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HOMELESS HOUSING ASSISTANCE ACT
In 2005, the Washington State Legislature passed Engrossed Second Substitute House Bill 2163, the Homeless Housing & Assistance Act. This legislation set a statewide goal of reducing homelessness by 50% in 10 years. In addition to requirements at the state level, the legislation contains requirements for each county:

· Development and implementation of a county 10-Year Plan to Reduce Homelessness (also called the Homeless Housing Plan),
· Data collection about homeless people in each county through the Homeless Management Information System (HMIS) and an Annual Point In Time Count of homeless persons, and

· Creation of a countywide Homeless Housing Grant Program (HHGP) to distribute funds that accomplish the goals in the Homeless Housing Plan.
The HB 2163 legislation provides a funding source for the homeless housing grant program through an additional surcharge on document recording fees. Subsequent legislation has increased the amount of the surcharge. As of April 2011, approximately 65% of the funds collected are distributed through local homeless grant programs. Grants are to be distributed for programs that directly accomplish the goals of the Kitsap Homeless Housing Plan.  The Kitsap Homeless Housing Plan is available at www.kitsapregionalcoucil.org/housing_overview.php
The four Kitsap cities (Bainbridge Island, Bremerton, Port Orchard, and Poulsbo) and Kitsap County agreed to implement the legislative requirements through a county-wide program, managed by the Kitsap Regional Coordinating Council.

The Kitsap Continuum of Care Coalition (CoCC) assists the Kitsap Regional Coordinating Council as a Technical Advisory partner, providing expertise in the following areas:

· Coordinating the required annual Homeless Point In Time Count ~ a voluntary census of homeless individuals

· Developing the required 10-Year Homeless Housing Plans, for approval by the Kitsap Regional Coordinating Council, and

· Participating in developing recommendations for annual program funding priorities for adoption by the Kitsap Regional Coordinating Council. 

HOMELESS HOUSING GRANT PROGRAM FUNDS
Homeless Housing Grant Program funds are locally collected funds that are used to fulfill the mandates of the Homeless Housing Assistance Act legislation. Grant funds are collected through a surcharge on document recording fees at the Kitsap County Auditor’s Office. The grant funds must be used to reduce homelessness through activities identified in the Kitsap Homeless Housing Plan.
GRANT AWARDS
Grant awards are made by the Kitsap Regional Coordinating Council Executive Board, generally at their meeting in November.  
GRANT ADMINISTRATION
HHGP grant funds are administered through a partnership between the Kitsap Regional Coordinating Council (KRCC) and the Kitsap County Auditor’s Office.
The KRCC manages the application and award process, and oversees the contract monitoring and reporting.   The Auditor’s Office is responsible for issuing the contracts and disbursing the grant funds.  

CONTRACTING
HHGP contracts are between the grantee and Kitsap County, and are prepared and issued by the Kitsap County Auditor’s Office.   

The contract term begins on January 2 of the award year, and continues until the end date specified in the contract.  

Contracts are generally sent to grantees in January for their signature.  Grantees must return 3 original signed copies of contracts to the Auditor’s Office.  Following their receipt, representatives of Kitsap County will sign the contracts and one fully executed contract will be returned to the grantee.

USE OF FUNDS
HHGP funds may be used for purposes outlined in the grant application and grant contract, in the amounts indicated in the application and contract budgets.  

Any change in the use of funds must be requested in writing and submitted to the KRCC Housing Grant Program Manager.  Changes of less than 10% of the budget line item may be approved by the Housing Grant Program Manager. Larger changes must be approved by the KRCC Board through a contract amendment.

DISBURSEMENT OF GRANT FUNDS
Grant Funds will not be disbursed if there are any outstanding Quarterly Reports (see Quarterly Report Instructions for details).

Recipients may not request reimbursement more frequently than once a month. 

No reimbursements will be made in advance of costs or expenses being incurred, with the exception of Advance Disbursements, as explained below. 

No costs or expenses incurred prior to the effective date of the contract or after its termination are eligible for reimbursement.

Documentation of all allowable costs and expenses (e.g. bills, receipts) do not need to be submitted but must be on file with the grant recipient and available for review during periodic audits.  Kitsap Regional Coordinating Council may also, at any time, request that this additional supporting documentation be provided.

Electronic Reimbursement Process:

As of 2012, all grant reimbursements must be submitted using the following electronic process:

1.  KRCC Website. Go to the Grant Recipient’s Page on the KRCC website:  

http://www.kitsapregionalcouncil.org/housing_recipients.php
2.  Link to Form. Click the link to the KRCC Electronic Reimbursement Request.  

3.  Sign In. This will open a web browser window, where you will sign in and create an electronic signature. 

4.  Complete Forms. After completing the sign in process you will be directed to the electronic version of the KRCC Reimbursement Request Form and Summary Statement of Expenses (on page 2). Fill out the Reimbursement Request Form and Summary Statement of Expenses electronically.  

· Please note that there are certain fields that are required to be filled in 
            before you can complete the form; you will not be able to submit the form 
            until you have filled out all the required fields. 

· The form will not do the math for you, so please double check your totals.

· Invoice numbers should be a sequential number (e.g. 1, 2, 3, 4).

· Be aware that the Finish Later function does not work with this electronic 
            form, so be prepared to fill out the form completely.   

5.  Electronically Sign.  When you have correctly filled in all of the required fields on the two pages, including the two signature areas, it will prompt you to ‘Confirm Signature’ to electronically sign the form. You have the option to download and print the completed reimbursement request for your records. You do not need to do anything else.

Once you “confirm signature” it will be automatically be routed to the KRCC Housing Grant Program Manager for review, approval, and signature.  

6.  Confirmation. If the request is approved by the KRCC Housing Grant Program Manager, it will be routed to the Kitsap County Auditor’s Office for issuing the payment. You will receive a confirmation email at the time that the Kitsap County Auditor’s Office has received the Reimbursement Request.

7.  Payment. Kitsap County will pay the request for reimbursement within 30 days of its receipt of the request.

Repeat this process each time you wish to submit a Reimbursement Request.

Assistance with completing the electronic Reimbursement Request is available by contacting KRCC at (360) 377-4900.

Advance Disbursements

Advance disbursements from the Grant Award may be requested in three cases, as listed below. Advance disbursements may be granted or denied in the sole discretion of the Kitsap Regional Coordinating Council or Kitsap County.

Requests for advance disbursements must be submitted using the electronic Reimbursement Request forms, as above.  

· On the Summary Statement of Expenses in the Statement of Work Performed, you must clearly indicate that this is a request for Advance Disbursement and include information about why an advance disbursement is necessary. 

(A) Capital Construction or Operation: If the Project is for the purpose of capital construction or operation, the Recipient may request advance disbursement of up to 50 percent of the Grant Award.  

· If the request is granted, the Recipient must reconcile the advance in its last disbursement request at the end of the grant year.  

(B) Capital Purchase Grant: If the Project is for the purpose of capital purchase, the Recipient may request advance disbursement of up to 100 percent of the Grant Award.  

· If the request is granted, the Recipient must within 60 days of disbursement submit a Kitsap County Reimbursement Request fully documenting the use of the disbursement.  

· Use the same Invoice number as on the Advance Disbursement and note in the Statement of Work Performed that this is the documentation of the prior Advance Disbursement.

(C) Rental Assistance: If the Project is for the purpose of providing rental assistance, the Recipient may request advance disbursement of up to 25% of the Grant Award each quarter. 

· If the request is granted, the Recipient must reconcile the advance at the end of the quarter, before submitting the next advance disbursement request.

Questions may be directed to the Kirsten Jewell, Housing Grant Program Manager, Kitsap Regional Coordinating Council, (360) 377-4900 or kirsten@kitsapregionalcouncil.org. 
REPORTING REQUIREMENTS
HHGP grant contracts specify that grantees are required to provide quarterly reports to the KRCC.  These quarterly reports are due on the last day of the month following the end of the quarter (e.g. 1st Quarter Reports are due on April 30).
HHGP Quarterly Reports are based on HMIS data (see below) and must be submitted using the HHGP Quarterly Report Form by each quarterly deadline with original or electronic signatures.
HOMELESS MANAGEMENT INFORMATION SYSTEM
The Homeless Management Information System (HMIS) is an electronic record system that enables information gathering about, and continuous case management of, homeless persons across agencies in a particular jurisdiction (city, county, state). Homeless service providers collect information about their clients and input it in the HMIS so that it can be matched with information from other providers to get accurate counts of homeless clients and the services they need.  

The U.S. Department of Housing and Urban Development (HUD) has mandated that all agencies who receive federal funds for homeless housing or services, must participate in an HMIS. HUD outlines the specific data points that must be collected for each homeless client.

Washington State Department of Commerce has mandated that all agencies receiving state funding for homeless housing or services (Affordable Housing (2060), Homeless Housing (2163), Housing Trust Fund, TANF, etc.) must also participate in HMIS.

WA Commerce is responsible for operating an HMIS for counties that participate in federal funding through the Balance of State Continuum of Care process. This includes Kitsap County. The Kitsap Regional Coordinating Council is responsible, through a contract with WA Commerce, for managing the Kitsap HMIS.

Kitsap is responsible for collecting data from all of the participating agencies and submitting that data to WA Commerce. Through an agreement with WA Commerce, agencies may submit data in one of two ways: 1) through a state-provide online software system that will share data “in real time” between participating Kitsap agencies, or 2) collecting the data in an agency’s own software system and periodically uploading it to the WA Commerce system.

WA Commerce and the Kitsap Regional Coordinating Council provide training and support for the state-provided HMIS software.

Kitsap agencies that provide homeless housing and services participate in the Kitsap HMIS Collaborative, an agreement to share client data between agencies. Kitsap’s data-sharing system provides benefits such as improved client service, accurate data and reporting for funding sources, and better outcome tracking.
All agencies that receive Homeless Housing Grant funds must enter all required client data into HMIS for the funded program(s).

POLICIES & REGULATIONS FOR USE OF FUNDS
MONITORING
The Kitsap Regional Coordinating Council, in conjunction with the Kitsap Continuum of Care Coalition, will monitor all projects for compliance with the funding terms and conditions in the contract(s). Funding recipients must prepare a simple quarterly program report to the Council (see above).   
On-site monitoring may be conducted as well.  KRCC staff will contact funding recipients to schedule on-site monitoring or auditing, if required.
TIMELY EXPENDITURE OF FUNDS
Grant-funded projects should be ready to proceed during the program year of the awarded funds. The Kitsap Regional Coordinating Council expects and monitors for the timely expenditure of allocated funds to projects. Grant funds must be fully spent by December 31st of the award year, or as defined in the grant contract. If the funds are not expended during the contract period, they will be retained for distribution in a future grant cycle.
USE OF FUNDS FOR LOW-INCOME HOUSING FOR 25 YEARS
Capital projects that receive grant funds must remain in use for low-income households for no less than 25 years from the date of the receipt of grant funds. A warrant for use for 25 years is included as part of the application packet for capital projects.
GEOGRAPHIC EQUITY
The KRCC Executive Board is responsible for making certain that funds are distributed in a manner that balances needs that exist throughout the County and program users’ access to services. Geographic distribution of funds shall be evaluated as part of the periodic program review. The overall intent is to ensure that, over time, all areas of Kitsap County receive appropriate levels of funding through this grant program. 

GRANT PROGRAM ADMINISTRATIVE POLICIES
PROGRAM ADMINISTRATION
The Kitsap Regional Coordinating Council Executive Board includes elected officials from Kitsap County and all of the Kitsap Cities and Tribes, the Port of Bremerton, and Naval Base Kitsap. 
The Council Executive Board shall set policy concerning the use of Homeless Housing (HB 2163) funds and distribution of funding to eligible applicants.

The Kitsap Continuum of Care Coalition (CoCC) shall act as the technical advisory body to the Council Executive Board, through a Memorandum of Understanding:

· The CoCC shall coordinate the annual Homeless Point In Time Count (Washington Homeless Census), in coordination with the State, and report results to the Council Board.

· Following State requirements, the CoCC shall develop and recommend the 10-Year Homeless Housing Plan to the Council Executive Board for adoption, and submit it for inclusion in the statewide 10-Year Plan.  Subsequent required 10-Year Plan updates and revisions shall follow the same process as defined by the State of Washington. 
· The CoCC shall participate in developing and recommending to the Council Board specific annual priorities for the use of that year’s Homeless Housing Grant Program funds.
PROGRAM ADMINISTRATION FUNDING
Funding for the administration of the program will be provided by Kitsap County to the Council drawn from the 6% administrative portion of the HHGP surcharge revenues allowable by the legislation. The cost of the Council’s program monitoring and administration will be reviewed annually by the Council Board.

PROGRAM MONITORING

The Council, in conjunction with the CoCC, shall prepare and submit all required reports and performance measures to the State, as required by law. Periodicaly, a report on the Homeless Housing Grant Program shall be made to the Council’s Executive Board.
PROGRAM REVIEW

The Homeless Housing Grant Program shall be reviewed every three years, to coincide with the Affordable Housing Grant Program review, with input from non-profit agencies and other interested parties. The next review is planned for 2013.
Appendix A
Acronyms & Glossary

ACRONYMS

AHGP.  Affordable Housing Grant Program
CDBG.  Community Development Block Grant
CoCC.  Continuum of Care Coalition
GRC.  Grant Review Committee

HB.  House Bill (of the Washington State legislature)
HHGP.  Homeless Housing Grant Program

HMIS.  Homeless Management Information System
HOME.  Although capitalized, this is not an acronym.

HUD.  U.S. Department of Housing and Urban Development
IRS.  U.S. Internal Revenue Service
KRCC.  Kitsap Regional Coordinating Council

NOFA.  Notice of Funds Available
WA.  State of Washington

WA Commerce.  Washington State Department of Commerce.

DEFINITIONS

Administrative Expenses. Those expenses directly associated with the recipient’s administration of a project or program, such as salaries, supplies, equipment, accounting, phones, audits, benefits, travel, and indirect costs.

Affordability. Affordability is achieved when a household’s rent or mortgage payment, plus utilities, does not exceed 30% of the monthly income for the targeted income group as adjusted for household size.

Cash Flow. Gross income minus vacancy rate, operating expenses, reserves, debt service, and taxes.

Grant Recommendation Committee (GRC). A group of eight citizens meeting specific qualifications, who develop funding recommendations for approval by the Kitsap Regional Coordinating Council (KRCC) and Bremerton City Council. 
Citizen Participation Plan: This plan is prepared to facilitate and encourage public participation and involvement in the Homeless Housing Grant Program.

Committed Funds. Funds committed to a project by a project funding source. The award amount, terms and uses of the committed funds are documented in a letter to the applicant. A copy of this award letter is included with the application.

Conditional Funds. Funds committed, with conditions, to a project by a project funding source. The conditions of the commitment, amount, terms, and uses are documented in a letter to the applicant. A copy of the letter is included with the application.

Consultant Fees. Fees paid to a third party developer consultant for costs associated with implementation of a project.

Homeless Housing Grant Program. The local grant program established by WA State legislation, House Bill 2163, and subsequently amended by various other legislative bills. This grant program has also been referred to in the past as “2163 Program,” “Homeless Housing Assistance Act Grant Program,” and “HHAA.”  
Homelessness. The Kitsap Homeless Housing Plan defines this as: an individual or family who is not able to acquire and maintain permanent, safe, affordable, and decent housing.

The Kitsap County Homeless Housing Plan includes the following definitions of homelessness:
· Chronic – experience homelessness for a year or longer or three or more episodes of homelessness in three years.

· Episodic – multiple episodes of homelessness that are short or long term.

· Situational or transitional – one time and short-term experience.

Homeless Population. Those homeless households who currently have some specific supportive services:

· Mentally Ill

· Substance Abusers

· Veterans

· Domestic Violence

· Families

· Physically Disabled

· Developmentally Disabled

· Elderly

In addition, those homeless households who are identified as needing specific services, but where services are not being adequately provided at this time:

· Individuals with a criminal history

· Level 2 and Level 3 Registered Sex Offenders

· Chronically Homeless (to include those with pets)

· Teens/Youth

· Immigrants

· Medically Fragile

Homeless Housing. Various types of homeless housing are defined as follows in the Kitsap Homeless Housing Plan:
Emergency Shelter – Allows a stay of up to 90 days at no cost. Generally, includes supportive services such as job search assistance, child care, financial counseling, etc…

Transitional or Supportive Housing – Allows a stay of 1-2 years with rent typically set at 30% of client’s income. Supportive services are included to prepare individuals to obtain housing and live self-sufficiently. 

Permanent Supportive Housing – Permanent housing offered at below market rates that can serve particular populations in need of ongoing supportive services and assistance, such as the mentally or developmentally disabled, those with chronic substance abuse, or others with special needs.   

Supportive Services – Services, other than providing physical housing, that assist an individual or household to remove barriers to acquiring and maintaining housing (Objective 8 in the Homeless Housing Plan includes a list of examples).
Community Land Trust – An affordable housing program wherein a nonprofit community land trust acquires and holds land, on behalf of the community, and leases it to individuals who own buildings on the land, thereby maintaining affordable housing.  

Interlocal Agreement. Agreements made to ensure the cooperation of units of local government which form consortiums for the purpose of obtaining funding. 
Low- and Moderate-Income Households (LMI): These are households earning less than 80% of the area median income (AMI). They are broken down into the following income designations:

· Extremely Low-Income: households with incomes less than 30% of the area median family income adjusted for household size.
· Low-Income: households with incomes between 31% and 50% of the area median income, adjusted for household size.

· Moderate-Income: households with incomes between 51% and 80% of the area median income, adjusted for household size.

Low- and Moderate-Income Area Neighborhood (LMA): In general, this is defined as census tracts or block groups where a minimum of 51% of the residents have low or moderate incomes (i.e. not exceeding 80% of the area median income).

Median Family Income: HUD releases income limits annually for its programs. Income limits are calculated using American Community Survey and Census data. Data for Kitsap County is based on the Bremerton-Silverdale Metropolitan Statistical Area (MSA). Incomes are indexed by household size.

Operating Support. Financial assistance used to supplement the day-to-day operations of a project.

Program Year: The program year for the HHGP and AHGP programs is January 1 through December 31, which is the same as the County and City’s fiscal year.

Project Management. Costs directly related to managing the project to the point of completion normally paid to a third party.

Project Soundness. The feasibility, sensibility, and effectiveness of the project to meet a defined community need and the organizational strength and capacity to bring the project to completion.
Proposed Funds. Funds which have been or will be requested from a potential project funding source.
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