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_____________________________________________________________________________Subject:  Line of Credit Control System/Voice Response System (LOCCS/VRS) for the Indian Housing Block Grant Program  
1.  Purpose. This Notice reissues, with a few minor additions, PIH Notice 2007-32 and provides specific guidance on the use of the Line of Credit Control System (LOCCS) and the Voice Response System (VRS) for the Indian Housing Block Grant (IHBG) program.  This Notice includes guidance for both the grant recipient and the Office of Native American Programs (ONAP) staff.  This Notice includes changes to the previous Notice to bring the information current.  
2.  Background.  The IHBG program is authorized by the Native American Housing Assistance and Self-Determination Act of 1996 (NAHASDA), as amended, and the regulations governing the program are found at 24 CFR Part 1000.  This Notice provides program-specific guidance for the IHBG program area created in LOCCS.  General guidance for recipients is provided in the LOCCS/VRS Instruction for Grantees dated March 30, 2005 (See page 11 of this Notice).
3.  Overview.  LOCCS is an automated payment system used by HUD to provide grant recipients with a convenient system for requesting funds.  The system allows for timely disbursements and accountability of funds.  LOCCS provides ONAP with a method of establishing payment thresholds and reviewing the history of payments to grant recipients.  The grant recipient uses VRS to requisition grant funds, as needed, with a touch-tone telephone.
4.  LOCCS Guidance.
a. Establishing a Grant in LOCCS:  To establish a grant in LOCCS, the Area ONAP must submit the Funding Approval/Agreement, form HUD-52734-B, (See page 34 of this Notice) to the Chief Financial Office Accounting Center (CFOAC) at the following address:
U.S. Department of Housing and Urban Development
Office of the Chief Financial Officer

CFO National Accounting Center

801 Cherry Street, Unit #45, Suite 2500
Fort Worth, TX  76101

      The cfoac will enter the fund obligation amount from the HUD-52734-B into the Program Accounting System (PAS).  LOCCS will automatically retrieve this information from PAS.  For detailed information on the various actions that must take place before a grant is established in LOCCS, Area ONAPs can refer to the LOCCS Program Area Business Rules/Functions document found on the CFOAC website.  NAHASDA Guidances 98-7 (Tribe/TDHE) and 98‑03A (ONAP) also provide additional details on the various forms required for an IHBG project.

      If the grant recipient is a TDHE and the TDHE submits an Indian Housing Plan (IHP) for each tribe it serves, a HUD-52734-B should be executed for each tribe.  If the TDHE submits one IHP for all the tribes it serves, a single HUD-52734-B should be executed, with an addendum identifying the tribes and amounts included in the HUD-52734-B.  In this case, ONAP will use the representative tribe (in agreement with the representative tribe for the IHP in the Lotus Notes system) to determine the grant number for block 5 of the HUD-52734-B.  
If the TDHE submits one IHP, but provides separate tables within the IHP for each tribe it serves, the Area ONAP should contact the TDHE to verify whether a single or multiple HUD-52734-Bs should be executed.
b. LOCCS Security:  To gain access to the IHBG program area in LOCCS, all users of either LOCCS or LOCCS/VRS must be authorized for that program area.  To obtain authorization, the grant recipient staff person must submit a LOCCS Voice Response System Access Authorization, form HUD-27054, (See page 35 of this Notice), with the IHBG program code in block 5a and Indian Housing Block Grant in block 5b.  The form must specify what type of access is being requested in block 5c (Query Only or Project Drawdown), based on the activities that the staff person will perform in LOCCS/VRS.  If the staff person is requesting access as a new user in LOCCS or is reinstating its LOCCS access, the form must be notarized.  
For additional information, see pages 4 and 5 of the LOCCS/VRS Instruction for Grantees.  The form should then be sent to the Area ONAP for review.  The Area ONAP will retain a copy and forward the original HUD-27054 to the following address:
U.S. Department of Housing and Urban Development
Office of the Chief Financial Officer, FYM

Attention:  LOCCS Security Team

P.O. Box 23774

Washington, DC  20026-3774

ONAP staff must also request authorization for access to the IHBG program area in LOCCS.  To do so, ONAP staff must complete the LOCCS Access Authorization Security Form for HUD Staff, form HUD-27054-A (See page 37 of this Notice).  This form is available to ONAP staff from HUDCLIPS.  Block 12 of the form will include the IHBG program area code, along with the type of access requested (see the form instructions for additional information on the types of access available).  For LOCCS access beyond “Query,” there are additional forms that must be completed (for a list of the forms, ONAP staff can refer to the LOCCS Access for HUD Staff instructions located in the CFO website).  The completed form(s) are also sent to the above address.

LOCCS will automatically generate a notification letter when the request for access has been processed.  For additional information see the LOCCS/VRS Instructions for Grantees. 
c. Banking Information:  If a grant recipient has not previously used LOCCS, they must submit to the Area ONAP a Direct Deposit Sign-Up, form SF‑1199A (See page 39 of this Notice) and a cancelled check or copy of a cancelled check from the bank account where the funds are going to be deposited.  The Area ONAP will review the form, retain a copy, and then forward the original SF-1199A and cancelled check to:

U.S. Department of Housing and Urban Development

CFO National Accounting Center

801 Cherry Street, Unit #45, Suite 2500
Fort Worth, TX  76101

The information contained on the form allows for the automatic deposit of funds requested from LOCCS/VRS.  The form identifies the grant recipient’s Tax Identification Number (TIN), bank name, account number, and the type of account.

Since banking information can be maintained in LOCCS at three different levels (i.e., TIN, Program Area, or Grant), if a grant recipient has previously used LOCCS for other programs, an SF-1199A must be used to establish different banking information specific to either the IHBG program area or to the grant itself.  To establish banking information specific to the IHBG program area, specify IHBG in Section 1, block G of the SF-1199A.  If a grant recipient wishes to have banking information specific to a project or projects, the project number(s) must be listed in Section 1, block G or on an attachment to the SF-1199A.  See pages 5 and 6 of the LOCCS/VRS Instruction for Grantees for further information.
d. Drawing down funds from LOCCS:  The grant recipient must prepare a voucher for every payment request made using LOCCS/VRS.  The grant recipient should complete items 3-14 of LOCCS/VRS Indian Housing Block Grant Payment Voucher, form HUD-50080-IHBG (See page 43 of this Notice), before placing the call to LOCCS/VRS.  During the call, LOCCS/VRS will generate the voucher number to be inserted in item 1.  All voucher numbers for the IHBG program area begin with the number 079 that has been pre-printed on the form HUD-50080-IHBG.  For detailed steps and information on the LOCCS/VRS call-in process, see pages 7 through 9 of the LOCCS/VRS Instruction for Grantees.  
The grant recipient must keep the original voucher and backup documentation on file to support the drawdown request.  Copies of the voucher are not to be sent to HUD unless specifically requested by the Area ONAP.
5.  Components of LOCCS.
a. Program Area Identifier Code: Each program within LOCCS has a three or four character program area identifier code.  The LOCCS program area code for the Indian Housing Block Grant Program is IHBG.  Grant recipients will note this code is preprinted in block 2 of the LOCCS/VRS Indian Housing Block Grant Payment Voucher, form HUD-50080-IHBG (See page 43 of this Notice).  ONAP staff will use this code at the initial sign-on screen in LOCCS for access to the IHBG program area.

b. VRS Number: Each grant established in LOCCS is automatically assigned a unique 10-digit number.  This number is used by the grant recipient in the LOCCS/VRS to specify which grant is being accessed.  The LOCCS/VRS number format is #####-**@@@, where:

#####

Represents a base number assigned by LOCCS to the recipient 

** 
Represents a numeric code assigned by LOCCS to the program area.  The numeric code of the IHBG program area is 79.  

@@@ 
Represents a sequential number beginning with 001 representing the number of grants assigned to the recipient within the program area. 

The VRS number is generated by LOCCS after the Area ONAP staff divides the grant funds to one or more specific funding activities.  LOCCS automatically generates a letter to the grant recipients notifying them of the assigned VRS number.

c. Budget Line Items.  Disbursements from IHBG will be directed against specific funding activities called Budget Line Items (BLI).  The BLIs for IHBG are specific to this program and have unique four-digit numbers associated with each BLI, as follows: 
	Line Item #
	Line Item Activity

	1600
	Current Assisted Stock (CAS) Operating Subsidy - This BLI identifies the amount of operating subsidy from the Formula Current Assisted Stock for each grant recipient, as identified in the formula listing; however, disbursements from this BLI may be used by the grant recipient for operating subsidy purposes or for any other eligible affordable housing activity.

	
	

	1601
	Investments - This BLI is used to record the maximum amount of funds from the grant that may be invested.  Disbursements from this BLI may be used by the grant recipient for investment purposes or for any eligible affordable housing activity.  According to 24 CFR § 1000.58(b), a grant recipient that demonstrates to HUD the capacity to invest IHBG funds may invest a portion of its IHBG annual grant.  PIH Notice 2009-6 (TDHEs), which reissued PIH Notice 2007-24, provides the basis for determining if a tribe or TDHE has the administrative capacity to invest IHBG funds.  Because the regulations established a 2-year limitation on the term of the investments, this BLI will be used by ONAP to monitor the timing of investment activity, as discussed in item f., below.



	1602
	IHBG Balance - This BLI will reflect the balance of the grant funds (annual grant amount minus FCAS Operating Subsidy and Investments).  Funds disbursed from this BLI may be used for any eligible affordable housing activity.



	9900
	Post Audit Adjustment - This is a “Protected,” “Undisbursable” BLI used to record any funds that may be recaptured when the grant is “closed out” in LOCCS.  For additional information on “Protected,” “Undisbursable” BLIs, ONAP staff can refer to the LOCCS Program Area Business Rules/Function Document located at the CFO website.  The “close out” of IHBG in LOCCS is discussed in item e., below.




While environmental review requirements apply to most IHBG activities, due to the nature of the IHBG program and the range of activities that may be performed under the IHBG, ONAP will not control the release of funds in LOCCS.  It is the grant recipient’s responsibility to ensure that prior to obligating or expending funds, all environmental review requirements have been met according to 24 CFR Parts 50 or 58.  It is to be noted that a drawdown request through LOCCS is not the Request for Release of Funds (RROF) that is required under Section 105(b) of NAHASDA.  If HUD has knowledge that the RROF has not been submitted or approved on a project or activity, HUD may refuse a drawdown request.

d. Grant Thresholds and Edits.
i) BLI Edits:  The three BLIs specific to the IHBG program (1600, 1601, and 1602) have been established with a “hard” edit that prevents a grant recipient from exceeding the BLI.  The LOCCS/VRS will not accept voucher requests that exceed the BLI limits.  Because of the nature of the IHBG program and its BLIs, once the budgeted amount is reached for either BLI 1600 (CAS Operating Subsidy) or BLI 1602 (IHBG Balance), the grant recipient may draw down funds from the other BLI until both BLI 1600 and 1602 are fully disbursed.  However, if the budgeted amount is reached on BLI 1601 (Investments), the grant recipient may not draw funds from either of the two other BLIs for investment purposes.

Area ONAP staff are responsible for dividing the IHBG funds between the three BLIs according to 24 CFR § 1000.58(f) and formula amounts using the “F01” screen in LOCCS, using the HUD Mainframe, or “Budget Update” screen in the LOCCS web-based system.  If the grant recipient has not requested or been approved to invest funds, then no funds should be put into BLI 1601.  Instead all funds would be divided according to the preceding instructions for BLIs 1600 and 1602.

ii) Monthly Thresholds:  The IHBG program in LOCCS has a monthly threshold of 10 percent.  If a grant recipient’s voucher request in LOCCS/VRS would cause the sum of draw downs for that month to exceed 10 percent of the full grant amount, the voucher request will be sent to the Area ONAP for review and approval.  LOCCS/VRS will notify the caller if an Area ONAP review is required before a payment can be disbursed.  The grant recipient should notify the Area ONAP after the voucher has been entered into LOCCS/VRS so that the approval may be expedited.  
In some cases, the Area ONAP may request supporting documentation in order to approve the request.  If the voucher request is for BLI 1601 (Investments), the Area ONAP will approve such vouchers without requesting supporting documentation after verifying that the grant recipient has been approved to invest IHBG funds.  Because of the anticipated size of draw downs, any voucher that follows an investment disbursement will most likely exceed the 10 percent threshold; therefore, it is suggested that investment draw downs be requested from VRS toward the end of a month.

While the Area ONAP has the ability in LOCCS to establish a lower, project-specific, monthly threshold, this action should not be taken.  Rather, the Area ONAP should be placing a general edit on grants under the conditions identified under General Edits, below.

iii) General Edits:  The normal system set-up establishes edits only for the total BLI and for monthly drawdown as discussed in sections i) and ii), above.  Under certain circumstances, principally for failure to comply with environmental review requirements, for failure to submit an acceptable APR, for failure to submit an audit compliant with the Single Audit Act and Office of Management and Budget Circular A-133, or for documented concerns on the part of ONAP regarding the use of grant funds, edits may be placed in LOCCS which require a recipient to provide supporting documentation to ONAP before funds are released to the recipient.  Before imposing such edits, ONAP will inform the recipient of the reasons for the edits and the documentation required to support future drawdown requests.

To place an edit on a recipient’s grant(s) due to “documented concerns on the part of ONAP regarding the use of grant funds,” the Area ONAP must have issued a document, whether it be a monitoring report, management decision letter for an audit report, Letter of Warning, or other document to the recipient that clearly conveys HUD’s concern about the expenditure of IHBG funds.  If the document identifies questioned costs expended, this would satisfy the condition.  Another example may be if the Area ONAP receives an audit with an adverse opinion or disclaimer of opinion.
Placing edits on grants for these reasons should not be confused with making a determination that a recipient is “high risk” under 24 CFR § 85.12, (for governmental entities) or 24 CFR § 84.14 (for non-profit organizations).  To make a recipient “high risk,” the Area ONAP would make such a determination based on the conditions listed under § 85.12(a) (or §84.14) and would place the appropriate special condition(s) or restriction(s) on the recipient’s grant, which are listed under                § 85.12(b) (or § 84.14(e)), as long as the special conditions or restrictions did not conflict with 24 CFR Part 1000, Subpart F.  Of special note, general edits discussed in this PIH Notice would be placed on “current” or “open” grants.  Special conditions or restrictions due to a “high risk” determination are only placed on a grant that is to be awarded.

e. Close-Out Date:  The IHBG program area in LOCCS has only one control date that is maintained by the Area ONAP, the close-out date.  The Area ONAP will use the A01 screen in LOCCS, using the HUD Mainframe, or “Contract Dates” screen in the LOCCS web-based system to record the close-out date when it has received an APR that the recipient has designated as the final report and all funds have been expended.  The close-out date is the date of the Area ONAP’s letter notifying the recipient the final APR is complete. Entry of the close-out date will automatically stop any further disbursements and all LOCCS reporting requirements.  Any funds remaining in the grant will be recaptured by HUD.  (It is not anticipated that a project will be closed before all funds are disbursed; however, exceptions may occur that will require the recapture of funds.  This will probably occur when pennies remain in a grant but must be accounted for to comply with HUD accounting procedures.)  Recaptured funds will be reflected on BLI 9900 (Post Audit Adjustment).

f. Investments:  According to 24 CFR § 1000.58(g), investment of IHBG funds may be for a period no longer than 2 years.  It is the recipient’s responsibility to ensure that the investments do not exceed the 2-year limitation and that those funds are expended for affordable housing activities under section 202 of NAHASDA.  The Area ONAP will monitor the recipient’s disbursements from BLI 1601 (Investments).  If the 2-year period has been exceeded, the recipient will need to return the funds to the project and return any interest earned to HUD.  Refer to Notice PIH 2009-6 (TDHEs) for further guidance on investments. 
6. Reporting Requirements. 
a. Federal Financial Report, SF-425:  Effective October 1, 2009, the SF-425 replaced the HUD-272-I, Federal Cash Transaction Report.  Recipients of IHBG funds must submit the SF-425 (See page 44 of this Notice) to the Area ONAP within 30 calendar days of the end of each quarter (i.e., April 30th, July 30th, October 30th, and January 30th).  Title 24 CFR § 85.41, which required the submission of the HUD-272-I, will be revised to reflect the change.  LOCCS will automatically generate a letter for each grant without a close-out date 15 days before the end of each quarter, to remind the grant recipient to submit the SF-425.  The Area ONAP would instruct LOCCS (through the “A18” screen in LOCCS, using the HUD Mainframe, or the “Discontinue Letters” screen in the LOCCS web-based system) to discontinue sending reminder and delinquent letters when a SF-425 is received that shows all IHBG funds have been drawn down from the line of credit and expended.  
The Area ONAP is responsible for entering into LOCCS the receipt date of the form using the “M10” screen using the HUD Mainframe or the “Receipt of Outstanding Document” screen in the web-based system.  If the Area ONAP does not acknowledge receipt of the SF-425 in LOCCS within 30 calendar days after the end of the quarter, LOCCS will automatically notify the grant recipient that the report is overdue.  Thereafter, ONAP should follow the enforcement procedures as described at 24 CFR Part 1000, Subpart F to address this deficiency.

b. Annual Performance Report:  According to 24 CFR § 1000.514, as amended on August 27, 2007, APRs  must be submitted to the Area ONAP within 90 calendar days of the end of the grant recipient’s program year.  Because LOCCS cannot perform the following functions automatically, the Area ONAP is responsible for notifying the grant recipient before the end of the grant recipient’s program year to submit the APR covering each grant without a close-out date.  If the APR is not received by the Area ONAP within 90 calendar days of the end of the grant recipient’s program year, the Area ONAP will notify the grant recipient that the report is overdue by issuing a Letter of Warning, in accordance with 24 CFR § 1000.530(a)(1).  The Letter of Warning should inform the recipient that ONAP is imposing general edits on its grants, which require supporting documentation be submitted to ensure that planned expenditures comply with NAHASDA statutory and regulatory requirements.
7. Additional Guidance.  For program-specific guidance, grant recipients should contact their Area ONAP.  For detailed, non-program specific LOCCS/VRS guidance, please refer to the LOCCS/VRS Instructions for Grantees web site at:  http://hudatwork.hud.gov/po/f/systems/locvrs.cfm.








     /s/          









Sandra B. Henriquez, Assistant Secretary for






 Public and Indian Housing
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1. Summary of the LINE OF CREDIT CONTROL SYSTEM
(LOCCS)VOICE RESPONSE SYSTEM (VRS JPayment System

'LOCCS is the system HUD uses to disburse and tack the payment of grant fimds
to Grant recipients (e. grantees). Grantees request program fmds through an
‘automated VRS payment system that s maintained by LOCCS. Grantees use VRS
t0 request finds via a touch-tone felephone. Synthesized text 1o-speech dalogue is
‘used fo request payment dafa from the caller.

‘The VRS requires the caller to enter a LOCCS program Area User ID, password,
‘and a Voice Response grant mumber to ensure that the caler has authority to

request grant fimds for his/her partcular grant. The requested payment amountis
Checked against the grant’s available balance in LOCCS to ensure that the request
does not exceed the grant’s authorized funding limit. LOCCS will oly allow one.
dra per day on 3 given grant,unless finds are requested by project o subggantee.

‘Once a requestidraw is approved, finds are sent from the .S, Treasury direcly to
the grantee's bank account, usually within 48 hours from the day the requestis
made.
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11 USING THE VOICE RESPONSE SYSTEM (VRS) PAYMENT
SYSTEM

A. Creating the Line of Credit Control System (LOCCS) Account

‘o order to gain access to LOCCS, you must complete the following forms and.
‘mailthem to the appropriate address:

1. LOCCS Voice Response Access Authorization, Form HUD
27034, (Appendix 1 has instructions for completing this form ) Mail
this form to the approprite program office for review. The program
office will forward the fomm to:

US. Department of Housing and Urban Development
Office of the Chief Financial Officer, FTM
tention: LOCCS Security Team

PO Box 23774

Washington, DC 200263774

(CFO Security cannot process forms that are six months old and over.
‘Forms should be currently dated and forwarded immediately to CFO
‘Security for proper disposition.

2. Direct Deposit Sign-up Form (SF-11994). Appendix 2 has
‘instructions for completing this form. Mailthis form to the
approprie program ffice fo review. The program office wil

forward th form tothe CFO National Accountng Center.

Note: You should maintain copies of these forms for your own.
records.

‘Shortly after HUD receives the required forms (HUD 27054, SE-11994), you
‘will receive a User ID so that you can access your account i LOCCS.

Only users with valid User IDs and Passwords may access LOCCS/VRS.
memhmmmpﬁ:m()uymﬂmhqnm
functions. Likewise, users are only allowed access to those pro

Drojects, nd functons (ht have been roperly requested ki approved by the
Line of Credit Control System’s Security Offcer at HUD Headquarters in
‘Washington, DC.
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B. Accessing LOCCSIVRS

1. Access Authorization/Required Documents

‘The completed forms (Le. HUD-27054, SF-1199A, and HUD-27053)
‘must be refurmed to the appropriate program office atthe address
‘provided by that offce.

2. UserDs

‘The LOCCS Security Officer will notify each authorized individual,
‘who submitted. For HUD-27054, of his/er User ID via  Uses ID
Authorizaion Leter (Appendix 3 o be opened by the addressee
only. The leter willtte that the user must access LOCCS by a
certain date. Although the user will not ave to request a drawdon
in oder o access the LOCCS/VRS system, the ser must input
hiser authorized password. I the systemis ot accesed by the
date specfid n theltter, the usersauhorizaion will be cabceled
and amother orginal notarized HUD-27054 mus be resubmitted.

3. Passwords

‘The authorized individual wil establish an nifal password fo the
‘User ID. Subsequent passwords must be changed within 60 days
Srom the lst ime a password is established. The password change is
‘entered by the authorized user through the VRS system. Ifthe
system wll not allow passwword reset LOCCS form HUD-27054 will
‘need 1o be provided and “passtword reset” should be checked in block
1. Termination of access due to password expiration will require
‘another resubmission of an original of Form HUD-27054.

4. Safeguarding User IDs and Passwords.

o order to ensure the security of the data in the LOCCSIVRS
‘System, each individual with access to the System must safeguard
‘Bis/her User ID and password. User IDs and passwords must NOT
‘e shared with others. Thisalso applies to HUD staff who have been
‘authorized to access LOCCS. Only authorized users should access.
the System. A breach of the System’s securiy requirements vill
result in immediate expiration of a User ID and Password.
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Itmaybe necesary o cancel a User ID because of loss heftor
change inpersonnel. A User ID/Password may be immedisely
‘Canceled by fxing form EUD 27054 to the ppropriate program
office and th program offic il fx the fom t0the LOCCS.
Security Offceat (202) 708-4350. T revised Form HUD-27054
‘st indicating in B 1 that the ser acess should be terminated.
Ifthe recipientof a User D finds tht the envelope containing
hisher User ID has been opened prior o receip, he/she should
immediately notify the LOCCS Security Officer at (202)-708-
0764 or TOLL FREE 1.877.705-7501,

‘Neuw UserIDs may be requested by submiting s Form EUD-27054
it the approprate notarized approval signatures.

5. Troubleshooting

1fyou have any problems completing the Security Form HUD-
27054, ordo not rceive your User ID or Passwordina tmely
‘manner, please contactthe LOCCS Security Officerat (202) 108-
0764 or TOLL FREE 1.877-705-7504.

C. Establishing an Grant Account
1. Selecting a Financial Institution

‘Each Grant recipient/grantee must identiy an existng account ot
estabish a bank account in a fnancial institution toserve s the
designated Grant bank account for the receipt and deposit of gant
funds requested rom the U.S. Treasury. The account may be a
separate bank account o a subsidiary account witin he granfee’s
‘general fund (or fber fund). The fnancial nsiution st be
‘Capable of eceiving Automated Claringhouse (ACED wite transfer
‘payments. This bank account must be i the granfee's name and
llow the grante toisue checks toall payees (named on the check).
hecks drawn aganst this bank account willallow the Grant
Account rcipient grantee to maintain a ecord of each payment.
received.

2. Direct Deposit Sign Up Form

‘Once the Grant recipient grantee has secured a financial instituion,
the grantee must complete nd submit a Direct Deposit sign-up Form
(SF-11992) to the appropriate program office. This form
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identifies the name of the financil institution, American Banking
‘Association (ABA) Transit Routing Number and bank account info
‘which grant unds willbe deposited. All funds will be wire
transfered from the U.S. Treasury direcly intothe grantee’s bank
account. A copy of this form is enclosed, and Appendix 2 has
instructions for completing this form.

After the grantee bas completed Sections 1and 2 and the grantee's
‘Sinancial instfufion has completed Section 3, retum the form AND A
'BLANK CHECK marked CANCELED or VOID to the, CFO
‘National Accounfing Center (see A2 for address).

'PLEASE NOTE that filure to include the canceled check will delay
the receipt of fnds. Any change in the ABA Transit Routing.
‘Number o the account number will require submission of a new
signed and dated SF-1199A.

3. Voice Response System (VRS) Number

‘Once the Grant recipient/grantee has refumed the signed Grant

the HUD-27054 LOCCS/VRS Access Authorization
‘Form and SF 1199A Direct Deposit siga-up Form, the grantee will
receive altter containing the organizafion's computer-generated.
VRS Number (Appendis ).

‘Grant mumbers ae alpha mmeric, making it diffcult o specify them
ver a touch-tone phone. To simplify the process, LOCCS
automatically asigns 2 unique al mmeric, 10-digit mamber to each
gt

D. Preparing the Voucher

‘The LOCCS/(VRS) Voice Response Request Voucher for Grant
‘Payment (HUD-27053) o the BLI Voucher forms are used for Grant
VRS payments. The grantee should contact their HUD
‘Program/Field Office staff for asupply of these forms. Grantees
should make copies o fhese vouchers as needed. A copy of fis
form s enclosed. and Appendix § has insiuctions for compleing
thi form ) These instructions offer general processing rules and are
‘ot applicable n allcases. The grantee should contact their HUD
‘Program/Field Office staf for information and processing rules
‘which are unique o thir given Program Area
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NOTE: The Grant recipient/grantee must keep the original voucher.

E. Drawing Down Funds through VRS

1. VRS Equipment
‘The LOCCS/VRS phone mumber is TOLL FREE 1.877-705-7505

‘Hours of operation Monday through Friday are
8:00 a.m. to 7:00 p.m. Eastern Time.

Afer the inifial greefing, a mem selection s given. LOCCS is:
Selection mumber 2.

2. 1D and Password

‘The caller must have a properly completed voucher in hand s
reference when making the call. LOCCS will first ask forthe caler's
‘User ID and Password to verify thatthe calle s authorized to draw
down finds. Once LOCCS validates he User ID and Password, it
‘ill inform you that you are an authorized user. Then, you wall be
asked to press 1 for Foucher Entry or press 2 for Query Selection.

3. Voucher Number
‘The Voucher Number has fwo parts.

‘First Part - Three-digit Program Area Number
LOCCS/VRS will ask the caller for the Program Area Number. The

‘caller enters the three.digit Program Area Number from Block 1 of
the HUD -27053.

‘Second Part- Six-digit system generated voucher mumber suffix
'LOCCS/VRS will give the callerthe remaining 6 digis of the.
‘voucher mumber. The caller st write the six digis voucher
‘mumber in Block 1 of the voucher form. The caller will be required
to enter the entire 9-digit voucher number for verification before
the callis terminated. This procedhe also ensures that ach
‘voucher mumber is unique.
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NNOTE: If the grantee does not know the three-digit Program.
Area Number that is associated with the grant, the grantee
Should contact their HUD Program/Field Office staff.

4. Entering the VRS Number

LOCCS/VRS will ask the caller to enter the 10-digit VRS mumber for
‘which funds are being requested.

When the VRS mumber is keyed in, the VRS synthasized voice will
speak the HUD project/grant muntber for the calle to ensure the.
‘correct VRS mumber was keyed.

5. Entering the Voucher Amount

“The caller willthen enter the amount of funds to be drawn, folowed
by the pound () sign. Since LOCCS/VRS does not know the exact
‘voucher amout o be entered, the caller must enter the pound (¥)
sign las o indicate that hisher enry is complete. Also,the asterisk
(%) sign should be used inliu of the decimal point.

For example,fo request $28,569.39 the callr would enter.
28569%30%

'LOCCS/VRS then verifes the amount entered. This gives the caller
an opportunity to contime processing or cancel the request.

IFthe caller has made a dravwdown request i error and wishes o
‘cancel the request aferthe call has been completed, he/she must
oty the HUD Office responsible for administering his grant. The.
drawdown request can be canceled if done before 5:00 p.m, Eastern
Time, of the day that the request was made.

6. Various Outcomes of a Request for Payment

3) The requestis consistent with al edis, and the payment is
‘approved either on-line or the callr s required fo contact
their appropriate program offce for payment approval. The
‘requested fimds are sent o the grantee’s bank account, in
‘most cases within 48 hours of the request.

) The grantee s unable to request any fimds and i told that all-
Surther request for fimds have been suspended. This occurs
‘when the grantee s in violafion of his/her grant agreement.
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‘Once the violation s corrected/rectfied, the suspension vill
e lifted and the grantee may confimme o request funds

©) A request for a drawdown i rejected. I the grantee does not
Inow why the request was rejected, the grantee should
‘contact the HUD Office responsible for administering the.
grant for asistance.
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TI1. QUERIES

‘o additon to drawdown capability, LOCCS/VRS allows grantees to query the
System for various information. The inifial mem wil give grantees this option
atthe startof each VRS call. The available query functions are as folows:

A. Grant Query

LOCCS/VRS il give cucrent awhosiaed, disbucsed, 2ad avalable baboce
ol fo the sleced gran, long with genes] gant s

B. Voucher Query

By enteing a voucher mumber,the status of the voucher i given. This
includes when and who caled in the voucher, and i th voucher as been
paid, canceed, ot s out forreview.

C. Last assigned VRS Grant Number

By specifying a Tax ID mumber,the st asigned VRS mumber for the
Selected program area is given by electronic voice. This is useful ifthe
caller has not received the LOCCS/VRS- generated leter with the assigned
VRS mumber, but wishes to draw down funds. If you preferto speak toa
'HUD representative about obtaining your VRS mumber, please contact the
'HUD Office responsible for adminisiering your grant.
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IV. CHANGE OF ADDRESS

T the event of an address change the LOCCS user must complete a HUD form
27054.

‘Under type of fimction (Block 1), the user should check item 7 (change address),
and complete the enfire form. The form does not need to be notarized. The form
should be faxed to the appropriate program office and the program offcer will
fax the for to the CFO Security Offce.
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. CHANGING APPROVING OFFICIALS, LOCCS/VRS.

o the event that a Grant recipient/grantee changes it approving offcil, it must
‘provide written nofification to the LOCCS Security Office

‘This nofification must be on the organization’s letterhead and must include the
following:

1. NAME and TITLE of the netw Approving Official

2. SOCIAL SECURITY NUMBER (SSN),

3. Daytime TELEPHONE

5. ADDRESS of the new Approving Offcial

5. NAME of the PREVIOUS APPROVING OFFICIAL. (NO SSN)

5. Listthe EXISTING USERS (NO SSN) o that we may change Approving
Officials.

7. SIGN, DATE and NOTARIZE the new APPROVING OFFICAL'S
‘SIGNATURE.

Mailthe noffication to:

LS. Department of Housing and Urban Development
Office ofthe Chief Financial Offcer, FIM
tention: LOCCS Security Team

P.0.Bax 23774

Washington, DC 200263774

or fax: (202)-708-4350 (and then mail ORIGINAL)

Office Telephone:
202-708.0764 or TOLL FREE 1.877-7057504

‘Upon receipt of your document LOCCS Securiy willre-certify your saff.
As the approving official you willrceive an officia lefer semi -ammually
‘with instrucfons to re-cerify your stafF within the next six months. You
will not be notified unsilthis time.
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VI List of Appendixes

Appendix 1 How to Complete the HUD-27054 (LOCCS Voice Response.
Access Authorization)

Appendix 2 How to Complete the SF-11994 (Direct Deposit Sign-up Form)

Appendix 3 Sample User ID Authorization Leter

Appendix 4 Sample VRS Number Notification Letier

Appendix 5 How to Complete the HUD-27053 (LOCCS VRS Requast
Voucher for Grant Payment)
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Appendix 1

How to Complete the HUD-27054, LOCCS Voice
Response Access Authorization

For Completion by Grantee

1

‘Type of Function

(1) New User: User does not already have a LOCCS user ID. Form
must be notarized with original signatures.

(2) Reinstate User: Used to renew the user's access authorization in
LOCCS. Form mst be notarized with origial signafures.

@) Terminate User: will immediately terminate the user access
authorizations in LOCCS.

(@) Reset Password for active users: A temporary password will be:
‘mailed back to the user to inform him/her of the rest password's
value. The user will be required to change the password on the next
access to LOCCS.

() Add new program area or tax ID: user has a curent user ID and.
‘will be increasing access capability.

(® Change Tax ID: User has 2 current ID and will be changing the
TAX ID. This function i not to be used to change approving
official, or substitute a user. Contact Field Office contact for
procedures.

(D) Change Address: User s changing the current maling address

(8 Resend User-ID. User has no knowledge of existing User-ID. User
‘must send an orginal notarized form.

% UserD

‘Leave this block blank. For use of CFO staffonly.

. Social Securify Number

‘Enter the Socil Security Number of the caller. Thisis mandatory.
User information
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Al fields are mandatory. Faihure to enter any of these fields may cause
the security request to b rejected.

4. Recipient Organization for which Authorify is being requested
This informaion will identiy the organization the uer will be
representing, Enter the grantee's Tax Idenfification Number and your
organization's name.
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S

LOCCS Progeam Area:

‘Enter the four character LOCCS Program Area. If the grantee does not
Enow the four- character alpha mumeric LOCCS Program Area that
is associated with the grant, the grantee should contact their HUD
‘Program/Field Offce staff.

‘Program Name

‘Enter Program Name Grants If the grantee does not know the
Area that s associated with the grant, the grantee should

contact their HUD Program/Field Office staff.

‘Enter "Q" for Query only access or "D" for Drawdown access.
‘Users who select Dravwdown access will automatically receive Query

Authorized User's Signaure and Date
‘The signature of the user requesting access

Approval

‘This blockis forthe approving official representingthe gratee.
Approvng officials mus b the Chief Executive Officerorthe
desguated representtive o the rganization. Approving offcials
‘camo aprove themselves fo acess fo the ysten.

Notary
‘Each new and re-instated user form must be nofarized. The notary must

‘be ifferent from user and approving officia, and it should contan, seal,
signature and date nofarized.
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Appendix 2

How to Complete the SF-1199A, Direct Deposit Sign-up

Form

Section 1 - o be completed by the grantee

Block A

Block B

Block C

BlockD

Block E

BlockF

Block G

‘Prin or type the name and address of the grantee organizafion and the
telephone mumber of the person completing the form.

Leave Blank

‘Prin or type your Grant Number, which is on the leter, which nofified
‘you of you grant award. Print o fype the Tax Identification Number of
the organization below the project mumber.

‘Mark with an "X" the fype of account into which your Grant funds will
‘e directly deposited. You must choose either Checking or Savings.

‘Prin ortype the mumber of the account into which your Grant fnds will
‘be deposited. 1f your fnancial ntituion does mo use account mumbers,
up to 17 characters of the depositor's name or other dentification may be:
entered. Dashes are acceptable as part of the mumber, but spaces are pot
acceptable. The depositor's account mumber must be formatted exactly

as it appears in the financial nsituion's records.

(Check other and enter the name of the Program

Leave Blank





[image: image19.png]LOCCS/VRS INSTRUCTION FOR GRANTEES

How to Complete the SF-1199A, Direct Deposit Sign-up
Form  (Continued)

‘Payee/loint Payee Certiication

‘The Certification should be signed by the Chief Executive Officer or the
designated representative of the organizafion completing the form. If additional
signatre lines are required, use a plain sheet of paper and affach it {0 the form.
‘Be sure to place your name and grant number on the sheet o tht, if i becomes
separated, HUD will know for which grant it s. Al signatures must be original.
‘Forms containing duplicated copies of signatures will not be processed and will
resultin delays.

‘Section 2 - Print o type the following name and address in this section;

ULS. Department of Housing and Urban Development
Office of the Chief Financial Officer

CFO National Accounting Center

P.0. Box 901013

Fort Worth, TX 76101

Section 3 to be completed by your financial institution

NOTE: DO NOT HAVE THE FINANCIAL INSTITUTION MAIL THE FORM.
‘THE FORM SHOULD BE MAILED TO THE APPROPRLATE PROGRAM
OFFICE.

‘Prin or type the name and address of your financial instifufion, the Routing Number
and Check Digit.

‘Enter the name of the entity to receive the finds i the “Depositor Account Title” block.

‘The financialinstifuion's epreseniative signs and dates the form. The telephone
‘mumber, inchuding the area code, must lso be provided so that HUD can verify.
information.

“This completed form, AND A BLANK CHECK marked CANCELED or VOID,
‘must be returned to the address shown in Section 2 above. Failure fo include the
canceled check will delay receipt of funds.
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Appendix 3
Sample VRS Number Notification Letter

US. DEPT. OF HUD
P.0.BOX 23774
WASHINGTON DC 20026.3774.

GRANTEE NAME
GRANTEE ADDRESS

'US. Dept. of Housing and Urban Development
‘Line of Credit Control System (LOCCS)
Re: Grant Number
‘Dear Grant Recipient.
“This s to advise you of the assignment of your LOCCS Voice Response project
‘umber. This mumber i to be used for telephone queries and requests for fnds.
disbursement.

Your Voice Response project mumber for grant [XXOXXXX Grant Number] s
[VRS Number]

IF you have any questions concerning this matter, please call the HUD
‘Program/Field Office.

Thank you for your participation in the XOXXXX Grant Program.
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Appendix 4
Sample User ID Authorization Letter

US. Dept. of HUD
‘Office of the Chief Financial Officer
At LOCCS Security

P0.Box 23774

‘Washington, DC 200263774

Grantee Name

Grantee Address
Date

'US. Dept. of Housing and Urban Development
‘Line of Credit Control System (LOCCS)

Re: LOCCS Voice Response System (VRS) Access Autharzation
‘Dear Grante:

Your equest for LOCCS Voice Response System access kas been approved.

“Your new User ID s [7 digit mumber].

To activate this access authorzation, you must cal e HUD VRS at (103) 391-
1400 or toll free 1.877-705-7505 by [45 days rom date lised above] You need not
draw down funds at this e, ut you will b asked to selecta pasword.

'FAILURE TO ACTIVATE YOUR USER ID AND ACCESS BY THE DESIGNATED
'DATE WILL RESULT IN AUTOMATIC CANCELLATION OF THIS APPROVAL!

‘The attached sheet coniains generalinformation on the HUD Voice Response System.
You should etain his sheet and have it readily accessible when you call VRS. More
detailed information about this VRS is confained i the XYXXOOXXXX Grant Program
‘nstructions.

‘Your User ID will be terminated i it s not used for a given six-month period. To avoid
being terminated. you should call the VRS on at least a quarterly bais and change your
password.
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Sample User ID Authorization Letter (Continued)

‘This access has been approved for the following Program Area, Recipient Tax ID, and
Sumction:

YOOOOOCKX Grant Program Tax ID: [Grantee's TIN]
Nameof Grantee:  __Query adlor_ Drawdown

IF you have any questions concerning security maters, please call the LOCCS Security
‘Officer at 202) 708.0764 or tollfree 1.877-705.7504.

You can access the HUD Voice Response System by calling
(703) 3440132 or oll free 1877-705-7505.

A Usea touch-tone phone to enter mumeric values and slections per Voice
instructions. Select HUD’s Line of Credit Control System (LOCCS) by pressing.
“2" afer the voice greting.

B. When entering fields of variable length such as a voucher amount, remember to
Sollow the amount with a "#". Draw down whole dollar amounts only.

Anytime that input s requested, one of the following can be used:
#8 Repeat the st thing spoken.
49 Retu to previons mem slecion
#0 Quit Immediately
#1 Retu to il VRS Memselecton
For Budget Line It Recuess
9999 Extry afer ial in tem i entered

3# To cancel th last budget lne item
‘requested.

‘SAVE THIS SHEET AND KEEP IT READILY ACCESSIBLE FOR USE
WHEN CALLING THE VES.





[image: image23.png]LOCCS/VRS INSTRUCTION FOR GRANTEES

Appendix 5

How to Complete the HUD-27053, (LOCCS VRS Request

Block4.

Block 42

Block 4

‘Voucher for Grant Payment)

Voucher Number:

Ente the tree-digit Program Area Nummber (Grant Program prefi).

‘The remaining six digis vl b automatically determined by LOCCS

2nd gven tothe caler during the drawdown session.

NOTE: If the grantee does not knov the three-digit Program Area

‘Number that s associated with the grant, the grantee should

contact their HUD Program/Field Offce staff

L0CCS Program Area:

‘Enter thefour character LOCCS Program Area

NOTE: Ifthe grantee does not know the four-character alpha
‘mumeric LOCCS Program Area thatis associated with the
‘grant, the grantee should contact theix HUD Progeam/Field
Officestaft.

Period Covered by this Request:

Ente th time perod in mmddyy format (e g From 050100 To

053100) hat Fands were/oll b expended.

‘Enter the name of the recipient organizafion which s requesting funds.

It must be the same name fkat ppears on the Grant Agreement.

‘Enter the organization's Tax Ientificaion Number alo called

‘Employer Identification Number).

‘Enter the organizatin's address
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How to Complete the HUD-27053 (LOCCS VRS Request
‘Voucher for Grant Payment) (Continued)

BlockS  Ener the balance of finds on hand.

Block6  Voice Response Number: Enter your 10-digit VRS Number, which
‘you received by mail.

‘Enter the Grant or Project Number that appears on your Grazt.
Agreement.

‘Enter the amount requested and the Voucher total. Al amounts must be:
‘entered as whole dollars.

Block7  Enerthe name and fitl of the person authorized to equestthe fimds.
‘The authorizing signatory in Block 7 can not be the same person(s)
designated in BLOCK 3 of the HUD27054, LOCCS voice Response
‘Access Authorization Form
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Instructions for the
LOCCS Voice Response Access Authorization
Security Form

Typeof Fanction:

(1) New User: Userdossnocuretly v aL OCCS werID.-
Form must b actarized with oiginal sigastrss.

(2) Relstate User: Used o renew th use's access auiho-
Fizsion in LOCCS. Form mst be notanized with onginal

(6) Change Tax ID - User has 2 curat ID and will be
changing e Tax ID. Thifunctonis not o beused to change
‘approvingofical, o substtute auser. Contact Field Office

Reciplent Organizaton for which Authorty is being ro-
quested This wil dentty the organization th usr wil be

represcating. Ete th organzation' Tax D and xganiz.

Program Authority. deniy the HUD program(s) thisuser
will e authorized 0 2cces fo th ecpient rganization and
then enter he corrsponding code(syaamels). [Program
Offceshould provide this Information.]

. Contact yourlocal HUD ield Ofice fothe appropriae
3 or 4 <haracter LOCCS Progeam AreaName

. Enter either "Q" for Query only acces, D for Project
Drawdown scesss. Users who select Project Drswiown
accas, Projct St Up access, o Administrative Drawdown
Scesss willntomatcally eceiv Query sccess. Persons who
have Project Set-Up Authoriyfo agiven TaxIDcannotalso
have Projct Drawdown Auhorityfo thesame Tax ID. °S"
and "A" sxe reserved for use with the HOME sad HOPE
Programs.

Signature. The signatuce for whom access s being ro-
quested and the dae (mddlyyyy) (s authorization was
signe.

Approval. Eater the mame, i, SSN (ocial secuitynum-
ber.office phon, ofice address,sgasture and dte (min/
a0y of the spproving official eprseating he recipient
organization. Approving offcals canaot approve hem-
salves for acces 10 the systom, and must be the users
suparvisor.

Notary. Mastbe difesat fom wer sad approving oficil.
‘Sealandsgnature o the oficial who ntaize s form and
date (mmdlyyy). Notary should notarize b signatures.
Notay s oaly required for e usar and Sllte e

Bl
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LOCCS Access Authorization
‘Security Form (for HUD Staff)

L Type of Acton:
New User: Userdocs ot currntly have aLOCCS User ID.
Reinsate User: Used 0 reaew the user scesses suthoriza-
tion ia LOCCS - Fleld personnel mus send t Employee
Service Center, HQ Prsonnel mist 5010 Personne Secarity
nhQ.

Terminate User: will cause immedise termiaation of the
asers sccsss i LOCCS.

AddNew Program Area_ Uses s acurrent ser D and will
o incresiag acess capabilty - oaly st now areas.
‘Change Program Area: User has a crren ID and will be
Changing the aes information or the access PAVISESEcur.
oty asigned.

Change Address, User s carreat D snd will b chasging
curret maiing address.

12. Access Requested: I th User Type s "HAO," or “0S5.”
skipto ems 13.14)

Ener e o 4-character LOCCS Program Areaiscolumn
1. Headquartrs program staff will provide you with the
approprite codes).

Mk, in the appeopriat columa,the access privilges ro-
questa:

Mark "Query” ony ifnooterclssfcaions desived Tis
will allow th user to query il dat fo th HUD progeam
‘within her Field Offc, Regional, o Headquartes contrl.
Mark “Payment/ Banking Control Data Entry” if you are
a0 omployee of the CFO Natioal Accountiag Cener, 3
“RAD" type o sor and your b function will b asigaing
a gran 013 Tax 1D Number or snlering paymentbanking
s

Mark “Voucher Entry”f yousre  "RAD type of ser,and
an employee of the CFO Natonal Accountng Cener and
‘you job function will b o eate vouchers iato LOCCS.
Mark “Verify” if you are & "RAD" typo of user, and an
employee o e CFO Nationsl Accounting Cente,and your
job function s 1o confir paymentbanking dita andor
Vouchersenered by the RAD.

Mark “Field Offce Aduministration” i yourequissuthor-
ity o appeovlrject paymen that has boen sent by LOCCS
1 progeam staft for approval prio o paymeat. Thi option
willaso give th use th ability (0 record receipt of out
Standing program documentlfors, cate progeam budzet
data for grants, and rcord receipt of Secton § Finaacial
Settement Reviews. o must work n the egion fo which
you st applying.

Mark “Headquarters Admiistraion” ifyou ar an "HQ"
ype of user and you oquir access {0 screens for ovenll
program masagement.

13. Personnel Office Certfcation: Completing this box by the
Offcoof Pesonaal s mandatory. It mustbe Filld nonly by
 Personnel Offcal. The ame. e, and phons umberof
e Personnel Offce are equird. The Persoanel Oficial
must s racond e dtes hat he NACI clarsace was
compltedand th dao the SF-5P wassen 0 the Pesonnel
Securit Branch. Failuo to obain 2 Persoanel Oficial's
Sigmture will el n ccess being demied.

The LOCCS wier musthave  “Nationsl Agency Check with
Inguiry” (NAC)invstigation complted efor they will be:
aranisdany LOCCS acces. TheLOCCS userwill ot beable
1 rceive other han “Query” autbriy,fo any program. if
ey have ot compleed 3 SF-SSP. Background Invesiga-
tion form.

“To be valid st HUD, the clearasce consined in the usees
porsonno e mst havebeen suod by  Federal Agency aol
more han iten (1) yeas g0. NACI and Limted Back.
sround Investigations over 15 years ol will o beaccepted.
fthe NACK s ove iften years o, the Ofic o Pesonnel
must intiste and fecive & s NACI befor they can g
i form.

Actstatemen: pubi Law 97.255, Fnanc

A0 31 .5.C. 3512, aunorzes e Dapartment ofousingang Unen Develop-

privay f—
mant (HUD) o Gotec S oo Wi e By U o prototlebudament i Fuentsclon. The Ouag ana Con.
Ty Oosasment AL 1987 5215 5543 SUMOTSSE LI 10 208 98 SSH- T8 ppoceof 1 G 1 10 SHSGURF LA 1 Credh

o Sy (LOCCS) o uianonzed ccess. T ata r s o ansurs i
i sccon capaity oty Geelsd Erovonof e SSIs manaston HUD oo

Foqurs ccoes o LOGCS Tave
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'SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

it acoountholders shou immediaely avise both the Government agency and the fnancial instiuion of e death
of a benefiary. Funds deposied afer i date of deah or neigibity, except for salary paymens, are o be retumed o
the Govemment agency. The Goverment agency wil then make 2 detemninaion regarding suivor Fghts, calculate
Surivor beneHt payments,  any, and begin payments.

CANCELLATION

“The agreement reprasetad by tis suthorzation remsins in effct urti cancsled by the recipient by nofos o the
Federal agency or by the death orlegal ncapaciy of the reciient. Upon cancelation b the eciien, the recipiet should
ot he recehing inanca nsttuion thathelshe is doing s0.

“The agreement represented by s authorzation may be cancalled by he finandal instuon by providing the ecipient
 wien notce 30 days in advance ofthe cancellaton date. The recpien mst immediaely adise the Federal agency 1
the authorization i cancalied by he financi instton. The fnancial insStufon cannot cancel the authorzatin by advice
tothe Govemment sgency.

‘CHANGING RECEIVING FINANCIAL INSTITUTIONS

T payee's Direct Depositwil continue t be received by he selected fnancial insttuon unélihe Govermment agency.
5 notfed by the payee that e payee wishes to change the financial nstuion eceiing the Direct Deposit. To efect tis
hange. the payee wil compiete 2 new SF 11994 at the newly selected inancial instuton. It s ecommended that the
payes maintain sccaunts s both inancialnsétuons unti he ransiion s complte Le. afer the new financial insttuion
receives the payee's Direct Deposit payment.

FALSE STATEMENTS OR FRAUDULENT CLAMS.
Federallaw provides a fne of not more than $10,000 or impeisonment fo not more than e (5) years or both for
presening  ale statementor making a raudulent ol
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[image: image36.png]‘Federal Financial Report Instructions
Report Submissions
1) Recipients vill be instructed by Federal agencies to submit the Federal Financial Report (FFR) to

a single location, except when an automated payment management reparting system is utlized In
this case, 2 second submission location may be required by the agency.

2). Ifrecipents need more spaceto supporttheir FFRs,or FFR Attachments, they should provide:
supplemental pages. These addifional pages must indicate the following information atthe top of
each page: Federal grant o other dentifying mumber (i reporting on  single award),recipient
organization, Data Universal Nunbering System (DUNS) number, Employes Identifcation Nuzber
(EIN), and period covered by the report.

Reporting Requirements

1) The submission of inerim FFRs vl be on 8 quartely, sem.anmal, o anmual bass, s diected by
the Federal agency. A final FFR shall be submited t the completion of he award agzeement. The
ollowing reporting period end dates shall be sed for interim report: 331, 630, 9/30,or 1231, For
nal FFRs,th reportng period end date shallbe the end dat of the project or grant period.

2) Quarterly and semi.anmual nterm reports shal b submifted nolter than 30 days aftr the end of
<ach reporting period. Anmualreport shall be submitied no later han 90 days afe the nd of each
reporting period. Finalreports shall be submited no later than 90 days afer th projec of grant
period end date.

Note: For single award reporting.

1) Federal agencies may require both cash management nformation on lines 10(4) through 10(c) and
fimancial status information lines 10() through 10(0).

2) 10(5) and 10(e) may not be the same unti he final report.

Line Item Instructions for the Federal Financial Report

FIR | Reportng ltem Tastructions
[Number
[Cover Tnformation
T ederal Agency and e mame of the Federal agency and organizatonal clement
Element to in the award document o 4 instructed by th agency.
Reportis Submited]
Federal Grant or Other _[For « single wardente e grant s assigaed fo he award by e
ldentifying Number ederal agency. For mulfipe awards, report this nformation on the FFR
[Assigned by Federal  [Attachment. Do not complete this o i eporting on mulriple awards.
=y e hame and complete addies of B Tecipien! rganzaton
code.
5 ember e recipient organization's Daia Usiversal Numbering System
mumber or Central Contract Registy extended DUNS mumber.
E TEter e recipient organizaton's Employer Jdentificaion Noumber (E1N)
Escpint Aecomr S e e sccowt manbe o et eaiyng s dsed by
Ldentifying Number o the award. This mumber i for the ecipient's se only and is
required by the Federal agency. For mulfple awards,report this
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b o e PR A Do morconplee b
e e
F TReportope wm "Do not complate i box § reporting on mutliple
e i o el b was el o ecodg
(Cash/Accrual) related to the award(s) and for preparing this FFR. Accrual

of accounfng refers to the accounting method in which expenses ae|
when incurred. For cash basis accounting, expenses are recorded|
they are paid.

Period, The period esiablisbed I he award document uring Which
rom: (Month, Day, Year) [Federal sponsorship begins and ends.

[Note: Some agencies avard muli-year grants for a project period thatis
lunded in increments or budget periods (fypically anmul increments)
[Throughout the project period. agencies often require cumlative

for consecutive budset periods. Under these circumstances,
the beginning and ending dates of the project period not the budget

ot complee this lin if eporting on mliple awards.

Period Tor [oee the above insructons for“ProjectGrant Period, Froms: (Vonh, Dy,
Day. Yew) er)”
Fepori Teod ol e ending dat of e Teporing period For quartrly, sem-amml

Month, Day, Year) fnd anmul intera reprts, usethe following eportng perod end dtes:
1,630,930, or 12731 For fnal FFRs, the reporting period end date
bl be the end date of the projector grant period.

Tamsaction:
cumlative amounts from date ofthe inception of the award thxough the end dae of the
period specified inlne 9.
Lines 10a through 10c, Lies 10d through 100, or Lines 10a through 100, specified by the
ederalagency, when eporting on sinle grats.
Line 12, Remarks, t provide any information deemed necessary to support or explain FFR data

[Feferal Cash (To report multiple grants, also wse FR Aftachment)

0 [Cash Receipts The cumlative amount of actual cash recerved rom e Federal
25 ofthe reporting period end date.

06— [Cosh Disbursemments the cumlative amount of Federal und dsbursements (such 3 cash.

checks) as of the reportng period end date. Disbursemens are the sum

actual cash disbursements for direct charges for goods and services,the |
of indirect expenses charged to the award, and the amount of cash|
and payments made to subrecipienis and confractors.

or muliple grants, report each grant separately on the FFR Attachment.
um of the cumlative cash disbursements on the FFR Aftachment
the amount entered on Line 10b, FFR.

O Hand (L 105 _[Euer the mmoun f Line 102 mimus Line 105 This Sl reprseais
Line 105 cash needs. 1f more than tire business
of cash ae on hand.the Federal agency may requirean explanation
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Reporting Ttem

Tastructions

T T2 Remarks, explaning why e Grawdown was made.
or ofher reasons forthe excess cash.

esvards.

[Federal Expenditures and Unobligated Balance: Do not complete s section f reporting on liple

ffoa

FTotal Federal Funds
lauthorized

Bl el o sl o e e

Jfoe

et Shar o

ents for direct charges for property nd services, he amount of
expense incurred: the value of in-kind contributions applied: and
ncrease o decreae in the amounts wed by th recipient or (1)
oods and other property received: 2) servies performed by employess,
and othe payees; ud ) programs for which
bocurent services o perfomance ar required. Do not clude program

ofother cedis. (Program income expended i accordance with
mmm%mhmw-mmmm)

07— Federal Share of uliquidated obligatons on a cash basi are oblgations meued, buf Tot
(Obligstions et pid. On ansceral bsi, they s obligaions incured. bt for which
expenditure has not yet been recorded. Ente the Federal porton of
widated obligations. Those obligationsinclude direct nd indirect
ses incurred but ot yet paid or charged o the award,including
mounts due to subrecipients and contractors. On th final report,tislne|
bould be zero unless the awarding agency has provided ofher
IDo ot inciude any amount in Line 10f that has been reporied in Line 10s.
[Po not inciuce any amount in Line 10for a ture commitment of funds
[ichaaon e conacfor whichanolgatn o e e o
[f0g —[Total Federal Skare (Sum [Eaterthe sum of Lines 106 and 10
£ Lines 10¢ and 109
fion bligated Balance of _[Enter e amout of Line 104 mims Line 10%.
ederal Funds (Line 104
Line 10g)
[Recipient Share: Do not complete tis secton i eporting on muliple awards.
0 [Tofal Recipient Share e total required ecipient share for reporting period specified i
[Reguired 9. The required recipient share should include all matching and cost

provided by recipients and third-party providers to mest the level
by the Federal agency. This amount should not include cost
and match amounts in excess of the amount required by the
ederal agency (for example, cost overmuns for which the ecipient incurs
expenses and,therefore, contributes a greater level of cost
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Hiaring of match than the evel required by e Federal sgency).

|

i et e ofachlcah dsusements o oulye sy
refunds, o ofher credit) including payments to
o o ot oy s e o slowae gy |
+kind contrbufions ad recpient skare of program income sed fo
the non-Federal skareof the projector program. Note: On the
reportthis lne should be equal to o greaer han the amount of Line
0.

0k

Linel0p)

Share|Eater he amount of Line 101 mins Line 10}, Ifrecipient share i Line.

e
be Provided (Line 101 10} greater than the required match amout n Lin 101, enter 22t

Program ncom: Do ot omplets e o o n muloge sk

[come Eamed

Total Federal Program The amount of Federal program income earned. Do mot eport azy.

gram income here tha s being allocated as partof the recipienf's cost
amount incinded in Line10}

Tacome Expended Enter the amount of program income that was wsed to educe the Federal
Accordance With the. of the total project costs.

Altemative.

gram Income Expended [Eater fhe zmount of program ncome hat was added fo fimds commitied
Accordance With the  fo the total project costs and expended to further eligible project or

Aliemative oram activiies
05 [Unespended Program The amount of Line 101 mims Line 10m or Line 105 This amoust
(Line 100 Minus the program income that has been eamed but not expended, 5 of

10m or Line 10n) reporting period end date.

T

Espense: Conplc s nfornationouly f reqired y e awardng sgeay and

instructions.

i

[Type of Rate(s)

E::lmmmmnqﬁummeLu

0

Euter e idirect cot rte() i efect Going e reportng period

ic

ot P e To ot s g s o et o By

Td B TEuter the amount o the base sgainst which the rae(s) was applied

e [Amoumt Charged e amount of mdirec costs charged during the fme period
(Multiply 11b x 114)

1f [Federal Share [Enter the Federal share of the amount in 1le_

g Totals TEater the tofals or columns 114, 11e, md 11F

W

[Remars, Certification, and Agency Use Ouly
TRemarks

“any explanations of additonal iformafion required by e Federal
agency including excess cash as stated n line 10c.

En

[Tl of Authorized
Iceritying Official

7ped or Printed Name and[eater the name and 6l of e authorized cerifyng ofcial.

)

‘of Authorized | The aufborized certifying official mist sign bere.

Official

elephone (Area Code. The telephons mummber (cluding area code and extension) of e
and Extension) _|ndividual lsted in Line 132

TEmal Address

TEter e ¢l addiess of e ndividual Fsted 1 Line 132
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mber

e Report Subumed T G e PP sobied o e Federa agency wing B
Day. Yeu) day,year format

7 TAgency Use Ouly s secion s reserved for Federal agency e

Line Item Instructions for the Federal Financial Report Attachment
To be complete ifreporting on cash management actvity for muliple grants)

Reporting ltem Tnstructions
ederal Agency and The name of the Federal agency and organizafional slement.
Element to in the award document or ofherwise instructed by the agency.

Reportis Submited | T information shoud be idential ot entered n Bos 1. FFR)

it Onpiztion [t e e comlte s of eecpert rmiton
Zip code. (Same information as entered in Box 3. FFR)

[DUNS Number The recipient organization's Data Universal Numbering System
UNS) mumber or Centrl Contract Registy extended DUNS mumber.
‘information as entered in Box 4. FFR)

The recipient organization's Employer 1denification Number (EIN).
information as entered in Box 4b, FFR)

e
e e e
s T

Federal Gran Number_[Fer e prant mumber ssigned f each ward by fe Federal agency
[Recipint Account Numbes[Fer e account mumber or any ofher 1dentiying mumber assigaed by ]
o ach avard This mumber s for th recipient’s use only and is
required by the Federal agency.
S P Cu[nter e g smows of e e e of s Gebured
bursement aviard. Cash disbursements ar the sum of acual cash disbursements
direct charges for goods and services, the amount of ndirct expenses.
o the award, and the amount of cash advances and payments
o subrecipients and contractors.
ol e foal for the Cumulative Cashl Disbursement. This column.
qual the amount reported on Line 10, FFR.





