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June 10, 2004

Annual Performance Reporting Deficiencies Tutorial
The following is an on-going list of common deficiencies identified by the Office of HIV/AIDS Housing.  Field Offices and grantees should pay particular attention to the following error items, as they will result in an incomplete APR and/or CAPER report submission.  Common deficiencies include calculation errors, missing information, and inconsistent data reporting.  The first section contains a summary of the most common deficiencies and the second section contains a detail of each element of the annual reports and how the reports should be entered.  
Summary
APR

Exhibit C: Numbers of Persons and Families Assisted During the Program Year
-   The total of persons who received housing assistance, number 1c, needs to equal   
the total in Exhibit D numbers 1a-1d (demographics).
· Persons assisted with supportive services only needs to be reported in number 3.

Exhibit D: Characteristics of Persons Receiving Housing Assistance
· The totals in numbers 1a-1d, demographics, need to equal the total in Exhibit C, 1c (the total of persons who received housing assistance).

Exhibit E: Summary of Program Expenditures
· 
· 
· Line 4, housing information services, needs to contain expenditure data if persons are reported to have received housing information services in Exhibit C, number 4.

· Line 7, expenditures for housing assistance, needs to equal the sum of all sites and scattered-site housing assistance reported in Exhibit G.
· Line 8, expenditures for supportive services, needs to equal the sum of all Exhibit H funds.
· Grantee administrative costs cannot exceed 3% of the grant award.

· Project Sponsor administrative funds cannot exceed 7% of the grant award.


Exhibit G: Housing Assistance Expenditures
· The total expenditure data needs to equal the summary data total in Exhibit E, line 7 (expenditures for housing assistance)


Exhibit H: Supportive Service Expenditures
· The total expenditure data needs to equal the summary data total in Exhibit E, line 8 (expenditures for supportive services)
· Supportive services costs must be broken down into the given categories of Case Management, Life Management, etc.  Supportive services costs cannot be lumped under “Other”.

CAPER


HOPWA Grantee Narrative

· Grantees are required to submit a narrative with Chart 1 and Chart 2.

Chart 1: Actual Performance
· Number of units with grantee and other funds is leveraged units, not HOPWA-assisted units.
· Amount of grantee and other funds is leveraged dollar amounts, not HOPWA dollar amounts.
· Deductions for units reported in more than one column need to be subtracted from the total by type of unit.
· Check general math calculations.


Chart 2: Comparison to Planned Actions
· Planning numbers need to be reported.
Detail
APR

Exhibit C:

The total number of persons served with HOPWA funds should be provided in Exhibit C. If the grantee provides supportive services only, the number of persons served should be detailed in number 3, persons assisted with supportive services only. In addition, if persons receive housing information services, the expenditure data should be reported accordingly in Exhibit E number 4, persons receiving housing information services. 

Exhibit D:

The grantee must report demographic information on total persons served with housing assistance, as detailed in Exhibit C number 1-c, total of persons who received housing assistance. This includes not only those with HIV/AIDS, but also the number of other persons in family units, where applicable. This total number should be used in sections 1a-1d (titled age and gender, Hispanic/non-Hispanic, race and recent living situation respectively). However, number 2 income information totals  may differ from the total number of persons served.  

Exhibit E:

HOPWA Funding Available

The amount of HOPWA funds available during a given program year should be provided in either line 1,unexpended HOPWA funds at end of previous report period, or line 2, amount of HOPWA grant received during period. For Year 1 of a HOPWA grant, the total allocated grant amount should be provided in line 2. For subsequent reporting years, the amount of unexpended HOPWA funds (i.e. funds remaining after previous reporting year(s) expenditures) should be provided in line 1. Therefore, the line 1 amount should equal the balance of HOPWA funds at end of the report period (line 12) from the previous report period. Any program income, for instance loan repayments on HOPWA funds, should be noted in line 3, program income. The total amount of available HOPWA funds—including either line 1 or 2 added to line 3—should be calculated in line 4, total of HOPWA funds available during period.

HOPWA Expenditures

If Housing Information Services were provided, and the number of persons served was detailed in Exhibit C-number 4, expenditure information should be provided in line 5, expenditures for housing information services. If Exhibit C-number 1 shows persons served with housing assistance, expenditure amounts must be provided in Exhibit E-line 7, expenditures for housing assistance. Similarly, if information is provided in Exhibit G for either facility-based or scattered-site housing, the total sum of all housing assistance expenditure amounts should be reported in Exhibit E-line 7. Exhibit E-line 8 asks for the total sum of Exhibit H supportive service expenditures for all project sponsors. Federal Regulation 24 CFR 574.300 limits the amount of Grantee and Project Sponsor Administrative costs to 3 percent and 7 percent of the total grant amount respectively, over the life of the grant, not for each reporting year. Exhibit E-line 11 asks for the total of HOPWA expenditures during the reporting period (lines 5-10), which subtracted from the total of HOPWA funds available (line 4) gives the balance of HOPWA funds at end of designated reporting year (line 12).

Exhibit G:

Facility-Based Housing Assistance

Project sponsors that support utilization or development of facility-based housing are each required to report on the number of housing units provided and the corresponding expenditures incurred during the reporting period. In addition, each project sponsor must complete site information in 1-a as well as site development actions in 1-b, where applicable. Expenditure amounts detailed under facility-based housing cannot be duplicated in the scattered-site housing section, and vice versa. Restrict use of the “Other” category unless the action is clearly not defined under a given option. If the use of “Other” is necessary, please specify the action in detail. 

Scattered-Site Housing Assistance

Project sponsors that provide tenant-based rental assistance and/or Short-term rent, mortgage and utility payments must report their expenditure data in Exhibit G number 2-e as well as the number of housing units supported with these expenditures in Exhibit G number 2-d. Site information, including general location activity, should be provided in Exhibit G 1-a and 2-b. 

Exhibit H:

Supportive Services

For those project sponsors providing supportive services, expenditure information should be captured in Exhibit H. Each project sponsor is required to detail their name and address, date services began and amount expended for the specified supportive service categories. Restrict use of the “Other” category unless the service is clearly not defined under a given option. Administrative costs, housing information services or resource identification should not be assigned to “Other” in Exhibit H, but should instead be accounted for under their respective fields in Exhibit E. If the use of “Other” is necessary, please specify the service in detail. 

CAPER

Narrative:

A grantee narrative is required with each CAPER chart submission.  The grantee narrative should include the following sections:  Grantee and Community Overview, Project Accomplishment Overview, and Barriers or Trends Overview.  

Chart 1:

Type of Unit

Rental Assistance, Short-term/emergency housing payments and facility-based units (number 1 through 3-c) are types of housing that can be supported with HOPWA funds.

Number of Units with HOPWA Funds


Grantees are required to provide the total number of units supported with HOPWA funds in each specified category for the reporting period.  This information is to be documented in column two, Number of Units with HOPWA Funds.  If units are reported in more than one category (i.e. short-term rent was provided for 2 facility-based units that were also supported with operating costs, would be a deduction of 2), then the said units need to be deducted from the subtotal, yielding the total units with no duplicates.   

Amount of HOPWA Funds

The total expenditures for each type of unit are to be provided by the grantee for the reporting period.  

Number of Units with Grantee and Other Funds

The grantee is asked to provide the number of units in each specified category that were leveraged with non-HOPWA funds for the reporting period, if applicable.  Units supported with leveraged funds that are reported in more than one category need to be deducted from the subtotal yielding a non-duplicative total units supported with non-HOPWA funds.  If no leveraging funds were used, please provide a zero in this column. 
Amount of Grantee and Other Funds


In addition to submitting the number of leveraged units, grantees need to provide the corresponding expenditure data.  The expenditure data is the funding amounts utilized by non-HOPWA programs to support the specified type of unit.  Again, if no leveraging was used, please enter a zero in this column.  


Deduction for Units Reported in More than One Column

If units were supported using both HOPWA funds and leveraged funds, the units need to be reported in both columns.  The grantee needs to deduct these units to generate an unduplicated total sum by type of unit.

Total by Type of Unit

The total number of units can be calculated by adding the Number of Units with HOPWA funds and the Number of Units with Grantee and Other Funds, and then subtracting the deduction for units reported under both HOPWA and non-HOPWA supported units.  Please check all math calculations for errors.  

TOTAL 

The final row contains the total unduplicated units and the total expenditures for supported housing units with HOPWA and non-HOPWA funds.  Please check all math calculations for errors.                                        

Chart 2:

Chart 2 requires the grantee to provide the estimated number of units by type that were approved in the Consolidated Plan/Action Plan for the respective reporting year.  If the number of accomplished units differs significantly from the number of estimated units, chart 2 asks the grantee to provide comment or brief explanation of the difference.
