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(Before You Start - Please Take Note(





Be sure to read the entire application kit carefully and thoroughly.





If you have any questions about any part of this application, do not make assumptions or guesses.  Contact HUD Field staff for assistance.





The owner corporation is the only eligible applicant and recipient of Service Coordinator funds.  Property management companies and other agents may prepare applications, but may not receive funds.  (Section III.A)





Section 202 with Project Rental Assistance Contracts (PRAC) and Section 811 developments are not eligible for funding.  (Section III.B)





Only developments designed for the elderly or people with disabilities and continuing to operate as such are eligible for funding.  Developments designed for primary residence by families are not eligible.  (Section III.B)





There is no minimum unit number to be eligible for funding.   (Section III.B)





You may request funds to augment the time of a current Service Coordinator or hire an additional Service Coordinator or aide.  (Section III.C)





You may request funding to continue a Service Coordinator program paid through other resources, if those resources are no longer available or will discontinue within six months following the application due date.





As part of your program, you may provide service coordination to low-income elderly or disabled families living in the vicinity of an eligible development. (Section III.C(5).





When preparing your application, please number all pages and clearly identify all components of your application package.





The Standard Form 424 requests the Catalogue of Federal Domestic Assistance (CFDA) number for this program.  The number is 14.191.


�
I.  INTRODUCTION





This application package contains instructions and materials for Service Coordinator grants for multifamily assisted housing developments for the elderly and people with disabilities. 


Applicants will submit requests to their local Field Office.  Field staff will review applications and will forward to HUD Headquarters funding request information for those applications that meet threshold eligibility criteria.  HUD Headquarters staff will place all eligible applications in a national lottery.  HUD will make three-year grants through this process and will award approximately $25 million.  All grants are renewable in the future, subject to the availability of funds.








II.  APPLICATION SUBMISSION





A.	Deadline Date





The Application deadline date is July 3, 2002.  Applicants must submit applications to their local Field office as directed in the Service Coordinator Notice of Funding Availability (NOFA) and in this application package.





B.	Number of Copies





You must submit one original application and two copies to the appropriate Field Office.





C.	Number of Applications





	1.	You may submit  one application for one or more developments that your corporation owns.  


		Or - 


	2.	You may submit more than one application to a single Field Office, if you wish to increase your chances of selection in the lottery.  Each application must propose a stand-alone program and the development(s) must all be located in the same Field Office jurisdiction.  





	3.	If you wish to apply on behalf of developments located in different Field Office jurisdictions, you must submit a separate application to each Field Office. 





D.	Applications with Multiple Developments and Joint Applications





Multiple Development Applications:  You may propose to hire a Service Coordinator who will be shared among eligible developments that your corporation owns.  You need submit only one transmittal letter and set of other required attachments.  In your letter, be sure to list all developments that will share the coordinator and provide all pertinent development information.





Joint Applications:   You may join with one or more owners to share a Service Coordinator and so submit a joint application.  In the past, owners of small developments have joined together to submit one application for one Service Coordinator who will serve all sites.





One entity must act as the "lead applicant" and submit a transmittal letter covering all requests, which must be transmitted to HUD TOGETHER (see sample letter format, Attachment 4).  This insures that all multiple requests are reviewed together.





The applicants must show the grant amount, and residual receipts/excess income, if appropriate, for EACH development.  HUD will not award funds to one owner or a third party organization (e.g., a management agent) to be parceled out to the other owner.





E.	Maximum Grant Amount





There is no maximum grant amount.  The grant amount you request must be consistent with the staffing guidelines provided in Section V of this application kit and your proposed salary must be supported by evidence of comparable salaries in your area. 





F.	Applicant Checklist





Indicate on the Applicant Checklist (Attachment 1) that you have included all required material and information in your application request.  Include this checklist as part of your application package.





G.	Addresses for Application Submission





Send your application to the local HUD Field Office that serves the jurisdiction in which the development proposed for funding is located.  Address your application to the Director, Multifamily Housing Hub or Program Center.  See list of Field Offices in Appendix A to the NOFA.  Do not send any copies of applications to HUD Headquarters.	





As the General Section of the SuperNOFA explains, please follow the procedures listed below in submitting your application to your local Field Office:


No hand delivered applications will be accepted;


�



Applications submitted to HUD Field Offices must be sent only via the U.S. Postal Service (USPS); 





Your application must be postmarked on or before midnight of the due date and received within 15 days of the due date; and,





You must have a Certificate of Mailing (USPS Form 3817) as your documentary evidence that the application was filed on time.





To reiterate - this year HUD will only accept applications sent through the U.S. Postal Service.  The Department will not accept applications sent through private delivery services.  You also cannot hand-deliver applications.





Applications mailed through the US Postal Service will be considered timely filed if postmarked on or before midnight on July 3, 2002, and received by the local HUD Field Office on or within 15 days of that date.  Any application received after the stated deadline date will not be considered for funding.





H.	Technical Assistance





Field Office staff may provide limited technical assistance to owners to assist them in completing their applications.  Staff can provide guidance on and examples of eligibility criteria, reasonable costs, comparable salaries, similar programs, and elements included on required forms.  See Appendix A to the NOFA for a list of Field Offices.





You also may email questions to servcoor@hud.gov.  Your message may be forwarded to your local HUD Field Office contact person, so be sure to include your city and state in your message so we can respond promptly.





I.	For Application Kits and NOFAs 





You may obtain additional copies of this application kit by calling the SuperNOFA Information Center at 1�800�HUD�8929. If you have a hearing or speech impairment, please call the Center's TTY number at 1�800�HUD�2209.  When requesting an application kit, please refer to the Multifamily Housing Service Coordinator Program and provide your name, address (including zip code) and telephone number (including area code).  An application kit also will be available on the Internet at http://www.hud.gov.





�
J.	Funding Priority





Some owners may have available residual receipts, excess income, or Section 8 funds (through their Housing Assistance Payment [HAP] contract). 


If these excess funds are sufficient to cover the costs of employing a Service Coordinator, you should use these resources first, whenever financially feasible, before applying for a grant.  





You will find procedures for applying for and using these funds in Housing's Management Agent Handbook 4381.5, Revision-2, Change-2, Chapter 8, and Notice 99-28 “Calculating and Retaining Section 236 Excess Income”, Section II.C(3).  Field Office staff will approve such requests consistent with current Section 8 and housing management policy.  To the extent possible, HUD wants Service Coordinators to become permanent members of the management team and so this budget-based approach to funding a Service Coordinator is a preferable long-term approach.








ELIGIBILITY CRITERIA





A.       Eligible and Ineligible Applicants





Only owners of eligible multifamily assisted housing developments listed in Section III.A.1, below, may request Service Coordinator funding.  The owner entity must be the official applicant.





Property management companies, area agencies on aging, and other like organizations are not eligible applicants for Service Coordinator funds.  However, such agents may prepare applications and sign application documents.  To do so, the application must include evidence that the owner has given authority for the agent to apply for the funds and to sign the application documents on behalf of the owner corporation.  A letter from the owner corporation stating this authority is acceptable evidence.  In such cases, the owner corporation must be indicated on all forms and documents as the official funding recipient.





To be eligible for funding, you must meet all of the applicable threshold requirements of Section II(B) of the General Section of the SuperNOFA and must be owners of developments assisted under the following programs:





Section 202 and 202/8, 


existing Section 8 project-based and moderate rehabilitation developments (including Rural Housing Service (RHS) Section 515/8 and Section 221(d)(4)),


�



Section 221(d)(3) below-market interest rate, and 236 developments that ar insured or assisted. 





2.	If your eligibility status changes during the course of the grant term making you ineligible to receive a grant (e.g. due to prepayment of mortgage, sale of property, 


or opting out of a Section 8 Housing Assistance Payment (HAP) contract), HUD has the right to terminate your grant. 





B.	Eligible and Ineligible Developments





Eligible developments





Additionally, developments listed in paragraph A.1, above, are eligible only if they meet the following criteria:





Have frail or at-risk elderly residents and/or non-elderly residents with disabilities who together total at least 25 percent of the building's residents.





Are designed for the elderly or persons with disabilities and continue to operate as such.  This includes any building within a mixed-use development that was designed for occupancy by elderly persons or persons with disabilities at its inception and continues to operate as such, or consistent with title VI, subtitle D of the Housing and Community Development Act of 1992.  If not so designed, a development in which the owner gives preferences in tenant selection (with HUD approval) to eligible elderly persons or persons with disabilities, for all units in that development.  





Are current in mortgage payments or are current under a workout agreement.





Meet HUD's Uniform Physical Conditions Standards (codified in 24 CFR part 5, subpart G), based on the most recent physical inspection report and responses thereto, as evidenced by a score of 60 or better or an approved plan for developments scoring less than 60.





Are in compliance with their regulatory agreement, HAP Contract, and other outstanding directives. 





Owners using the Annual Adjustment Factor (AAF) rent increase process or who are profit-motivated must provide certification that rental and other income from the development are insufficient to pay for a service coordinator.  This certification should be part of the required certification from the Independent Public Accountant or the cognizant government auditor.  The auditor must validate that the financial management system employed by the applicant meets proscribed standards for fund control and accountability, required by the pertinent OMB circular. 





In addition, to meet the above requirement, the auditor should also certify that “in the case of a profit-motivated corporation, the development’s and other income is insufficient to pay the costs of employing a Service Coordinator”.  You may submit relevant sections of your Annual Financial Statement if they clearly demonstrate the cash flow and expenses, and indicate certification by the auditor.





Minimum Unit Number:  There is no minimum unit number eligibility criterion.  This means, for example, an owner of a 20-unit development may submit an application for a Service Coordinator to serve only those 20 units.  However, this development still must meet all eligibility criteria and the owner must carefully conform to the hiring guidelines presented in Section V, below, in proposing salary and number of work hours. 





Ineligible developments include those that are:





For primary residence by families (i.e. not designed for the elderly or disabled or no longer operating as such).





Financed through Section 221(d)(4) and without project-based Section 8.





Section 202 or 811 developments with a Project Rental Assistance Contract (PRAC).  Owners of Section 202 PRAC developments may obtain funding by requesting an increase in their PRAC payment consistent with the Management Agent Handbook 4381.5 Revision-2, Change-2, Chapter 8.  There is no statutory authority for Service Coordinators in Section 811 developments.





Developments with project-based Section 8 vouchers are not eligible to receive Service Coordinator grants.





C.	Eligible and Ineligible Activities





Eligible Activities





Service Coordinator Program grant funds may be used to pay for the salary, fringe benefits, and related administrative costs for employing a Service Coordinator.  Administrative costs may include, but are not limited to the following: purchase of furniture, office equipment and supplies, computer hardware and software,


Internet service, training, quality assurance, travel, and utilities.





You may use funds to augment a current Service Coordinator program, by increasing the hours of a currently employed Service Coordinator, or hiring an additional Service Coordinator or aide on a part- or full-time basis.





You may use funds to continue a Service Coordinator program that has previously been funded through other sources.  In your application, you must provide evidence that this funding source has already ended or will discontinue within six months following the application due date and that no other funding mechanism is available to continue the program.  





This does not apply to the Service Coordinator grants previously awarded between 1992 and 1999.  HUD will provide one-year extensions to these expiring grants through a separate funding action.





You may propose reasonable costs associated with setting up a confidential office space for the Service Coordinator.  Such expenses must be one-time only administrative start-up costs.  Such costs may involve acquisition, leasing, rehabilitation, or conversion of space.  HUD Field Office staff must approve both the proposed costs and activity and may perform an environmental assessment on such proposed work prior to grant award.





You may provide service coordination to low-income elderly or disabled families living in the vicinity of an eligible development.  Community residents should come to your housing development to meet with and receive service from the Service Coordinator.  Any reference in the NOFA or application kit to elderly or disabled residents of a development shall be construed to include low-income elderly or disabled families living in the vicinity of such a development.





Quality Assurance oversight for your program.  (See Section V.D for more information on Quality Assurance.)





Ineligible Activities





You may not use funds available through  the Service Coordinator NOFA to  replace currently available funding from other sources for a Service Coordinator or for some other staff person who performs Service Coordinator functions.





Owners with existing Service Coordinator subsidy awards or grants may not apply for renewal or extension of those programs.
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Congregate Housing Services Program (CHSP) grantees may not use these funds to meet statutory program match requirements and may not use these funds to replace current CHSP program funds to continue the employment of a Service Coordinator.





4.	The cost of application preparation is not eligible.	





Grant funds cannot be used to increase a project's management fee.





You cannot hire an additional part or full-time Service Coordinator for the sole purpose of serving low-income elderly or disabled families who live in the vicinity of your development.








IV.  SERVICE COORDINATION





A.	General





A Service Coordinator is a social service staff person hired by the development owner or management company.  The coordinator is responsible for linking elderly residents, especially those who are frail or at-risk, or non-elderly residents with disabilities to the supportive services they need to continue living independently. 





Service coordination means the activity of linking a resident to needed supportive services or medical services which may be provided by private practitioners or agencies in the general community.  Additionally, the term may cover case management, both formal and informal, in which the Service Coordinator assesses service needs; determines eligibility for public services, and makes resource allocation decisions. 





B.	Who Does Service Coordination?





Service coordination may be performed by:


	


an on-site or off-site staff person hired by the development owner or management agent, or shared among these employers; 





an on-site or off-site staff person hired by a third party agency, and contracted to the development owner or management agent, or


�






a staff person hired by a third party agency, who provides case management and services coordination for a development resident in concert with the distribution of that agency or another agency's funding.





C.	Indications of Existing Service Coordination





If Service Coordination is currently in-place and paid for by HUD or resources other than HUD’s, the costs CANNOT be shifted to these grant funds.  These services may often be performed by staff with job titles other than "Service Coordinator" or be performed on a part-time basis by other members of the management team.  No part of this activity's cost, regardless of who performs the service, may be transferred to this grant program.





The following may be indicators of existing coordination arrangements: 





Supplemental Security Income (SSI ) and/or Medicaid payments going directly to the development's management for rent and service costs; 





the management of the development coordinates the services (and possibly their payment);





third party staff persons are placed on the premises without charge to the current HUD budget for the development, and   





any combination of the above. 





Case managers, social workers, or Service Coordinators may provide these services.  These staff may be employed by a development owner or management company, or a state/local government agency.  Not all developments for people with disabilities have a Service Coordinator in place or can provide this service for their residents.  Therefore, each application must be individually evaluated to determine whether it may qualify for funding under this program, regardless of the population served.





D.	Functions of a Service Coordinator





The major functions of the Service Coordinator include the following: 





Provide general case management (including intake) and referral services to all residents needing such assistance.





Provide formal case management (i.e., evaluation of health, psychological and social needs, development of an individually tailored case plan for services and periodic reassessment of the resident's situation and needs) for a resident when such service is not available through the general community.  





There may be times when there will be difficulty in linking up residents with a community assessment agency in a timely manner.  Therefore, the development may want to consider setting up a Professional Assessment Committee (PAC) to work with the Service Coordinator to perform initial assessments.  (See the guidance in the CHSP regulations at 24 CFR 700.135 (or 1944.258 for Rural Housing developments).  A PAC member shall NOT be paid for his/her services with grant funds.





Establish linkages with agencies and service providers in the community; shop around to determine/develop the best "deals" in service pricing, to assure individualized, flexible, and creative services for the involved resident(s).





Create a directory of providers for use by both development staff and residents.  





Refer and link the residents of the development to service providers in the general community.  Examples are:  Case management, personal assistance, homemaker, meals-on-wheels, transportation, counseling, occasional visiting nurse, preventive health screening/wellness and legal advocacy.   





Educate residents on service availability, application procedures, client rights, etc. Provide advocacy as appropriate.





Monitor the ongoing provision of services from community agencies and keep the case management and provider agency current with the progress of the individual. Manage the provision of supportive services where appropriate.





Help the residents build informal support networks with other residents, family and friends.





Set up volunteer support programs with service organizations in the community.





Provide training to the development’s residents in the obligations of tenancy or coordinate such training.





Educate other staff of the management team on issues related to aging in place and Service Coordination, to help them to better work with and assist the residents.





Develop case plans in coordination with community assessment services or with a PAC.  


�



Work and consult with tenant organizations and resident management corporations.





You may not use grant funds to pay the Service Coordinator to act as a recreational or activities director, provide supportive services directly, or assist with other administrative work normally associated with the development.  However, an owner may propose to increase the time of a part-time coordinator to perform other duties in the development, if these duties are paid for by other resources. 





E.	Basic Qualifications of Service Coordinators/Aides





	1.	Service Coordinator Qualification Guidelines





A Bachelor of Social Work or degree in Gerontology, Psychology or Counseling is preferable; a college degree is fully acceptable.  However, individuals without a degree, but with appropriate work experience may be hired.  Such situations must not be rejected out of hand. 





Training in the aging process, elder services, disability services, eligibility for and procedures of Federal and applicable State entitlement programs, legal liability issues relating to providing Service Coordination, drug and alcohol use and abuse by the elderly, and mental health issues.





	This requirement is not a prerequisite for hiring. The owner must certify and put in the project files, that the training requirements, if not met at the point of hiring, will be satisfied within one year.  See Housing's Management Agent Handbook 4381.5 Revision-2, Change-2, Chapter 8.





Two to three years experience in social service delivery with senior citizens and people with disabilities.  Some supervisory or management experience may be desirable.





Demonstrated working knowledge of supportive services and other resources for senior citizens and non-elderly people with disabilities in the area served by the development.





Demonstrated ability to advocate, organize, problem-solve, and provide results for the elderly and disabled served.
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Aides Working with a Service Coordinator





It is desirable, but not required, that aides have a college degree.  They should, however, have appropriate experience in working with the elderly and/or people with disabilities.





Options for structuring an "aide" situation:





Set up an internship or work study program with local colleges and universities to assist in carrying out some of the functions noted under Section IV.D above.





Use local college and university programs to provide planning guidance to development staff or provide program evaluation/assessment functions.





NOTE:	  Demonstrated experience is appropriate as a substitute for the education requirements listed in this Section.








V.  STAFFING CONSIDERATIONS





A.	Contracting Out





The Service Coordinator functions may be contracted out by the owner if the contract is with a single individual or with a third party agency that commits the time of a single individual to do the necessary work.  Such individual should meet the qualification guidelines stated previously in Paragraph IV.E. 





B.	Sharing a Coordinator





Owners of eligible developments may combine efforts to hire a part-time or full-time Service Coordinator.  Sharing is especially encouraged for smaller buildings.  Owners may join together to share a Service Coordinator and may submit a combined application as described below.





C.	Guidelines for Work Time





Under normal circumstances, a full-time Service Coordinator should be able to serve about 50-60 frail or at-risk elderly or non-elderly people with disabilities.  However, the population of most developments will contain a significant number of residents who are not frail, at-risk, or disabled. Thus, the determination of whether or not a Service Coordinator is full time should be related to the number of people in the development who are frail, at-risk, or disabled, with less consideration given to the other residents of the development.  





The requirement that 25 percent of the residents must be frail or at-risk elderly, and/or non-elderly people with disabilities means, for example, that in a 50-unit development, at least 13 residents must be frail, at-risk, or disabled.  





Example 1:	In a 50-unit development, 13 residents are frail and 15-20 others are at-risk.  The development probably could justify a 1/2 time coordinator. 





Example 2:	In a 75-unit development, 20 residents are frail and 15-20 others are at-risk.  This development could probably justify at least a 3/4 time Service Coordinator.  


	


Example 3:	In a 110-unit development, 40 residents are frail and 40 others are at-risk.  This development probably could justify a full-time coordinator and possibly a part-time aide. 





Example 4:	Three developments of 20, 20 and 51 units (91 units, total) join forces.  Among them, they have 10 frail residents and 15 others that are at-risk.  These developments probably could justify at least a 3/4 time coordinator (after making allowances for travel time between sites). 





Example 5:	In a 80-unit development there are no frail individuals, but about 40 who are at-risk.  This development could probably justify a 3/4 to full-time coordinator. 





Example 6:	In a 150 unit development, 45 residents are frail and another 60 are at-risk. This development could probably justify at least one full-time and an additional part-time Service Coordinator. 





All above examples are guidelines which you should adapt to local situations.  Non-elderly people with disabilities would factor the same in the above examples as either frail or at-risk elderly.





D.	Quality Assurance





Management must assure that the Service Coordinator function is effectively implemented. Therefore, quality assurance is an allowable administrative expense and HUD strongly encourages you to include this practice in your program.  A development may propose a cost of up to 10 percent of the Service Coordinator salary to provide limited monitoring oversight of the Service Coordinator by a qualified third party. You must provide a written justification along with the budget.  


In-house staff and management may NOT perform this function and their salaries may not be augmented for this purpose.  Supervisors or other personnel hired to perform quality assurance should have appropriate experience and background to perform this function.  Once you hire or contract for quality assurance oversight, you must provide your local HUD Field Office with documentation indicating this individual’s qualifications.








VI.  FRAILTY CONSIDERATIONS





While a Service Coordinator may serve any resident of a development who needs assistance, priority must be given to frail or at-risk elderly or non-elderly people with disabilities.





Frailty is defined as being deficient in at least three Activities of Daily Living (ADL) (see below).  An at-risk person will be deficient in 1-2 ADLs.  The MINIMUM requirements necessary to qualify for an ADL deficiency are as follows:





EATING:  May need assistance with cooking, preparing or serving food, but must be able to feed self;





DRESSING:  Must be able to dress self, but may need occasional assistance.





BATHING:  May need assistance in getting in and out of the shower or tub, but must be able to wash self;





GROOMING:  May need assistance in washing hair, but must be able to take care of personal appearance;  





TRANSFERRING:  May need assistance in getting in and out of bed and chairs, walking, going outdoors, using the toilet; and,





HOME MANAGEMENT ACTIVITIES:  May need assistance in doing housework or laundry or getting to and from one location to another, for activities such as going to the doctor or shopping, but must be mobile.  The mobility requirement does not exclude persons in wheelchairs or those requiring mobility devices.





Each of the ADLs noted above includes a requirement that a person must be able to perform at a specified minimum level (e.g., to satisfy the eating ADL, the person must be able to feed him/herself).  The determination of whether a person meets this minimal level of performance must include consideration of those services being performed by a spouse, relatives or other attendants to be provided by the individual.  Take for example, a person who requires assistance with cooking, preparing, or serving food plus needs assistance in feeding him/herself.  That individual meets the minimum performance level and thus satisfies the eating ADL if a spouse, relative or attendant provides assistance with feeding the person.  Should such assistance become unavailable at any time, the owner is not obligated to provide individualized services beyond those offered to the resident population in general.  





The ADL analysis is NOT used for a determination of eligibility for occupancy, or for determination of whom the Service Coordinator will assist.  Rather, the owner must estimate the number of frail or at-risk elderly and/or non-elderly people with disabilities in the development and certify that this number is at least 25 percent of the total number of residents.  This certification is needed to receive Service Coordinator grant funding.  








VII.  DETERMINING PROGRAM COSTS 





A.	Determining Total Grant Amount





Reasonable costs are generally those that are consistent with salaries and administrative costs of similar programs in your Field office's jurisdiction.  Use the staffing guidelines in Section V, above, to determine the appropriate number of work hours for your proposed program.  Gather data from programs near you to compare your estimates with the salaries and administrative costs of currently operating programs.  Field staff can provide you with contacts at local program sites.





	2.	Year 1:  Set total cost for year 1:  	


	allowable administrative costs		$_________ 


	annual salary rate 			+	$_________ 


	total cost/year 				=	$_________.





Years 2 and 3:  The estimates for years two and three may be based on an annual inflation factor of up to five percent.  Any one-time, first-year start-up costs must be subtracted from year one before calculating the years two and three estimates.





Total grant amount:  Add projected amounts calculated in paragraphs 1 and 2, above.  Subtract any available residual receipts or excess income from this amount to determine the three-year grant amount to request.  





B.	Use of Residual Receipts or Excess Income





If your development has available residual receipts or excess income, you are strongly encouraged to use these funds prior to receiving grant monies.  Include any of these available funds in your request, listed first and by year of use. 





Section 202/8 developments may use any residual receipts amount that exceeds $500 per unit.  You should use this excess amount as long as these funds are not already allocated for other critical development expenses.  If you propose to use residual receipts  to supplement grant funds, you must submit a copy of the residual receipts account statement to the Field office for verification.  If your development does not have a residual receipts account or has insufficient funds to use for this program, so state.





See the Request Letter Format (Attachment 2) for further step-by-step instructions.  The example below illustrates (1) how to determine total program cost and (2) how owners may combine grant funds and residual receipts/excess income to fund a Service Coordinator program: 


	


Example 1: 	The following represents the salary, fringe benefits, and administrative costs for the position.  The salary, fringe benefits, and administrative costs for the first year are $33,750.	


		


		Salary		Fringe	     Admin. Costs	Total





	Year 1:		$25,000	$ 6,250	$2,500		$33,750





	Year 2:		$26,250	$ 6,563	$  525		$33,338





	Year 3:		$27,563	$ 6,891	$  551		$35,005 


			___________________________________________


	TOTAL:	$78,813	$19,704	$3,576	         $102,093








Example 2: 	Assume development has $55,000 in available residual receipts; this amount will be applied prior to the grant funds as follows.





			Residual Receipts	Grant Funds	Total





	Year 1:		$33,750		$0		$33,750





	Year 2:		$21,250      		$12,088	$33,338





	Year 3:	  	$0 			$35,005	$35,005


			_______________________________________


	TOTAL:	$55,000		$47,093	$102,093





	The applicant would then request HUD approval to use $55,000 in residual receipts and $47,093 in grant funds.





	


�
VIII.  FUNDING PROCESS





HUD will award Service Coordinator grant funds through a lottery process. HUD Headquarters staff will hold one national lottery.  A computer program will randomly select applications for this lottery and will continue the process until available funds are exhausted.





Multifamily Field office staff will review applications for completeness and compliance with threshold eligibility criteria.  Certain deficiencies may be cured after submission, subject to NOFA Section VII.  Field staff will forward funding information to Headquarters for entry into the lottery if the applications were received by the deadline date; meet all eligibility criteria; propose reasonable costs for eligible activities, and include all technical application revisions by the designated deadline date. 





HUD will first fund service coordinator costs in applications selected to receive an Assisted Living Conversion Program (ALCP) grant award.  The Department estimates that approximately $2 million will be needed to fund these programs. The actual amount will be based upon demand and the number of applications that meet threshold criteria in both the ALCP and Service Coordinator programs. HUD will set-aside the requested amount of ALCP/Service Coordinator funds prior to conducting the national lottery. Any funds not used for ALCP Service Coordinator programs will revert to the lottery to fund all other eligible applications submitted under the Service Coordinator NOFA.








Assisted Living Conversion Program 


Applicants’ INFORMATION 





A.	General





Owners applying for an ALCP grant may also apply for Service Coordinator funding through the Service Coordinator NOFA.  Owners may apply if they meet the following conditions:





Do not currently have a Service Coordinator program.  If your development does not have a program, you can apply for funds to serve ALCP residents and/or the other non-assisted living residents in the development.





Have a Service Coordinator program, but need additional hours or staff to serve the assisted living residents.





In either case described above, you do not have available residual receipts, excess income, or Section 8 funds to cover the cost of a new or augmented Service Coordinator program.








Indicate on the “ALCP Applicant Checklist and ALCP Applicants’ Form”, attachment 5, whether or not you want your request entered into the national lottery if your ALCP application is not selected to receive an award.  





B.	Amount to Request





Please follow the guidelines in Section V.C “Guidelines for Work Time” of this application kit to determine the appropriate numbers of work hours to propose.  Your salary, fringe benefits, and administrative costs must also be comparable to other program costs in your area, as noted in Section II.E of this application kit.  





Make sure that you describe in your application how the new or additional Service Coordinator hours will support your proposed assisted living program.  To do this, follow the instruction provided in Section VI(B)(8)(b) of the ALCP NOFA.





C.	Application Requirements





You must submit all required components of this Service Coordinator application package.  However, you will also submit the following seven forms as part of your ALCP application.  Therefore, you may submit copies of these forms in your Service Coordinator application.  HUD only needs one form with an original signature, but we do need a copy of the form to make each application complete:





Standard Form for Application for Federal Assistance (SF-424)


Federal Assistance Funding Matrix and Certifications (HUD-424M)


Drug Free Workplace Certification (HUD-50070)


Disclosure Form Regarding Lobbying (SF-LLL)


Applicant/Recipient Disclosure/Update Report Form (HUD-2880)


Certification Regarding Debarment and Suspension (HUD-2992)


Acknowledgment of Application Receipt (HUD-2993)





Also be sure to complete the “ALCP Applicants’ Form” (Attachment 5).  This is where you will indicate your preference for Service Coordinator funding.














YOU HAVE REACHED THE END OF THE TEXT PORTION OF THE APPLICATION KIT.�
APPLICANT CHECKLIST (Non-ALCP Applicants)





Use this checklist to review your package and insure that all materials are properly completed and included.  Submit a copy of this form with your request to HUD.





_____ (1)	Request Letter 





_____ (2)	Lead agency letter format (if appropriate)





_____ (3)	Evidence of comparable salaries in local area.





_____ (4)	If quality assurance is included in the proposed budget, a justification and 	explanation of how this work will be performed.





_____ (5)	      (If applicable) A narrative description of your proposed plan to serve low-income elderly or disabled families living in the vicinity of the development(s).included in your application, of your plan.





_____ (6)	(If applicable) Evidence that prior funding sources for your development’s Service Coordinator program are no longer available or will expire on or before January 3, 2002.





_____ (7)	A bank statement with the development's current residual receipts or excess income balance.





_____ (8)	Service Coordinator Certifications 





_____ (9)(a)	A certification from an independent Public Accountant or the cognizant government auditor stating that the financial management system employed by the applicant meets proscribed standards for fund control and accountability required by the pertinent OMB circular.  





_____(9)(b)	In the case of developments using the AAF or that are profit-motivated, the certification states that the development does not have sufficient funds from rental/other income to fund the Service Coordinator.


_____ (10)	Standard Form for Application for Federal Assistance (SF-424) 





_____ (11)	Federal Assistance Funding Matrix and Certifications (HUD-424M)








_____ (12)	Standard Form for Assurances - Non-Construction Programs (SF-424B)





_____ (13)	Drug Free Workplace Certification (HUD-50070)





_____ (14)	Certification of Payments to Influence Federal Transactions (HUD-50071)





_____ (15)	Disclosure Form Regarding Lobbying (SF-LLL)





_____ (16)	Applicant/Recipient Disclosure/Update Report Form (HUD-2880)





_____ (17)	Certification Regarding Debarment and Suspension (HUD-2992)





_____ (18)	Acknowledgment of Application Receipt (HUD-2993)





�
REQUEST LETTER FORMAT








Use the format shown below to request Service Coordinator grant funds.  Write this letter on your organization’s letterhead.  If you submit a joint application with another owner, you both must submit a separate letter.





Dear ______________________________________     _______________


	Director, Multifamily Hub/Program Center		     Date 


                                   


	The following is my request for a three-year Service Coordinator grant.  I am requesting a total grant amount of $_________. 





Owner name and address: ____________________________





_______________________________________________________





DEVELOPMENT INFORMATION  (Include relevant information for each development in your application.)





Development name and address: 





__________________________________________________________________________





__________________________________________________________________________


	


2.  _______________________	__________________   _________________


 	Project Number		Section 8 Number       	Development's


								   	Cong. District





3.  Project Type - check one:  


	


	____	202 or 202/8 





	____	Section 8 (including moderate rehabilitation and Rural Housing Service 515/8)


	


	____	Section 221(d)(3) below-market interest rate





	____	236 insured or assisted








�
4.  Project uses which method (check one):





	____ Budget-based rent increase	____ AAF increase





5.  Total Number of Rental Units  ______.





6.  Total Number of Residents  ______.





7.  Estimated Number Frail elderly and non-elderly people with disabilities ______.





8.  Estimated Number at-risk elderly  ______





9.  Are you planning to contract out for a Service Coordinator? 	____ Yes	____ No 





Development will share a Service Coordinator with other 


development(s)?  							____ Yes	____ No 





	If yes, please give name and address of the development(s) and owner(s), if different.





	 ______________________________________________________________________





	 ______________________________________________________________________








EXPLANATION OF FIRST YEAR COSTS





A.  First Year Program Costs 





     1.  Salary Rate





a.	Determine the first year's base salary level, looking at comparable positions 	(modified by number of hours worked). 


	


		Base salary level	$_________


 


	 b.	Fringe benefits


	% of base salary	  _________ %





		Dollar value		 $__________





  	c.	First year salary rate	$____________ + $_______________ =  $_____________


	  	   		 	      base salary     	fringe benefits	   	salary rate


					


     2.	Administrative Costs





First, determine start-up costs:





		Item  ________________	$______________________


	


		Item  ________________	$______________________


		


			Total:			$______________________





Then estimate annual on-going administrative costs for your program:  





		Item  ________________	$______________________


	


		Item  ________________	$______________________





		Item  ________________	$______________________





Identify total first year on-going administrative cost:   $______________





Sum start-up and on-going costs for year one:   $____________________


	


	Is quality assurance included as an administrative cost?	___ Yes	___ No


	


	If yes, provide justification and explanation of how it will be done.





	Do you plan any activity related to setting up confidential 


	office space for the Service Coordinator that would be 


	considered part of start-up administrative costs?  		___ Yes	___ No


	


	If yes, provide a detailed explanation of your proposed plan.


    �
 3.	Total cost





	First year's total costs:


	


	Annual salary rate 			$_____________ +





	Allowable administrative costs 	$_____________ =





	Total cost 				$ ____________.





 B.	Costs for Year 2 and 3 





	Before determining second year costs, subtract any one-time start-up costs in year one from that year's total expected cost.  Use this "adjusted" total year-one cost in the calculations below.


	


	Use a five percent inflation factor to determine costs for years 2 and 3.





	Year 1 total cost $_______ x 1.05 = total cost year 2 $____________


	


	Year 2 total cost $_______ x 1.05 = total cost year 3 $____________





	Sum costs for years 1 - 3 = 	$__________.


	This is my total grant request.





	The total grant request breaks down as follows:





�PRIVATE ���
SALARY�
FRINGE�
ADMIN. COSTS�
TOTAL�
�
YEAR 1�
$�
$�
$�
$�
�
YEAR 2�
$�
$�
$�
$�
�
YEAR 3�
$�
$�
$�
$�
�
TOTAL�
$�
$�
$�
$�
�






USE OF RESIDUAL RECEIPTS OR EXCESS INCOME





When financially possible, developments should use available residual receipts or excess income before receiving grant funds.  Owners can use residual receipts or excess income in conjunction with grant funds.  Section 202 developments must maintain a minimum of $500 per unit in their residual receipts account.  Indicate amounts of these funds to be used along with grant funds below:





�PRIVATE ���
RESIDUAL RECEIPTS OR EXCESS INCOME�
GRANT FUNDS�
TOTAL�
�
YEAR 1�
$�
$�
$�
�
YEAR 2�
$�
$�
$�
�
YEAR 3�
$�
$�
$�
�
TOTAL�
$�
$�
$�
�






C.  Serving Community Residents





Do you propose to provide service coordination to low-income 


elderly or disabled families living in the vicinity of the 


development(s) included in this application?				___ Yes	____ No 





If yes, please provide a narrative description of your plan to provide such services to community residents.





Description:


	





We appreciate your consideration of this request.  If there are any questions, your staff may call _______________ at ______________ for further information.











Sincerely,








________________	________________	


Signature		  Typed Name	





Chairperson, Owner/borrower corporation�
SERVICE COORDINATOR CERTIFICATIONS    	











At least 25 percent (25%) of the residents of the development are frail or at-risk elderly and/or non-elderly people with disabilities at the time of your request to HUD. 





2.	There is sufficient separate office space available for the Service Coordinator (and aides, if appropriate), including space for confidential meetings and a separate location in which to secure files, without adversely affecting normal activities.





3.	You (1) have not been charged with a violation of the Fair Housing Act by the Secretary; (2) are not a defendant in a Fair Housing Act lawsuit filed by the Department of Justice, and (3) have not received a letter of noncompliance findings under Title VI of the Civil Rights Act, Section 504 of the Rehabilitation Act, or Section 109 of the Housing and Community Development Act.





If you have resolved a charge, lawsuit, or letter of findings, as described above, you have done so to the satisfaction of the Department. 





4.	You do not have any outstanding Inspector General Audit findings.	





5.	Client files shall be kept in a secured location and accessible ONLY to the Service Coordinator, consistent with maintaining confidentiality of information related to any individual per the Privacy Act of 1974.





6.	In the event that the Service Coordinator (directly hired or contracted) is not fully trained at the point of hiring, you agree to ensure that the Service Coordinator receives and completes appropriate training and ongoing continuing education requirements, consistent with Housing’s Management Agent Handbook 4381.5, Revision-2, Change-2, Chapter 8.9.





If you are applying on behalf of a Section 202 development, the development has a residual receipts account separate from the reserve for replacement account or you agree to establish one as a condition of receiving this grant.





You will not use grant funds to replace currently available funding from other sources that is currently paying for a Service Coordinator or for some other staff person who performs Service Coordinator functions.�



SERVICE COORDINATOR CERTIFICATIONS (continued)	











You agree to submit quarterly payment vouchers and semi-annual performance and financial status reports to your local HUD Field Office, presenting on-going information about your program’s activities. 














_____________________	_______________________	______________


Signature			Print Name			Date	





Chairperson, Owner/borrower corporation.


�
TRANSMITTAL LETTER FORMAT FOR DESIGNATED LEAD AGENCY








If more than one owner is proposing to share a Service Coordinator, one agency must designate itself the "lead".  This agency must submit a letter following this format on organization letterhead.








Dear	___________________________________ 	 	 _______________


	Director, Multifamily Hub/Program Center			Date








The ___________________ for ______________________________is requesting grant 


	Owner Name 			Development Name and city)


funds to hire a Service Coordinator.





This request includes ________  developments, which will share a Service Coordinator.  


			Give #





The developments are:


										     


 Owner		Development Name and Address		$ Requested





______________________________________________	__________





______________________________________________	__________





______________________________________________ 	__________





______________________________________________	___________





							Total:	__________


	


The completed requests from each of these ________ applicants are attached to this letter.


						Give #





Sincerely,





______________________	_______________________


(Signature)			(Typed Name)


Chairperson, owner/borrower corporation


�
ALCP APPLICANT CHECKLIST





Use this checklist to review your materials to make sure they are properly completed and included.  Submit a completed form with your request to HUD.





_____ (1)	Request Letter 





_____ (2)	Lead agency letter format (if appropriate)





_____ (3)	Evidence of comparable salaries in local area.





_____ (4)	If quality assurance is included in the proposed budget, a justification and 	explanation of how this work will be performed.





_____ (5)	      If you propose to serve low-income elderly or disabled families living in the vicinity of the development(s) included in your application, a narrative description of your plan.





_____ (6)	(If applicable) Evidence that prior funding sources for your development’s Service Coordinator program are no longer available or will expire within sixth months following the application due date.





_____ (7)	A bank statement with the development's current residual receipts or excess income balance.





_____ (8)	Service Coordinator Certifications 





_____ (9)(a)	A certification from an independent Public Accountant or the cognizant government auditor stating that the financial management system employed by the applicant meets proscribed standards for fund control and accountability required by the pertinent OMB circular.  





_____(9)(b)	In the case of developments using the AAF or that are profit-motivated, the certification states that the development does not have sufficient funds from rental/other income to fund the Service Coordinator.





_____ (10)	Standard Form for Assurances - Non-Construction Programs (SF-424B)





_____ (11)	ALCP applicants’ form





�






Original or copies of the following forms:








_____ (12)	Standard Form for Application for Federal Assistance (SF-424) 





_____ (13)	Federal Assistance Funding Matrix and Certifications (HUD-424M)





_____ (14)	Drug Free Workplace Certification (HUD-50070)





_____ (15)	Disclosure Form Regarding Lobbying (SF-LLL)





_____ (16)	Applicant/Recipient Disclosure/Update Report Form (HUD-2880)





_____ (17)	Certification Regarding Debarment and Suspension (HUD-2992)





_____ (18)	Acknowledgment of Application Receipt (HUD-2993)





�






ALCP APPLICANTS FORM








Complete this form ONLY if you are applying for both an ALCP grant and a Service Coordinator grant.  Complete Part I or II, not both.





I.   I currently do not have a Service Coordinator working at the site, ____________________, 


included in my ALCP application.					    (Development Name)





I expect 							________ 


residents to participate in the ALCP and to receive 


assistance from the Service Coordinator.





I expect 							___________ 


non-ALCP development residents to also use the services 


of the Service Coordinator.





The Service Coordinator will work 				_________


hours per week.  





My first year annual cost is estimated at 			$_________ 





and my 3-year grant request  is for 				$_________





If my ALCP application IS NOT selected to receive a 	Yes____   No____


grant, please enter my Service Coordinator request in 


the Service Coordinator national lottery.





(*Your request for the number of work hours and the total number of residents to be served, as indicated above, will be entered in the lottery.)








(Continued next page)


�



ALCP APPLICANTS FORM








II.  I currently have a Service Coordinator working at the site, ____________________, 


included in my ALCP application. 			                  (Development Name)





The Service Coordinator currently works 			_________





hours per week and serves					_________


residents.





I would like to augment the Service Coordinator’s time or hire another full or part-time Service Coordinator or aide to work with ALCP residents.





My request is to add 						_________


hours a week to the Service Coordinator’s time.





I expect to serve						________ 


residents in my ALCP. 





My first year annual cost is estimated at 			$_________. 





and my 3-year grant request  is for 				$_________.





Please remember to include in your ALCP application an explanation of why you are seeking incremental hours for your Service Coordinator Program.  What additional responsibilities will the Service Coordinator have in working with ALCP residents.  Why are additional hours needed to make your ALCP a success?





If my ALCP application IS NOT selected for an award, I understand that HUD will not fund the incremental hours requested.





�
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