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SUBJECT:  THE EXTENSION, AMENDMENT AND CLOSE-OUT PROCESS FOR

          CONGREGATE HOUSING SERVICES PROGRAM (CHSP) GRANTS

                         I.  PURPOSE:

          This Notice provides updated instructions and expanded

responsibilities for HUD/FmHA Government Technical

Representatives (GTRs) and Government Technical Monitors (GTMs)

and processes for the extension, amendment and close-out of

grants awarded for HUD and FmHA projects under the CHSP.  It also

assigns Grant Officer responsibility to the HUD State and Area

Offices.

          With the issuance of this Notice, all CHSP processing

has been delegated to the State and Area Offices, except the

release of funds by the Funds Reservation and Contract Authority,

(HUD-185).

                         II.  BACKGROUND:

          The Congregate Housing Services Program Act of 1978

authorized the funding of three to five year renewable grants for

the provision of supportive services to maintain independent

living for frail elderly, non-elderly handicapped and temporarily

disabled persons.

          Section 802 of the National Affordable Housing Act (42

USC 8011) as amended by Sections 604 of 42 USC 8011 and 672 of 42

USC 13631 of the Housing Community Development Act of 1992

(P.L. 102-550) revises and expands the CHSP.  Funding for HUD and

FmHA projects is awarded through competitive selection for a five

year contract period which is renewable subject to funding

availability and grantee compliance with program requirements.
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          The statute "grandfathers" grantees funded under the

CHSP Act of 1978 into the revised program and allows them a six

year period to meet the requirements of the new program.  These

grants are in the third and fourth year of the six-year

transitional period.  These grants are generally extended for 12

months or longer pursuant to instructions contained in a HUD

Notice issued annually.

          This Notice together, with Notice H-94-21, "Monitoring

Responsibilities of Government Technical Representatives (GTRs)

and Government Technical Monitors (GTMs) Under the Congregate

Housing Services Program", replaces Chapters 2 and 4 of Handbook

4640.1, "Monitoring and Technical Assistance Handbook for the

Congregate Housing Services Program".

     NOTE:     HUD Headquarters recognizes that any instructions

               referenced herein for the responsibilities of the

               Field Accounting Division (FAD) and certain State

               and Area Office responsibilities in processing

               CHSP grants may have to be modified in Fiscal Year

               1995, depending on the reorganization and the

               manner in which the transition to the field

               organization takes place.  If necessary, there

               will be appropriate modification to the procedures

               stated in this Notice.

          III. DELEGATION OF CHSP GRANT PROCESSING TO HUD STATE

               AND AREA OFFICES:

          The administration of the CHSP grant process for HUD

and FmHA projects has been delegated to the State or Area Office

Director of Housing or Director of Multifamily, as appropriate,

with the assistance of the Directors of Public Housing/Native

American Programs Housing Management as needed.

          The CHSP Grant Officer responsibility has been

delegated to the HUD Director of Housing or the Director of

Multifamily, as appropriate.

          This responsibility is redelegable, if necessary, but

must remain within the Multifamily Division.

          THE CHSP IS A HOUSING PROGRAM.  THE CHSP GRANT OFFICER

RESPONSIBILITY MAY NOT BE DELEGATED TO THE OFFICES OF PUBLIC

HOUSING OR NATIVE AMERICAN PROGRAMS.

          The CHSP Grant Officer ALSO may NOT serve as a

Government Technical Representative or Monitor (GTR/GTM).
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          The following Grant Officer functions are CHSP

specific:

          -    approving and executing all grant documents, and

               any deviations therefrom and amendments thereto

               for both HUD and FmHA grants; (negotiating budgets

               may be delegated to CHSP GTRs).

          -    Disseminating written instruction/information to

               grantees; and,

          -    the general administration of all grant awards

               including monitoring the technical progress of the

               grant with the HUD/FmHA GTR's assistance (see

               Notice H-94-21 on CHSP monitoring requirements).

     IV.  ANNUAL AND OTHER EXTENSIONS OF CHSP GRANTS:

          A.   GENERAL:

               CHSP grants are normally extended indefinitely

under the same grant instrument and grant number.  However, grant

extension processing procedures for grants funded under the CHSP

Act of 1978 may vary from those for grants initially funded under

Section 802 of the NAHA of 1993 because differences in the grant

extension periods necessitate different grantee submission

requirements.

               CHSP grants are extended on a cost or no-cost

basis (or some combination thereof) for a specified period of

time, generally 12 months or longer.  Cost extensions are for new

dollars when additional funding is required to meet the

associated grant costs; no-cost extensions utilize the grantee's

unexpended dollars from the prior grant period to meet associated

grant costs without the provision of additional new funding.

Cost/no-cost extensions use both leftover and new dollars.  All

extensions will be in increments set by HUD Headquarters.

               Grantees are normally instructed to request an

extension at the current operating level plus an inflationary

allowance.  Additional funding above the inflation allowance may

be requested with appropriate justification.

          B.   PROCESS FOR ASSIGNING AND RESERVING EXTENSION

               DOLLARS FOR PROJECTS FUNDED UNDER THE CHSP ACT OF

               1978:

               The GTR(s) must estimate the total amount of

dollars required to extend the grants in that office for each

year, based on currently approved grantee budgets.  The base
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request is for continuation of the grants which will expire

during the calendar year, plus a HUD-approved inflationary amount

of approximately five percent (5%).

               As CHSP is a Housing program, the Housing staff

must be responsible for submitting an aggregated fund assignment

request for both Housing and Public Housing/Native American CHSP

grants in that office to Headquarters.

               The fund assignment process should proceed as

               follows:

               1.   Housing GTR(s) should jointly decide the

                    dollar estimate needed for the year by

                    totaling the annual dollar amounts of all of

                    his/her currently approved grantee budgets

                    and multiplying this sum times the

                    inflationary amount cited in the HUD annual

                    extension Notice.

               2.   The Public Housing/Native American Programs

                    GTR(s) should provide this information as

                    appropriate to Housing.

               3.   Housing will then prepare a memorandum from

                    the Director, Multifamily Housing Division to

                    the Services Branch, Office of Elderly and

                    Assisted Housing at Headquarters, to request

                    the Funds Reservation and Contract Authority

                    (HUD-185) for estimated dollars needed for

                    the extension of all CHSP grants in that

                    Field Office for the year.  This memorandum

                    will list each grantee by name, grant number

                    and new dollars estimated.

               4.   The Services Branch will request the

                    Headquarters Funding Control Division to

                    issue the appropriate HUD-185 assigning funds

                    to that State or Area Office within 30 days

                    of request.

               5.   Housing staff must forward the HUD-185 to the

                    Field Accounting Division (FAD) to be filed.

                    NOTE:     GTRs MUST complete this process

                              during the first quarter of the

                              fiscal year so that CHSP funds FOR

                              THE YEAR are assigned to offices

                              BEFORE individual grant extension

                              packages are scheduled for receipt

                              and processing.
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          C.   EXTENSION OF GRANTS FUNDED UNDER THE 1978 ACT:

               1.   General:

                    Grants funded under the 1978 CHSP Act are

                    generally extended for one or more years at a

                    time.  Each grantee must submit a complete

                    application for extension request to the GTR

                    for the continuance of funding for an

                    additional year; or, for multi-year

                    extensions, follow the instructions for

                    processing post-Fiscal Year 1993 grants in

                    Section D below.

               2.   Grantee Actions for 12 Month Extensions:

                    Grantees must submit the extension package to

                    the HUD State or Area Office at least 60 days

                    before the expiration date of the current

                    grant period.

                    The grantee's extension request will contain

                    at least the following components, in such

                    form as HUD Headquarters may require in the

                    Field Notice for that year.

                    -    Transmittal Letter

                    -    Application For Federal Assistance (SF-424)

                    -    Budget Forms

                    -    Narrative documentation is also required

                         for major changes in the program service

                         levels or increases above the approvable

                         inflationary level.

                    -    Documentation Of Match For Next Funding

                         Period, if appropriate.

                    -    HUD-2880

                    -    Certifications, As Appropriate

                    -    Any Other Items Required

               3.   Grantee Actions for Multi-year Extensions:

                    When multi-year grant extensions are in

                    place, grantees should not submit a complete

                    application for extension.  They must only
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                    complete the processing in Section D below to

                    advise HUD whether the funds approved for the

                    coming year are sufficient or must be

                    modified.

               4.   HUD State and Area Office Actions for 12

                    Month Extensions:

                    The HUD GTR must:

                    a.   Review the extension materials for

                         accuracy and consistency with Notice

                         instructions and request

                         corrections/resubmissions from grantees

                         as appropriate.  Compare materials with

                         most recently submitted annual report

                         (HUD-90006) for consistency.  Fourteen

                         (14) calendar days are allowed for

                         grantees to submit

                         clarifications/corrections.

                    b.   Prepare a short transmittal memorandum

                         to the Grant Officer requesting approval

                         and/or explaining any other relevant

                         details; and, attach the Congregate

                         Housing Services Program Grantee Review

                         Form (HUD-90003) (if done within the

                         prior two year period) to the approvable

                         grantee extension package.  REMINDER:

                         GTR MUST retain a copy of the extension

                         package for the GTR's files.

                    c.   Prepare the Funds Reservation and

                         Contract Authority (HUD-718) (see sample

                         and instructions at Appendix 1).

                    d.   Prepare the Grant Assistance Award

                         Amendment (HUD-1044) (see sample and

                         instructions at Appendix 2).

                    e.   Retain the grantee extension package and

                         forward to the FAD the HUD-718 (original

                         and 1 copy) and a brief memorandum

                         requesting the reservation of funds.

                    NOTE:     The FAD cannot process the HUD-718

                              to reserve the extension dollars

                              for individual grants unless the

                              fund assignment has been previously

                              processed as required at Section IV

                              B of this Notice.
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                              After the FAD enters the dollar

                              amount into the Project Accounting

                              System (PAS) and certifies the

                              availability of funds by signing

                              item 10 of the HUD-718, the FAD

                              retains the original HUD-718 and

                              returns a copy to the GTR.

                    f.   The GTR then signs the transmittal note

                         and forwards the grantee's transmittal

                         letter, budget forms and documentation

                         of match, a copy of the signed HUD-718

                         and the HUD-1044 to the Grant Officer.

                    g.   The Grant Officer retains the grantee

                         documents as file documentation and

                         sends the HUD-1044 and attachments to

                         the grantee for signature.

                    h.   The authorized official of the grantee

                         signs the HUD-1044 and returns it to the

                         Grant Officer by overnight mail.

                    i.   The Grant Officer signs the HUD-1044,

                         thereby executing the grant document and

                         obligating the funds, retains the

                         original in the Grant Officer files;

                         and, distributes conformed copies as

                         follows:

                         -    One conformed copy to the grantee.

                         -    A copy to the GTR and the FAD.

                    NOTE:     All GTRs must maintain a working

                              file for each grantee.  However,

                              the Grant Officer's official file

                              shall be the file which is referred

                              to if disputes arise.

               5.   HUD State and Area Office Actions for Multi-year

                    Extensions:

                    When Section C(3) above applies, HUD office

                    should complete the processing instructions

                    in Section D below.
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          D.   EXTENSION OF GRANTS INITIALLY FUNDED IN FISCAL

               YEAR 1993 OR LATER:

               1.   General:

                    HUD and FmHA grantees initially funded since

                    Fiscal Year 1993, were awarded grants for a

                    five year period which allows for a

                    simplified annual extension procedure.  This

                    procedure is necessary to allow the HUD State

                    or Area Office to enter the next annual

                    increment of HUD funds into LOCCS/BLI (see

                    Notice H-94-41).

               2.   Grantee Actions:

                    Grantees must notify the HUD State or Area

                    Office or the FmHA State Office 60 days

                    before the end of each annual funding period

                    whether the budget amount approved in the

                    grant agreement for the coming year is

                    sufficient to support program activities; or,

                    that it must be modified to allow for a shift

                    in budget line items which will not change

                    the budget total; or, to provide additional

                    funding as allowed by existing procedures.

                    Notification is either by written advisement

                    to the GTR that a change is not required or

                    the submission of a written request to change

                    budget line items or amend the grant

                    agreement with a revised budget,

                    documentation and additional match/fees as

                    appropriate to support the need for the

                    funding increase.

                    The grantee must also submit the fourth

                    quarter Financial Status Report, SF-269, to

                    document actual expenditure of HUD funds,

                    match and fees consistent with HUD Notice

                    H-94-41.

               3.   HUD State/Area Office/FmHA State Office

                    Actions:

                    a.   For Grants Which Do Not Require Budget

                         Increases:

                         When the grantee advises that the annual

                         grant amount for the coming year is

                         sufficient and no change is needed; and,

                         the fourth quarter's SF-269 is
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                         determined to be in compliance with

                         program requirements, and consistent

                         with the most recent by submitted

                         HUD-90006 the HUD GTR must enter the grant

                         amount for that year into LOCCS/BLI for

                         both HUD and FmHA grants, (see LOCCS

                         Notice H94-41 for entry instructions).

                    b.   For Grants Which Require a Change In

                         Budget Line Items:

                         The grantee may shift dollars among

                         existing individual budget line items,

                         WITHOUT PRIOR APPROVAL, if such changes

                         are less than ten percent (10%) of the

                         affected line items; and, do not change

                         the total dollar amount of the grant.

                         The grantee should document any

                         revisions for his files and provide a

                         copy to the GTR.  The GTR should enter

                         any revisions into the LOCCS, as

                         appropriate.

                         The grantee MUST provide written

                         justification and receive prior approval

                         from the Grant Officer BEFORE deleting

                         or adding individual budget line items

                         to the grant.

                         NOTE:     IT IS IMPERATIVE THAT GRANTEES

                                   AND GTRS BE AWARE OF HUD

                                   REGULATORY PROVISIONS AT 24

                                   CFR PART 85.30 FOR STATE,

                                   LOCAL AND INDIAN TRIBAL

                                   GOVERNMENTS, AND 24 CFR PART

                                   84.25 FOR NON-PROFITS WHICH

                                   IMPLEMENT OMB REQUIREMENTS

                                   GOVERNING BUDGET AND PROGRAM

                                   CHANGES.

                    c.   For Grants Which Require Budget

                         Increases

                         REMINDER:  The GTR must contact Funding

                         Control to ask whether funds are

                         available before proceeding.  The GTR

                         must process the HUD-185 and the HUD-718

                         to assign and reserve the additional

                         funds before processing the SF-1044.
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                         Any additional funding must also have a

                         corresponding amount of grantee match;

                         i.e., if the total budget increase is

                         $10,000 for that year at least $5,000

                         must be match, $1,000 must be

                         participant fees, and no more than

                         $4,000 may be HUD funding.

                         When the grantee submits a revised

                         budget, justification for the increase

                         and the fourth quarter SF-269, the

                         HUD/FmHA GTR then processes the request

                         to amend the grant as instructed in

                         Section IV C of this Notice and sends it

                         to the grantee for signature.

                         The grantee must sign the grant

                         amendment in block 19 and return it to

                         the Grant Officer by overnight mail.

                         After receipt of a conformed grant

                         amendment from the Grant Officer, the

                         HUD Housing GTR enters the revised

                         budget amount into LOCCS/BLI (for both

                         HUD and FmHA grants).

                         The original executed amendment is filed

                         in the Grant Officer's official file.  A

                         conformed copy of the grant award is

                         sent to the FAD, the grantee and both

                         HUD and FmHA GTRs, where appropriate.

               V.   CHSP GRANT AMENDMENTS:

          A.   GENERAL:

               If HUD approves the grantee's request for

modification of a CHSP grant it may be modified at any time.

Amendments that result in a material change must be executed by

both the Grant Officer and the grantee.

               Examples of material changes that require a grant

amendment executed by both parties include but are not limited to

the following:

               -    addition of funds from the CHSP reserve, if

                    available

               -    addition or deletions of line items; and,
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               -    changes of more than ten percent in the

                    budget line items of the total approved

                    budget amount for grants over $100,000 (for

                    non-profit grantees see OMB Circular A-110

                    soon to be implemented at 24 CFR Part 84.25;

                    for state, local or Indian Tribal government

                    grantees, see 24 CFR Part 85.30).

               -    changes from the original budget estimate

                    that will change the amount of grantee match,

                    participant fees or HUD's grant share.

               -    Changes in the grantee's program scope,

                    objectives or timetable.

               Administrative amendments, such as changes in the

               GTR, may be issued unilaterally by the Grant

               Officer.

               NOTE:     Grant termination for cause may be

                         done unilaterally by HUD in accordance

                         with HUD requirements (see recapture of

                         funds in Section VII below).

          B.   GRANTEE ACTIONS:

               Requests for grant amendments must be in writing.

The request must contain:

               -    an explanation of what the modification is;

               -    a justification; and,

               -    dollar amounts, including revised budgets

                    using the Summary Budget (HUD-91180-B),

                    Annual Program Budget (HUD-91178-A), the

                    Statement of Work Summary (91180-B) and any

                    other information required by HUD.

               NOTE:     The GTR should check with Funding

                         Control to see if funds are available

                         before processing any requests for

                         additional funding (i.e., the HUD-718).

                         If HUD's grant is increased, the

                         grantee's match and participant fees

                         must be increased in accordance with

                         HUD/FmHA requirements.
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          C.   HUD STATE/AREA OFFICE/FmHA STATE OFFICE ACTIONS:

               The GTR must begin processing the grantee's

amendment request within 10 work days of receipt from the CHSP

grantee.  The GTR should review the request for the following:

               -    the requested amendment is permissible under

                    the CHSP.

               -    the grantee has new match letters from third

                    parties certifying additional match amounts

                    for each new/expanded service and sufficient

                    participant fees as required under the CHSP.

               -    the justification provided meets the CHSP

                    requirement.  An example of acceptable

                    justification would be documented larger

                    salary increases for other employees of the

                    facility or high increases in the cost of

                    food or services billed to the CHSP by third

                    party providers.

               Unacceptable increases would be cost increases

based on generally increased spending above the prior year's

approved budget level or additional participants serviced above

the maximum number stated in the grant agreement.

               For a FmHA project, the FmHA GTR will review the

grantee's request, prepare the SF-718, if appropriate, and the

SF-1044 amendment and forward the package to the HUD State/Area

Office Director of Housing or Director of Multifamily, as

appropriate, for further processing and approval.

               Since an amendment to the grant for additional

dollars requires a request for the assignment of additional

funds, Housing should prepare a memorandum to Headquarters to ask

for the additional dollars according to the fund assignment

processing instructions in Section IV.B.

               Upon receipt of the HUD-185 from Headquarters, the

Multifamily Asset Management Branch should initial the HUD-718

and forward the HUD-185 and the HUD-718 to the FAD for approval.

(see Appendix 1).

               NOTE:     If a grantee exhausts its funds before

                         the end of the grant period (i.e., the

                         grantee and/or one or more sites has not

                         kept within the budget, resulting in

                         overspending), HUD/FmHA has no

                         obligation to make up the shortfall with

                         additional funds.
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                    VI.  CHSP GRANT TERMINATIONS:

          A.   VOLUNTARY WITHDRAWALS:

               Grantees, or newly selected applicants to the

CHSP, may request to withdraw for a variety of reasons, such as

the lack of real need once the program is started, inability to

sustain the required match, or decreasing need for the CHSP due

to the availability of other sources of supportive services.

               1.   Grantee Actions:

                    Withdrawal BEFORE Execution of the CHSP Grant

                    Award.

                    If the grantee accepts the grant award but

                    withdraws before execution of the grant,

                    he/she must submit a written request.  The

                    request must be on organization letterhead

                    and addressed to the HUD/FmHA GTR.  The

                    letter should contain a request to withdraw

                    from the CHSP and an explanation of the

                    reason for the withdrawal.

                    Withdrawal AFTER Execution of the CHSP Grant

                    Award.

                    If the grantee voluntarily withdraws after

                    executing the grant award, he/she must submit

                    a written request for withdrawal.  The request

                    should clearly state the reasons for

                    withdrawal, any other information regarding

                    the disposition of funds or equipment, etc.,

                    purchased under the grant, and any other

                    documentation required by HUD.

                    In this instance, the grantee must conform to

                    relevant Federal closeout requirements and

                    the Grant Officer must execute the SF-1044 to

                    closeout the grant award even if supportive

                    service delivery was not implemented.

               2.   HUD State/Area Office/FmHA State Office

                    Actions:

                    After discussion with the grantee, where

                    appropriate, and the HUD/FmHA GTR's

                    supervisor (and FmHA Headquarters, if

                    appropriate), the HUD/FmHA GTR shall submit a

                    brief memorandum to the Grant Officer

                    transmitting the grantee's withdrawal request
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                    and requesting approval, a HUD-1044 to

                    closeout the grant and an unsigned HUD-718 to

                    deobligate grant dollars.  NOTE:  After the

                    Grant Officer has signed the HUD-1044, the

                    HUD-718 may be signed to recapture the funds.

                    The Grant Officer shall:

                    -    Notify the grantee of acceptance of the

                         withdrawal in writing, with a copy to

                         the GTR;

                    -    Execute the HUD-1044 to closeout the

                         grant.  (Must be completed by the Grant

                         Officer BEFORE the FAD recaptures funds,

                         see below); and,

                    -    Request the FAD to recapture any

                         remaining dollars into the appropriate

                         account AFTER the Grant Officer has

                         officially deobligated and removed them

                         from the grant.  (see Section VI B on

                         procedures for recaptures).

                    The GTR shall request the Grant Officer to

                    request the Office of the Inspector General

                    to do a close-out audit of the former

                    grantee, if appropriate.

          B.   RECAPTURES:  HUD-DIRECTED GRANTEE TERMINATION AND

               DOLLAR RECAPTURE:

               1.   First-Year Recapture:

                    If a grantee does not comply with the grant

                    agreement or fails to offer supportive

                    services to program participants within 365

                    days of the execution of the CHSP grant,

                    HUD/FmHA may pursue a range of sanctions

                    pursuant to 24 CFR 700.415 or 1944.415,

                    including the termination of the grant and

                    the recapture of grant funds.

                    HUD State-Area Office/FmHA Actions:

                    At the end of the 12th month without the

                    grantee's implementation of service delivery,

                    if termination of the grant is deemed

                    appropriate, the HUD/FmHA GTR must complete

                    the following procedures for grant

                    termination and fund recapture:
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                    a.   Verify that grantee has incurred no

                         expenditures for service delivery and

                         send a letter advising the grantee that

                         the grant is being recommended for

                         termination and recapture of funds

                         subject to Section 700.415 or 1944.282

                         of the Final Common Rule.

                    b.   Prepare a grant termination package to

                         go to the Grant Officer which includes

                         an unsigned HUD-718 to dereserve the

                         funds for recapture (or can be prepared

                         after the settlement of all accounts

                         since it cannot be signed until after

                         the Grant Officer has executed the

                         HUD-1044), a HUD-1044 to terminate the grant

                         and a memorandum to the Grant Officer

                         recommending the termination of the

                         grant and the recapture of the funds.

                         The memorandum must include:

                         -    Name and address of grantee (and

                              project(s) if different);

                         -    Grant number

                         -    Recommendation for grant

                              termination and the recapture of

                              funds, including reasons for so

                              doing (also state extenuating

                              circumstances, if any).

                         -    Amount of funds initially

                              obligated, amount of administrative

                              funds reimbursed to date (if any);

                              and, amount of funds remaining for

                              recapture.

                    The grant termination package is sent to the

                    Grant Officer.  A copy of the memorandum is

                    sent to the grantee, the HUD/FmHA GTR and

                    FmHA Headquarters, if appropriate.

                    c.   The Grant Officer will issue the grantee

                         a letter of termination and instruct the

                         FAD to recapture the funds remaining in

                         the grant after the grant is terminated.

                    d.   When the grant is terminated, the Grant

                         Officer may request the Inspector

                         General to do a closeout audit of the

                         former grantee.
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               2.   Other Terminations and Recaptures

                    Recaptures other than for lack of first year

                    start-up will usually result from major grantee

                    problems which are not correctable, resulting in

                    either termination or withdrawal from CHSP (see

                    Section prior).  Terminations and recaptures must

                    comply with the CHSP regulations at 24 CFR 700.415

                    or 1944.415.

               VII. THE GRANT CLOSEOUT PROCESS:

          A.   GENERAL:

               Closeout is the process by which HUD determines

that all applicable administrative and project requirements have

been completed by the recipient and HUD.  Each grant document

must be closed out at the end of its performance period.

               Closing the grant requires the completion of all

required audits, property disposition, settlement of costs,

reconciliation of payment records, closeout reports and

completion of the GTR Performance Assessment (see Section VII C

and Appendix 4 for instruction on completion of GTR Performance

Assessment Form HUD-24016).  Other requirements may also be

specified by the Grant Officer.

               Requirements for the closing of grant documents

for state, local and Indian Tribal Government grantees are

contained in HUD regulations at 24 CFR Part 85, "Administrative

Requirements for Grants and Cooperative Agreements to State,

Local and Federally Recognized Indian Tribal Governments" in

Subpart D, titled "After-The-Grant Requirements".

               Requirements for the closing of grant documents

for nonprofit grantees may be found in the Office of Management

and Budget (OMB) Circular A-110 which was published as a Final

Rule in the Federal Register on November 29, 1993.  Provisions in

this circular will soon be codified as 24 CFR Part 84 (see

Subpart D, "After-The-Award-Requirements."

          B.   GRANTEE ACTIONS:

               The grantee must comply fully with all closeout

requirements within 90 days after the expiration or termination

of the grant as specified in the following regulations or

documents:

               -    The specific and general clauses contained in

                    the CHSP grant agreement (HUD-1044);
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               -    any HUD/FmHA requirements specified in a

                    letter or grant amendment from the Grant

                    Officer; and,

               -    requirements contained in 24 CFR Parts 84 or

                    85, as applicable, Subparts D which prescribe

                    uniform close-out requirements for all

                    Federal grantees.

               Pursuant to the above referenced requirements, the

grantee must submit the Final Financial Report, SF-269 (see

Appendix 3) and the Post-Grant Report which reflects completion

of all program activities required under the grant and is

submitted as prescribed in the Grant Officer's closeout letter.

          C.   HUD AREA/STATE OFFICE/FmHA STATE OFFICE ACTIONS:

               1.   The HUD/FmHA GTR must complete a form HUD-24016,

                    "Final GTR Performance Assessment for

                    Assistance Agreements" (see Appendix 4).

                    The GTR shall indicate on the form:

                    -    Whether the recipient has completed all

                         performance requirements;

                    -    the acceptability of performance by

                         major objectives or task;

                    -    whether any patentable items were

                         developed;

                    -    whether property was furnished to or

                         acquired by the recipient; and,

                    -    a qualitative rating of the recipient

                         which should objectively address the

                         recipient's expertise, ability to keep

                         actual costs and completion times in

                         line with those originally estimated,

                         and other aspects of their performance.

                    The HUD/FmHA GTR must complete this form and

                    forward to the Grant Officer.

               2.   The HUD/FmHA GTR must review the Final

                    Financial Report, SF-269, and the grantee's

                    Final Performance Report as follows:
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                    -    Assure that all financial, programmatic

                         and administrative activities necessary

                         to closeout the grant are completed.

                    -    That the grantee is reimbursed for any

                         eligible outstanding costs (see Section

                         VII E on final payment under LOCCS/VRS).

                    -    That the grantee remits any grant funds

                         owed to HUD/FmHA.  If appropriate, the

                         grantee must be notified in writing to

                         remit the excess funds to HUD by wire if

                         $2000 or more, or by check for lesser

                         amounts, made payable to HUD.

                         The check would then be forwarded to FAD

                         for processing, except for interest on

                         advances which must be remitted to HUD

                         for state, local or Indian tribal

                         government grantees as required in 24

                         CFR Part 85.21 (i) and to the Department

                         of Health and Human Services for

                         non-profit grantees as required in 24 CFR

                         Part 84.22 (e).

                    At the time a Final GTR Performance

                    Assessment, HUD-24016, is sent to the Grant

                    Officer by the GTR; the Grant Officer shall

                    initiate the necessary actions to close out

                    the award, which may include audit

                    resolution, financial settlement, payment

                    approval and execution of closeout

                    agreements.

                    NOTE:     Closeout of a grant is a step-by-step

                              process.  The number of steps

                              in the process may vary by project.

                              Grantees and GTRs/GTMs should

                              familiarize themselves with

                              requirements at 24 CFR Part 85

                              which sets forth the policies and

                              procedures for closing out Federal

                              grants made to State, local or

                              Indian Tribal Governments; and, 24

                              CFR Part 84 which sets forth these

                              provisions for nonprofit

                              organizations.

          D.   GRANTEE NOTIFICATION:

               Upon completion of all administrative actions for

final closeout, the Grant Officer shall notify the grantee of the
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terms and conditions of closeout in the form of a letter or an

amendment to the grant indicating that the grant program is

closed out.

               The letter may include, but not be limited to:

               1.   Final financial settlement;

               2.   provision for submission of audit reports and

                    due dates;

               3.   record retention requirements; and,

               4.   if closeout is made without full audit

                    coverage, a statement that HUD/FmHA reserves

                    the right to recover disallowed costs or take

                    other appropriate action if HUD/FmHA

                    determines that information provided by the

                    grantee is false or erroneous; or if the

                    subsequent audits or adjustments result in

                    amounts owed to HUD.

          E.   FINAL PAYMENT THROUGH LOCCS:

               1.   Grantee Action:

                    The grantee must submit the Financial Status

                    Report, SF-269, and a final LOCCS/VRS CHSP

                    Payment Voucher, HUD-90198, to the GTR no

                    later than 90 days after the grant closeout

                    date or other timeframe specified by the

                    Grant Officer.

               2.   HUD State/Area Office/FmHA State Office

                    Actions:

                    The final payment of a HUD/FmHA grantee under

                    LOCCS/VRS shall be processed by the HUD GTR

                    (for both HUD and FmHA grants) pursuant to

                    the instructions below and those contained in

                    Notice H 94-41, "Instructions for Use of the

                    Line of Credit Control System/Voice Response

                    System for the Congregate Housing Services

                    Program (CHSP)."

                    For FmHA grants, the FmHA GTR is responsible

                    for reviewing the SF-269 and HUD-90198 forms

                    referenced below for accuracy and

                    acceptability before forwarding to the HUD

                    GTR for execution of the LOCCS/VRS closeout

                    as referenced below.
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                    To assure proper financial closure under the

                    LOCCS/VRS, the following steps MUST be

                    completed:

                    -    At date of grant closeout, the HUD GTR

                         must execute the M01 function which

                         suspends payment to deny the grantee any

                         access to additional automatic payment.

                    -    HUD GTR should execute the Q05 function

                         to determine the amount of the

                         undisbursed balance in the grant.

                    -    HUD/FmHA GTR requests the final SF-269

                         and a HUD-90198 from the grantee for

                         final payment due (if he has not already

                         done so) for receipt no later than 90

                         days after the grant expiration/closeout

                         date.

                    -    HUD/FmHA GTR reviews the SF-269 and the

                         HUD-90198 for accuracy, acceptability

                         and consistency with the LOCCS balance

                         and the grantee's approved budget.

                    -    HUD/FmHA GTR forwards the SF-269,

                         HUD-90198, a HUD-1044 to closeout the grant

                         and deobligate any surplus funds

                         remaining after the grantee's final

                         payment, if appropriate, an unsigned

                         HUD-718 for funds dereservation with a

                         memorandum to the Grant Officer

                         indicating grant closeout or

                         termination, requesting payment approval

                         and deobligation of any grant balance.

                    -    Grant Officer executes the HUD-1044,

                         approves the SF-269 and returns it to

                         the GTR; sends a request to FAD to

                         recapture all excess balance above the

                         amount due for final grantee payment, if

                         appropriate; and, notifies grantee that

                         final payment may be requested under

                         LOCCS/VRS.

                    -    HUD GTR executes the F01 function to

                         update the budget line items (BLIs) to

                         reflect the exact amount of payment due

                         for each budget line item.

                    -    HUD GTR executes the M01 to lift the

                         funds suspension so that grantee can
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                         drawdown final payment.  This should

                         leave a zero (0) balance in the grant

                         account.

                    If any items remain outstanding, the Grant

                    Officer will discuss the matter with the GTR.

          F.   AUDIT:

               CHSP nonprofit grant recipients/subrecipients are

subject to audit requirements at 24 CFR Part 45 titled "Non-Federal

Audit Requirements for Institutions of Higher Education

and Other Nonprofit Institutions" (implements OMB Circular A-133

titled "Audit of Institutions of Higher Learning and Other

Nonprofit Organizations").

               CHSP recipients/subrecipients that are State,

local or Indian tribal governments are subject to audit

requirements at 24 CFR Part 44 titled "Non-Federal Audit

Requirements for State and Local Government" (implements OMB

Circular A-128 titled "Audits of State and Local Governments").

               The grant dollar thresholds and conditions which

trigger audit requirements are similar for all grantees and are

set forth in the regulations cited above.

               In the closure of grants, for the performance of

final cost audits, the HUD Office of Inspector General (OIG) is

normally not requested to perform audits on grants under $100,000

or over $100,000 where sufficient audit information is already

available pursuant to OMB Audits A-133 or A-128 requirements.

          G.   FILE RETENTION:

               The official CHSP grant case files are

unscheduled, but a HUD records disposition schedule is being

developed to provide disposition instructions for the files (see

Appendix 5 for HUD Records Disposition Schedule 3).  After grant

closeout, these files cannot be retired to a Federal Records

Center until the National Archives and Records Administration

(NARA) has approved that schedule.

               CHSP grant files that are maintained by HUD State

or Area Offices are covered by item 17 of HUD Records Disposition

Schedule 3 which requires that they be destroyed 6 years after

the grant is formally closed out.  Once the CHSP Records

Disposition Schedule is approved, HUD offices can retire the

files to the Federal Records Center any time after grant closeout

that volume warrants.
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               FmHA State Offices should follow the disposition

instructions in FmHA's records disposition schedules for the CHSP

files which they maintain.

               Questions regarding the material in this Notice

should be directed to the Services Branch at 202-708-3291.

                              ____________________________________

                              Assistant Secretary for Housing

                                - Federal Housing Commissioner

Attachments
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                         LIST OF APPENDICES

1A.  *HUD-718, Funds Reservation and Contract Authority

               (sample form)

1B.  HUD-718, Instructions for completion

2A.  *HUD-1044, Assistance Award/Amendment (sample form)

2B.  HUD-1044, Instructions for completion

3.   SF-269, Financial Status Report

4.   *HUD-24016, Final GTR Performance Assessment for

                   Assistance Agreements

5.   Records Disposition Schedule 3

*    Forms are available in their electronic format on the LAN:

     see LAN Main Menu; Office Systems, item E "HUD FORMS"

_____________________________________________________________________

                                                            APPENDIX 1A

___________________________________________________________________________

                    FUNDS RESERVATION & CONTRACT AUTHORITY

    ********************************************************************

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *       GRAPHICS  MATERIAL  IN  ORIGINAL  DOCUMENT  OMITTED        *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    ********************************************************************

___________________________________________________________________________

_____________________________________________________________________

                                                       APPENDIX 1B

COMPLETION OF THE FUNDS RESERVATION AND CONTRACT AUTHORITY FORMAT

The Funds Reservation and Contract Authority (HUD-718) is

completed by the GTR.  The following blanks must be filled in:

               item 1A - full name and address of grantee with

                         the TIN and EIN number underneath the

                         address, clearly labeled.

               item 1B - grant number

               item 2  - self explanatory

               item 3  - put in Field Office reservation sequence

                         number.  Will include "CHS-94" as part

                         of whatever system used; Field Office

                         establishes reservation number

               item 4  - insert name of GTR

               item 5A - insert "Congregate Housing Services" and

                         appropriation number as appropriate.

                         The appropriation number is stated on

                         the HUD-185.

                         For HUD grants, also insert "NCH" which

                         indicates grantees will receive

                         reimbursement under LOCCS/VRS.

                         For FmHA grants, also insert "CFH" which

                         indicates grantees will receive

                         reimbursement under LOCCS/VRS.

               item 5B/C -    leave blank

               item 5D   -    leave blank

               item 5E/F -    put in amount of amendment request

                              both in upper space and in totals

                              line.

               item 6B - check-off and fill in amendment number.

               item 7A - insert "To provide support services to

                         elderly and non-elderly disabled

                         residents of eligible housing for the

                         elderly."

_____________________________________________________________________

                                                       APPENDIX 1B (cont'd)

               item 8A/B -    self explanatory

               item 9A - GTR's supervisor

               item 9B - fill in name and put title "Director of

                         Housing" or "Director of Housing

                         Management", as appropriate.

               item 9C - self explanatory

               item 9D - for "Director of Management"

               item 9E - self explanatory

               item 10 - signed by RAD official

_____________________________________________________________________

                                                            APPENDIX 2A

___________________________________________________________________________

          Assistance Award/

          Amendment

    ********************************************************************

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *       GRAPHICS  MATERIAL  IN  ORIGINAL  DOCUMENT  OMITTED        *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    ********************************************************************

___________________________________________________________________________

_____________________________________________________________________

                                                       APPENDIX 2B

COMPLETION OF THE GRANT ASSISTANCE AWARD/AMENDMENT FORMAT:

The grant award/amendment (HUD-1044) is written up by the GTR.

The following blanks must be filled in:

               item 1 -  check-off "grant"

               item 2 -  check-off "amendment"

               item 3 -  insert the grant number

               item 4 -  insert sequential amendment number

               item 5 -  insert day executed by the Grant Officer

               item 6 -  insert FO designated number, if any

               item 7 -  insert full name and address of grantee.

                         Below the address list the grantee's TIN

                         or EIN number, clearly labeled.

               item 8 -  insert FO Housing Management/FmHA State

                         Office address

               item 8A - List Grant Officer

               item 8B - List Grant officer's telephone number

                         and TDD number

               item 9 -  List name and telephone number of the

                         GTR, and TDD telephone number for the

                         hearing impaired, plus Field Office code

                         if applicable (secure Field Office code

                         list from OFA).

                         Use the HUD codes also for the FmHA

                         grantees, as they will also draw down

                         their funds through the HUD LOCCS/VRS.

                         If there is insufficient space state

                         "continued in Item 16" and list there.

               item 10 - list name and telephone number of

                         grantee contact person.

               item 11 - check-off "cost reimbursement" and "cost

                         sharing"

_____________________________________________________________________

                                                       APPENDIX 2B (cont'd)

               item 12 - check-off "automated clearinghouse"

               item 13 - insert "see paragraph 3 of the schedule

                         of terms and conditions (LOCCS/VRS)

               item 14 - insert "Previous HUD Amount," insert

                         total obligation figure from prior

                         years.  For HUD amount this Action"

                         insert current amount requested.

                         For "total HUD amount," combine two

                         prior figures.  For recipient amount,

                         insert total of match and fees.

                         For "total instrument amount", insert

                         total of prior figures.

               item 15A  -    insert appropriation code from 718.

               item 15B  -    insert reservation number (from FO)

                         -    "Obligation by this action" and

                              "total obligation" is same as

                              "total HUD amount" from No. 14.

               item 16 - State purpose of the amendment and that

                         all of the programmatic elements of the

                         prior grant instrument, HG ------ and

                         amendment documents as submitted, are

                         incorporated herein.

               item 17 - check-off

               item 18 - leave blank

               item 19 - insert name of grantee official

               item 20 - insert name of Grant Officer

_____________________________________________________________________

                                                            APPENDIX 3

___________________________________________________________________________

                         FINANCIAL STATUS REPORT

                              (Long Form)

    ********************************************************************

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *       GRAPHICS  MATERIAL  IN  ORIGINAL  DOCUMENT  OMITTED        *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    ********************************************************************

___________________________________________________________________________

_____________________________________________________________________

                                                            APPENDIX 3

                                                            (Continued)

___________________________________________________________________________

                         FINANCIAL STATUS REPORT

                              (Long Form)

    ********************************************************************

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *       GRAPHICS  MATERIAL  IN  ORIGINAL  DOCUMENT  OMITTED        *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    ********************************************************************

___________________________________________________________________________

_____________________________________________________________________

                                                            APPENDIX 4

___________________________________________________________________________

          Final GTR Performance

          Assessment

          for Assistance Agreements

    ********************************************************************

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *       GRAPHICS  MATERIAL  IN  ORIGINAL  DOCUMENT  OMITTED        *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    *                                                                  *

    ********************************************************************

___________________________________________________________________________

_____________________________________________________________________

                                                       APPENDIX 5

                                                       2225.6 REV-1 CHG-4

                                                       APPENDIX 3

___________________________________________________________________________

                    RECORDS DISPOSITION SCHEDULE 3

                        ADMINISTRATIVE RECORDS

Item

No.         Description of Records           Disposition

____        ______________________           ___________

        c.  Printouts, output reports.       Destroy when superseded,

                                             obsolete or no longer needed

                                             for reference.  (NARA Job

                                             NC1-207-80-5, item 14c)

  15.   IDEAS Cass Files.

        a.  Rejected.                        Destroy 2 years after

                                             rejection.  (NARA

                                             Job N1-207-89-1, item 15a)

        b.  Adopted.                         Retain for 2 years from date

                                             of adoption, then retire to

                                             Federal Records Center.

                                             Destroy 5 years after date of

                                             adoption.  (NARA

                                             Job N1-207-89-1, item 15b)

        Contracts, Grants, Supplies

  16.   Records related to contracts and

        grants and to obtaining supplies.

*       a.  Program contract/grant records.  Use the appropriate HUD

                                             records disposition schedule

                                             covering the program's

                                             records.  (NARA

                                             Job N1-207-91-1, item 16a)

        b.  All other records.               Use General Records Schedule

                                             (GRS) 3 and items 17 through

                                             19 of this schedule. (NARA

                                             Job N1-207-91-1, item 16b)

  17.   Government Technical Representative  Destroy 6 years after contract

        (GTR) case files.  The GTR is the    or grant is formally closed

        program person responsible for the   out.  (NARA Job N1-207-91-1,

        technical direction and evaluation   item 17)

        of contractor/grantee performance.

        GTR case files consist of copies

        of the request for services,

        Request for Proposals (RFP) and

        amendments,                                                       *

___________________________________________________________________________
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                                                       APPENDIX 5 (cont'd)

2225.6 REV-1 CHG-4

APPENDIX 3

___________________________________________________________________________

                    RECORDS DISPOSITION SCHEDULE 3

                        ADMINISTRATIVE RECORDS

Item

No.         Description of Records           Disposition

____        ______________________           ___________

*       technical and cost proposals and

        modifications submitted by the

        contractor/grantee, conformed copy

        of contract/copy of grant agreement and

        modifications, contractor's/grantee's

        management reports to GTR, GTR reports

        and memoranda, contractor's/grantee's

        interim and final technical reports,

        GTR evaluation reports, distribution

        list for final report, statement of

        final contract/grant status and any

        related correspondence or other

        documents.

 17-1.  Government Technical Monitor (GTM)   Transfer files to the GTR when

        files.  The content of GTM files     contract/grant is closed out.

        varies depending on what authority   The GTR screens the GTM files

        the GTR has delegated to the GTM.    to eliminate any duplicate

        GTM files have the same kinds of     records and adds the remaining

        documentation as GTR files.          files to the GTR case file.

                                             Use the disposition in item 17

                                             for the combined files.  (NARA

                                             Job N1-207-91-1, item 17-1)

 18.    Extra copies of contractor's/        Destroy when superseded,

        grantee's final report.              obsolete, or no longer needed

                                             for reference.  (NARA

                                             Job N1-207-91-1, item 18)    *

 19.    Office of Procurement and Contracts

        (OPC) Management Information System.

        This ADP system will provide a

        systematic procedure and reporting

        structure to monitor procurement

        actions in both pre-award and

        post-award phases of a contract.

        It will report contract status

        for each

___________________________________________________________________________
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