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Ready.
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OK.
Good afternoon.
Good morning everyone.
I'm Ginger Holman with the Office of Housing Counseling and we'd like to welcome you today to to today's refresher training on grants.
Financial management, we know that grants financial management can get very calm, complicated and that's why we felt it important to refresh everybody on the details of how to do that.
And with that, welcome, let me turn it over to Rob Webber of our office to give you more information.
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Hi everyone.
This is Rob Webber with the Office of Housing Counseling.
Uh, before we begin the presentation, I just wanna go over a few logistics with you.
This webinar is being recorded.
The recording, the transcripts and the slides will be available in seven to 10 days on the HUD exchange.
You can also get credit for this training by going to the training page and adding this course to your transcript.
To do so, you must have a hot exchange account, but those are.
That's very easy to set up if you don't already have one of those, and also the slide deck will be sent to you following the webinar, so you'll have that available to you right afterwards.
Next slide.
So we are gonna be as answering some questions throughout the webinar, so please use the chat function to submit your questions or comments and we'll be answering those throughout the presentation.
And if time allows, at the end of the presentation, we can answer some of those questions live.
If we don't get to all of your questions or are you have some additional questions after the presentation concludes, you can always send those to housing.counseling@hot.gov.
Now I'd like to turn it over to our presenter for the training, Blair.
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Thank you, Rob, and good afternoon to everyone.
Thank you all for taking the time to join us today for today's training presentation.
My name is Blair Clark with Almond and company also have Vanessa McCullum and Lydia Murray on with me as well.
There'll be answering you guys's questions throughout the presentation.
So have any questions throughout, please feel free to answer into the chat box and they will be answering any questions there.
But thank you again for everyone joining us today.
So, like ginger say, we're gonna do a refresher training on a lot of different grant financial management functions.
So for people that have joined these trainings in the past, some of this will be information we've already covered, but it's just some refresher information, just so everybody is on the same page and everyone feels sharp with everything they need to do to administer their grants for any new people that have not been a part of our presentations before, there's a lot of good information in here that if you're not familiar with some need to know things so that you are prepared to administer your grant and be in compliance with all OMB service regulations as well.
As the HUD handbook as well, but here are some of the topics we are gonna talk about today.
So let's take a look at our agenda, go through our course objective.
We're gonna talk about internal controls today, so just at a high level, discuss with internal controls mean and how to have an effective internal control system.
We're going to talk about the principles of reimbursement today.
So we're gonna give you the tools and the keys you need in order to determine whether the cost is allowable, where the cost is unallowable.
So you'll be able to make that determination when charge and expenses to the federal award.
We're also gonna talk about grant expense documentation.
So when you charge those expenses to the award, you'll know exactly what documentation you need to have in order to support those expenses.
We'll go over some common errors that we've seen throughout our time reviewing agencies and reviewing grantees, and then we'll go over some useful tips for everyone to keep in mind as you go through the process of your grain.
So starting with our course objective, the objective is to provide a refresher information on all grant financial management that enables grantees and subgrantees to appropriately manage their grant funds and be able to effectively track and document the usage of grant funds.
So let's start with internal controls and internal controls are extremely, extremely important for all agencies to have in place a strong, effective internal control system, right?
So the non federal entities for entities, for grantees and subgrantees must establish and maintain an effective internal controls over their federal award that provides reasonable assurance that the non federal entity is managing the federal ward and compliance with federal statutes, regulations and the terms and conditions of the federal award.
Alright, so that will be your grant agreement.
Alright, so there must be effective internal controls that provide reasonable assurance that you are complying with all the necessary statutes.
I saw something to keep in mind as we talk about internal controls.
Today No2 entities are gonna have identical internal control systems, right?
Every entity is different.
The size, the complexity of entities is all going to differ, so all agencies are not going to have an identical internal control system in place.
However, there are some basic requirements that every internal control system should have.
So we're gonna talk about some of those basic internal control system components that every agency to have in place, no matter the size or the complexity of the agency.
Alright, so here are a few we have listed here of an effective internal control system.
Should include a combination of these items.
First, being a propriate tone at the top right, this is extremely, extremely important for every agency to have appropriate tone at the top.
This is your control environment.
It sets the tone for the rest of the agency.
So for all the executive directors out there, board of directors, managers, anybody in upper management, it is important for you all to highlight the importance of a strong internal control system.
Alright, the managers at the upper management, the executive director, does not care about controls or bypasses, controls or overrides.
Controls that tends to trickle down throughout the rest of the agency.
Right then your employees are not gonna wanna do perform those controls.
They're going to override the controls.
No need to have them.
The managers don't pay attention.
The executive director doesn't care.
All right, so you wanna make sure that you have an appropriate tone at the top and set a strong control environment?
Uh documented policies and procedures.
Alright, it should be important to document and write down your policies and procedures for your agency, right?
It should not just be policies and procedures that you know so and so does this every day.
They know how to do it.
They've been doing it for years.
It's not written down anywhere, they just understand the job that they're supposed to do.
That's not appropriate to have these documents written down.
These policies, written down somewhere, documented in an SOP.
Alright, what happens with that person can't come to work where they suddenly quit, right?
You wanna make sure you have it documented the procedures that they performed.
So in case that person cannot come in anymore, the agency will be able to operate without disruption.
IT system controls.
We live in a very automated world now.
IT system controls are extremely important.
Can you regulate access to who has access to these controls or to these systems?
Who has certain roles within the system, right?
You want to make sure you have proper controls over your IT systems.
Not everyone should have access to every single part of your IT system, whether it be the financial system, your CMS system, any system that you are using.
You wanna make sure you have proper controls surrounding those IT systems.
Accurate and timely recording of transactions you wanna make sure that you are recording transactions in your financial system as they are happening right?
You don't wanna have a transaction happen in real time and not record it a month or two months later.
It's no longer relevant at that point.
You wanna make sure that you are recording transactions on a timely basis and that those transactions are recorded accurately when you wanna have an issue where you are entering in $100 payment and it goes in as $1000.
Alright, it happens sometimes, but you wanna make sure that your transactions are being recorded accurately.
Approval process over those transactions, right?
Having multiple levels of review or reduce error and fraud.
Alright, so you wanna have an approval process over those transactions.
The person that enters in the transaction should be different from the person that approves those transactions.
So you want to make sure you have an approval process over anything that is entered into your system.
OK.
And then finally, just reviews Overreporting documents, those documents that are submitted to HUD, your external auditors, your internal audit for management decisions, you want to make sure that there's proper review done over those reports so that they are accurate and complete.
So we're going to look at each one of these in a little bit more detail.
So I'll talk a little bit about each of these, but let's just go over and again.
So there's important control environment.
Again, the tone at the top is extremely, extremely important.
Management should demonstrate and commit and commitment to integrity and ethical values.
So again, management should be showing that internal controls are important by showing their commitment to integrity and ethical values.
And that should be that should be put on throughout the entire agency.
Alright, they add the rest of the agency the employees are looking to see how management integrity is, how their ethical values are.
That, to me should be communicated down to your employees established and follow standards for conduct, right.
If you have standards for conduct that makes it easy for everyone to follow, right, that makes it easy for employees to know what they should and should not be doing.
What is the standard for proper conduct throughout your agency?
Demonstrate a commitment to recruit, develop and retain competent staff members.
That's extremely important as well.
You wanna have competent staff when your team, when you hire people and make sure that you train them and make sure that you develop them and then finally a commitment to integrity after the buyers together extremely, extremely important for all the executive directors on the call, all the members of management calls that have a strong control environment that sets the tone for the rest of the agency.
But the uh, so some specific internal control activities that every agency should have in place?
Again, we talked about it written policies and procedures.
This not just be that one person that knows how to do this specific job, and they just understand and know how to do it.
They've been doing it for years.
You wanna make sure you have it written down just in case that person can't come to work that day or they're out for week, or they suddenly get up and quit?
It happens all the time.
So you wanna make sure that you have your policies and procedures document it somewhere again assuring your staff is properly trained and knowledgeable.
Alright, they wanna be knowledgeable about the agencies, policies and procedures including time and attendance requirements and expense approval.
So time and attendance is one of the biggest expenses we see charge to all grant awards, especially for housing counseling.
So you wanna make sure that your staff is properly trained and knowledgeable about those time and attendance requirements?
We all do time and attendance.
We all do timesheets as a part of our agencies.
So you wanna make sure you're at your staff is properly trained and knowledgeable?
The grant agreement, requirements and conditions and I wanna make sure everyone is read through that grant agreement.
Make sure you understand the requirements and the conditions that are in your grant agreement.
I know everyone that receives a grant goes to grant execution and you have to sign that agreement and send it back.
I know there are some people out there that just signing it and send it back.
Make sure you read through it.
Make sure you understand what the requirements are in that grant agreement and it changes from year to year as well, so it's not just you run it once and you understand it.
Rather, it changes from year to year, so make sure that you all are properly knowledgeable about what is going on in your current grant agreement.
And then finally, just the federal regulations regarding use of grant funding, so OB issues the uniform guidance which sets the regulations for all things federal grant funds.
If you're not familiar with it, we have a reference to or at the end of the slides.
Try to become extremely familiar with it.
I access it all the time, it's on my desktop.
Whenever I have a question about anything federal grant related, I go to OMB's uniform guidance first.
So just an important thing to have knowledge about.
Segregation of duties.
Our next control activities separating responsibilities for certain duties is going to decrease the risk of fraud and error throughout your agency.
Alright, I know for a lot of agencies, some of them have small, you know, it's not a lot of people at their agency.
So it's only so much segregation of duties that you can do, but please segregate duties as much as you possibly can.
The person that's responsible for authorizing transactions, process and recording them and reviewing them shouldn't all be the same person.
Alright, separate those duties as much as you possibly can, even if it's only a handful of people.
If it's two or three people at your agency, try to segregate duties as much as you can.
This will decrease the risk of fraud and error you have throughout your agency.
So here's a few examples of segregation of duties.
So the staff member who writes checks should be a different person than reconcile the bank account, right?
You want the same person reconciling the bank account, and they're also writing the checks.
That increases the amount of fraud or error that can occur throughout your agency.
Staff member who orders goods should not be the same staff member who receives and records them in the inventory system, right?
So you should have one person that orders them.
One person that receives them and maybe another person that reports them into the system, that verifies that each step along the way the process is correct.
Grant reports should be prepared and reviewed, approved by different individuals, so those Gray activity reports that you also met to HUD.
One person should prepare them.
Another person should be reviewing them right?
Just to make sure that everything is correct if only one person prepares them and sends them off and creases their risk that there is an error, right?
Or that's something is incomplete but have another personal review it make sure that all the information is correct.
Alright.
And then the staff member, who of course transactions and not be the staff member who approves transactions.
Right.
You wanna separate those duties as much as you possibly can?
Our next activity, proper execution and approval of transactions transactions are authorized and executed only by persons acting within the scope of their authority.
So you only wanna have the person who has the authority to approve transactions actually approve them.
Everybody throughout the agencies should not have access or the authority to approve every single transaction you want to segregate those duties.
You want to make it so that this person is responsible for maybe authorizing contracts, and only if this person signed it, then we'll be able to into the into the transaction into the system.
Alright, this is sure that only valid transactions are initiated or entered into.
And again, accurate and timely recording of transactions, this means that transactions are promptly recorded to maintain their relevance and value to management and controlling operations and making decisions.
Again, transactions shouldn't happen in real time and then it's not recorded into the system for a month or weeks later.
Alright, should happen as soon as possible.
That transaction should be reported into the system to maintain relevance.
Maintaining documentation is extremely important.
Documentation and records should be properly managed and readily available as well.
Alright, all the documents that you're gonna need to support your expenses support.
Anything you do throughout your agency, those should be properly maintained.
Also, they should be readily available, so if they are requested or they are as if you go through an audit.
If you see me or you see Vanessa emailing you, they're going to do a review.
You wanna make sure you have that documentation readily available, alright, so that should be properly managed and maintained and then finally maintain the evidence of your control activities right.
So when you put, when you approve that purchase order or you approve that time so you wanna make sure that it's documented.
All right, us as auditors, we're gonna look at these timesheets.
We're gonna look at these contracts and if you just telling us that you're approved it, there's no documentation.
We're not aligned to believe you.
It should be some evidence that you have approved it.
A signature no initials email saying that.
It's confirmed as approved.
We reviewed it, right?
If you're doing a reconciliation, you wanna see some kind of tick marks or some kind of notes that says you reconcile this to this.
You want to document that you actually perform those activities.
We cannot just take your word that you performed at you want to document those internal control activities that you perform.
So that covers the internal control portion again, hopefully everybody has a good understanding of what goes into it and effective internal control system.
We just went through some of the basic things.
Again, every internal control system is going to be different given the complexity of your agency, the size of your agency, the environment that you're in, the type of work that you do.
Every single agency is going to be different, but each agency should have those basics in it, so hopefully everyone has a good understanding of that.
Our next topic is going to be the fundamental principle of reimbursement.
So this is extremely important for determining how a whether a cost is allowable to be expensed or is unallowable to expense as a part of your grant.
Unfortunately, there is not just one big massive spreadsheet that I can show you all that lists.
All these types of expenses and says every single scenario possible whether an expense or cost is allowable or unallowable.
So we wanted today we wanna be able to give you the tools you need in order to make that determination yourself in order to make that determination, you must understand the fundamental principle of reimbursement.
So in order for a cost to be reimbursable, you must be able to answer yes to every single one of these questions.
One of these questions is no.
Then the cost is not allowable, so every single one of these questions has to be determined.
Yes, in order for cost to be allowable.
So let's start with the first one.
Is the expense allowable per the Uniform Guidance Section 2 CFR 200 Subpart E which is cost principles and general provisions.
This is from OMB again.
OMB issues the uniform guidance that is the overarching authority.
Authorize authorizing guidance for all federal awards.
Alright, so in the uniform guidance it does have some categories and some types of expenses that determines whether the cost is allowable or unallowable.
When I look at that a little bit more detail in a second, but what is the cost allowable per the uniform guidance #2 is there are the expenses reasonable alright, what they knowledgeable, prudent person made this expense in this nature and in this amount is it necessary?
Is it ordinary for your business to operate alright?
Is the expense reasonable?
Are they expenses properly allocated?
Alright.
Is it expense that benefits multiple different programs or multiple different parts of your agency?
Alright.
If that's the case, then that cost must be allocated to how it benefits the grant specifically.
Alright.
Are they expenses connected to what I was well activity per the grant agreement?
Alright, so we're gonna look at the LGW activities, but in your grant agreement, there are list of eligible activities.
I wanna talk about the specific ones, but if you can connect that experience to an eligible activity then it is allowable.
If not, then that cost is not considered to be allowable.
And finally, it will cost incurred during the grace period performance incurred during the grace period performance.
So again, if it costs were incurred April 1st and your Grandpa period performance ended March 31st, that is not allowable.
OK, not allowed to be taken, right?
The cost must have incurred during the period of performance of your grant.
So let's look at each one of these in a little bit more detail.
Right.
So let's starting with the uniform guidance again.
It states that except where other otherwise authorized by statute, costs must be the following general criterion in order for cost to be allowable under federal awards and conform to any limitations or exclusions set forth in these principles. Right.
So in order to determine whether the cost is allowable for the uniform guidance, you go to this section which is subpart E general provisions.
So we got a snapshot.
Here are all the different types of costs that they have in the uniform.
Guidance is just a few of them.
You see, it goes from section 420 or way to 475, but we just have a few of them right listed right here.
But if you go to the uniform guidance, you'll see all the different types of costs.
In the uniform guidance, they classifieds these costs into three different types.
So we have generally allowable meaning that for the most part, these costs are generally allowable are we have conditionally allowable with that means that the costs are allowable, but only under certain conditions, right.
They cost have to be used for certain things and then finally we have generally unallowable which is what it says.
Most part these costs are generally unallowed, so let's look at a few details or a few examples of the different types of categories.
So number one, we have generally allowable transportation costs, right cost and curve for freight express cartage posted and other transportation services relating to either goods purchased in process or delivered are allowable, right.
So it stays in the form in the uniform guidance that transportation costs are generally allowable.
So that's means for the most part it is allowable.
Again, it must.
You must be able to answer yes to all the other questions as well, but for the uniform guidance, these costs are generally allowed.
Let's look at conditionally allowable.
Again, these are caused that are allowable, but only under certain circumstances, right?
So in the uniform guidance it gives advertising and public relations as an example of conditionally allowable costs.
So at the top paragraph it gives an example of what advertisement costs means.
The different types of advertising costs and then it stays at the bottom, the only allowable advertising cost, only the only allowable advertising called are those which are solely used for and then they list a certain exceptions or when that scenario is allowable, right.
So again, conditionally allowable it's allowable, but only for certain things.
It has to be used for certain products.
OK.
So that's just something to keep in mind, maybe allowable if it's used for certain facts.
And our third category generally unallowable alright, so entertainment costs of example of that, this is cost of entertainment including amusement, diversion and social activities and any associated costs are unallowable right.
It does give except where specific cost.
Then it gives some paragraphs or when these costs have may be allowable, but for the most part these costs are generally unallowable.
My suggestion would be to stay away from costs that are generally unallowable alright.
If there's an exception, that's probably because you need a prior approval to incur that cause that are very specific scenarios on which that cost may be allowable, but I would suggest staying away from cost that are generally unallowable unless you need to right just my.
Are the uniform guidance also, uh notes these costs as being explicitly disallowed for under any circumstance.
Alright, so these are disallowed unallowable no restrictions, just absolutely unallowable.
Alright, so alcoholic beverages is one of them.
Unfortunately, you cannot charge your shots and you're happy hours onto the grant agreement that has explicitly disallowed contributions and donations, fines and penalties, fundraising costs, lobbying costs.
These are explicitly disallowed in the uniform, and it's no exceptions.
Alright, so we answered our first question.
How do you determine whether the cost is allowable?
If it's allowable under the uniform guidance, then we answer to answer yes or no to that.
Alright.
Our next question is cost reasonable.
So in the uniform guidance to states, it causes reasonable if in its nature and amount the cost does not exceed which that would be incurred by a prudent person under the circumstances prevailing at the time of the decision was made to incur that cost.
So again, you must determine some judgment involved in reasonable cost.
She must determine whether that cost is reasonable, right?
Is it ordinary and necessary for the operation of the Housing Counseling agency?
And did you perform sound business practices?
Arms length.
Bargaining right?
Meaning both parties came from a same point of leverage.
I was the market price for those goods and services for your geographic area, that's something they consider maybe cost for something in New York, maybe more expensive than cost for something in Louisiana, right?
That's just how the geographic area of market prices works.
So you must determine whether it's reasonable for that geographic area.
Did you act with prudence in the circumstance?
And as you act with knowledge, you have all the information in order to incur this cost and no deviations from your established policies and procedures.
Again, you should have written documented policies and procedures and caution not deviate from that at all.
Our next section properly allocated right?
If a cost benefits multiple different programs, then that cost needs to be properly allocated.
How did this cost benefit housing counseling?
Specifically, this housing counseling award.
All right.
So it states a cost is allocable to a particular federal award or other cost objective if the goods or services involved are chargeable and assignable to that federal award in accordance with the relative benefit received.
All right, so you may have things like rent or utilities, there are allowable to be charged to the award.
However, rant and utilities benefit multiple different cost objectives.
It benefits the agency as a whole.
So how did it specifically benefit the housing counseling brand and those situations you must come up with a allocation method to determine how the calls benefited the grant.
In particular, come up with an allocation method and you can take a portion of that to be chargeable to the award, but not the entire thing.
Uh, so allocation could be a little tricky.
So if you're not sure about whether cost is allocable or not, or whether you're properly allocating it, you can't get prior written approval from the federal agency.
So it'll be hard at this particular example.
You can also consider indirect costs by getting an acre in place.
We're going to talk a little bit more about indirect costs later, but you can have a nicer in place against written pre-approval before incurring that cost if you're not sure.
And then our final question to be answered is, is it allowable under the terms and conditions of a grant?
Meaning is it connected?
Is the cost connected to an eligible activity per the grant agreement?
So again, everyone should be familiar with the terms and conditions in your grants in the grant agreement.
It discusses the eligible activities for that grant year.
So you see, we have them listed here housing, counseling and group education, oversight, compliance and quality control, supervision about housing counseling staff, housing counselors, training and certification, as well as marketing outreach of the House and Counseling program to potential clients.
So these are the algebraic activities that will cost does not connect to an eligible activity.
It is not allowed to be taken right?
There's not.
Allowable cost, and again, every single one of these conditions must be met.
Alright, you must be able to answer yes to all those questions we listed before.
Alright, if any one of those questions is no, then the cost is unallowable.
Alright, so the principle of reimbursement is very, very important.
If you're not sure if your cost is reimbursable or not, go to these.
Have these fundamental principle or reimbursement understood and memorized?
Can you answer yes to all of these questions?
That's how you determine whether the costs allowed or not.
Once you make that determination that you are charging expenses and cost of the award, you must properly maintain the documentation for those expenses.
Alright, So what we do reviews when you get audited.
You wanna make sure that you have the proper documentation to support the expenses that you charge to the award.
So in the grant agreement, it states that grantees must maintain source documentation of direct cost.
This includes invoices, receipts, cancel checks and documentation of personnel experiences.
That's gonna be your parse and your certified payroll.
If you are not familiar with the personnel activity reports, please get familiar with them.
We're gonna talk about them a little bit more in today's presentation as well, but please, everyone needs to be familiar with personal activity reports.
Again, salaries is the biggest expense we see charged to the Housing counseling award.
And finally, you're indirect cost rate agreements.
You must be able to have all this documentation to support your drawdown request.
All right, grantees should also document their methodology used for charging calls to the Hugh Grant as well.
So salaries, employees, benefits, travel, training, marketing.
I'll reach all those expenses, all those direct expenses should have a methodology for how you are charging them to the grant.
Continues on the state that all information required to document expenses charged to the grant must be made available to hunt upon request and maintained for a period of at least three years after the expiration of the grant period or the date of the last payment, whichever comes first.
Again, if you receive emails from your HUD pilc you receive emails from me, you receive emails from Vanessa that we're doing a review of these expenses.
You must be able to provide the documentation for your expenses right.
They should be readily available.
I cannot wait.
Weeks.
Months for the documentation to come.
You should have that documentation readily available to be examined by HUD or by us as the reviewers.
And finally, budget estimates alone do not qualify as support for charges to this brand award.
Alright, if you are using budget estimates that is not allowed, you must be using actual cost.
Actual hours work by your employees, right?
Budget extent.
Budget estimates alone do not qualify.
OK, so let's talk about more from personnel expenses.
Again, salaries are gonna be the main expense that we see charged to the federal ward, to the housing counseling war specifically.
So we wanna make sure that everybody understands how to document your personal expenses and how to document and support these salaries and wages that are charged to the award.
So employees time and attendance must be documented at the appropriate level of detail required by OMB's uniform.
Silence.
This is gonna be specifically section 200.430.
Alright, that's gonna give all the information that is needed to document personnel expenses.
And there it states that charges to federal awards for salaries and wages must be based on records that accurately reflect the work performed.
Again, no ex, no estimates.
It must be the actual work that is being performed.
The documentation must also include 100% of the employees time during that pay period.
So not just the time that they worked on the HUD grand, not just the time they worked on other grants, not just time.
They work for the general fund.
There should be documentation of all 100% of that employees time that includes any leave, any vacation, holidays, sick leave, all that should be documented for the purpose of supporting your personnel expenses.
Time sheets is one of the ways that we document personnel expenses, right?
So each employee should complete a timesheet that includes all the hours work for that reporting period.
Again, including leave and holiday, so I know everybody out there should be doing a timesheet.
If you have not, everyone should get familiar with having time sheets as a part of your agency.
Timesheets are extremely important to documenting time.
They could be like Tronic.
They could be manual if you don't have a time and attendance reporting system, then you could just you could do Excel spreadsheets or whatever works best for your agency, but you must have some sort of timesheet in place and again should be signed and dated by both the employee and the supervisor verifying its accuracy.
Accuracy.
So we talked about this internal control section having proper levels of approval from different sources.
Are the employees should sign and the supervisors should sign documenting that the control activity was performed.
So that's extremely, extremely important.
Make sure you document those multiple levels of reviews.
If your agency does not keep sufficient or keep timesheets that are sufficient level of detail, then you must prepare personnel activity reports.
Alright, we also call these pars, they should be done at least monthly, but a personal activity report is gonna give a detailed listing of the time that the employees spent.
All right.
So the time she's may just be 8 hours for each day or six hours for the day, 2 hours for leave, or 4 hours for leave.
That is a not a sufficient level of detail.
Sorry if you have that in your agency, you're gonna also need to do personnel activity reports as well, right?
These are gonna give detailed activities of that time that employees spent.
So it's not just gonna be an 8 hour day on Monday.
It's gonna give the activities that they employee performed throughout that eight hour day where they did one on one counseling whether they spent time doing reporting, whether they were on leave, all that information should be included on your personnel.
Let's say every reports alright and it should be done for the entire compensation that their employee worked right?
Whether it's took leave, whether they had a sick day, all that should be included on your personal activity reports.
And again part should be signed and dated by employee and the supervisor to verify its accuracy.
Note that your timesheets should kind of lead into your personnel activity reports alright.
They too should reconcile again.
They should include 100% of the employees time, so your timesheet shouldn't say you know Jane worked for 80 hours, but then the personality report says Jane worked for 40 hours.
Alright, those two should reconcile.
All right, the par is just gonna be a more detailed account of the activities that the employee worked throughout their 80 hour work schedule or their 40 hour work schedule.
Alright, but those two should reconcile.
One shouldn't say one time and hours and the other one shouldn't say something different, right?
So you want to make sure that those are reconciled.
Let's take a look at this example of a personal interior report.
Again, for anyone that doesn't have this as a part of their agency, please make sure that you implement this as soon as possible.
This is going to support these expenses charged to the award, so we have an example here.
You can use this example, you can modify it in any way.
Not all the rows will apply or the activities will apply here, but this is just an example of something that you can implement as a part of your agency.
So we have at the top here all the required elements that are needed for a personal activity report.
So the top has the agencies name and address, the employees name their title, and then the start end date of the report.
Again, this should be prepared at least monthly, so we have January 1st here.
Maybe goes to January 31st.
Umm OK, first column here.
We have fun Co bear with me guys.
I know it's a little tiny, so hopefully everyone can zoom in or see it, but the first column we have here is the fun code.
So this is gonna be your funding source for where the activity is going to be funded from.
So they examples here we have a HUD ohc FY21 grant.
We also have the FY22 grant.
There's also another grant number here, so if you have other grants that their employees are working, they can track that time on here as well and that there's performing activities that's funded by your general fund.
That's fine, too.
All that information should be included on this personal activity report and our next column.
We have the activity performed, so we have one on one pre purchase counseling here.
Uh group counseling staff supervision, training, marketing, administrative leave as or administrative activities as well.
So this is gonna be the specific activity that the employee performed, right?
This is how we determine whether the employees are performing eligible activities that are part of your grant agreement.
So again, this is how we determine whether the cost is allowable under the terms and conditions of the grant.
If we don't have the activities that are being performed, there's no way for us to determine that.
Alright, so you must have these activities of what their employee actually did throughout their day and the funding source for that activity, right?
This is going to give a detailed account to the activity.
Perform this is gonna allow us to know whether it is connected to an eligible activity, right.
And again leave should be included, so at the bottom we have leave without pay.
Yeah, holiday and the other compensated leave other.
All that information should be included as well.
Again, this personal activity report should tie back to your timesheets for your employees as well.
The two shouldn't reconcile and the next column we have activity code there, so that just gives the Tickmark legend and the bottom, so if you need to explain in more detail what the actual activities are that it can be added at the bottom there so the codes are just at the top to kind of tie the two back together.
Now the next column we have the total amount of hours.
So this is calculated going across the different days.
So you can see the total for each activity and for each funding source.
Umm.
We see that the bar, the legend we have, the bottom.
I'm sorry, the bottom we have the legend and then underneath that we have the lines for employees and supervisors signatures.
Again, you should be documenting your control activities so your employee should be signing off on this and the supervisor to verify the time is accurate.
This should be done on every single person.
That activity report you have make sure that signed and that your document and your control activities.
Right.
So hopefully everyone understands personal activity reports against extremely, extremely important.
It is one of the biggest.
It is the biggest expense we see charged to grant awards to the Housing Counseling Award is for which salaries and wages and the person that activity reports are gonna support the charges for those.
So what we do?
Reviews.
We do have the reviews, we do financial reviews, personal activity reports are important.
Part of providing those one of the second visit Basics, biggest expenses we see is for fringe benefits.
Alright, so in the uniform guidance, it stays that fringe benefits are allowances and services provided by employers to their employees as compensation in addition to regular salaries and wages.
So here are the different types of fringe benefits for you typically see.
It's not limited to this list, but here are just some comment.
Fringe benefits that we'll see.
So FICA taxes leave vacation.
Leave sick, leave any military leave.
Employee insurance is a big one as well a pensions.
So you're retirements, those are considered to be fringe benefits and unemployment benefit plans.
So these are just different types of French benefits.
You should take these types of.
You should take your fringe benefits and come up with some kind of fringe benefit cost a percentage of some sort of friends benefit rate to determine how much fringe benefits you can take for the award cannot take you know the amount of leave and employee took times their hourly rates to determine the amount of cost that can be charged to the lead to the grant agreement.
You must determine a fringe benefit rate and then calculate that fringe benefit based on the time that they did.
I'm so here are just a few examples of supporting documentation for fringe benefits to verify that they were in fact paid or they are part of your agency.
So for FICA taxes, you see payroll records also the current rates can be verified on the IRS website.
If you employ offers, any kind of insurance, so life insurance, health insurance, unemployment workers compensation, that could be documented by written policies and procedures, copies of invoices to vendors, or any type of employee enrollment forms.
So when employees enrolled, make sure you have copies of those that can support the fringe benefits being charged.
I also pension and retirement plans, so that is the cost by paid by employers to employees for retirement plans.
Again, that can be documented from your written policies and procedures.
The invoices from your payments to your vendors and again the employee enrollment forms.
And then the last one, leave again, leave is required to be a fringe benefit.
It cannot just be taken as a part of salaries and wages, and this is usually documented by the employee handbook.
Alright, and all the different types of leaves are allowed to be captured as a fringe benefit.
So annually, family leave sick, leave holidays and administrative leave any kind of benefits, those are considered to be French.
Alright.
Our next expense is indirect cost.
Alright, so agencies are allowed to elect indirect cost to be charged to the grant.
There are two options that can be used to determine your indirect cost.
All right.
One was gonna be your nigra, which is the federally negotiated, and they're called indirect cost rate agreement, right?
This is an estimated indirect cost rate that is negotiated between the government and the grantee.
Alright, so I have the Cognizant Agency anger and the grantees should establish a Nygren to have in place, right, the Nyquil would define the actual rate, the program and the base cost for how you calculate, generate.
Alright.
But if you're gonna use the NICRA, you must have the documentation to support.
Alright, so if you're using more than 10%, which we're gonna talk about as the minimis rate, right, the the minimis rate is going to be 10%.
This is elected by OMB from uniforms guidance to say that if all agencies, if you're not using it in Acura, may elect to charge the 10%, the minimus, alright and that can be used indefinitely, right?
There's no documentation.
Requires to justify the use of the 10% anonymous rate.
You can just use it now.
Those going through grant execution are gonna be required to provide a statement notifying HUD that you are going to be using the 10% diminished rate as a part of your grant.
But if you're gonna use more than 10%, you must have a Nitro in place, zero, etcetera.
So hopefully everyone understands internal controls, the basics of internal controls, the fundamental principles of reimbursement, how to determine where the cost is allowable or unallowable.
And once you determine that cost is allowable, you know exactly what you need to support those costs.
We didn't go through everything here, but we went through some of the biggest ones, personnel costs, friends benefits, indirect costs, so everyone must be aware of how to validate and how to support the expenses charged to the award.
So let's just go through some common reporting errors that we've seen as a part of reviewing agencies using and employees budgeted hours instead of actual hours to build the grant.
Again, estimates estimates alone do not qualify as support.
Right.
It must be actual hours that have been worked in order to charge that amount into the grant.
Uh salary charges being different from the employees actual pay rate, right?
So you cannot charge the Huddle award more than the employees actually being paid, right?
That is now not allowable or you must be charged the same exact rate that the employee is paying.
That's to be the rate that being charged to the award, having an adequate support for non payroll expenses.
So again, anything non payroll related if you do in training, marketing and outreach, any travel make sure that you have adequate support for those, whether it be invoices, receipts, any kind of documentation you enter into expense that cost, make sure that you keep that support again at least three years after the end of the grant period and then again charging leave hours to the grant as a direct expense.
Alright, leave should be charged as a fringe benefit.
Alright, it should be included as a fringe benefit rate.
How you determine your rate if it's a percentage, if it's gonna be by hourly rate, that's fine, but it should not be 8 hours of leave cannot be charged to your grant award.
Alright, it should be included as a fringe benefit.
So again, there's a little bit more details employees paid time off such as annual sick and holly leaves should not be included in the staff direct hours on your grant activity report.
Again, compensated leave should be considered to be a fringe benefit and capture in your fringe benefit rate.
So just a few useful tips as we wrap up here for today, segregation of duties.
Again, avoid having one person performing incapable duties such as approving and processing transactions, preparing checks and performing the bank.
Reconciliations against segregating duties will reduce the amount of risk and error of reduce the amount of risk and error of, I'm sorry, error and fraud that that would be committed as short agency.
So you wanna reduce that as much as you possibly can by segregating those duties?
That will hopefully reduce any error or any fraud that is being committed a document all staff hours, including billable hours to the grand accurately and timely.
And you wanna have proper levels that were reviewed and make sure that your hours are accurate, that is submitted on a timely basis, but document all your staff hours in those personnel activity reports extremely important.
We're gonna ask for them when we do reviews.
I know HUD is going to ask for them as well when they do reviews personal activity forces are extremely, extremely important.
If you're not familiar with them, please get familiar with them as soon as possible.
And again, just maintaining all documentation to support amounts bill to HUD.
So if you're charging expenses to your grant, you wanna make sure you have all the documentation and that you keep and maintain that documentation, and that is readily available as well.
Contractor hub POC.
If you get any, if any, pre approval for any special or unusual costs.
Again, if you're not sure, reach out to her.
Her POC's.
They will help you to identify where the cost can be taken or not.
Make sure you get approval before actually charging those costs.
Even incurring those costs sometimes make sure that you have pre approval from your HUD POC and everyone avoid scams as much as possible to pretty big scamming world we're living in nowadays.
If you're not sure about if you're getting scammed, or if you're someone's reaching out to you and not sure about the source, please contact your hug POC.
Verified the authenticity and we reach out to you and email you.
We will see your HUD PCs as well, so if you're not sure, please do not give out your bank account numbers or any changes to authorized account users.
There are a lot of a lot of scams out there, so just something to be aware of going for.
So here are the references that we use for today.
Again, if you're not familiar with OMD's uniform guidance, give familiar with it.
I access it all the time whenever I have a question about anything grant related.
We also have a link to HUD housing Counseling Program Handbook which was updated recently.
So please make sure that you are familiar with the new updates and then we use the FY22 grand agreement today, but make sure you are familiar every year you receive a grant, read through your grant agreement.
Not just sign it and send it back.
Make sure you understand it completely.
I am gonna turn it over to Vanessa if there are any questions or thoughts before we wrap up here.
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Vanessa McCollum   51:33
Hi everybody I have been trying to keep up with the questions that you submit as we go along.
If we did not get to your question or if we don't get to your question, you can submit it to housing.counseling@hud.gov.
So I'm gonna take a few minutes to address a couple of the questions that I've seen.
The one of the last questions is can we assist teams with their HUD?
POC's umm, I don't have access.
We at Almanac company, we do not have access to who your head POC is, but I'm sure if you submit that you're, if you submit that question to the housing counseling website to the email address, somebody should be able to give you that information.
Umm.
Someone asked about uh comp time.
I was hesitant to answer that question because I'm I'm not quite sure what exactly.
Umm, you mean in your particular situation?
So you can submit your your question to the to the email address that I mentioned.
Somebody else asked about mortgage or rent expense.
That is usually allowable.
You just have to make sure that it is properly allocated.
Umm.
Meaning that if you do other activities in your facility, you cannot charge 100% of your mortgage or your rent to the HUD grants.
Umm.
If you would like you know, your specific situation looked at once again, I recommend that you submit your question to your huh.
POC or the the email address that we have given and somebody would be able to contact you and then we could have like a one on one session to discuss your specific situation.
Umm, somebody also asked about revisions to the the minimus rates, and those changes do not take place until next fiscal year.
So for this year, it is still the 10% that we.
Noted in the slides.
And that's I will turn it over to.
Rob, maybe?
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Weber, Robert J   54:30
Yes, that would be great.
Thanks.
Thanks so much, Vanessa, and thank you, Blair.
Great presentation.
I just have a few minor items to go over before we conclude.
Thank you so much for all your questions.
Hopefully we are able to address all of them again.
Housing.counseling@hub.gov is a great resource.
We're very quick about routing your questions to a subject matter expert that can address those things for you, so please reach out to that email or uh to your hug pack if you have any further questions.
And I just wanted to remind you that the webinar materials will be posted on the HUD exchange in the Webinar archive in about 7 to 10 days is usually when we get those things posted.
You can filter through the webinars by date or by topic, and also to obtain credit you can simply select on the webinar and click the get credit button and uh, next slide please.
So also recommend you all check out the upcoming trainings in the housing Counseling Training Digest.
We regularly deliver presentations on a variety of topics related to the HUD Housing counseling program and you can also sign up for our list serve so that you can receive this weekly training digest in your email inbox.
So you're always aware of upcoming trainings that we have and before you go, we welcome any feedback you'd like to provide.
So feel free to let us know in the chat box.
For example, if the webinar was useful to you, will you share this info with your colleagues?
Do you have any other comments for us to help future trainings that might be helpful for you?
And then finally, here's where you can find more info about the HUD housing counseling program on the HUD exchange our our email inbox.
Again, you can send us any questions or comments you have for us.
And finally, I also recommend you visit the housing counseling today page.
This is our newly refreshed, newly updated housing Counseling blog where we publish articles, videos, tools, usually on a bimonthly basis, on a variety of topics such as best practices, success stories, job AIDS, and a lot more.
So that's definitely something you can sign up for to receiving your email inbox as well as those are published.
And so that concludes our presentation for the day.
We hope you found this training helpful in managing your housing counseling grants.
Thank you so much for joining us and being part of the HUD Housing counseling program and we wish you a wonderful day.
Thank you.
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