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INTRODUCTION
This handbook provides project administration guidelines and financial reporting requirements for
Subrecipients under contract with Riverside County Department of Public Social Services to operate
the Housing and Urban Development grant-funded Continuum of Care (CoC) Program. This program
consolidates the Supportive Housing Program, Shelter Plus Care, and Section 8 Moderate Rehab.
This handbook does not supersede any law, regulation, or policy issued by the U.S. Government or the
Department of Housing and Urban Development with regard to this program.
Assistance to homeless individuals was authorized by the McKinney-Vento Homeless Assistance Act of
1987 as amended by the Housing and Community Development Act of 1992, approved October 28,
1992. The Act established numerous programs to promote the development of housing and supportive
services to assist homeless persons in the transition from streets and shelters to permanent housing
and to achieve maximum self-sufficiency. The Homeless Emergency Assistance and Rapid Transition
to Housing Act of 2009 (HEARTH Act), enacted into law on May 20, 2009, consolidates three of the
separate homeless assistance programs administered by HUD under the McKinney-Vento Homeless
Assistance Act into a single grant program known as the Continuum of Care Program (CoC). The
HEARTH Act also codifies in law the Continuum of Care planning process, a longstanding part of
HUD’s application process to assist homeless persons by providing greater coordination in responding
to their needs.
DPSS, a HUD Grantee, has partnered with your organization through a contract to bring homeless
housing and services to help alleviate all homeless sub-populations within Riverside County.
This handbook is intended to outline the DPSS procedures and also contains direction on where to find
the federal codes and regulations for the HUD Continuum of Care Program.

DPSS CONTACTS
HOMELESS PROGRAM UNIT
Program Specialist II (All grants)
951-358-5638
CONTRACT ADMINISTRATION UNIT
Contract Analyst (County Agencies)
951-358-3760
Contract Analyst (All other grants)
951-358-6844
FISCAL
Administrative Services Analyst II (all grants)
951-358-6548 or
951-358-7758
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A. ACCOUNTING PROCEDURES

The Subrecipient’s financial system must comply with:





24 CFR 84.21 if you are an institution of higher education, hospital, or other nonprofit
organization
24 CFR 85.20 if you are a state, local government, or federally recognized Indian tribe
A-122
A-133

1.

CLAIMS

Although federal regulations affecting claiming may change during the course of your grant, the
regulations that were in effect at the time your grant was approved will usually apply until your grant
expires or is renewed.
2.

CLAIM FORMS

Claims should be received by DPSS no later than 30 days after the end of the month in which services
were provided using the DPSS 3106 HUD Programs Claim Form (see attached) with the required
supporting documentation (see Section 5 Supporting Documentation).
Time/Activity reports (see attached) are required for all staff (see Section 5 Supporting Documentation).
3.

REIMBURSEMENTS

Generally, reimbursement payments are sent to you within thirty (30) days after receipt of your claim.
The most common cause for a delay in reimbursement is lack of clarity in the documentation submitted
with the Claim Form. If we need to contact you because your claim is not clear, there will be a delay in
your reimbursement. Please contact a fiscal staff member if you have any questions about how to
assure clarity in your completion of the Claim Form and supporting documentation.
Once your claim has been reviewed, we will send you back a letter indicating any differences. If you
disagree with any disallowance, please request any correction within 30 days from the date of the letter.
4.

MATCH

All eligible funding costs, except leasing, must be matched with no less than a 25 percent cash or inkind contribution. No match is required for leasing. The match requirements apply to project
administration funds, along with the traditional expenses—operations, rental assistance, supportive
services, and HMIS. Match must be met for each operating year. Match must submitted with each
monthly claim.
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For an in-kind match, the subrecipient may use the value of property, equipment, goods, or services
contributed to the project, provided that, if the subrecipient had to pay for such items with grant funds,
the costs would have been eligible. If third-party services are to be used as a match, the subrecipient
and the third-party service provider that will deliver the services must enter into a memorandum of
understanding (MOU)—before the grant is executed—documenting that the third party will provide
such services and value towards the project.
All match must be for eligible activities.
5.

SUPPORTING DOCUMENTATION

The general rule for supporting documentation is that for any program cost that is to be reimbursed (or
used as match), provide the invoice which documents that a cost was incurred, and a receipt, or a copy
of a check, or a check stub to substantiate the amount paid. Supporting documentation must be
legible, clear, and organized. DPSS must be able to tie your request to the amounts claimed after
each line item on the Claim Form. Costs can only be reimbursed if they have been included in the
original Technical Submission.
Documentation for like line items should be clipped together and identified with a summary sheet or
label identifying the Line Item Number or the Activity as listed on the Claim Form.A spreadsheet
itemizing the expenses, or at a minimum, an adding machine tape showing the expenses with a
matching amount on the claim form is helpful. The clearer the information is that you provide, the
quicker we will be able to process the claim.
The Management Reporting Unit reviews each claim for expenses that are:
Allowable
Allocable
Reasonable
CLAIM DOCUMENTATION REQUIRED BY DPSS
LEASING / RENTAL ASSISTANCE
Lease agreement (does not need to be submitted with each
claim. Must be submitted each time a lease expires or
changes.)
Invoice or documentation of rent amount and due date
Proof of payment (cancelled check or check stub)
STAFF (Operations, Supportive Services, HMIS and Admin)
Time Sheet
Time and Activity Report
Pay Stub or Payroll Report
EXPENSES (Operations, Supportive Services, HMIS and Admin)
Invoice or receipt that is dated and has a detailed explanation
of charges.
Proof of payment (cancelled check or check stub)
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6.

INDIRECT COSTS
DPSS, with HUD’s approval, has elected to allow Direct Costs only

7.

IDENTIFYING LINE ITEMS
o
o
o
o
o
o

Acquisition (24 CFR Part 578.43)
Rehabilitation (24 CFR Part 578.45)
New Construction (24 CFR Part 578.47)
Leasing (24 CFR Part 578.49)
Rental Assistance (24 CFR Part 578.51)
Supportive Services (24 CFR Part 578.53)
o Assessment of Service Needs
o Assistance with moving costs
o Case management
o Child care
o Education Services
o Employment Assistance
o Food
o Housing/Counseling Services
o Legal Services
o Life Skills
o Mental Health Services
o Outpatient Health Services
o Outreach Services
o Substance Abuse Treatment Services
o Transportation
o Utility Deposits

o

Operating Costs (24 CFR Part 578.55)
o Maintenance/Repair
o Property Taxes and Insurance
o Replacement Reserve
o Building Security
o Electricity, Gas, and Water
o Furniture
o Equipment (lease, buy)

o

HMIS (24 CFR Part 578.57)
o Equipment
o Software
o Services
o Personnel
o Space & Operations

o

Administration (24 CFR Part 578.59)
o Administration
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B. RECORDKEEPING
See 24 CFR Part 578.103 (available at http://www.ecfr.gov )
C. REPORTING
Reporting due dates are determined by a project’s operating start date. Each year is funded
separately, and funds cannot be automatically rolled over from one year to another. Additionally, funds
may only be rolled over within the same multi-year grant contract; funds may not be rolled over from
one contract to another. Subrecipients must contact the DPSS Homeless Programs Unit if rollover from
one year to another in multiple year grants is required. Please note that different programs have
different operating start dates.
D. ASSESSMENT AND MONITORING
Riverside County is on record as the applicant and grantee for the HUD grant funds you receive. As
such, the Riverside County DPSS is responsible for ensuring that the funds received by Subrecipients
are utilized according to federal law and policy, and that goals established in the Project Application,
Technical Submission, and Contract are being met. To ensure that the County and Subrecipients
comply with HUD and all applicable policies, DPSS will conduct on-site program, financial, and contract
compliance monitoring visits at least annually.
Reviews will be conducted, at least annually, by representatives from the Homeless Programs Unit
(lead), the Subrecipient’s liaison from the Fiscal Unit, and the Contracts Administration Unit. The
purpose of the monitoring visit is to assess how well the Subrecipient is implementing its grant and/or to
offer technical assistance.
In preparation for the on-site monitoring visit, the monitoring team will contact the Subrecipient to
arrange a mutually convenient date for the visit, explain the purpose of the monitoring visit, and provide
an advance copy of the monitoring tool.
The County will follow a monitoring plan and conduct a Monitoring Visit Entrance Meeting and Exit
Meeting. During the Entrance meeting, the monitoring team will meet Subrecipient key personnel and
provide an overview of the review process. At the Exit meeting, the County will review and comment on
areas which might be a finding or a concern during the visit.
DPSS will prepare Monitoring Report for the review not later than thirty (30) days after the visit. The
Subrecipient will be given, if appropriate, thirty (30) days to respond to the report, including a corrective
action plan for review and approval by DPSS.
E. FUTURE APPLICATIONS AND PROJECT RENEWALS
If your organization wishes to renew its contract with Riverside County DPSS, you will need to apply
through the HUD NOFA (Notice of Funding Availability) process during the final year of your active
grant.
Your renewal application will be submitted as part of the County’s Consolidated Application (unless
there have been significant problems with your project). Problems that could prevent a program from
being submitted for renewal, or receiving a low ranking score include, but are not limited to, failure to
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meet program goals, mismanagement of funds, or failure to serve the population targeted in the
Technical Submission.
During the application process, all applications are evaluated and ranked by an established committee.
The criteria for ranking projects is established annually based upon needs caused by gaps in the
Continuum of Care. Renewal applications are generally ranked high in the evaluation process because
failure to renew them would re-create gaps in service that the projects are intended to fill. However, if
projects are not performing according to the commitments made in the Technical Submission or the
contract with the County of Riverside, there may be justification on the part of the committee to lower
the ranking.
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CoC PROGRAM REFERENCE GUIDE

1. 24 CFR Part 578
https://www.onecpd.info/resources/documents/CoCProgramInterimRule_FormattedVersion.pdf
2. OMB Circular A-122 (Cost Principles for Non-Profit Organizations)
http://www.whitehouse.gov/omb/circulars_default/
3. OMB Circular A-133 (Audits of States, Local Governments and Non-Profit Organizations)
http://www.whitehouse.gov/omb/circulars_default/
4. Homelessness Resource Exchange – CoC Program
http://www.hudhre.info/coc/index.cfm
5. OneCPD Resource Exchange
https://www.onecpd.info
6. Department of Public Social Services – Homeless Program
http://dpss.co.riverside.ca.us/homeless-programs
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