SOP FOR LEAD HAZARD REDUCTION DEMONSTRATION GRANT
FUNDS MANAGEMENT SOP- April 1, 2019
The Lead Grant/CDBG-DR covers ADMINISTRATION COSTS, Lead Inspection/Risk Assessments (LIRAs), Lead Hazard Control work (similar to OOR), Clearance Examinations/Inspections and Program Delivery.  IHCDA will reimburse each Sub-Recipient on a cost reimbursable basis.  Sub-Recipients will submit billing statements regularly as needed but no less than once per quarter through the Indiana Housing Online Management System.  New users are required to register.
[bookmark: _GoBack]For any staff time associated with either Administrative or Program Delivery, the LHRD Admin Claims tracker must be completed and submitted with time-sheets for staff including the number of hours and pay rate.  There are two separate LHRD Admin claims tracking forms.  One for the Lead funds and one for the CDBG-DR matching funds.  In addition, sub-recipients should also track and provide information in the LHRD Admin Claims tracker for each activity (or activities) staff performed to justify the use of admin or program delivery. 
Claims are submitted to IHCDA as follows:
1. For Admin costs, submit the LHRD claims tracker with timesheets through the IHCDA Online Management System.  The LHRD claims tracker is an excel workbook used to draw down funds for allowable line items.  There is a separate tab listed for Admin costs.  Please refer to the Eligible Cost training section in the Sub-recipient Start up Training presentation.  

2. Program Delivery costs must be tracked by unit address.  The LHRD claims tracker has separate tabs for each unit address (additional tabs can be inserted if necessary).  Program Delivery claims can be submitted along with any Admin claims.  Prior to submitting claims for program delivery you must submit the Summary of Assisted Sites form to Debra Swinson the Funds Management and Reporting Specialist.  

3. The LIRA has a $900 maximum per unit subsidy and the Healthy Homes Supplemental (HHS) Assessment is $350 maximum per unit.  Submit the LIRA/HHS Certification form and the LIRA and HHS reports to the IHCDA PM.  Once reviewed and approved, the certification form will be signed by IHCDA and emailed back to you.  Prior to submitting claims for this cost you must submit the Summary of Assisted Sites form to Debra Swinson the Funds Management and Reporting Specialist.  Then, you’ll submit a claim and include the signed Certification form for this cost through IHCDA Online (do not send the LIRA report through IHCDA Online).  


4. Lead Hazard Control Work has a $10,000 per unit maximum.  Include a detailed summary listing expenditures on the IHCDA LHRD General Ledger form, for each applicable funding source, being requested for reimbursement by line item and submit all detailed invoices (no hand written documents or hand written edits) by address through IHCDA Online.  The General Ledger is used to list all executed contracts, lead hazard control, Program Delivery, and changes that occur to the contract including change orders.  Prior to submitting claims for lead hazard control activities you must submit the Summary of Assisted Sites form to Debra Swinson the Funds Management and Reporting Specialist.  

5. A Clearance Examination has a maximum subsidy of $285 per unit. Submit the Clearance and Final Review Certification form and Clearance Report to the IHCDA PM for review.  Once reviewed and approved, the certification form will be signed and emailed back to you.  Then you’ll submit a claim and include the signed Certification form for this cost through IHCDA Online (do not send the Clearance report through IHCDA Online).  Prior to submitting claims for this cost you must submit the Summary of Assisted Sites form to Debra Swinson the Funds Management and Reporting Specialist.  

6. The lead inspection/risk assessment (LIRA), Health Homes Supplemental (HHS) funding assessment, and Clearance testing are each separately budgeted line items listed in your contract.  

7. The Federal Cash Control Register for each funding source (LHRD, CDBG-DR, HHS) must be used to record requests for payments submitted, checks or ACH’s received, disbursements, and maintained in your files for compliance monitoring purposes. The balance of federal cash on hand on both a daily and cumulative basis is calculated. The register documents the timely disbursement of the LHRD funds. It also serves as a crosscheck to total receipts, disbursements, and the cash balance shown in the accounting records. It is imperative to record each transaction as it occurs.

When a draw request has been sent to the IHCDA, the request for funds must be recorded in the Federal Cash Control Register section under Request for Payment Submitted column. The columns to complete include the document number, date of request, amount requested. The document number to use is the claim on the Claim Receipt. By maintaining the Request for Payment Submitted section of the Federal Cash Control Register, in-process claims become easier to track. When funds are received by the recipient, the date the IHCDA check or ACH is received and the ACH number, and the amount are entered into the Funds Received section. When funds are disbursed, the date of disbursement, check number, payee, and check amount are recorded in the appropriate boxes of the Disbursements section of the Federal Cash Control Register.

8. This policy is subject to change and all applicable persons will be notified if changes are made.    




