Appendix C, Method of Payment

I. Reimbursement for Actual Costs:
In accordance with Article 5 Use and Disbursement of Grant Funds of the Grant Agreement, payments shall be made for actual costs incurred, paid by the Grantee, and reported for each month within the budget term (e.g., Fiscal Year or Project Term). Under no circumstances shall payment exceed the amount set forth in the Appendix B, Budget(s) of the Agreement.

II. General Instructions for Invoice Submittal:
Grantee invoices shall include actual detailed expenditures for eligible activities incurred during the month and paid by the Grantee.

A. Grantee shall submit all invoices and any related documentation required in the format specified below, after costs have been incurred and paid by the Grantee, and within 15 days after the month the service has occurred. 

B. Expenditures must be paid by the Grantee prior to invoicing HSH for grant expenditures. 

C. Grantee shall ensure all final invoices are submitted 15 days after the close of the fiscal year or project period. HSH does not allow supplemental invoicing for expenses that have not been billed after the close of the fiscal year or project period.

D. Failure to consistently invoice within the required timelines shall result in a Corrective Action Plan issued by HSH which may impact Grantee’s ability to apply for future funding or requests for additional funding.

	Billing Month/Date
	Service 
Begin Date
	Service 
End Date
	 

	August 15
	July 1
	July 31

	September 15
	August 1
	August 31

	October 15
	September 1
	September 30

	November 15
	October 1
	October 31

	December 15
	November 1
	November 30

	January 15
	December 1
	December 31

	February 15
	January 1
	January 31

	March 15
	February 1
	February 28/29

	April 15
	March 1
	March 31

	May 15
	April 1
	April 30

	June 15
	May 1
	May 31

	July 15
	June 1
	June 30



E. Invoicing System: 

1. Grantee shall submit invoices, and all required supporting documentation demonstrating evidence of the expenditure through the Department of Homelessness and Supportive Housing (HSH)’s web-based Contracts Administration, Reporting, and Billing Online (CARBON) System at: https://contracts.sfhsa.org. 

2. Grantee’s Executive Director or Chief Financial Officer shall submit a letter of authorization designating specific users, including their names, emails and phone numbers, who will have access to CARBON to electronically submit and sign for invoices, submit program reports, and view other information that is in CARBON.  

3. Grantee acknowledges that submittal of the invoice by Grantee’s designated authorized personnel with proper login credentials constitutes Grantee’s electronic signature and certification of the invoice.

4. Grantee’s authorized personnel with CARBON login credentials shall not share or internally reassign logins. 
 
5. Grantee’s Executive Director or Chief Financial Officer shall immediately notify the assigned HSH Contract Manager, as listed in CARBON, via email or letter regarding any need for the restriction or termination of previously authorized CARBON users and include the name(s), email(s) and phone number(s) of those previously authorized CARBON users.

6. Grantee may invoice and submit related documentation in the format specified by HSH via paper or email only upon special written approval from the HSH Contracts Manager.

F. Line Item Variance:

There shall be no variance from the line item budget submitted, which adversely affects Grantee’s ability to provide services specified in the Appendix A(s), Services to be Provided of the Agreement; however, Grantee may invoice more than 100 percent of an ongoing General Fund or Our City, Our Home Fund (Prop C) line item, provided that total expenditures do not exceed the budget category amount (i.e., Salary, Operating, Indirect and/or Capital), per the HSH Budget Revision Policy and Procedure: http://hsh.sfgov.org/overview/provider-updates/.  

G. Spend Down:

1. Grantee shall direct questions regarding spend down and funding source prioritization to the assigned HSH Contract and Program Managers, as listed in CARBON.

2. Generally, Grantee is expected to spend down ongoing funding proportionally to the fiscal year or project period. Grantee shall report unexpected delays and challenges to spending funds, as well as any lower-than-expected spending to the assigned Contract and Program Managers, as listed in CARBON prior to, or in conjunction with the invoicing period. 

3. Failure to spend Grant funding monthly and annually may result in reductions to future allocations and may impact future advance. HSH may set specific spend down targets and communicate those to Grantees.

H. Documentation and Record Keeping: 

1. In accordance with Article 5 Use and Disbursement of Grant Funds; Article 6 Reporting Requirements; Audits; Penalties for False Claims; and the Appendix A(s), Services to be Provided of the Agreement, Grantee shall keep electronic or hard copy records and documentation of all HSH invoiced costs, including, but not limited to, payroll records; paid invoices; receipts; and payments made for a period not fewer than five years after final payment under this Agreement, and shall provide to the City upon request.
a. HSH reserves the right to modify the terms of this Appendix in cases where Grantee has demonstrated issues with spend down, accuracy, and timeliness of invoices. 
b. In addition to the instructions below, HSH will request and review supporting documentation on the following occasions without modification to this Appendix: 
1) Program Monitoring; 
2) Fiscal and Compliance Monitoring;  
3) Year End Invoice Review;
4) Monthly Invoice Review; 
5) As needed per HSH request; and/or
6) As needed to fulfill audit and other monitoring requirements.

2. All documentation requested by and submitted to HSH must: 
a. Be easily searchable (e.g., PDF) and summarized in Excel;
b. Clearly match the Appendix B, Budget(s) line items and eligible activities; 
c. Not include identifiable served population information (e.g., tenant, client, Protected Health Information (PHI), Personally Identifiable Information (PII)); 
d. Include only subcontracted costs that are reflected in the Appendix B, Budget(s). HSH will not pay for subcontractor costs that are not reflected in the Appendix B, Budget(s). All subcontractors must also be listed as Approved Subcontractors;
e. Include only documentation that pertains to the Grant budget that is being invoiced. Grantee shall not provide agency-wide supporting documentation for other agency costs or HSH Grants. (e.g., only payroll documentation for the personnel being charged to that invoice should be included); and 
f. Include the Grantee’s cost allocation plan.

3. Grantee shall follow HSH instructions per funding source and ensure that all documentation clearly matches the approved Appendix B, Budget(s) line items and eligible activities. HSH reserves the right to reject and/or deny invoices, in part or as a whole, that do not follow these instructions.
	General Fund

	Type
	Instructions and Examples of Documentation

	Salaries & Benefits 
	Grantee shall maintain and provide documentation for all approved payroll expenses paid to any personnel included in the Appendix B, Budget(s) covered by the Agreement and invoice period each time an invoice is submitted. 
Documentation shall include, but is not limited to, a personnel report in Excel format that itemizes all payroll costs included in the invoice, historical and current payroll information from a payroll service or a payroll ledger from Grantee’s accounting system and must include employee name, title, rate, and hours worked for each pay period.

	Operating 
	Grantee shall maintain documentation for all approved Operating costs included in the Appendix B, Budget(s). Each time an invoice is submitted, Grantee shall upload documentation for all Subcontractor and Consultant costs, and documentation for any single expense within the Operating budget category that exceeds $10,000. 

Documentation shall include, but is not limited to, a detailed summary report in Excel format that itemizes all costs included in each operating invoice line, receipts of purchases or paid invoices of recurring expenditures, such as lease payments; copies of current leases; subcontractor payments; equipment lease invoices; and utility payments. 

	Operating - Direct Assistance
	Grantee shall maintain and provide documentation for all approved Direct Assistance costs included in the Appendix B, Budget(s) each time an invoice is submitted.
Documentation shall include a detailed summary report in Excel format, showing proof of Direct Assistance expenditures, and any other information specifically requested by HSH to confirm appropriate use of Direct Assistance funds per the established program policy.

	Capital and/or One-Time Funding
	Grantee shall maintain and provide documentation for all approved Capital and/or One-Time Funding costs included in the Appendix B, Budget(s) each time an invoice is submitted. 
Documentation shall include, but is not limited to, a detailed summary report in Excel format that itemizes all costs included in each capital/one-time invoice line, receipts of purchases or paid invoices of non-recurring expenditures, such as repairs or one-time purchases. 

	Revenue
	Grantee shall maintain and provide documentation for all revenues that offset the costs in the Appendix B, Budget(s) covered by the Agreement each time an invoice is submitted. 

Grantee shall use actual amount of tenant rent collected as Rental Income. Grantee shall include in the supporting documentation a report on Emergency Rental Assistance Program (ERAP) and other rental assistance received and for what period the payments are. Rental assistance received for prior years will not be used as offsetting revenue if the rental income reported to HSH was based on tenant rent charged and not the actual amount collected.




	a. Housing and Urban Development (HUD) Continuum of Care (CoC): CFDA# 14.267

	Type
	Instructions and Examples of Documentation

	HUD 
CoC - Rental Assistance
	Grantee may use this line item in accordance with 24 CFR § 578.51 - Rental Assistance. 
Grantee shall upload all supporting documentation of eligible Rental Assistance costs in CARBON with each invoice. 
Documentation may include proof of payment of rental assistance or security deposits paid on behalf of CoC tenants. 

	HUD CoC – Leasing


	Grantee may use this line item in accordance with 24 CFR § 578.49 - Leasing.  
Grantee shall upload all supporting documentation of eligible Leasing costs in CARBON with each invoice. 
Documentation may include a copy of a lease agreement.

	HUD CoC - Supportive Services
	Grantee may use this line item in accordance with 24 CFR § 578.53 - Supportive Services. 
Grantee shall upload all supporting documentation of eligible Supportive Services costs in CARBON with each invoice. 
Documentation may include receipts for client and operating costs and payroll information from a payroll service or a payroll ledger from Grantee’s accounting system of the staff who provide the following to CoC program participants:   
· Annual assessment of service needs; 
· Case management; 
· Education services; employment assistance and job training; 
· Housing search and counseling services; life skills training; 
· Mental health and/or substance abuse treatment services; 
· Outreach services; or
· Transportation; 
· 

	HUD CoC - Operating Services
	Grantee may use this line item in accordance with 24 CFR § 578.55 - Operating Services. 
Grantee shall upload all supporting documentation of eligible Operating costs in CARBON with each invoice. 

Grants with Rental Assistance may not have an Operations Line item within their budget.
Documentation may include a General Ledger, or receipts of purchases, showing proof of costs related to the maintenance and repair of housing; property taxes and insurance; utility payments; furniture; and/or equipment. 

	HUD CoC - Administrative Costs
	Grantee may use this line item in accordance with 24 CFR § 578.59 - Project Administrative Costs. 

Grantee shall upload all supporting documentation of eligible Administrative costs in CARBON with each invoice. 
HSH is required to share half of administrative funds with sub-recipients. 
Documentation may include payroll information from a payroll service or a payroll ledger from Grantee’s accounting system of the staff who work on CoC funded programs to provide duties, such as:
· Program budgets and schedules; 
· Compliance with CoC requirements; 
· Monitoring of program activities for progress; preparing reports; 
· Coordinating the resolution of audit and monitoring findings; 
· Evaluation of program results against stated objectives; or 
· Management or supervision of persons whose primary responsibilities include the above-mentioned administrative tasks. 
Documentation may also include receipts related to the costs for goods and services related to the administration of the CoC program, such as rental or purchase of equipment, insurance, utilities, office supplies and rental and maintenance of office space.  




	b. Housing and Urban Development (HUD) Emergency Solutions Grant (ESG): CFDA #14.231

	Type
	Instructions and Example of Documentation

	Homelessness Prevention
	Grantee may use this line item in accordance with 24 CFR 576.103, 576.105, and 576.106 – Homelessness Prevention. 
Grantee shall upload all supporting documentation of eligible Operating costs in CARBON with each invoice. 
Documentation may include payroll information from a payroll service or a payroll ledger from Grantee’s accounting system of the staff who provide services to ESG participants, such as:
· Housing search and placement;
· Housing stability case management; and/or
· Mediation.
Documentation may also include proof of eligible payment of rental or financial assistance paid on behalf of ESG participants.

	Rapid Rehousing
	Grantee may use this line item in accordance with 24 CFR 576.104, 576.105, and 576.106 – Rapid Rehousing. 
Grantee shall upload all supporting documentation of eligible Operating costs in CARBON with each invoice. 
Documentation may include payroll information from a payroll service or a payroll ledger from Grantee’s accounting system of the staff who provide services to ESG participants, such as:
· Housing search and placement;
· Housing stability case management; and/or
· Mediation.
Documentation may also include proof of eligible payment of rental or financial assistance paid on behalf of ESG participants.

	Emergency Shelter
	Grantee may use this line item in accordance with 24 CFR 576.102, 576.2 – Shelter. 
Grantee shall upload all supporting documentation of eligible Operating costs in CARBON with each invoice. 
Documentation may include payroll information from a payroll service or a payroll ledger from Grantee’s accounting system of the staff who provide services to ESG participants, such as:
· Housing stability case management; 
· Life skills training; and/or
· Mental health and/or substance abuse services.
Documentation may also include proof of eligible payment of shelter maintenance; insurance; or utilities associated with a shelter location.



4. HSH will conduct regular monitoring of provider operating expenses under $10,000 including, but not limited to requesting supporting documentation showing invoices were paid. Grantees shall provide requested information within specified timelines. HSH reserves the right to require full documentation of invoice submission regardless of amount to ensure the Grantee’s compliance with HSH's invoicing requirements.


III. Advances or Prepayments:
Advances or prepayments are allowable on certified annual ongoing General Fund or Prop C amounts (i.e., authorized by executed Agreements) in order to meet non-profit Grantee cash flow needs in certain circumstances. Requests for advance payment will be granted by HSH on a case-by-case basis. Advances are not intended to be a regular automatic procedure.  

A. Advance Requirements: 

Once the Agreement is certified, Grantee, prior to distribution of any advanced payment, must fulfill the following conditions:

1. All Agreement compliance requirements must be currently met (e.g., reports submitted and approved; corrective actions resolved; business tax and insurance certificates in place; prompt and properly documented invoicing; appropriate spend down); 

2. The final invoice from the preceding fiscal year must be received prior to advance distribution; and

3. Advances from the preceding fiscal year must be repaid, in full, prior to any additional advance distribution.

B. Advance Request Process: 

1. Grantee shall submit a written request to the assigned HSH Contract Manager, as listed in CARBON, on an agency letterhead with a narrative justification that fully describes the unique circumstances, for review and approval. Advance requests must be submitted by the Grantee’s authorized staff only.

2. HSH, at its sole discretion, may make available to Grantee up to one month of the total ongoing fiscal year General Fund or Prop C budget amount, per the Appendix B, Budget(s) of this Agreement. Requests for greater than one month of the ongoing fiscal year budget amount may be considered on a case-by-case basis only. 

3. Grantee is expected to maintain adequate cash reserves for multi-year Grant agreements and not rely on cash advances to cover expenses necessary to operate Grantee’s core operations.

C. Advance Repayment Process:

1. [bookmark: _Hlk195100589]If approved by HSH, the advanced sum will be deducted from the Grantee’s monthly invoices at an equal rate each month that will enable repayment before the close of the fiscal year.  For example, for a twelve-month grant the rate of repayment of the advance will be 1/10th per month from July to April.  An alternative period of repayment may be calculated to ensure cash flow and repayment. HSH will track advance recoupment on a monthly basis using internal tools in order to avoid any overpayment and prevent further loss of City funds.

2. [bookmark: _Hlk195100600]All advance repayments must be recovered within the fiscal year for which they were made but no later than April invoices submitted in May. 

3. [bookmark: _Hlk195100607]In the case where advance repayments cannot be fully recovered by deducting from the Grantee’s monthly invoices, Grantee shall repay the outstanding balance, via wire transfer or by check, in the amount verified by the assigned HSH Contract Manager, as listed in CARBON. Grantee shall make the repayment after the final invoice of the fiscal year has been approved to the address provided by the assigned HSH Contract Manager, as listed in CARBON.

IV. Timely Submission of Reports and Compliance:

[bookmark: _Hlk195100623]If a Grantee has outstanding items due to the City (e.g., Corrective Action Plans/report/document/data input), as specified in any written form from HSH (e.g., Letter of Correction, Corrective Action Plan, and/or Appendix A(s), Services to be Provided of the Agreement), Grantee shall submit and comply with such requirements prior to or in conjunction with monthly invoicing.  Failure to submit required information or comply by specified deadlines may result in HSH withholding payments.
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