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ESG REFRESHER 

Five eligible ESG program components:  
 

 Street Outreach; 

 Emergency Shelter; 

 Homeless Prevention; 

 Rapid Re-Housing Assistance; and  

 Homeless Management Information System (HMIS) 
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ESG REFRESHER 

Who benefits from ESG?  
 

 Very low income households (at or below 30% of the area 

median income),  

 People experiencing homelessness, or 

 Those at-risk of homelessness.  
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ESG REFRESHER 

Talk to me about matching… 
 

 Subrecipients must match ESG funds a minimum of 100% 

from non-ESG sources. 

 

 Applicants may use any of the following as sources of match:   
 Cash;  

 The value or fair rental value of any donated material or building;  

 The value of any lease on a building;  

 Any salary paid to staff to carry out the program; and  

 The value of the time and service contributed by volunteers to 

carry out the program.  NOTE:  Volunteers providing professional 

services [e.g. medical, legal services] are valued at the 

reasonable and customary rate in the community. 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Why a Subrecipient Agreement ? 
 

 The city is the recipient of federal 

ESG funding. 

 As an agency awarded funding 

under  this program, your agency 

must enter into a contractual 

relationship with the city. 

 The contract—or “subrecipient               

agreement—follows the fiscal year.                 

Your FY2016 agreement covers                      

July 1, 2016 - June 30, 2017. 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Key Sections of the Agreement:  
 

 Signature Page 

 Scope of Services  

 Performance and Outcome Measurements 

 Reimbursement Process / Form 

 Budget Summary 

 Reimbursement Basics 

 Budget Amendment Process / Form 

 Procurement Policy 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Executing the Agreement:  
 
 

 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. 
 

 It is required that your agency                           

sign the document first; once that                         

is done the city will sign it.  
 

 Only an authorized signatory for                                                                           

your agency can sign this                             

agreement. 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Scope of Services:  
 

 Based on the final description of the 

awarded activity and intended to 

describe the ESG funded activity. 
 

 Each scope of service has the following: 

Total estimated # of person to be served 

Total estimated # of LMI persons to served 

Anticipated % of LMI persons to be served 

 

 See page 31 or Appendix A of 

agreement.     
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Performance and Outcome 

Measurements:  
 

 System designed to assess the 

effectiveness of a program 
 

 In the subrecipient agreement, the 

performance based measurements 

section includes: 

Goals 

Inputs 

Proposed activity 

Expected outputs and outcomes 

Measurement 
 

 See page 32 or Appendix A of 

agreement.     
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Reimbursements 
 

 

 You can invoice by submitting a “Request for 

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 

quarter reimbursement request must be submitted by January 10th.) 

 

 All Requests for Reimbursement must always 

include all invoices, receipts, cancelled checks and 

other documentation justifying the claimed 

reimbursement costs.  
 

 See page 33 Appendix B of agreement. 
 

How do we get 

our money? 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Reimbursements 
 

 

 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.   
 

What gets 

paid? 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Reimbursements 
 

 

 Use the Reimbursement Form! 
If you want to request reimbursement for 

your ESG eligible expenses, you must 

submit  a completed reimbursement form 

and supporting documentation. 

 

 Reimbursement Form must contain: 
• Date of Request 

• Authorized Signature 

• Period Covered by this request 

• Amount of Request Now 

• Current Expenditures   
 

 See page 34 Appendix C 
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Reimbursements 
 

 

 Other important sections! 
 

• Budget Adjustment (If required) 

• Current Expenditures 

• Cumulative Expenditures  

• Balance after this reimbursement  

 

 The reimbursement form is an excel 

document that has formulas in each cell.   

 

 Once you plug-in an amount in a cell, the 

form will auto calculate the total.        
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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.  If something 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.  
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Reimbursements 101 
 

 

 Check will be issued only if… 

 

 

 Checks are generally available… 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All documentation is acceptable. 

 

 

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.   
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Budget 
 

 

 The Subrecipient Reimbursement 

Form provides an itemized 

breakdown of your approved ESG 

budget that includes the following: 

 
• Category Breakdown  

• CDBG Budget 

• Budget Adjustment 

• Current Expenditure 

• Cumulative Expenditures  

• Balance after Reimbursement.      
 

 

 See page 34 Appendix C of 

agreement.  
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UNDERSTANDING the SUBRECIPIENT AGREEMENT 

Budget Amendment Process 
 

 

 Reimbursement requests that are different than what exists 

in the subrecipient agreement (or approved amendment) 

will be flagged.  
 

 If you want to amend your 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.  
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PROCUREMENT 

Procurement Policy 101 
 

 Contact us first!  
• Contact the DPHCD prior to the 

procurement of goods, services, 

supplies or equipment to obtain the 

necessary forms and documents. 

 

 Follow the law! 
• Good and services must be procured 

according to MA General Law 30B 

and this table. 

 

 Read your agreement! 
• See page 31 Appendix E of 

agreement.     
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INCOME CERTIFICATIONS 
 

 HUD requirement  
• IMPORTANT - All participants in 

CDBG funded programs are required 

to complete and sign an income 

certification form. 

 

• On an annual basis, DPHCD staff 

provide subrecipients with an income 

certification form that has the specific 

income limits for that particular 

program 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. 
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REPORTING REQUIREMENTS 

Quarterly Reports 
 

 HUD requirement  
• Reporting as the means to assess the productivity and impact of programs 

through a performance and outcome measurement system. 
 

• Subrecipients are required to use HMIS to enter clients’ statistical data on a 

quarterly basis. 
 

• Quarterly monitoring report serves as a tool to identify any issues with program 

compliance . 
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REPORTING REQUIREMENTS 

Quarterly Reports 
 

 Subrecipients are required 

to enter client data into 

HMIS on a quarterly basis.   

 

 Upon review of the HMIS 

data, DPHCD will contact 

subrecipients if you failed to 

enter data into HMIS or if 

your data was entered 

incorrectly. 

 

HMIS Data should 

be entered in     

real time! 
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REPORTING REQUIREMENTS 

Quarterly Reports 
 

 Due on the 10th 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      7/6/17 

 

  

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Late reports   

 

• Incomplete reports 

 

• Inaccurate reports 

 

Delays repayment, can require 

revisions and can even lead to 

suspension of the Subrecipient 

Agreement!  
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REPORTING REQUIREMENTS 

Quarterly Reports 
 

 DPHCD Staff are currently developing a new DPHCD Quarterly 

Report format that will be distributed prior to the 1st Quarterly 

Report.  

 

 As part of the Quarterly submission process, each subrecipient 

will provide an APR format report from Simtech Solutions for that 

specific quarter.  

 

 This quarterly APR report and data will be the basis for your 

DPHCD Quarterly Reports and narrative response. 

 

 More information will be provided in the next few months.  
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ANNUAL MONITORING 

When will you get monitored? 
 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.    

 

 A desk review is first performed to determine if the subrecipient 

is has a number of risk factors and should be monitored. 

 

 The higher the risk, the more likely the program will be 

monitored.  

 

 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.   
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ANNUAL MONITORING 

Three Focus Areas: 
 

 
 

Program 

Performance 

Financial 

Performance 

Regulatory 

Performance 
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ANNUAL MONITORING 

Expectations: 
 

 Contract Scope of Services 
Is it consistent with actual activities? 

 Levels 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 
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PROGRAM CHANGES 

 Mandatory Technical Assistance 

Workshops:   
 Subrecipient Technical Assistance 

Workshop (June 2016) 

 RFP Technical Assistance Workshop  
(January 2017)   

 

 

 
 

 Subrecipient Agreements OMB changes:  
 Super Circular 2 CFR Part 200 supersedes requirements from OMB Circulars 

A-21, A-87, A-110, and A-122.  

 

 References in the Subrecipient Agreements have now been changed to 

reflect this.  
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PROGRAM CHANGES 

 Budget Summary   
All subrecipient agreements now have Appendix D Budget Summary 

with match 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.    

 

 HMIS Quarterly Monitoring 
In FY16 the DPHCD will provide you with ongoing technical 

assistance and resources so that you can properly report client data 

into HMIS. 
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PROGRAM CHANGES 

 Chronic Homeless Definition  
In January 2016 -  HUD updated the 

Chronic Homeless Definition and 

requirements.   

 

DPHCD provided both technical 

guidance and checklist form that all 

ESG subrecipient must use in order to 

determine if a client is chronically 

homeless according to HUD’s new 

definition.   

 

Chronic Homeless guidance and 

checklist form will be sent again to all 

ESG subrecipients.   
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PROGRAM CHANGES 

 Quarterly Evaluations 
In FY16, subrecipients will receive a 

Quarterly Evaluation Report that is 

prepared by DPHCD staff and based 

on your quarterly and YDT 

performance. 

 

Topic include: 

  Goals and Objectives Review 

  Financial Review 

 

Further, each section will have any 

comments or concerns related to 

performance. 
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CONTACTS 
 

 

 

Joseph Maia 
Grants Compliance Coordinator 

 

Program Questions 

Jose.maia@newbedford-ma.gov 
 

Rob Tetrault 
Finance Manager 

 

Finance Questions 

RTetrault@newbedford-ma.gov 
 

Tanika Gonzalez 
Office Manager 

 

General Questions 

Tanika.Gonzalez@newbedford-ma.gov 
 

Patrick J. Sullivan, Director 

PatrickS@newbedford-ma.gov  
PHONE: 508 979-1500 

FAX: 508 979-1575 

 

WEBSITE:  www.newbedford-ma.gov 
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