. The policy has been updated to reflect
new MGL c¢.30B regulations and the city’s own Purchasing
Department requirements.

= Amendment Process
In FY15, the DPHCD implemented a uniform amendment
policy and forms for the CDBG, ESG, and CoC programs.
Subrecipients must now follow the amendment process in
order to amend their budgets and scope of service.




PROGRAM CHANGES

CITY OF NEW BEDFORD

Quarterly Evaluations 7/H?) DEPARTVENT OF PLANNING, HOUSING & COMMUNIY DEVELOPMENT
In FY16, subrecipients will receive a = 9 commn e oo o o
Quarterly Evaluation Report that is
prepared by DPHCD staff and based -
on your quarterly and YDT o s
performance.

CDBG Grant Amount:

Report Completed By:

Report Period: 07/1/15 thru 09/30/15

Topic include:
= Goals and Obijectives Review
» Financial Review

Further, each section will have any
comments or concerns related to
performance.
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CONTACTS

Patrick J- Sullivan, Director

PatrickS@newbedford-ma.gov

PHONE: 508 979-1500
FAX: 508 979-1575

WEBSITE: www.newbedford-ma.gov






