PIERCE COUNTY LOCAL BOARD

EMERGENCY FOOD AND SHELTER PROGRAM

CONSOLIDATED PHASE 37 and PHASE CARES ACT 
APPLICATION INSTRUCTIONS

The Emergency Food and Shelter Program was established in 1983 by Congress with the intent of supplementing local efforts to provide emergency shelter and food to people in need. Since its inception, the program had distributed over $4.3 billion to more than 2500 communities across the country.  The EFSP National Board governs the EFSP Program.  In Pierce County, a Local Board is represented by the local counterparts of the National Board member agencies, as well as government representation and community members.

The Pierce County Local Board of the Emergency Food and Shelter Program invites all interested, qualified non-profit community organizations and local units of government to request grants to provide emergency shelter and food to families and individuals in need in Pierce County for 2020. The funds come from the federal Stewart B. McKinney Homeless Assistance Act and are sometimes identified as “FEMA” funds. The deadline for applications is Friday, May 22, 12:00 pm noon.  

Last year, the Pierce County Local Board allocated $511,474 to twelve agencies. The local allocation amount available to be awarded for Phase 37 is $479,512 and the amount awarded for Phase CARES Act, which must be expended by December 31, 2020, is $683,647.
Important Note re CARES Act funding:  this funding is intended for emergent needs arising from the COViD 19 Pandemic.  For this reason, the Local Board encourages all affected organizations offering emergency food and shelter (including mortgage/rent or utility assistance) to consider applying for these funds.  Annual EFSP funding for the Food category is historically dedicated to the organization that widely supports most Pierce County food banks, but the Local Board will consider applications from food banks for the CARES Act funding based on need created by COViD 19.

CARES Act and Phase 37 will be separately awarded, funded and reported. 
ELIGIBILITY

· 501c(3) non-profit agencies providing food, rent, utilities and/or shelter to homeless and low-income people

· Agencies must not charge fees from clients for EFSP funded services

· Service providers must be supplementing existing food, rent, utilities and shelter programs

· Not be debarred or suspended from receiving Federal funding;

· Have an accounting system or fiscal agent approved by the Local Board;

· Have a Federal Employer Identification Number (FEIN), (Note: contact local IRS office for more information on securing FEIN and the necessary form [SS-4] or go to the website: www.irs.gov);

· Have a Data Universal Number System (DUNS) number issued by Dun & Bradstreet (D&B) and provide along with other required associated information (See the EFSP website for information on how to obtain.)

· If receiving $50,000 or more in EFSP funds, conduct an independent annual audit; conduct an annual accountant's review if receiving $25,000 to $49,999 in EFSP funds. Note:  It is at the Local Board’s discretion to request an audit from any agency, regardless of the grant amount requested. 
· Be providing services and using its other resources in the area in which they are seeking funding;

· Practice nondiscrimination.  Those agencies with a religious affiliation wishing to participate in the program must not refuse services to an applicant based on religion or require attendance at religious services as a condition of assistance, nor will such groups engage in any religious proselytizing in any program receiving EFSP funds;

· Have a voluntary board if private, not-for-profit; and,

· To the extent practicable, involve homeless individuals and families, through employment, volunteer programs, etc., in providing emergency food and shelter services.

Please note that eligibility does not guarantee funding.  Each cycle is a new and different process.  New agencies who were not funded in the previous year (Phase 36) must submit documents listed on page 3 of the instructions to ensure eligibility of the agency.
ELIGIBLE COSTS

The following are costs that are eligible under the guidelines of EFSP.  For more examples of eligible and ineligible costs please consult the Phase 36 manual or contact Local Board staff (contact information below).
FOOD

· Food distribution (one agency is selected)

· Special dietary needs – foods intended to fill special dietary needs

MASS SHELTER

· Per diem rate of $12.50 a night per person  OR
· Actual costs of shelter operations and certain non-capital furniture and equipment

UTILITIES

· Limited metered utilities - electricity, gas, water and sewer service, 30 days’ cost for each utility for each individual or household
· Limited non-metered utility assistance – oil, firewood, coal, limited to one-time minimum delivery for each utility for each individual or household
RENT/MORTGAGE ASSISTANCE

· First month’s rent

· Emergency rent or mortgage assistance

ALLOCATION FORMULA

Please note that the following allocations and percentages are subject to changes due to Local Board action or changes in federal program guidelines.  Of the available funds in 2019-2020, the Local Board allocated 18% to Food, 50% to Mass Shelter, 8% to Other Shelter, 10% to Utilities, 13% to Rent/Mortgage Assistance and 2% to the local administrator.  The Board will determine the areas of critical need each year.
	FUNDING REQUEST GUIDELINES


· Agencies should not request more funding than can be expended in a 12 month period, as all funds must be expended within the dates of each Phase, usually 12 months.  There are no extensions given to individual agencies. CARES Act funding must be expended by December 31, 2020.  The program must demonstrate in the narrative that they have the capacity to operate the program effectively at the funding level requested.

· Agencies should not request 100% of funding for any single activity, as EFSP funds are to supplement currently operating programs
· Agencies requesting for multiple programs within any category may complete a separate Part II for each program if they want the funding awarded separately.
· EFSP funds should supplement a currently running program. The funds are not to start new programs or stop a program from closing. Reminder: If the program were to close if EFSP funds were to be removed, then EFSP funds are not being used correctly.

· Agencies should evaluate their program needs annually and adjust their request according to the type and amount of funds needed (i.e. food vs. shelter or a combination)
· EFSP funds cannot be utilized to replace federal, state or city grant contracts.

· An agency should evaluate their current funding and determine the optimal amount of funds needed to supplement programs currently in operation. There is no maximum or minimum request designated by the Local Board.
APPLICATION PROCESS

The Local Board will provide an Application Training Session if there is need.  Please contact mollya@associatedministries.org if this would be helpful to you.  If there is need for a training, all organizations that have requested an application packet will be notified with the logistics for the training.

Applications must be typed using no smaller than a size 11 font.  The fields for responses in the application are flexible, 
Page limits:  up to 2 pages for Part I, 5 pages for each Part II completed, and 1 page for Part III.

ALL APPLICATIONS must contain the following:

· The completed application form (must use form provided)
· Current Board of Director’s Roster

· Organizational Mission Statement
· Most recent agency audit if requesting $50,000 or more in EFSP funds; Audit or Review for $25,000-$49,999.
New agencies (any agency not funded in Phase 36) must submit additional information to ensure organizational capacity and eligibility. If eligibility information is incomplete or missing, the application will be deemed ineligible.  

NEW AGENCIES ONLY must submit in addition to the above application packet a copy of:

· Proof of the agency’s 501c(3) status

· Most recent agency audit

· Most recent internal financial statement (income and expense report)
· Optional: an agency brochure and/or a ONE page description of your agency to aid the Board in getting to know your agency better and making a more informed decision about funding. 

Attachments are mandatory in order for an application packet to be considered complete.
Application Deadline:  Friday, May 22, 12:00 noon.  LATE or INCOMPLETE applications will not be considered for funding. Submit applications and all attachments via email only to mollya@associatedministries.org.
Questions:  please email all questions to mollya@associatedministries.org by Tuesday, May 12, at noon.  

Responses will be emailed by 3 pm on Thursday May 14 to all applicants who have received the application forms.  Organizations receiving the application indirectly, from other sources, should email to the above address to receive the Questions and Answers

Additional Information for Applicants

 REPORTING REQUIREMENTS  

· Rent and utility pledges are to be posted electronically daily per instructions from Associated Ministries to prevent duplicate usage of this benefit by program clients.  Please see page 5 of the application for more information.
· All agencies must turn in all documentation required under the EFSP program at the end of the phase.
· The following reports must be turned in as due:

· LRO Certification Form (sample from Phase 34 attached - due date to be determined, generally a month after the local board’s final allocation of funding)

· Second Half Request (due date to be determined, generally a few months into the spending period)

· Final Reports (due date to be determined, generally 45 days after the end of the spending period)
· Enter all their clients served in HMIS (shelter, rent and utilities clients);

TIMELINES
· May 12, 2020 at 12:00 pm noon – questions due to mollya@associatedministries.org with answers to be provided on May 14 by 3 pm to all agencies that have requested an application.
· May 22, 2020 at 12:00 pm noon - applications due to Local Board care of Associated Ministries
· May 28, 2020 – Allocations decisions made by Local Board of Phase 37 and CARES Act award amounts;  award letters mailed to all applying agencies. 

· Spending period is normally a 12 month period but may be shorter or longer.  The prior phase’s spending period ended March 31, 2020.  Phase 37 spending period should begin April 1, 2020 (retroactive) and will tentatively end on March 31, 2021.  The end date will be set by the National Board with the award notification.  The spending period for CARES Act funds expires on December 31, 2020.  All monies awarded must be expended by the end date.
REQUIRED DOCUMENTATION

This is what agencies who receive funds will be required to provide at the end of the allocation year.  All copies of documentation must be clearly legible.

Documentation refers to those accounting records that support payments for EFSP expenditures. Unless using per diem amounts, each payment requires two basic accounting records.  In addition, the LRO must complete worksheets provided by EFSP with all specified fields completed.  The listing of these worksheets is attached and must be followed exactly or payments are withheld.
First, proof of payment must support all receipts and invoices.
· Copy of canceled checks (front and back) payable to the vendor paying amount listed on worksheet, or 
· Copy of uncanceled fronts of checks and bank statement showing check deducted from account. Check images included in bank statements are accepted.

· Debit card or electronic payments require a bank statement that identifies the vendor by name.  Debit and credit cards must be in agency’s name.  Payment receipts and check stubs are not sufficient. Credit card payments require canceled check payable to the credit card company.

NOTE: All cash payments, advance payments and payments that are reimbursements to individuals (staff or volunteers) are INELIGIBLE.

Second, a copy of a vendor's itemized invoice. An acceptable invoice has the following characteristics:

· It must be vendor originated and have name of vendor.

· It must have name of purchaser/client and have date of purchase.

· It must be itemized (description of each item, number of each item and cost of each item).

· It must have total cost of purchase.

Documentation may also include:

· Vendor issued credit card statement showing purchase and payment along with itemized receipt of purchase and cancelled check in payment of credit card amount,

· Vouchers with detailed description of goods or services provided,

· Daily per diem shelter allowance schedule (agency must retain internal documentation of supporting costs),

· Daily per meal allowance schedule (agency must retain internal documentation of supporting costs),

· Per trip mileage logs.

Client Confidentiality in Documentation Submitted:

· In submitting documentation to the National Board with their Final Report, LROs providing services to clients where confidentiality is protected by statute may use a unique identifier.

· If using a unique identifier when submitting documentation for clients served, the LRO is required to provide documentation of the statute which applies to the clients served and services provided that are protected.

NOTE: The National Board reserves the right to request additional documentation as deemed necessary to support expenditures under the EFSP (e.g., landlord letters, sign-in logs).

All documentation submitted for review must be complete, clear and completely legible.

All LROs must:

1. Enter all their clients served in HMIS (shelter, rent and utilities clients);

2. Have records audited by an independent certified or public accountant if receiving $50,000 or more in EFSP funds; have an annual review if receiving from $25,000 to $49,999;

3. Keep their documentation records for three years after each end of program year;

4. Be subject to review and/or audit by the Local Board, National Board, FEMA and/or the Inspector General's office during those three years;

5. Complete and return to the National Board the interim and final LRO reports; and,

6. Return any unused award funds to the National Board at the end of the spending period ($5.00 or more). Checks must be made payable to United Way of America / Emergency Food and Shelter National Board Program and include Local Board ID# and LRO number on the face of the check; and,

7. All award funds must be expended within the current phase begin and end dates.
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