
 

Before Starting

The submission due date in e-snaps for the FY 2017 CoC Program Registration date can be
found on the FY 2017 Continuum of Care (CoC) Program Competition: Funding Availability page
on the HUD Exchange.  Applicants must choose to register as either a Collaborative Applicant
(CA) or a Unified Funding Agency (UFA). The UFA forms will be visible only for those
Collaborative Applicants who request HUD approval for UFA designation.  A Collaborative
Applicant that is registering as “CA” will not see the UFA forms.  HUD will make the final
determination of the Collaborative Applicant's designation as “CA” or “UFA” during HUD's
assessment of the Registration process and provide the final determination via e-snaps.

  Collaborative Applicants will also be able to request High Performing Community (HPC)
designation as outlined in Section III.C.4. of the FY 2017 CoC Program Registration Notice.  The
HPC forms will only be visible to those Collaborative Applicants that indicate they wish to be
considered for this type of designation.

  To prepare for the completion and submission of the FY 2017 CoC Program Registration,
Collaborative Applicants are strongly encouraged to review the following documents in their
entirely BEFORE completing the FY 2017 CoC Program Registration in e-snaps:

- 24 CFR part 578
  - FY 2017 CoC Registration Notice
 - Instructional Guides (CoC and GIW)
 - Detailed Instructions and FAQs

 HUD communicates the CoC information via Listserv messages. Click here to subscribe.
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1. Continuum of Care Organization

Instructions:
For additional information see the FY 2017 CoC Program Registration Detailed Instructions and
CoC Program Registration Instructional Guide located on the HUD Exchange.

1. Type of CoC: UFA

2. HPC Designation: No

3. CoC Number and Name: FL-603 - Ft Myers, Cape Coral/Lee County CoC

4. Legal Name of Organization:
 (e.g., CoC Lead Agency)

Lee County Board of County Commissioners

5. Select the State(s) in which the CoC claims
geography:

 For multiple state selections, hold the CTRL
key and select the applicable states.

Florida

6. Is the CoC composed of two or more CoCs
approved by HUD to merge after the FY 2016
CoC Program Competition or prior to this FY

2017 Competition?
(If yes, the  Merger Worksheet is required.)

No
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2. Continuum of Care Claimed Geographic
Area(s)

Instructions:
For additional information see the FY 2017 CoC Program Registration Detailed Instructions and
CoC Program Registration Instructional Guide located on the HUD Exchange.

1. Select the geographic area(s) claimed by
the CoC.

 To select multiple geographic areas, hold the
CTRL key and select the applicable area(s).

120966 Ft Myers, 120402 Cape Coral, 129071
Lee County
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3. UFA Capacity

Any Collaborative Applicant that intends to submit the CoC Registration
requesting UFA designation must complete all questions on this form.

Instructions:
For additional information see the FY 2017 CoC Program Registration Detailed Instructions and
CoC Program Registration Instructional Guide located on the HUD Exchange.

1. Does the CoC hold meetings of the full
membership

 with published agendas at least semi-
annually

(24 CFR 578.7(a)(1))?
 (If yes, the Collaborative Applicant is

required
 to attach a zip file that contains copies of the

published agendas for meetings that
occurred

 January 1, 2016 through February 1, 2017.)

Yes

2. Does the CoC have a publicly open
invitation

 process for new members to join within the
 geographic area that occurs at least annually

 (24 CFR 578.7(a)(2))?

Yes

2a.  If yes, indicate the page(s) where this information can be found in the
CoC Governance Agreement.
(Limit 250 characters)

CoC Governance Charter - Pages 6 and 7 indicate that solicitation for new
board members occurs at least twice annually.

3. Has the CoC adopted a written process, to
select

 a board to act on behalf of the Continuum of
Care

(24 CFR 578.7(a)(3))?

Yes

3a. If yes, what date was the written process
 approved by the Continuum of Care?

05/05/2014

The date that the written process was approved by the Continuum of Care
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cannot be later than today's date.

4. Does the CoC Governance Charter list the
committees,

 subcommittees, or workgroups appointed by
the CoC

 (24 CFR 578.7(a)(4))?

Yes

4a. If yes, indicate the page(s) where this information can be found in the
CoC Governance Agreement.
 (Limit 250 characters)

CoC Governance Charter - Page 4 outlines the mandatory appointed
committees, additional committees are formed as necessary.

5.  In consultation with the CoC and HMIS
Lead,

 has the governance charter been developed,
 followed, and updated annually

 (24 CFR 578.7(a)(5))?

Yes

5a. Does governance charter include all
procedures and

 policies needed to comply with Subpart B of
the CoC

 Program interim rule and with the HMIS
requirements

 (24 CFR 578.7(a)(5))?
If yes, the Governance Agreement must be

attached.

Yes

6. How has the CoC used performance and outcome data to determine
allocation of resources from CoC Program and ESG funds to reduce
homelessness for veterans, chronic, family, and youth populations?
(Limit 1500 characters)

The CoC Governing Board collaborates with Lee County and the Lee County
Homeless Coalition to develop priorities for funding projects and develop
application ranking criteria. The CoC Ranking and Review procedures state that
CoC project applications will be reviewed and scored based on project
performance outcomes, type of projects, the project prioritization to serve
special populations, and the results of the most recent project monitoring. Prior
to the beginning of each CoC funding competition, Lee County requests funded
programs to evaluate project performance and request voluntary reallocation for
poor performing projects. If no requests for voluntary reallocation are made, the
CoC Ranking and Review Committee reviews project performance, utilization of
funds, effectiveness of projects to reduce homelessness, HMIS participation,
and other CoC funding priorities to determine if any funds shall be involuntarily
reallocated. The CoC Ranking and Review Committee make a recommendation
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for reallocation to the CoC Governing Board. The CoC Governing Board
reviews all recommendations and issues final approval of the application to be
submitted to HUD. In addition, the CoC Governing Board reviews system
performance, and the performance of all CoC and ESG funded programs
annually, and is consulted during the planning process for the HUD Annual
Plan, which includes the HUD ESG allocation.

7. How has the CoC used a Housing First approach to remove barriers to
housing, remove service participation requirements or preconditions to
program participation, and prioritized rapid placement and stabilization in
permanent housing?
 (Limit 750 characters)

CoC funded projects have made significant strides toward removing barriers to
housing, removing service participation requirements, and prioritizing placement
and stabilization in permanent housing. In 2014, the CoC recognized the
community need for a rapid re-housing project and encouraged the Salvation
Army to reallocate funds from their supportive services project to a rapid re-
housing project, which prioritizes rapid placement and stabilization in permanent
housing. Community Assisted and Supported Living, a CoC funded permanent
housing provider, also recognizes the need for a housing first approach, and
ensures that participants are not screened out because of income, substance
use, domestic violence history, or criminal record.

8. How does the CoC establish performance targets for the CoC-funded
projects?
  (Limit 750 characters)

To establish performance targets for CoC funded projects, the CoC Governing
Board evaluates each projects performance in increasing client income, exiting
clients to permanent housing, and limiting re occurrences of homelessness.
Actual project performance outcomes and overall system performance are
considered by the CoC Governing Board. The Board then evaluates the
availability of permanent housing and income resources and establishes
achievable performance targets for each project. Targets are adjusted annual
based on prior year performance, system-wide performance, and resource
availability.

8a. Specifically describe the process used to gather input from recipients
and sub-recipients to establish performance targets appropriate for
population and program type, monitor performance, evaluate outcomes,
and actions against poor performers (24 CFR 578.7(a)(6)):
(Limit 750 characters)

Two of the three CoC funded sub-recipients are members of the Lee County
CoC Governing Board. The Governing Board is responsible for establishing
performance target, evaluating project outcomes and recommending actions
against poor performers. The sub-recipients who are members of the Board are
welcomed to provide input at the meetings. In addition, Lee County held a CoC
governing board workshop, which included CoC funded sub- recipients, prior
the opening of the 2017 funding competition. At this meeting sub-recipients
were encouraged to provide input regarding performance targets, monitoring
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requirements, and project outcome evaluations. All input was considered in the
development of the ranking and review criteria for the 2017 funding competition.

9. Describe how outcomes for projects funded under the Emergency
Solutions Grants and CoC Program are evaluated (24 CFR 578.7(a)(7)):
 (Limit 750 characters)

The CoC evaluates CoC and ESG funded projects on an annual basis. The
most recent monitoring report and performance data are presented to the CoC
Governing Board. The Board reviews all monitoring reports and project
performance and makes a recommendation for improvement or reallocation for
each project, based on the provided information.  In addition, the Ranking and
Review committee evaluates CoC funded projects annually during the CoC
funding competition. Each project is evaluated on achievements toward
performance measures, number of clients served, timely spending of funds, and
most recent monitoring outcomes. Projects are ranked from highest to lowest
performing for CoC funding priority.

10. Does the CoC have a centralized
or coordinated assessment system?

If yes, attach the protocol for the system.

Yes

11. Has the CoC designated a single
 HMIS for its geographic area

(24 CFR 578.7(a)(9)(b)(1))?

Yes

12. Name the HMIS lead
(24 CFR 578.7(a)(9)(b)(2)):

Lee County Board of County Commissioners

13. Of the following HMIS plans, which one(s) have been reviewed and approved by the CoC?
For those plans that are approved, indicate the date of approval (24 CFR 578.7(a)(9)(b)(3)):

&nbsp &n
bs
p

&nbsp &nbsp

Plan &n
bs
p

Reviewed and Approved Date Approved

Privacy Plan &n
bs
p

No

Security Plan &n
bs
p

No

Data Quality Plan &n
bs
p

No

14. Describe the process the CoC uses to ensure consistent participation
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of recipients and sub-recipients in HMIS (24 CFR 578.7(a)(9)(b)(4)):
 (Limit 750 characters)

The Department of Human and Veteran Services (DHVS) oversees the
implementation, management and maintenance of HMIS, and mandates that all
CoC and ESG funded subrecipient utilize HMIS. Monthly HMIS user groups are
held to discuss system utilization and updates. In addition bi-monthly coordinate
entry meetings are held to prioritize resources for clients. User trainings are
conducted to inform users of system changes. Each subrecipient is responsible
for abiding by a user policy agreement, which requires minimum data
information required for each consenting client. DHVS consistently works with
the software vendor to enhance and address system functionality, improve data
sharing between agencies, and enhance user experiences and utilization.

15. Describe the process the CoC uses to ensure HMIS is administered in
compliance with the 2014 Data Standards (24 CFR 578,7(a)(9)(b)(5)):
 (Limit 750 characters)

The Lee County HMIS Data Standards Manual provides baseline data collection
requirements developed by HUD. This manual is designed for the Lead Agency,
System Administrator, and Users to help them understand the data elements
that are required in an HMIS to meet participation and reporting requirements
established by HUD. The current system is in compliance with current HUD
data standards, and all users have receiving training on those standards.
Security, confidentiality, and data standards requirements are refreshed at
monthly meetings and annual trainings held by agency administrators. The
System Administrator conducts data quality checks at least quarterly to ensure
APR data level quality and compliance with most recent data standards.

16. Describe the CoC's coordination efforts to implement a housing and
service system within the claimed geographic area(s) that meets the
needs of homeless individuals (including unaccompanied youth) and
families (24 CFR 578.7(a)(9)(c)(1)):
(Limit 750 characters)

Homeless service providers, including the RHY funded youth shelter, utilize the
coordinated entry to move clients through the service system and reduce new
entries into homelessness. The process includes utilizing standardized access
and assessment, coordinated referral, and housing placement for immediate
and long-term housing and service needs. To further facilitate the engagement
and assistance of homeless individuals and families, a Coordinated
Assessment Task Force meets twice monthly to review clients who are
particularly vulnerable to remaining homeless. The Task Force develops
strategies to connect persons with the correct services to reduce the length of
time in homelessness and prevent future episodes of homelessness.

17. How frequently does the CoC conduct
a sheltered point-in-time count?

annually

18. How frequently does the CoC conduct
an unsheltered point-in-time count?

annually
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19. How frequently does the CoC conduct
 a gaps analysis of homeless needs and

 services available within the
 geographic area?

annually

19a. Specifically describe the process utilized by the CoC to conduct the
gaps analysis:
(Limit 750 characters)

After conducting the annual PIT & HIC, resources and utilization of each project
type is assessed. The total number of unsheltered homeless persons, plus
persons living in emergency shelter, transitional housing, or permanent housing,
is compared to the available emergency shelter, transitional housing, and
permanent housing beds. The difference between the unsheltered homeless
county and the number of available beds is the identified service gap. Data
found in the gaps analysis is presented to the CoC Governing Board for
consideration during funding decisions.

20. Specifically describe how the CoC is participating in the Consolidated
Plan(s) for the jurisdiction(s) within the CoCs geographic area:
(Limit 750 characters)

Members of all three consolidated planning jurisdictions (CPJ) are participating
members of the CoC Governing Board. All three CPJs are actively involved in
coordination and planning at CoC Board meetings, as well as at CoC Board
sub-committee meetings. The two CPJs that are not the CoC Lead Agency, the
City of Cape Coral and the City of Fort Myers, also consult with the Lead
Agency during their own Con Plan cycles and in the development of the
regional Assessment of Fair Housing. Both cities actively participate in the Lee
County Homeless Coalition, and attend regular meetings. Collaboration among
all three CPJs takes place on a daily basis through program referrals and
regular meetings for other grant funded programs.

21. Describe the extent to which the CoC consults with State and local
government ESG program recipients within the CoC's geographic area on
the plan for allocating Emergency Solutions Grants program funds (for
FY2017):
 (Limit 750 characters)

Lee County is the only local ESG entitlement entity and does cover the full CoC
geographic area. The CoC and Lee County consult on ESG decisions, which
include the utilization of ESG entitlement funds to support the collaboratively-
managed Bob Janes Triage Center and Low Demand Shelter. Because the City
of Fort Myers and City of Cape Coral participate in the Governing Board and
Homeless Coalition, they are also included in the development of performance
standards and outcomes evaluation for ESG-funded activities. The CoC
Governing Board has also developed written standards for all CoC and ESG-
funded activities.
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22.  Has the CoC and ESG recipient
developed

a plan for joint reporting guidelines for
ESG recipients and sub-recipients?

No

23. Has the CoC and ESG recipient developed
 performance measurements that will be used
 to measure ESG recipients and subrecipients

 within the CoC’s geographic area?

Yes
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4. UFA Financial Management

Any Collaborative Applicant that intends to submit the CoC Registration
requesting UFA designation must complete all questions on this form.

Instructions:
For additional information see the FY 2017 CoC Program Registration Detailed Instructions and
CoC Program Registration Instructional Guide located on the HUD Exchange.

1. Is the Collaborative Applicant that is
requesting UFA designation a nonprofit
organization or a State or a unit of local

government?

Unit of Local Government

2. Does the Collaborative Applicant have
written policies

 and procedures to ensure that CoC Program
funds are

 drawn down from LOCCS within 45 days of a
sub-

 recipient providing source documentation of
eligible

 costs/expenditures?

Yes

3. Does the Collaborative Applicant have
procedures

 in place to ensure CoC Program funds are
drawn

  a minimum of every 90 days?

Yes

4. Does the Collaborative Applicant have an
organizational

chart that sets forth the lines of
responsibility?

 If yes, a copy of the organization chart must
be attached.

Yes

5. Does the Collaborative Applicant have
written financial

 management policies and procedures
addressing the

 areas listed below, including an
organizational chart

Yes
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 that sets forth lines of responsibility?

5a. What page(s) of the document include the policy and procedures for
ensuring complete disclosure of the financial results of each federally-
sponsored project or program (in accordance with state laws, if
applicable)?
 (Limit 250 characters)

Grants Admin Handbook-pg18-19-grant reporting procedures to ensure
complete disclosure of financial results pg23-responsibilities of the Internal
Auditor to disclose reports to the applicable stakeholders pg25-reporting in
accordance with the Federal Funding Accountability and Transparency Act

5b. What page(s) of the document adequately identify the source and
application of funds for federally sponsored activities?
 (Limit 250 characters)

Grants Admin Handbook-Pg10-DHVS grant identification, application, renewal,
and tracking policy Pg36-37(AC-3-17)-basic procedures related to application
for grant funded programs Pgs 31-33-Sources and types of grant funds-Pgs 13-
18 in Appendix B–funding sources

5c. What page(s) of the document include the internal controls that
provide effective control and accountability for all funds, property, and
other assets?
 (Limit 250 characters)

Grants Admin Handbook
Appendix A – Lee County Admin Codes governing accountability for funds,
property and other assets, Pgs 13-19 – Financial Management, Equipment and
Real Property Management and and Internal Controls

5d. What page(s) include a comparison of expenditures with budget
amounts for each award?
 (Limit 250 characters)

Grants Admin Handbook
Pg 14-expenditure procedures which ensure funds are properly budgeted at the
activity level
Pg 16-reconciliation process which compares expenditures with budget
amounts
Pg44-48(AC-3-6)-Budget Amendment, Revenue and Expenditure Authority for
all county departments

5e. What page(s) include the written procedures to minimize the time
elapsing between the transfer of funds to the recipient from the U.S.
Treasury and the issuance or redemption of checks, warrants, or
payments by other means for program purposes by the recipient?
 (Limit 250 characters)

Grants Admin Handbook
Pg 16–timely payment procedures
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Pg 63-(Pg 7 of Appendix B)–payment processing procedures

5f. What page(s) include the procedures that are followed whenever
advance payment procedures are used?
 (Limit 250 characters)

Grants Admin Handbook
Pg 16-17 – advanced payment procedures
Pg 38-43(AC-3-20) – Petty cash advance procedures

5g. What page(s) include the procedures for determining the
reasonableness, allocability, and allowability of costs in accordance with
the provisions of the applicable Federal cost principles and the terms and
conditions of the award?
 (Limit 250 characters)

Grants Admin Handbook
Pg 13 & 17 – Supporting documentation requirements and direct costs policies
Pg 22 – Federal Single Audit policies which review cost reasonableness,
allocability, and allowability

5h. What page(s) include the accounting procedures that include
recording cost accounting supported by source documentation?
 (Limit 250 characters)

Grants Admin Handbook
Pg 13 & 16-18–Supporting documentation requirements and direct costs
policies
Pg 63(Pg 7 of Appendix B)–payment processing procedures

6. Are there written procurement procedures?
If yes, the document must be attached.

Yes
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5. UFA Financial Management - Sub-Recipient

Any Collaborative Applicant that intends to submit the CoC Registration
requesting UFA designation must complete all questions on this form.

Instructions:
For additional information see the FY 2017 CoC Program Registration Detailed Instructions and
CoC Program Registration Instructional Guide located on the HUD Exchange.

1. Does the Collaborative Applicant have
written agreements

 in place with all subrecipients to which CoC
funds will be

 allocated, documenting that each
organization will allow

 the Collaborative Applicant, if designated, to
become the

 recipient of grant funds?

Yes

2. Does the Collaborative Applicant have
written policies

 and procedures in place to bring
noncompliant

subrecipients into compliance?

Yes

2a. What page(s) of the document include this information?
 Limit 250 characters.

Grants Admin Handbook pg 66-68 (Appendix B Pg.10-12) - Details actions
taken if significant deficiencies are found & monitoring procedures
High Risk Monitoring and Non-Compliance Measures -all attachments in ZIP
folder

3. Does the Collaborative Applicant have
written procedures

 to ensure that "high risk" sub-recipients
receive proper

 oversight and monitoring?

Yes

4. What plan of action does the Collaborative Applicant have in place for
sub-recipient monitoring and how it will determine performance, evaluate
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outcomes and take corrective action against poor performers and what
will happen if the sub-recipient does not comply with the corrective
actions?  (A copy of the plan must be attached)
(Limit 750 characters)

If a monitoring report contains a finding or concern a response is due from the
agency within 30 days from the date the of report. A Corrective Action Plan
(CAP) will be emailed w/the report. The agency must reply to email to
acknowledge receipt of CAP. A CAP that addresses how the deficiency will be
corrected & how future occurrences can be prevented is required for all
findings. A written response is due for all concerns which address how issue will
be addressed or resolved &/or provides necessary clarification. Failure to
submit the Corrective Action Plan within the required time frame or failure to
correct and prevent any deficiencies can result in the withholding of payment or
termination of the contract. See appendix B in attached Grant Admin Handbook
& High Risk Zip folder.

5.  Does the Collaborative Applicant review
sub-recipients

 for evidence of conflicts of interest, either
between the

 Collaborative Applicant and the sub-
recipient, or

 between the sub-recipient and its
contractor(s)

 (seek information on the background of staff
or the Board

 of Directors, seek specific assurance from
sub-recipients)?

Yes

6. What are the Collaborative Applicant's closeout procedures for its sub-
recipient grants and the recapture of unspent funds?
(Limit 750 characters)

Sub recipients are given 45 days from end of grant period to provide all
necessary closeout procedures and input any necessary information into HMIS
(Article III. C.2.D of contract), attached. DHVS prepares APR, validates with the
sub recipient and submits into system.The CA reviews the following details of
contract monitoring and close-out: monitoring dates, HQS inspections
performed, date monitoring report was approved by agency and program
manager, the status of any corrective action plans, and the date of APR
completion. Additional internal closeout procedures can be viewed in the
attached Monitoring and Closeout Procedures.
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5a. UFA Financial Management - Sub-Recipient

Instructions:
For additional information see the FY 2017 CoC Program Registration Detailed Instructions and
CoC Program Registration Instructional Guide located on the HUD Exchange.

Sub-recipient Name Date Written
Agreement was
Executed

Date Sub-recipient
was Monitored
(Assessed)

OMB Circular A-133
Required?

Compliance Date

The Salvation Army 09/08/2016 06/30/2016 No --

Community Assiste... 02/15/2017 12/06/2016 No --

SalusCare Inc. 08/11/2016 03/07/2017 Yes 02/27/2017
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5a. Sub-Recipient List Details

Sub-recipient Name: The Salvation Army

Date Written Agreement was Executed: 09/08/2016

Date Sub-recipient was Monitored
(Assessed):

06/30/2016

OMB Circular A-133 Required? No

5a. Sub-Recipient List Details

Sub-recipient Name: Community Assisted and Supported Living, Inc.,
DBA Renaissance Manor

Date Written Agreement was Executed: 02/15/2017

Date Sub-recipient was Monitored
(Assessed):

12/06/2016

OMB Circular A-133 Required? No

5a. Sub-Recipient List Details

Sub-recipient Name: SalusCare Inc.

Date Written Agreement was Executed: 08/11/2016

Date Sub-recipient was Monitored
(Assessed):

03/07/2017

OMB Circular A-133 Required? Yes

If OMB Circular A-133 is Required, enter the
date compliance was confirmed.

02/27/2017
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10. Attachments

Document Type Required? Document Description Date Attached

A-133 Audit Yes A-133 Audit Repor... 04/24/2017

Audit Policy and Procedures for
Subrecipients

Yes Monitoring Policy... 04/21/2017

Centralized or Coordinated
Assessment System

Yes Coordinated Entry... 04/21/2017

CoC Governance Charter Yes CoC Governance Ch... 04/11/2017

CoC Housing and Services
System/Coordination Plan

No

CoC Meeting Agendas/Minutes Yes CoC Meeting Agend... 04/24/2017

ESG-CoC Standards Yes CoC Written Stand... 04/11/2017

Financial Management Systems
Policies and Procedures

Yes Grants Admin Hand... 04/21/2017

Grant Inventory Worksheet No

List of Board Leaders and
Members

Yes CoC Governing Boa... 04/11/2017

LOCCS Drawdown Procedures Yes LOCCS Drawdown Pr... 04/21/2017

Merger Worksheet No

Monitoring Guide for
Subrecipients

Yes Monitoring Report... 04/11/2017

Organizational Chart/Policies
and Procedures

Yes Roles and Respons... 04/24/2017

Procedures for High-Risk
Subgrantee Management

Yes High-Risk Monitor... 04/21/2017

Procurement Policy and
Procedures

Yes Lee County Purcha... 04/11/2017

UFA - Other Attachments No Contract Template... 04/21/2017

Applicant: Lee County CoC FL-603_2011 New Applicant
Project: CoC Registration FY2017 COC_REG_2017_149238

CoC Registration FY2017 Page 18 04/24/2017



 

 

 

 

 

 

 

Attachment Details

Document Description: A-133 Audit Reports - FL-603 and SalusCare Inc.

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: Monitoring Policy from Contract Management
Manual - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: Coordinated Entry and HMIS Policies and
Procedures- FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: CoC Governance Charter - FL603
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Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description:

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: CoC Meeting Agendas and Minutes - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: CoC Written Standards - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Applicant: Lee County CoC FL-603_2011 New Applicant
Project: CoC Registration FY2017 COC_REG_2017_149238
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Document Description: Grants Admin Handbook - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description:

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: CoC Governing Board Roster - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: LOCCS Drawdown Procedures - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:

Applicant: Lee County CoC FL-603_2011 New Applicant
Project: CoC Registration FY2017 COC_REG_2017_149238
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https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description:

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: Monitoring Report Guide - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: Roles and Responsibilities and Org. Chart - FL
603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Applicant: Lee County CoC FL-603_2011 New Applicant
Project: CoC Registration FY2017 COC_REG_2017_149238
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Document Description: High-Risk Monitoring and Non-Compliance
Measures - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: Lee County Purchasing Manual - FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Attachment Details

Document Description: Contract Template and Close Out Procedures -
FL603

Multiple files may be attached as a single .zip file. For instructions on how
to use .zip files, a reference document is available on the e-snaps training
site:
https://www.hudexchange.info/resources/documents/FY2012CreatingaZip
File.pdf

Applicant: Lee County CoC FL-603_2011 New Applicant
Project: CoC Registration FY2017 COC_REG_2017_149238
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Certification

I certify the following:
1. That I have been duly authorized by the governing body of the CoC to
register the CoC and submit all required registration and application
documentation on its behalf;

X

2. That the statements herein are true, complete and accurate to the best of
my knowledge, including that the geographic areas selected are the areas
that this CoC serves;

X

and

3. I am aware that any false, fictitious, or fraudulent statements or claims
may subject me to criminal, civil, or administrative penalties. (U.S. Code,
Title 218, Section 1001).

X

Applicant: Lee County CoC FL-603_2011 New Applicant
Project: CoC Registration FY2017 COC_REG_2017_149238
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Submission Summary

Before submitting this Registration, please make sure that all information
is correct.

Page Last Updated

1. CoC Organization 04/21/2017

2. CoC Geographic Area(s) 04/21/2017

3. UFA Responsibilities 04/24/2017

4. UFA Financial 04/21/2017

5. UFA Sub-Recipient 04/24/2017

5a. UFA Sub-Recipient 04/24/2017

10. Attachments 04/24/2017

Certification 04/24/2017
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Monitoring 
 

The Department of Human Services Contracts staff will regularly monitor all contracts.  
Reviews may be conducted on a monthly, quarterly and/or annual basis.  The purpose of 
monitoring is to inspect, review and report on the agency’s compliance with the terms and 
conditions of the contract in order to be assured of satisfactory performance.  It is a limited 
scope review of the contract and agency management and does not relieve the agency of its 
obligation to manage the grant in accordance with applicable rules and sound management 

practices.  Contracts for HUD-funded projects will be reviewed to ensure long-term 
compliance with program requirements and comprehensive planning requirements. 
 
 Various types of monitoring utilized include: 

 Desk review of payment requests (invoices) and supporting documentation; 

 Desk review of program and beneficiary reports, 

 Desk review of Independent Financial audits (CPA) audit 

 Desk review of monitoring reports from other funders which are pertinent to the 
contracted program.  The other funding reports should be reviewed to determine if 
any common issues were identified that could affect contract performance. 

 Tracking and receipt of other contract deliverables including Section 3, Davis Bacon 
and other federal requirements. 

 On site monitoring and follow up visits as needed (may be scheduled or unscheduled) 
including to ensure compliance with federal requirements such as Davis Bacon, 
Section 3, NSP and HOME rental regulations. 

 Desk review to address issues noted in CPA audits or other monitoring reports (an on-
site review may be conducted if necessary) 

 Technical Assistance 

 Annual summary of monitoring activities (desk review summary) 
 
An on-site programmatic monitoring or a desk review summary will be conducted annually of 
all contracts funded by the Department of Human Services.  The Program Manager must 
authorize that an on-site review is not needed and that a summarization of all monitoring 
activities/desk review is sufficient.  On-site monitoring visits will take place during the term 
of the contract and prior to contract closure.   
 
Scheduling will be prioritized according to the following considerations: 
 

 Complexity of program/project 

 Amount/size of award/spending pattern 

 Agency prior experience with funding source or program/project 

 Changes in key personnel 

 Timeliness and accuracy of reporting if currently funded 

 Duration of award 

 Previous program monitoring issues 

 Program/project schedule 

 Issues identified in monitoring reports from other funders 
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The reviews of Partnering For Results funded and State Mandated contracts should address 
all components listed on the respective monitoring tools (Attachment V) and as referenced 
in the Monitoring Guide (Attachment VII).  The review of CDBG funded contracts should 
address all components listed on the CDBG Monitoring Report (Attachment VIII-a).  
A random selection of client files should be selected for review using a targeted goal of 
reviewing 10% of clients served (minimum 10, maximum 50 files).   Program guidelines and 
monitoring tools for State or Federally funded projects shall be referred to for additional 
monitoring requirements.   
 
The written monitoring report in accordance with the report format (Attachment VIII or 
Attachment VIII-a) will be issued to the contracted agency.   Monitoring reports shall be 
issued no later than 30 days following the last date of an onsite monitoring visit.  Whenever 
possible the reports shall be issued within two weeks of the onsite visit.  If it is discovered 
when writing the report, that information is questionable or missing, an attempt can be 
made to contact the agency to resolve the discrepancy.  However, this should not result in 
the report being issued late.  If the discrepancy and or questions can not be resolved prior to 
the issuance of the report, they should be included in the report as either a finding or 
concern depending on the issue.  A desk review summary should be completed within 30 
days of the end of the contract term. 
 
Reports from on-site monitoring and desk review summaries will be emailed to the agency 
Director and copied to the Board Chair.  If there is a finding or a concern, a response is due 
within 30 days from the date the report was sent.  A Corrective Action Plan format 
(Attachment IX) should be emailed with the report if appropriate.  This format should be 
used by the agency to respond to a finding and can be used to respond to a concern also.  A 
separate monitoring cover letter is not necessary as long as the email contains pertinent 
information.  See Attachment XIII for email template.  Agency should reply to email to 
acknowledge receipt of the report. 
 
Findings are violations of law, regulation, written proposal/application or contract 
requirement that can result in a sanction or repayment.  It is a serious failure to comply with 
Federal, State or locally established policies, procedures or directives that may lead to 
disallowed costs and/or threaten programmatic integrity, performance and possibly future 
funding.  A finding can be issues which identify the provider’s failure to comply with specific 
terms and conditions of the contract which relate to the provider’s service delivery, 
operations, billing practices and/or financial stability. 
 
Concerns are potential problem areas or weaknesses in program operations that may 
represent non-compliance with application/proposal, established policy and/or processes 
and which if not corrected, may eventually result in noncompliance, questioned costs or 
other management issues and lead to larger compliance issues for the program in the future.  
Addressing concerns are intended to prevent contract violations and to improve program 
operations. 

 
A concern could be a request for clarification or explanation for details, justification or 
rationale for a question, uncertainty or reservation that surfaced during the monitoring or 
other review of documents which relate to program operations.   
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I. Purpose of the CoC and CoC Governing Board 

 

The CoC is a membership, planning, and oversight body for Lee County, Florida. The purpose of the CoC 

is to develop and implement strategies to help end homelessness in Lee County. The CoC coordinates the 

community’s policies, strategies, and activities toward ending homelessness. Its work includes gathering 

and analyzing information in order to determine the local needs of people experiencing homelessness, 

indentifying and bridging gaps in housing and services, implementing strategic responses, educating the 

community on issues related to homelessness, providing advice and input on the operations of homeless 

services, and measuring CoC performance.  

 

The CoC Governing Board provides ongoing leadership, administrative oversight, and implementation 

responsibility for fulfilling the purposes of the Lee County CoC, including the responsibilities set forth in 

Article IV of this charter. Membership on the CoC Governing board is constituted by the completion of a 

Continuum of Care Board Membership Application and majority favorable vote by the CoC General 

Membership.  

II. Purpose of the Governance Charter 

 

This charter shall provide the structure for the Lee County CoC and outlines the roles and responsibilities 

of  the County, the Coalition, and the CoC Governing Board to effectively operate the CoC and: 

1. Ensure that the CoC is meeting all of the responsibilities assigned to it by HUD regulations; 

2. Promote the commitment to end homelessness;  

3. Represent the relevant organizations and projects serving homeless subpopulations; 

4. Support persons who are homeless in their movement from homelessness to economic stability 

and affordable permanent housing within a supportive community, as well as to promote access 

to and effective utilization of mainstream programs; 

5. Ensure that the CoC is inclusive of all needs of Lee County’s homeless population, including the 

special service and housing needs of homeless sub-populations; 

6. Facilitate responses to issues and concerns that affect the agencies funded by the CoC that are 

beyond those addressed in the annual CoC application process; and 

7. Promote funding to achieve CoC goals and objectives.  

 

This Charter and Policies and Procedures shall be maintained and available for review at the 

offices of the Coalition or the County. 

 

III. Organization 

 

The Lee County Continuum of Care includes:  

1. The Lee County Department of Human Services, the Collaborative Applicant for the U.S. 

Housing and Urban Development (HUD) Continuum of Care (CoC) competitive funding process, 

and the Homeless Management Information System (HMIS) lead agency, herein after referred to 

as “County.”  

2. The Lee County Homeless Coalition, a nonprofit agency that advocates on behalf of the 

homeless, herein after referred to as “Coalition.”  

3. The CoC Governing Board, which meets and monitors regulatory compliance of the CoC.  

4. The General Membership, paid or unpaid members in good standing of the Lee County Homeless 

Coalition. Membership include nonprofit homeless assistance providers, victim service providers, 

faith-based organizations, governments, businesses, advocates, public housing agencies, school 

districts, social service providers, mental health agencies, hospitals, universities, affordable 

housing developers, law enforcement, veterans service providers, homeless and formerly 

homeless individuals, and other relevant organizations.  



GG OO VV EE RR NN AA NN CC EE   CC HH AA RR TT EE RR   

OO FF   

TT HH EE   LL EE EE   CC OO UU NN TT YY   CC OO NN TT II NN UU UU MM   OO FF   CC AA RR EE   (( CC oo CC ))   

3 | P a g e   L a s t  U p d a t e d :  1 1 / 0 2 / 2 0 1 6  

 

IV. Responsibilities 

 

The following sections outline the specific characteristics and CoC responsibilities of the County, the 

Coalition, and the CoC Governing Board.  

 

A. The County 

 

As the Collaborative Applicant and HMIS Lead Agency, the County will be responsible for:  

1. Consulting with recipients and sub-recipients of CoC funding to establish performance targets 

appropriate for population and program type, monitor recipient and sub-recipient performance, 

evaluate outcomes, and take action against poor performers; 

2. Evaluating outcomes of projects funded under the Emergency Solutions Grants program 

(hereinafter referred to as “ESG”) and the CoC program, and report to HUD; 

3. Consulting with recipients of ESG funds to establish and operate a centralized and coordinated 

assessment system that provides an initial, comprehensive assessment of the needs of individuals 

and families for housing and service. After the system has been established, a policy to guide the 

operation of the system will be written, including how the system addresses the needs of 

individuals and families who are fleeing, or attempting to flee, domestic violence, dating 

violence, sexual assault, or stalking, but who are seeking shelter or services from non-victim 

service providers; 

4. Consulting with recipients of ESG funds within the geographic area, to establish and consistently 

follow written standards for providing CoC assistance. At a minimum, these written standards 

must include: 

a. Policies and procedures for evaluating individuals’ and families’ eligibility for CoC 

assistance; 

b. Policies and procedures for determining and prioritizing which eligible individuals and 

families will receive transitional housing assistance; 

c. Policies and procedures for determining and prioritizing which eligible individuals and 

families will receive rapid re-housing assistance; 

d. Standards for determining what percentage or amount of rent each program participant 

must pay while receiving rapid re-housing assistance; 

e. Policies and procedures for determining and prioritizing which eligible individuals and 

families will receive permanent supportive housing assistance; and 

f. When the CoC is designated a high-performing community, policies and procedures for 

determining and prioritizing which eligible individuals and families will receive 

Homelessness Prevention Assistance. 

5. Operating a single Homeless Management Information System (HMIS) for the geographic area as 

the eligible applicant, serving as the HMIS Lead; 

6. Reviewing, revising, and approving a privacy plan, security plan, and data quality plan for the 

HMIS. 

7. Ensuring consistent participation of recipients and sub-recipients of CoC and ESG funding in the 

HMIS;  

8. Ensuring the HMIS is administered in compliance with requirements prescribed by HUD. 

9. Providing information required completing the Consolidated Plan(s) within the CoC’s geographic 

area; 

10. Consulting with state and local government ESG program recipients for allocating ESG funds and 

reporting on and evaluating the performance of ESG recipients and sub-recipients, as applicable; 

and 

11. Submitting the annual CoC competitive funding application to HUD as the Collaborative 

Applicant. 
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B. The Coalition 

 

The Coalition will operate many facets of the CoC, and in that capacity, must: 

1. Hold meetings of the full membership, with published agendas, at least semiannually; 

2. Make an invitation for new members to join publicly available within the geographic area at least 

annually; 

3. Adopt and follow a written process to initially select the first Governing Board members to act on 

behalf of the CoC. The process must be reviewed, updated, and approved by the full CoC 

membership at least once every five years; 

4. Appoint committees, subcommittees, or task forces/workgroups to address CoC objectives and goals, 

including but not limited to:  

a. Community Awareness and Education Task Force, whose mission is to provide 

community awareness and education to the general public, businesses, and government 

regarding the realities facing the homeless or those at risk of homelessness. In addition to 

education and awareness activities, objectives include planning and coordination of 

annual events, including the Stand Down/Service Day, Candlelight Vigil, and activities 

for National Hunger and Homelessness Awareness Week.  

b. Demographics/HMIS User Group Task Force, whose mission is to develop an 

accurate picture of the number and characteristics of Lee County persons who are 

homeless in order to provide targeted assistance. In addition to collecting information and 

coordinating the point in time count, objectives include developing a provider survey to 

establish resources and identify gaps, and provide a user group for HMIS users for 

training and updates.  

c. Prevention Task Force, whose mission is to develop strategies based on research and 

best practices, which prevents residents from homelessness and supports the Lee County 

Continuum of Care, and whose objectives include addressing discharge planning and 

updating resource materials for community use.  

5. Plan for and conduct an annual point-in-time count of persons who are homeless within the 

geographic area that meets the following requirements: 

a. Persons who are living in a place not designed or ordinarily used as a regular sleeping 

accommodation for humans must be counted as unsheltered persons who are homeless.  

b. Persons living in emergency shelters and transitional housing projects must be counted as 

sheltered persons who are homeless. 

c. Other requirements established by HUD by Notice. 

 

C. The Coalition and County shall work together to:  

 

1. Collaborate with the Governing Board to develop and adopt a CoC plan that includes 

coordinating the implementation of a housing and service system within its geographic area that 

meets the needs of individuals who are homeless (including unaccompanied youth) and families. 

At a minimum, such system encompasses the following: 

a. Outreach, engagement, and assessment; 

b. Shelter, housing, and supportive services; 

c. Prevention strategies. 

2. Conduct an annual gaps analysis of the homeless needs and services available within the 

geographic area.  
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3. Collaborate with the Governing Board on the process to receive applications for funding to the 

annual CoC competitive funding application to HUD, to include:  

a. Development of priorities for funding projects; 

b. Developing of application ranking criteria;  

c. Development of a Ranking and Review committee to review and rank applications 

according to the priorities and criteria; 

d. Approval of the full application to the annual CoC competitive funding application to 

HUD. 

 

D. The CoC Governing Board 

 

As the entity meeting regulatory requirements for the CoC, the Governing Board must adhere to the 

following: 

 

1. The Board shall provide semi-annual reports on activity to the full CoC membership; 

2. The Board shall update annually this governance charter and related Policies and Procedures 

relevant to this charter, which will include all procedures and policies needed to comply with 

CoC requirements as prescribed by HUD; 

3. The Board shall review and adopt performance targets appropriate for population and program 

type, review monitoring reports and sub-recipient performance, evaluate outcomes, and 

recommend County action against poor performers; 

4. The Board shall review outcomes of projects funded under the ESG program. 

5. Administrative duties of the Governing Board shall be shared by the Coalition and County. 

 

V. Board Membership 
 

A. The Board shall consist of no less than 9 and no more than 35 General Membership approved 

Governing Board members. 

 

B. The Board members shall consist of those filling permanently represented seats and those that are not.  

 

1. The permanently represented seats shall be: 

a. At least one homeless or formerly homeless individual.  This position shall be considered to 

fill the role of “advocate,” but may also meet the required representation of another 

community representative, such as a business.  

b. Lee County Department of Human Services Representative. This position shall be considered 

to fill the role of “governments,” but also fills the role of “social service provider” in the 

event that non-permanent seat is vacated.  

c. Lee County Homeless Coalition Representative. This position shall be considered to fill the 

role of “advocate.” 

d. Lee County Housing Authority. This position shall be considered to fill the role of “Public 

Housing Authority.” 

e. Housing Authority of the City of Fort Myers. This position shall be considered to fill the role 

of “Public Housing Authority.” 

f. SalusCare, Inc. Representative. This position shall be considered to fill the role of “mental 

health agency,” but also fills the role of “nonprofit homeless assistance provider” and “social 

service provider” in the event those non-permanent seats are vacated.  

g. Abuse Counseling and Treatment, Inc. (ACT) Representative. This position shall be 

considered to fill the role of “victim service providers (private, nonprofit organizations whose 

primary mission is to provide services to victims of domestic violence, dating violence, 
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sexual assault, or stalking, including rape crisis centers, battered women’s shelters, domestic 

violence transitional housing, etc.).” 

h. Lee Health System Representative. This position shall be considered to fill the role of 

“hospitals.”  

i. Lee County Schools Representative. This position shall be considered to fill the role of 

“school districts.” 

 

2. Other seats not permanently filled by the above mentioned representatives shall represent  

relevant organizations and projects serving homeless subpopulations, including: 

a. Nonprofit homeless assistance providers; 

b. Governments; 

c. Faith-based organizations; 

d. Businesses; 

e. Social service providers; 

f. Universities; 

g. Affordable housing developers; 

h. Law enforcement; 

i. Organizations that service veterans; 

 

C. No organization may have more than one representative on the Board.  

 

D. Potential Board Members will be required to submit a Board Member application to the current Board 

Chair or Co-Chair prior to the February or July General Membership meeting, held in concurrence 

with the February and July Coalition meetings. Applications for membership will be reviewed and 

voted upon as specified in article VI of this charter.  

 

E. All terms of Board Membership shall be 1 calendar year in length. Representatives who vacate a seat 

during their term will be responsible for replacing their seat with an appropriate board member. 

Notification of the replacement will be made to Lee County. The seat of any representative that is 

absent without cause for one meeting of the Board will be declared vacated. The representative who 

has vacated in this manner may still replace their seat with an appropriate board member. 

 

F. This process to select Board members shall be reviewed at least every five years. 

 

G. The officers, consisting of a Chair and a Co-Chair, shall be elected by the Board at the first regular 

meeting following the July General Membership meeting, held in concurrence with the July Coalition 

meeting. Nominations will be taken at the beginning of the meeting and a majority vote on the 

officers shall determine the officers.  

1. Officers shall not be compensated for their services as such officers.  

2. Officers may not serve more than two consecutive terms.  

3. Officers are responsible to: 

a. coordinate with the County and Coalition to review policies, procedures, and project 

performance; 

b. lead CoC Governing Board Meetings in accordance with Robert’s Rules of Order;  

c. maintain board member attendance record and notify representatives that have been absent 

without cause for one meeting; 

d. provider semi-annual updates to the CoC General Membership; 

e. solicit new board members; 

f. sign any required and/or necessary documents on behalf of the Lee County CoC Governing 

Board.  

http://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=8&cad=rja&uact=8&ved=0ahUKEwiDxvaSk8vOAhXFHR4KHY0DCyoQFghQMAc&url=http%3A%2F%2Fwww.ulm.edu%2Fstaffsenate%2Fdocuments%2Froberts-rules-of-order.pdf&usg=AFQjCNHfzJ_mzC48EPWzM8e0ZhEEUPZS1Q
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VI. Meetings 

 

A. General Membership Meetings are held monthly in coordination with monthly Coalition meetings.  

1. Available board positions will be outlined and the nomination process for the Board will be 

explained at each January and June General Membership meeting.  

2. A slate of potential Board members will be presented to and voted on by the CoC general 

membership at each February and July General Membership Meeting. 

 

B.  CoC Governing Board Meetings are held one time per quarter, or more frequently as needed.  

1.  It is the intent of the CoC Governing Board to be open and transparent in all of its efforts. All 

CoC Governing Board meetings shall be open to any interested party. Meetings will be noticed a 

minimum of one week in advance of the meeting through the CoC membership email list. Such 

notice will include the date, time, and location of the meeting. Meeting agendas shall be sent with 

meeting notification. These notice and posting timeline requirements shall be waived if the 

business of the CoC Governing Board or its committees requires a meeting which does not permit 

such timely notices. In such instances, notice shall be provided as quickly as possible. 

2. Meeting minutes shall be taken by a member of the Lee County Department of Human Services 

Clerical Staff or his/her designee and shall be made available on the Lee County Department of 

Human Services website.  

3. Meeting procedures for CoC Governing Board meetings must provide an opportunity for all 

Board members present to be heard and for the efficient conduct of business. 

 

VII. Voting 

 

At all Board meetings, business items may be decided by arriving at a consensus. If a vote is necessary, 

all votes shall be by voice or ballot at the will of the members of the Board.  

 

A. Each representative will have one vote. No one organization shall have more than two votes.  

B. No member may vote on any item which presents a real or perceived conflict of interest.  

1. Representatives from CoC funded agencies must abstain from voting on any funding matters at 

CoC Governing Board Meetings.  

2. Representatives from CoC funded agencies may still vote at CoC General Membership meetings 

regarding potential Board Members and Officers.  

C. Action that may be taken at any meeting of the Board will be allowable in writing through email or 

letter only for special circumstances. The County will confer with the Board Chair and Co-Chair 

regarding the circumstance and to determine if an email vote is allowable in lieu of convening a 

special board meeting. If approved by the Board Chair and Co-Chair an email vote will be conducted.  

D. A quorum for CoC Board meetings is defined as two-thirds of the CoC Board Membership.  

E. Actions of the CoC Board will be by majority vote 50% +1 of the CoC Board Members present. 

 

VIII. Code of Conduct and Conflicts of Interest 

 

The Board is responsible for the development, update, and adherence to the following code of conduct 

and conflict of interest processes.  
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A. Conduct and Attendance  
 

Governing Board members, committee members, and other CoC agents and employees must exercise 

care, diligence, and prudence when acting on behalf of the Lee County CoC. Members must complete 

work undertaken on behalf of the CoC in a timely manner, attend Board and/or committee meetings, and 

be prepared to discuss matters presented for deliberation.  

 

Board members must notify, via email, the County or the Board Chair if they are unable to attend a 

meeting. Absence without notice or explanation for one meeting within a calendar year, or repeated 

failure to complete work assignments, will be grounds for removal from the Board and/or committee 

assignments.  

 

B. Conflicts of Interest 

  

1. Rules Regarding Conflict. Governing Board members must abide by 24 CFR Part 578.95 as 

noted in this section to avoid conflicts of interest and promote public confidence in the integrity 

of the CoC and its processes. Failure to honor these rules will be grounds for removal from the 

Board and any of its committees.  

 

2. Conflicts. 

a. Individual conflict. No Governing Board member may participate in or influence 

discussions or resulting decisions concerning the award of a grant or other financial 

benefits to the organization that the member represents.  

b. Organizational conflict. An organizational conflict of interest arises when, because of 

activities or relationships with other persons or organizations, the recipient or 

subrecipient is unable or potentially unable to render impartial assistance in the provision 

of any type or amount of assistance, or when a covered person’s (see next section) 

objectivity in performing work with respect to any activity assisted is or might be 

otherwise impaired. Such an organizational conflict would arise when a board member of 

an applicant participates in decision of the applicant concerning the award of a grant, or 

provision of other financial benefits, to the organization that such member represents. It 

would also arise when an employee of a recipient or subrecipient participates in making 

rent reasonableness determinations under 24 CFR Part 578.49(b)(2) and 24 CFR Part 

578.51(g), and housing quality inspections of property under 24 CFR Part 578.75(b) that 

the recipient, subrecipient, or related entity owns.  

c. Other conflicts. For all other transactions and activities, the following restrictions apply: 

1. No covered person, meaning a person who is an employee, agent, consultant, 

officer, or elected or appointed official of the recipient or its  subrecipients and who 

exercises or has exercised any functions or responsibilities with respect to activities 

assisted, or who is in a position to participate in a decision-making process or gain 

inside information with regard to activities assisted, may obtain a financial interest 

or benefit from an assisted activity, have a financial interest in any contract, 

subcontract, or agreement with respect to an assisted activity, or have a financial 

interest in the proceeds derived from an assisted activity, either for him or herself or 

for those with whom he or she has immediate family or business ties, during his or 

her tenure or during the one-year period following his or her tenure. 

2. Exceptions. Upon the written request of the recipient, HUD may grant an exception 

to the provisions of this section on a case-by-case basis, taking into account the 

cumulative effects of the criteria, provided that the recipient has satisfactorily met 

the threshold requirements:  
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d. Threshold requirements. HUD will consider an exception only after the recipient has 

provided the following documentation: 

(A) Disclosure of the nature of the conflict, accompanied by a written assurance. If the 

recipient is a government, that there has been public disclosure of the conflict and a 

description of how the public disclosure was made; and if the recipient is a private 

nonprofit organization, that the conflict has been disclosed in accordance with their 

written code of conduct or other conflict-of-interest policy; and 

(B) An opinion of the recipient’s attorney that the interest for which the exception is 

sought would not violate State or local law, or if the subrecipient is a private 

nonprofit organization, the exception would not violate the organization’s internal 

policies. 

e.  Factors to be considered for exceptions. In determining whether to grant a requested 

exception after the recipient has satisfactorily met the threshold requirements, HUD must 

conclude that the exception will serve to further the purposes of the Continuum of Care 

program and the effective and efficient administration of the recipient’s or subrecipient’s 

project, taking into account the cumulative effect of the following factors, as applicable: 

(A) Whether the exception would provide a significant cost benefit or an essential degree 

of expertise to the program or project that would otherwise not be available; 

(B) Whether an opportunity was provided for open competitive bidding or negotiation; 

(C) Whether the affected person has withdrawn from his or her functions, responsibilities, 

or the decision-making process with respect to the specific activity in question; 

(D) Whether the interest or benefit was present before the affected person was in the 

position; 

(E) Whether undue hardship will result to the recipient, the subrecipient, or the person 

affected, when weighed against the public interest served by avoiding the prohibited 

conflict; 

(F) Whether the person affected is a member of a group or class of persons intended to be 

the beneficiaries of the assisted activity, and the exception will permit such person 

to receive generally the same interests or benefits as are being made available or 

provided to the group or class; and 

(G) Any other relevant considerations. 

 

3. Abstention from Decision-Making. Governing Board members must disclose if they have any 

conflicts of interest or potential conflicts of interest regarding any business included in the 

meeting agenda. Any matter in which Governing Board members have an actual or potential 

conflict of interest will be decided only by a vote of disinterested individuals. If the abstention 

changes the quorum, additional votes may be accepted by email from disinterested members who 

are not present.  In addition, the minutes of any meeting at which such a vote is conducted must 

reflect the disclosure of interested directors’ and committee members’ actual or potential conflicts 

of interest and their abstention. If email votes have been accepted, the minutes shall reflect the 

final vote including those votes.  

 

4. Annual Conflict of Interest Acknowledgement Form. Governing Board members must sign a 

conflict of interest form annually, affirming that they have reviewed the conflict of interest policy 

and disclosing any conflicts of interest that they face or are likely to face in fulfillment of their 

duties as board members.  
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Conflict of Interest Disclosure Statement 

I have read and am fully familiar with the Lee County Continuum of Care’s Conflict of Interest policy as 

described in the Governance Charter. Except for the matters listed below, there is no situation in which I 

am involved in which my decision on behalf of the Lee County Continuum of Care may be influenced by 

my own gain or advantage, financial or otherwise.  

Please describe any existing or potential conflict of interest associated with any particular contract or 

transaction relating to your role within the Lee County Continuum of Care. If “none,” please indicate in 

space below.  

              

              

              

              

              

I agree to promptly, in accordance with the requirements of the Lee County Continuum of Care 

Governance Charter Section VIII. Code of Conduct and Conflicts of Interest; disclose any additional 

interest which may arise after the filing of this statement. 

 

Date:               

       Signature 

 

              

       Print Name 

 

              

       Agency Name 

 



 
 

LEE COUNTY HOMELESS COALITION 
 

To advocate, educate, and promote awareness of issues and obstacles facing homeless individuals in 
Lee County through community collaboration, planning and implementing solutions. 

 
 

AGENDA 
February 16, 2017 

 
I. CALL TO ORDER 

A.   Introductions 
B. Approval of the January 17, 2016 General Meeting minutes  

 

 
II. COC Governing Board Update:  Jeannie Sutton and Matt Visaggio 

 

 

III. TASK FORCE UPDATES  
A. Joint Meeting: Community Awareness and Education (Jan Frick, Chair) and 

Demographic Task Force (Eric Pateidl, Chair 
 

B. Co-Ordinated Assessment Task Group – Robin Jewett, Chair 
 

C. Prevention Task Force – Christine Lincoln, Chair 
 
 
 
IV. AGENCY SPOTLIGHT –  SHANNON CHERIZIER  - The Salvation Army 

General Programs 
 
 

V. OTHER 
A. Announcements/Celebrations of Success. 

B. The next meeting will be held on March 16, 2017 at 8:30 a.m. at The 
Salvation Army’s Red Shield Lodge on Edison Avenue. 

 



  LEE COUNTY HOMELESS COALITION 
General Meeting 

 
 

To advocate, educate, and promote awareness of issues and obstacles facing 
homeless individuals in Lee County through community collaboration, planning 

and implementing solutions. 
 
 

February 16, 2017 
 

http://www.leehomeless.org 

I - CALL TO ORDER 

Janet Bartos called the meeting to order at 8:35 a.m. on Thursday, February 16, 2017. 
The meeting was held at The Salvation Army’s Red Shield Lodge located on Edison 
Avenue in Fort Myers.  Introductions were made.   
 
ITEM:  Approval of the January 17, 2017 General Meeting Minutes 

 
Janet Bartos requested approval of the January 17, 2017 General Meeting minutes.  
There being no corrections, the minutes were approved as circulated.  
 
 
II – COC Governing Board Update (semi annual meeting) :  Jeanie Sutton and Matt 
Visaggio 

The CoC Governance Charter has been revised and will be posted on the website.  In 
addition, the Governing Board is updating the CoC Written Standards.  This should be 
completed in May and then posted on the website. 
 
 Eric Pateidl is currently working on changes to the Co-Ordinated Entry process 
regarding policies and procedures to meet the new HUD guidance.  
 
The Governing Board is accepting applications and elections will be held in August for a 
new Chair and Co-Chair.  A Retreat is scheduled from 10:00a.m.-2:00 p.m. at the 
Department of Human and Veteran Services on May 10, 2017.  Comments are 
welcome. 
 
 

III – TASK FORCE UPDATES 
 
 

A. Joint Meeting: Community Awareness and Education Task Force (Jan Frick, 
Chair) and Demographics Task Force (Eric Pateidl, Chair) 

 

Janet Bartos reported on the Post Stand Down results: 37 agencies participated, 
400 individuals volunteered, 450 meals were served, 24 inoculations and 30-40 



haircuts were given.  Many thanks to all who participated and volunteered at this 
event.  

At the meeting, Eric Pateidl reported the following: 414 people were served, 
compared to 416 last year; 153 were Chronic homeless, compared to 150 last year; 
and 19 were State homeless, compared to 64 last year. 

Once the Point-In-Time surveys are entered into the system, Eric Pateidl will report 
the results at the March 14 Demographics meeting.   

The Lee County School District counted 954 homeless children at the start of the 
school year.  However, 573 of those students were living in doubled up housing 
situations.  The early Learning Coalition currently have 83 district children enrolled 
who are listed as homeless in Lee County. 

The Task force reviewed the free Feeding Site 3-fold and will update the document 
at the March 7 meeting.  They examined a template provided by the Florida Coalition 
for the Homeless, which included question and answers examples when meeting 
with legislators and discussed challenges the CoC faces, such as affordable housing 
and the Housing Trust Fund. 

B.  Co-Ordinated Assessment Task Group – Robin Jewett, Chair 
 
Robin Jewett reported that the meetings are very well attended.  Criteria changes 
will take place the first of the year. 
 
The next meeting will be held on March 2, 2017 at the Triage Center from noon to 
1:00 p.m. 

C. Prevention Task Force – Christine Lincoln, Chair 

Report was provided by Janet Bartos. The Task force reviewed and updated the 
Re-Entry Resource Guide.  They will review the provider surveys at the March 
meeting.   

Janet Bartos reported that she had attended the city of Fort Myers’ Affordable 
housing Committee meeting, where the question was raised:  Do we need a new 
shelter?  She will provide updates as they arise.   

  

  IV – Agency Spotlight:  Shannon Cherizier, The Salvation Army 

Shannon Cherizier provided a three-fold on the programs and services offered by The 
Salvation Army.   

She reported on a new Rental Assistance Pre-Screening Requirements and Procedures 
for a new program serving Lee, Hendry and Glade counties.  She distributed information 
regarding minimum requirements and assistant procedures.  This is a two-step program: 
a client must call 239-628-1415 and leave a message stating their name, phone number, 
and total amount due for rent/mortgage.  Calls must be received by noon on a Friday in 
order for the call to be returned the following Monday.  Assistance is based upon 



eligibility and available funding.  If eligible, documents will be provided for their landlord 
to sign, along with various other requirements.  It will be the responsibility of the client to 
return the forms as requested. 

Thank you, Shannon, for all you do! 

V – OTHER 
 

Major Timothy Gilliam of the Salvation Army expressed his appreciation to everyone 
present for all they do in this community. 

The ECHO program at Lee Health has been renamed Health Community Care. 

Robin Jewett reported on TEBRA and shared several success stories! 

V – ADJOURN 
 
The meeting adjourned at 9:30 a.m.  The next meeting will be held on March 16, 2017 at 
the Salvation Army’s Red Shield Lodge on Edison Avenue. 

 
ATTENDEE LIST 

 

NAME AGENCY PHONE E-MAIL 
AYDOGMUS, Monica Lee Behavioral 343-9180 Monica.aydogmus@LeeHealth.org 
BABIC, Millie City of Cape Coral 579-0596 mbabic@capecoral.net 
BARTOS, Janet Lee County Homeless Coalition 322-6600 leehomeless@gmail.com 
B ELL, Carol TRIAGE  Carol.bell@uss.salvationarmy.org 
BRYSON, Victoria C.A.S.L dba Renaissance Manor 220-5171 Victoria@renaissancemanor.org 
BUSSIERE, Andrea Lee Health – Health Community Care 410-7855 Andrea.bussiere@leememorial.org 
CHERIZIER, Shannon The Salvation Army 334-3745 Shannon.Cherizier@uss.salvationarmy.org 
CONNELL, Ian DCF Assess 244-0874 Ian.connell@myffamilies.com 
DINO, Ashleyl CCI 332-7687 Ashley@communitycooperative.org 
DORSAINVIL, Whienet Children’s Home Society 896-3455 Whienet.dorsainvil@chsfl.org 
DORO, Lt. Enrico Fort Myers Police Dept. 321-7700 edoro@fmpolice.com 
EPIFANIO, Pat All Souls Church/LMHS 540-4554 pjepif@gmail.com 
ERICKSON, Karen SalusCare 275-3222 kerickson@saluscareflorida.org 
FRITH,Ruth Lee Health 691-9014 rfrith@aol.com 
GADSEN, Sabrina TRIAGE 791-0110 Sabrina.gadson@uss.salvationarmy.org 
GRAINGER, Laura The Salvation Army 314-561-1784 Laura.Grainger@uss.salvationarmy.org 
HARRISON, Kwasi Jewish Family & Children’s Services            ext.. 628 941-366-222 kharrison@JFCS-Cares.com 
JAKACKI, Capt. Brian Lee County Sheriff 477-1620 bjakacki@SheriffLeeFl.org 
JEWETT, Robin Department of Human Services/LIFT 533-7905 jewettrd@leegov.com 
KELLEY, Jacquelyn Advocate  Jacquelyn.kelley@gmail.com 
LANE, Brenda TSA Lehigh, FL  
McCORMICK, Tim TSA  Tim.mccormick@uss.salvationarmy.org 
McWHORTER, Kelly TSA 628-1404  
MORE, Lt. Joseph Lee County Sheriff 477-1850 jmore@sheriffLeeFl.org 
MORELAND, Destiny Area Agency on Aging                      ext. 58223 652-6900 Destiny.moreland@aaaswfl.org 
NASH, CHLOE SalusCare 275-3222 cnash@saluscareflorida.org 
PEREZ, Vanessa Health Planning Council 433-6700 vanessaperez@hpcswf.com 
PHILLIPS, Sharon Lee County Homeless Coalition   
POOLE, Murphy TRIAGE 791-0110 Murphy.poole@uss.salvationarmy.org 
RODRIGUEZ, Joanne Dept. of Human& Veteran Services 533-7900  
RUETHEMANN, April DOH -Lee 305-731-3757 April.Ruethemann@flhealth.gov 
SHERBAFI, Nancy JFCS-Punta Gorda                             ext. 625 336-2224  
STANLEY, Carol The Salvation Army 334-3745 chf11743@aol.com 
STRINGER, Ted Broadway Community Church 810-5917 swfloutreach@comcast.net 
SUTTON, Jeannie Dept. of  Human & Veteran Services 533-7958 jsutton@leegov.com 
Torres- Nuner,Sheena LCSD 337-8333 sheenat@leeschools.net 
VISAGGIO, Matt Visaggio Counsulting 246-8116 matt@visaggioconsulting.com 
YOUNG, Regina The Salvation Army 791-0110 Regina.young@uss.salvationarmy.org 

 



LEE COUNTY 
CONTINUUM OF CARE 
GOVERNANCE BOARD 

Meeting Minutes for February 8, 2017 

Members Present: 
Karla Bath, Advocate 
Janet Bartos, Lee County Homeless Coalition   
Rosemary Boisvert, SalusCare  
Sherri Campanale, Housing Authority of the City of Fort Myers 
Shannon Cherizier, The Salvation Army 
Christine Lincoln, Children’s Home Society of Florida 
Becky Madsen, Housing Authority of the City of Fort Myers 
Connie Myers for Erika Cooks, Lee County Housing Develop. Corp  
Carolyn Norris, Home Ownership Resource Center 
Beverly Reed, City of Ft. Myers Community Development 
Heidi Shoriak, Lee Memorial Director, Care Management 
Matt Vissaggio, Visaggio & Co.  
Amy Yearsley, City of Cape Coral Depart of Community Develop. 

 
Staff Present: 

Julie, Boudreaux, Program Manager, Neighborhood Building  
Jeannie Sutton, Grants Coordinator 
Sally Flint, Administrative Assistant 

 
ITEM I 
Welcome and Introductions: 
Mr. Matt Visaggio, Co-Chair, called the meeting to order at 10:35 and welcomed 
everyone. Introductions were made.   
 
ITEM II 
Approval of November 2, 2016 Minutes: 
ACTION: 
Ms. Janet Bartos made the motion to accept the November 2, 2016 minutes. 
Ms. Christine Lincoln seconded the motion.  The motion passed unanimously. 
 
ITEM III 
Homeless Service Day (Point in Time County) & Public Safety Sub-Committee 
Meeting Recap 
Ms. Janet Bartos, Lee County Homeless Coalition 
 
Ms. Bartos reported on the Point in Time/Stand Down took place on January 21, 2017.  
Preliminary numbers were reported as follows: 

 Stand Down 414 people were surveyed, 153 were homeless (HUD 
definition) 19 “state homeless” is a broader definition 

 400 Volunteers  
 Health Services saw 24 clients and 43 vaccines were given 



 30 haircuts were given 
 460 meals were served 
 EMS were on site for the event  
 The Housing Authority was present and there were folks who signed up 

with them 
 It was a successful event 

 
There was a discussion regarding the attendance/involvement of employees from the 
jail and law enforcement for both general coalition meetings and the CoC meetings. 
 
Ms. Bartos also reported on the highlights from the November 9th Public Safety Sub-
committee Meeting. 

Resolution of Goals:  
1.  Expand Lee County Triage Center operation – accomplished and will not be 
carried over to new plan. 
2.  CIT Training – the goal will be carried forward  
Prevention Task will develop a diversion program – may be included as a 
separate goal 
3.  Increase Public Safety workers participation - will be carried forward 
4.  Improve discharge planning & case management from jails or prisons – has 
not been fully executed   
5.  Increase capacity of mental health and drug courts – accomplished, will not 
be carried over. 

 
ITEM IV 
Governance Charter Approval 
Matt Visaggio, Board Co-Chair 
Mr. Visaggio & the Board thanked Jeannie for her hard work regarding the Governance 
Charter.   
There was a minor change made on page 6 & 7 regarding attendance per discussion at 
the last meeting.  There were no questions or discussion. 
ACTION: 
Ms. Amy Yearsley made the motion to accept the Governance Charter.   
Ms. Carolyn Norris seconded the motion.  The motion passed unanimously. 
 
 
ITEM V 
CoC Written Standards - Revised 
Ms. Jeannie Sutton, Lee County Human & Veteran Services (DHVS) 
 
Ms. Sutton reported on the changes in the Written Standards.   
Going forward, all changes will be reflected on Page 4, signed by the Board Chair, and 
the specific pages in the Standards will be updated. 
Page 6 – Non Discrimination, regarding LGBTQI 



Page 7 – VAWA, major changes (The Housing Authority has a webinar on the new 
VAWA regulations and Sherri Campanale will send out an e-mail with specifics of when 
they will show the webinar for any of the Board Members who would like to join them) 
Pages 19-27 – new information which is copied from HUD and added to the Written 
Standards 
 
The approval vote of the Written Standards was tabled until the next meeting in May.  
This will give everyone time to read through the changes. 
 
ITEM VI 
2016 & 2017 CoC Funding Competition, CoC Board Retreat & Subcommittee 
Meetings, CoC System Map 
Ms. Jeannie Sutton, Lee County Human & Veteran Services (DHVS) 
 
2016 CoC Funding was announced last month. The debriefing was held yesterday, 
February 7, and Ms. Sutton will send out the DHVS portion to the Board. The median 
score was 154, highest 187, lowest 79, (total possible points is 200 for CoC application) 
DHVS score was 141.  
SalusCare lost the funding this year for rental assistance in the amount of $101,220. 
 
2017 CoC Funding - This year DHVS is planning to apply for Unified Funding Agency 
(UFA) designation. If designated, Lee County will execute a single grant agreement, 
which will streamline the application process.  Admin dollars are also available with a 
UFA. A request will be submitted, and it would be 3% of our current renewal demand, 
approximately $48,000.   
Lee County is also planning to apply for the CoC Planning Grant, which may be used to 
hire someone to analyze CoC data and conduct system planning in general.  
The upcoming CoC competition may have another  Bonus (new) Project this year, 
which could be used for permanent supportive housing or rapid re-housing, agencies 
should keep an eye out for a Request for Proposals (RFP) for this funding.  
 
HUD is requiring us to look at our CoC projects and overall system performance for 
each funding competition. Low ranking projects need to be reallocated.  Projects in the 
Tier II ranking will most likely not be funded .  Ms. Sutton is working with Eric to work to 
evaluate project and system performance.  Reallocation of projects may be the only to 
keep our current funding level.  Ms. Sutton will be scheduling meetings with CoC 
Funded agencies to speak with them about their projects.   
 
There is a CoC Board Retreat scheduled for May 10, 10:00 a.m. – 2:00 p.m. at DHVS 
Building, Room #102.  
Pizza, coffee, and soft drinks will be served.  Contact Jeannie with any dietary 
restrictions. 
 
Ms. Sutton will forward information in advance of the retreat to support the following  
objectives: 

 Review and update of the ranking procedures, summary sheet, and tools.  



 Review and update of the Reallocation procedures, if necessary. 
 Review of ESG and CoC Funded Project Performance 
 Recommend projects for reallocation, if none are being voluntarily reallocated 
 Recommend minimum score for project renewal 
 The new 10 Year Plan, setting of the new goals  
 Set Performance standards for 2017 funding contracts 
 Provide updates for general membership/coalition meeting  
 In March, letters will be sent to the Agencies and inquire as to the possibility of 

them reallocating their project. It would eliminate some processing time at the 
retreat. The results from the agency’s meetings including their rankings and 
suggestions for reallocations will be sent in advance to advise the project 
performance rankings. 

 
Ms. Sutton explained how the Projects are ranked 1 thru 7 (% in Tier I and % in Tier II is 
determined by HUD) according to performance and HUD priorities.     
 
The Agency Providers:  SalusCare Inc., the Salvation Army, Community Assisted and 
Supported Living, Inc 
 
CoC System Map – this is a new organizational plan which will help others to send 
clients to various resources they need, and hopefully help to explain the role of each 
piece within the CoC. A copy will be emailed to Board members, and eventually posted 
on websites 
 
 
ITEM VII 
Adjourn 
Mr. Matt Visaggio, Board Co-Chair 
 
Mr. Visaggio asked that the Board Members please sign the Conflict of Interest and turn 
it in before leaving today. 
 
Election of the Board Chair position will be voted on at the July 12, 2017 meeting. 
 
Rosemary Boisvert motioned to adjourn the meeting. 
Carolyn Norris seconded the motion and it passed. 
 
Mr. Visaggio adjourned the meeting at 11:25.  
 
 
 

Upcoming Meeting Schedule:  

Housing Sub-Committee Meeting 

March 8, 2017 @ 10:30 am 



Employment, Transportation, Supportive Services & Prevention Task Force Meeting 

April 12, 2017 @ 10:30 am 

CoC Governing Board Retreat 

May 10, 2017 from 10 am until 2 pm  

Public Awareness, Education & Public Awareness and Education Task Force Meeting 

June 6, 2017 @ 10:30 am 

Health Services & Public Safety Sub-Committee Meeting 

July 10, 2017 @ 10:30 am 

 
 
 
 
 
 
 



Lee County Continuum of Care (CoC) Governing Board 

Wednesday, February 8, 2017, 10:30 A.M.  

Meeting Held at: 

Lee County Department of Human Services 

2440 Thompson St. 

Fort Myers, FL 33901 
 

AGENDA 

I. Welcome and Introductions   

Matt Visaggio, Board Co-Chair  

II. Approval of November 2, 2016 Minutes   

Matt Visaggio, Board Co-Chair 

III. Homeless Service Day (Point in Time County) & Public Safety Sub-

Committee Meeting Recap  

Janet Bartos, Lee County Homeless Coalition 

IV. Governance Charter Approval  

Matt Visaggio, Board Co-Chair 

V. CoC Written Standards – Revised 

Jeannie Sutton, Lee County Human Services 

VI. 2016 & 2017 CoC Funding Competition, CoC Board Retreat & 

Subcommittee Meetings, CoC System Map 

Jeannie Sutton, Lee County Human Services 

VII. Adjourn 

Matt Visaggio, Board Co-Chair 

 

Upcoming Meeting Schedule:  
Housing Sub-Committee Meeting 

March 8, 2017 @ 10:30 am 

Employment, Transportation, Supportive Services & Prevention Task Force Meeting 

April 12, 2017 @ 10:30 am 

CoC Governing Board Retreat 

May 10, 2017 from 10 am until 2 pm  

Public Awareness, Education & Public Awareness and Education Task Force Meeting 

June 6, 2017 @ 10:30 am 

Health Services & Public Safety Sub-Committee Meeting 

July 10, 2017 @ 10:30 am 



LEE COUNTY 
CONTINUUM OF CARE 
GOVERNANCE BOARD 

Meeting Minutes for November 2, 2016 

Members Present: 
Karla Bath, Advocate 
Janet Bartos, Lee County Homeless Coalition   
Rosemary Boisvert, SalusCare  
Sherri Campanale, Housing Authority of the City of Fort Myers 
Shaurie Matthews, Housing Authority of the City of Fort Myers   
Connie Myers for Erika Cooks, Lee County Housing Develop. Corp  
Carolyn Norris, Home Ownership Resource Center 
Sharon Rozier, City of Ft. Myers Community Development 
Heidi Shoriak, Lee Memorial Director, Care Management 
Matt Visaggio, Visaggio & Co.  
Amy Yearsley, City of Cape Coral Dept. of Community Develop. 

 
Staff Present: 

Jeannie Sutton, Grants Coordinator 
Sally Flint, Administrative Assistant 

 
 
ITEM I 
Welcome and Introductions: 
Mr. Matt Visaggio, Co-Chair, called the meeting to order at 10:35 and welcomed 
everyone. Introductions were made.   
Absentee notifications: Ms. Kaitlin Major, Chairperson, Christine Lincoln and Dr. 
Thomas Felke. 
 
ITEM II 
Approval of August 3, 2016 Minutes: 
ACTION: 
Ms. Janet Bartos made the motion to accept the August 3, 2016 minutes. 
Ms. Amy Yearsley seconded the motion.  Motion passed unanimously. 
 
ITEM III 
10 Year Plan to End Homelessness, Sub-Committee Meetings, and Opening 
Doors 
Mrs. Jeannie Sutton reported: 
There were 3 sub-committee meetings which met on the following dates.   
Supportive Services – August 24, 2016 
Education – September 14, 2016 
Public Awareness – October 12, 2016 
 



She reported on the minutes from the sub-committee meetings.  The decision from the 
Education sub-committee is that it should be merged with Employment services sub-
committee since their goals were very similar.  
Supportive services felt like many of their goals had been accomplished and there are a 
few general goals which should continue on as they will still be applicable.  
The changes will be incorporated in the new 10 Year Plan which will be put in place the 
beginning of next year. 
Minutes are available for anyone who’d like them, by contacting Jeannie or Sally. 
 
 
ITEM IV 
Governance Charter Update 
 
Mrs. Sutton reported on the changes made to the Governance Charter, the updated 
copy was handed out at the meeting.     
The changes are mainly for the clarification of the CoC: who is the CoC, who makes up 
the general membership of the CoC, and new specifications for the Governing Board, 
including:   

 Minimum of 9 and 35 maximum number of members.   
 Permanent seats are mandated, that number cannot be changed.   
 General membership – is comprised of members in good standing at the Lee 

County Homeless Coalition.   
 CoC members are encouraged to invite others to join the Board 
 New Board candidate applications need to be brought before the General 

membership for a vote. Voting will take place twice a year, January & July. 

 
Mrs. Sutton has requested everyone to examine the Charter and be ready to vote on it 
at the February 8th meeting.  Mr. Visaggio requested a Track Changes copy of the 
updated Governance Charter to highlight the updates. 
 
Discussion was held regarding new board members and suggestions were made to 
incorporate members from other Boards such as Affordable Housing Committee and the 
Human Services Council to be more involved with the CoC Board. Mrs. Sutton clarified 
that current board members can recruit additional members and should ask potential 
new members to contact her to complete a membership application. 
 
Mrs. Sutton stated the need for law enforcement representation on the CoC Board. Ms.  
Campanale offered to contact Law Enforcement to see if there is someone who will join 
the Board, specifically for the Public Safety sub-committee meeting on November 9th. 
 
A Membership Application has been created and was distributed to board members.  It 
will be a formal record of the Board members and who they are representing.  These 
will be updated every year. 
 



Discussion was held regarding page 2 of the Membership Application – Statement of 
Commitment, regarding absences from meetings.  Current practice: if Board members 
don’t attend 2 meetings they are written off the Board.  Going forward Mrs. Sutton will 
keep track of those not in attendance and will send out reminder e-mails. This language 
is currently in Governance Charter, but suggestions were made to change the verbiage 
to “missing one meeting” without advance notice.   
 
Current plan is for only 4 meetings per year except in special cases, such as during the 
preparation of the annual funding application. 
 
Other suggested changes for the Charter: 
Page 7 – voting  – will be corrected to “funding matters” 
 
Page 5 – V. 1. D, should be 2 separate entities for the Ft. Myers Housing Authority and 
Lee County Housing Authority.  If the merge doesn’t go through it does need to be 
separate. 
 
ITEM V 
CoC Written Standards 
There were no comments or suggestions.   
 
ACTION: 
Ms. Amy Yearsley made the motion that the CoC Written Standards being accepted as 
written. 
Ms. Janet Bartos seconded the motion.  The motion passed unanimously. 
 
ITEM VI 
2017 Agenda 
Mrs. Sutton gave the following list of items that will need to be addressed in the 
upcoming year: 

 The Board will need to reallocate funds for next year. At a recent conference attend 
by HUD, information was provided that indicated that Tier 2 will not be funded in 
future competitions.  Current plan is to look at relocating portions of projects that 
have not spent all their money from last year, not whole projects. There will probably 
be a bonus project again next year for more money. 

 Application for Unified Funding Agency status – must meet certain audit 
requirements, and allows us to take administration dollars from CoC grants. Possibly 
applying for a Planning Grant, which is for 3% of our CoC renewal amount – allowing 
the creation of a new project such as hiring a person to look at CoC performance, 
HMIS Development, or other planning project.  This has not been applied for 
previously.  It will be looked at internally and info brought to the February meeting. 

 HIMS project was not funded last year and is currently funded out of general fund 
dollars. If portions of projects are reallocated or the planning project is granted, 
some of the HMIS expenses can be picked up with CoC. 

 February and April meetings will require looking at Scoring and Ranking tools as well 
as the ranking committee procedures.  Currently the ranking committee is the 



Homeless Coalition Board.  Mrs. Sutton would like to re-evaluate this to see if it is 
the best option.  She would like to pick the most informed and least conflicted group 
possible for this committee. 

 Review of the ESG and CoC project performance that is also the responsibility of the
Board on an annual basis will be reviewed by the Board in April. 

 February and July meetings will include voting for new CoC Board applicants
 Finalizing the 10 year plan throughout the next year. The Board is to examine the

goal of re-tooling the homeless response system.  Mrs. Sutton is working on a map
to illustrate the CoC and other organizations as a start to finish directory for a
homeless person to get help. A barrier to the current system is no wrong door
system in Lee County, so there is much confusion between the organizations and
frustration.  Charlotte County is a good example of a one door theory.

 Meeting schedule for next year, any Wednesday at 10:30 a.m. works for everyone.
Ms. Flint will send out the quarterly meeting invites at one time.

Announcements: 

Ms. Bartos reported the following:  on Nov. 12 there will be a Homeless Challenge – it 
starts at 10:00 a.m. goes to 8:00 p.m. and takes the participants through steps that a 
homeless person experiences at the different agencies where they can receive help.  
This could entail a total of 8 miles walking. 

The dinner and auction for the Homeless Coalition will be taking place this coming 
Saturday, November 5.   

The documentary, Tiny: The Life of Erin Blackwell, will be screened at the Imaginarium 
at 6pm on November 17, 2016. R.S.V.P. online: http://www.leehomeless.org/event/life-
erin-blackwell/  

The annual Homeless Service Day and Point in Time Count will be held on January 21, 
2017 at City of Palms Stadium.  

ITEM VII 
Adjourned at 11:16 

Upcoming Meeting Schedule:  

Public Safety Subcommittee Meeting – Wednesday, November 9, 2017 – 10:30 a.m. 

CoC Governing Board Meeting – Wednesday, February 8, 2017 – 10:30 a.m. 

CoC Governing Board Meeting – Wednesday,  May 10, 2017 – 10:30 a.m. 

CoC Governing Board Meeting – Wednesday, August 9, 2017– 10:30 a.m. 

CoC Governing Board Meeting – Wednesday, November 8, 2017 – 10:30 a.m. 

http://www.leehomeless.org/event/life-erin-blackwell/
http://www.leehomeless.org/event/life-erin-blackwell/


Lee County Continuum of Care (CoC) Governing Board 

Wednesday, November 2, 2016, 10:30 A.M.  
Meeting Held at: 

Lee County Department of Human Services 
2440 Thompson St. 

Fort Myers, FL 33901 
 

AGENDA 

I. Welcome and Introductions   
Matt Visaggio, Board Co-Chair  

II. Approval of August  3, 2016 Minutes   
Kaitlin Major, Board Chair 

III. 10 Year Plan to End Homelessness, Sub-Committee Meetings, and Opening Doors  
Kaitlin Major, Board Chair 

IV. Governance Charter Update  
Jeannie Sutton, Lee County Human Services 

V. CoC Written Standards  
Jeannie Sutton, Lee County Human Services 

VI. 2017 Agenda 
Jeannie Sutton, Lee County Human Services 

VII. Adjourn 

 

Upcoming Meeting Schedule:  

Public Safety Subcommittee Meeting – Wednesday, November 9, 2016 – 10:30 am  

CoC Governing Board Meeting – Wednesday, February 1, 2017 – 10:30 am 

 



LEE COUNTY 
CONTINUUM OF CARE 
GOVERNANCE BOARD 

Meeting Minutes for August 3, 2016 

Members Present: 
Karla Barth, Advocate 
Rosemary Boisvert, SalusCare  
Sherri Campanale, Housing Authority of the City of Fort Myers  
Connie Myers for Erika Cooks, Lee County Housing Develop. Corp  
Daisy Ellis, Salvation Army 
Tony Encalada, Christ Cntr HomeMinistries,Home for the Homeless 
Gilbert English, VA 
David Justiniano, Homeless Advocate  
Christine Lincoln, Bridges, Children’s Home Society 
Becky Madsen, Housing Authority of the City of Fort Myers  
Kaitlin Major, Delta Family Counseling  
Carolyn Norris, Home Ownership Resource Center 
Sharon Rozier, City of Ft. Myers Community Development 
Heidi Shoriak, Lee Memorial  
Jennifer Sprague, VA 
Matt Vissaggio, Visaggio & Co.  
Amy Yearsley, City of Cape Coral Depart of Community Develop. 

 
Staff Present: 

Jeannie Sutton, Grants Coordinator 
Julie Boudreaux, Program Manager 
Sally Flint, Administrative Assistant 

 
 
 
ITEM I 
Welcome and Introductions: 
Chairperson Ms. Kaitlin Major called the meeting to order at 10:30 a.m.  Introductions 
were made. 
 
ITEM II 
Approval of May 4, 2015 Minutes: 
Ms. Amy Yearsley made the motion to accept the May 4, 2015 minutes. It was 
seconded by Ms. Karla Barth.  The motion was approved unanimously. 
 
Ms. Sherri Campanale gave an overview of the Sub-committee Housing Minutes from 
the May 25, 2016 meeting.   
The sub-committee meetings are to address the specific goals in the 10 Year Plan.   
 
ITEM III 
Governance Charter Update, Board Membership, and Election of Officers: 



Ms. Jeannie Sutton announced  that no changes have been made  to the Governance 
Charter, but the Charter will be emailed to Board Members so they can review and 
suggest changes.    

There are 5 new members joining the CoC Governing Board: 
Christine Lincoln of the Bridges, Children’s Home Society 
Karla Barth, Advocate 
Dr. Thomas Felke, FGCU – BSW Program Director 
Kerrie Wilson, Lee County Resident & Clinical Coordinator at Veteran’s Village in Punta 
Gorda 
Kerry Constantine, Blankets and Blessings 
 
There were no objections to the new members.  
 
As a reminder to all, the purpose of the CoC Governing Board is to review CoC policies 
and procedures and assist in CoC Planning. .   CoC is two fold 1) a planning body that 
reviews the systemic response to homelessness in the community 2) a funding source 
through HUD, competitions are held annually for CoC funding, each year HUD 
publishes new requirements and initiatives with which we must adhere.    
 
Officers for the Board: 
Ms. Kaitlin Major has offered to be the Board Chair again this year, and Matt Vissaggio 
has offered to take the role of Co-chair.   
 
ACTION: 
Ms. Sherri Campanale made the motion to approve the election of officers and Ms. 
Rosemary Boisvert  seconded the motion.  Motion approved unanimously. 
 
ITEM IV 
CoC Funding Competition and Zero: 2016 Update 
Ms. Jeannie Sutton announced the 2016 CoC Funding Competition is currently open – 
much earlier than last year. The complete application is due September 14.  Renewal 
Applications have been submitted and they will be rated by their project performance by 
the Ranking & Review Committee in a meeting tonight (August 3, 2016).  
The policies and procedures are posted on the website and the rankings will be posted 
on the website this Friday, August 5, 2016. All projects will  be Ranked and tiered as per 
CoC requirements.  CoC funding 93% will be going into Tier 1 – the remaining 7% will 
be in Tier 2. 
 
Renewals this year are: 
Salus Care 
CASL 
Salvation Army  
 
No new projects this year. 
 



Lee County has reached Functional  Zero0 in 2016 –. Functional zero means that there 
are enough places to shelter all homeless veteran’s should they seek assistance.  We 
are waiting on the official letter from USICH before the press release goes out. 
 
 
ITEM V 
CoC Written Standards and Reallocation Procedures 
Ms. Sutton proposed the Draft of the Reallocation Policy and Procedure, which is a 
mandatory attachment this year to the Sept. 14 funding application.  She would like the 
Board to review and vote on them today if possible. 
 
Jeannie explained in detail the changes in the Reallocation Policy and answered 
member’s questions as to how these new policies will work.  After the discussion and 
understanding of this draft, the Board voted with the following wording: 
 
ACTION: 
Ms. Sherri Campanale made the motion: This Governing Board will vote to approve 
the Reallocation Policy and Procedure contingent on the Ranking Committee’s 
recommendation for approval, which is meeting tonight Aug. 3, 2016.  
Matt seconded the motion.  The motion passed unanimously. 
 
The Ranking Committee is the Lee County Homeless Coalition Board. 
 
Jeannie introduced The CoC Written Standards for Projects to End Homelessness in 
Lee County.   
 
In order for this CoC Board to have more time to study these standards, she will e-mail 
the standards to them. HUD is looking for the “housing first” approach. 
 
HUD would like to end chronic homelessness by 2017.  Keeping track of chronic 
homelessness will be harder to track than veterans as in the Zero:2016 initiative. Next 
year we will be focusing on youth homelessness initiative which is why Educational 
programs are mentioned in the propsed written standards.  
Need official definition of chronic homeless added to the written standards.   
 
Scoring criteria for each renewal project is taken from the HUD requirements.  
Maximum points will keep the funding in the community. 
  
 
ITEM VI 
 
10 Year Plan to End Homelessness, Sub-Committee Meetings, and Opening 
Doors 
Our 10 year plan is up in 2018 – This Lee County plan was started before the USICH 
initiated the Opening Doors plan, and is therefore missing some key elements. 



Development of a new plan is begining and after some discussion, Jeannie announced 
a decision to make it a 5 year plan might be a better time frame.  
 
Sub-committee meetings are taking place to evaluate what current goals have been 
met, what goals need to be removed – and begin planning the goals for the next plan. 
Goals and objectives for the next plan will be zeroed in on at the sub-committee 
meetings. 
 
Jeannie is asking for those Board members who have expertise in certain areas to 
volunteer for those sub-committees.   
 
 
ITEM VII 
Adjourned at 12:00 
 
 
 

Upcoming Meeting Schedule:  

Supportive Services Subcommittee Meeting – Wednesday, August 24, 2016 – 10:30 am 

Education Subcommittee Meeting – Wednesday, September 14, 2016 – 10:30 am 

Employment Subcommittee Meeting – Wednesday, October 12, 2016 – 10:30 am 

CoC Governing Board Meeting – Wednesday, November 2, 2016 – 10:30 am 

Public Safety Subcommittee Meeting – Wednesday, November 9, 2016 – 10:30 am 

Public Awareness Subcommittee Meeting –Wednesday, December 14, 2016 –10:30 am 

 
 
 
 



Lee County Continuum of Care (CoC) Governing Board 

Wednesday, August 3, 2016, 10:30 A.M.  
Meeting Held at: 

Lee County Department of Human Services 
2440 Thompson St. 

Fort Myers, FL 33901 
 

AGENDA 

I. Welcome and Introductions   
Kaitlin Major, Board Chair  

II. Approval of May 4, 2015 Minutes   
Kaitlin Major, Board Chair 

III. Governance Charter Update, Board Membership, and Election of Officers  
Jeannie Sutton, Lee County Human Services 

IV. Continuum of Care Funding Competition and Zero: 2016 Update  
Jeannie Sutton, Lee County Human Services 

V. CoC Written Standards and Reallocation Procedures  
Jeannie Sutton, Lee County Human Services 

VI. 10 Year Plan to End Homelessness, Sub-Committee Meetings, and Opening Doors  
Jeannie Sutton, Lee County Human Services 

VII. Adjourn 

 

Upcoming Meeting Schedule:  

Supportive Services Subcommittee Meeting – Wednesday, August 24, 2016 – 10:30 am 

Education Subcommittee Meeting – Wednesday, September 14, 2016 – 10:30 am 

Employment Subcommittee Meeting – Wednesday, October 12, 2016 – 10:30 am 

CoC Governing Board Meeting – Wednesday, November 2, 2016 – 10:30 am 

Public Safety Subcommittee Meeting – Wednesday, November 9, 2016 – 10:30 am 

Public Awareness Subcommittee Meeting – Wednesday, December 14, 2016 – 10:30 am 



 
 

LEE COUNTY HOMELESS COALITION ANNUAL MEETING 
To advocate, educate, and promote awareness of issues and obstacles facing homeless individuals in Lee 

County through community collaboration, planning and implementing solutions. 
 
 

AGENDA - July 21, 2016 
 
 

I. CALL TO ORDER 
A.   Introductions 
B. Approval of the June 16, 2016 General Meeting Minutes 

 

II. BOARD OF DIRECTORS 
A. Confirmation of Board Members and Current Officers  
B. Membership Dues/Annual Survey 

C. Community Grant 

 

III. LEE COUNTY CoC GOVERNING BOARD – Jeannie Sutton & Kaitlin Major 
 

IV. FORCE UPDATES  
A. Fund Raising Task Force – Janet Bartos, Chair 
B. Community Awareness and Education Task Force- Jan Frick, Chair 
C. Co-Ordinated Assessment Task Group – Robin Jewett, Chair 
D. Prevention Task Force – Jeannie Sutton, Chair 

 
 
V. AGENCY SPOTLIGHT – Be The Light – Megan Estrem, Executive Director  
 
VI. OTHER 

A. Announcements/Celebrations of Success 
B. Adjournment -The next General Meeting will be held on Thursday, August 18 from 

8:30 a.m.-10:00 a.m. at The Salvation Army’s Red Shield Lodge on Edison Avenue.  



 LEE COUNTY HOMELESS COALITION 
Annual Meeting 

 
To advocate, educate, and promote awareness of issues and obstacles facing homeless individuals in  

Lee County through community collaboration, planning and implementing solutions. 

July 21, 2016 
http://www.leehomeless.org 

I - CALL TO ORDER 

Janet Bartos called the meeting to order at 8:35 a.m. on Thursday, July 21, 2016.  The meeting 
was held at The Salvation Army Red Shield Lodge on Edison Avenue in Fort Myers.  
Introductions were made. 

 
ITEM:  Approval of the June 16, 2016 Meeting Minutes 
 
The June 16, 2016 General Meeting minutes were approved as circulated with the 
following correction regarding the TBRA Program:  There are ONLY15 TBRA vouchers.  
The waiting list will be closed once 15 applications have been received. 
 
II – BOARD OF DIRECTORS 
 

Janet Bartos requested confirmation of the following Board Members and Officers of the 
Lee County Homeless Coalition:    
 

· CHAIR - William Rodriguez 
· VICE CHAIR – Sharon Weis-Kapp 
· TREASURER –Dale Korzec 
· SECRETARY – Michelle Smith  
· BOARD MEMBERS - Amy Davies, Neil Volz, Carol Robinson and Gwendolyn 

Howard-Powell 
 
All Coalition members present confirmed the appointments. Janet Bartos congratulated 
the Board and expressed her gratitude for their commitment and dedication. 
 
The Annual Survey will be emailed to all Coalition members, who are encouraged to 
complete the survey and list their suggestions and ideas for improvement. Janet Bartos 
stated that the Coalition was always looking for ways to help the members.  Your opinion 
is valued, so please take a moment to complete and return the survey. 
 
Membership fees are due for the July 1, 2016 – July 30, 2017 calendar year.  Thanks to 
everyone who have already sent in their dues. 
 
Copies of the Annual Report and Green Books were distributed and are also available on 
our website. 
 
Janet Bartos reported on the $25,000 Community Grant, which can used for a variety of 
activities that will assist in fulfilling gaps in your mission to serve those who are 
homeless.  Proposals are due August 12. 
 
 



III – LEE COUNTY CoC GOVERNING BOARD 
 
Kaitlin Major and Jeannie Sutton reported that the CoC Governing Board is evolving from 
the 10-Year Plan into the Opening Doors Federal Strategic Plan Model.   They are in the 
process of reviewing objectives, programs and project measures and developing an 
accountability tool to help with the HUD process. 
 
 Please contact Kaitlin or Jeannie for additional details and if you are interested in joining 
the Governing Board.  The next meeting will be held on August 3rd. 
 
 
IV – TASK FORCE UPDATES 

 
A.  Community Awareness and Education Task Force – Jan Frick, Chair 

            
There was no July meeting due to the July 4th holiday.  The next meeting will be held on 
Tuesday, August 2nd at the Lee County Homeless Coalition office. At that time tarps and 
insect repellant, in addition to hygiene items, will be distributed to those agencies aiding 
the homeless. 

 
B. PREVENTION TASK FORCE – Jeannie Sutton, Chair 

 
After reviewing the proposed Prevention Services Bi-Fold, the Task Force determined 
there was not enough information available to warrant another handout. 

 
Janet Bartos provided information on Enlisting Mainstream Resources and Programs to 
End Homelessness, published by the Interagency Council on Homelessness.  After 
reviewing the information, the Task force determined they were already utilizing the 
majority of the programs and initiatives listed.   

 
The Task Force reviewed four Memorandums of Understanding in effect from 2007.  
Jeannie Sutton suggested that members bring the following information to the August 
meeting for discussion: 

· A list of appropriate Mainstream Programs to contact regarding Memorandums 
of Understanding 

· Suggestions for language which would indicate what we are looking for without 
being overly restrictive 

· Discharge Planning information from other organizations 
 

 
C.  CO-ORDINATED ASSESSMENT TASK GROUP – Robin Jewett, Chair 

Rob Jewett reported that the Task Group reviewed and accepted the objectives. 

The Client Vulnerability Analysis List was reviewed and changes noted.  

Robin Jewett provided information on the proposed Housing Assignment Review Panel.  
She asked the Task Group to review this information and send her their acceptance, 
changes, or suggestions. 

 



D.  FUNDING UPDATE 

Janet Bartos reported that the Golf Tournament was very successful, raising 
approximately $30,000!  Twenty-seven sponsors participated and there were 84 players.  
Scanlon Auto and Premier Golf sponsored a Hole-in-One Contest.  The event featured a 
Longest Drive Competition, Closest to the Pin, and Ace in the Hole Challenge. The 
luncheon included raffles and prizes. 

 

V.  AGENCY SPOTLIGHT:   BE THE LIGHT – Megan Estrem, Executive Director 
 
BE the Light Inc. is a non-profit 501c3 organization and a community of volunteer 
abolitionists dedicated to providing tangle solutions to human trafficking, who empower 
communities with education, tools and resources by working through strategic and  
collaborative outreach initiatives. 
 
Education efforts are also preventative as with our Empowering YOUth Program.  Young 
people are very naïve and not aware that they are targets.  Human Trafficking is a supply 
and demand business.  We need to stop the demand and deter youth through 
encouragement and education. 
  
Be the Light is not currently a point of contact for victims.  However, they support and 
collaborate with agencies providing the necessary rehabilitation and shelter for survivors.  
They look forward to participating in other agency events. Please contact Megan at (239) 
849-7531 or info@bethelightoutreach.com for more details. 
 
 
IV – OTHER 

 

Liz Stockton spoke on behalf of Central Florida Behavioral Health Network, Inc. They 
are the managing entity whose primary focus is to develop and manage a community 
based safety net system of care that provides a continuum of services to sustain and 
support individuals coping with mental illnesses, substance abuse and co-occuring 
disorders. CFBHN will be working closely with our CoC. For more info contact Liz at 
(813) 740-4811. 

SalusCare has an Outreach position available. – Visit saluscareflorida.org for details. 

Volunteers of America has openings for both males and females.  Contact Kerrie Wilson 
 at (941) 505-0421 or kwilson@voa-fla.org for details. 

Contact John at Integrity House (774) 316-6940 for details on their seven locations.  

 
 

        V – ADJOURN 
 

The meeting adjourned at 10:00 a.m.  The next meeting will be held on August 18, 2016 at 
8:30 a.m. at The Salvation Army’s Red Shield Lodge on Edison Avenue in Fort Myers.    
 



PLEASE CONTACT JANET BARTOS IF YOU ARE INTERESTED IN ALTERNATING 
MEETINGS BETWEEN MORNING AND EVENING HOURS, 

 
 

 
 
 
 

ATTENDEE LIST 
 

NAME AGENCY PHONE E-MAIL 
BABIC, MILLIE City of Cape Coral 579-0596 mbabic@capecoral.net 
BANKS, Tony INTEGRITY House 244-4394 stepuptony@gmail.com 
BARTOS, Janet Lee County Homeless Coalition 322-6600 leehomeless@gmail.com 
BAUER, Tammy Safe Families for Children 207-4852 tbauer@safefamilies.net 
BELL, Denise Department of Human Services 5633-7900  
BUSSIERE, Andrea LMHS/ECHO 410-7855 Andrea.bussiere@leememorial.org 
BRYSON, Victoria Renaissance Manor 220-5171 victoria@renaissancemanor.org 
CARLSON, Lyn LMHS/ECHO 810-1037 Lyn.carlson@leemenorial.org 
CONNELL, Ian DCF ACCESS 244-0874 Ian.connell@myflfamilies.com 
CSOTTY, Paul Midwest  Food  Bank 265-4161 PCSotty@midwestfoodbank.org 
DINO, Ashley Community Cooperative 332-7687 ashley@communitycooperative.com 
DUNN, John INTEGRITY House 994-3294 faceliftmyhome@gmail.com 
EPIFANIO,  Pat All Souls / LMHS 540-4554 pjepif@gmail.com 
ERICKSON, Karen SalusCare, Inc. 275-3222 ericksok@saluscareflorida.org 
ESTREM, Megan BE THE LIGHT 849-7531 info@bethelightoutreach.com 
FOSSELLA, Joseph SVDP Our Lady of Light 477-6795 Joseph.fossella@gmail.com 
JEWETT, Robin Department of Human Services/LIFT 533-7905 jewettrd@leegov.com 
KELLEY, Jacguelyn TRIAGE  Jacquelyn.kelley@gmail.com 
JUSTRIAN, David Homeless Advocate 848-333-4689  
LALOR, Lt. Chris Lee County Sheriff’s Office  clalor@sheriffleefl.org 
LeBER, Richard Harry Chapin Food Bank 334-7007 rleber@harrychapinfoodbank.org 
LINCOLN, Christine CHS/BRIDGES 470-4189 Christine.lincoln@chsfl.org 
MAJOR, Kaitlin Advocate 297-0059 Kmmajor4505@gmail.com 
McCORMICK, Tim The Salvation Army  Tim.Mccormick@uss.salvationarmy.org 
MONROE, Kathy TRIAGE 791-0110  
MYERS, Connie Lee County Housing Development 510-5275 cmyerslchdcc@yahoo.com 
ORENGO, Mariel McGregor Clinic 334-9555 morengo@mcgregorclilnic.org 
PEPLOW, Carolyn Lehigh Community Services 369-5818 carolynlcs@embarqmail.com 
PHILLIPS, Sharon Lee County Homeless Coalition  leehomeless@gmail.com 
POOLE, Murphy TRIAGE 791-0110 Murphy.poole@uss.salvationarmy.org 
RICHARDS, Fred GOODWILL  fredrichards@goodwillfl.org 
RODRIGUEZ, Bill Board Chair/Florida Rural Legal Services  williamrodriguez@frls.org 
RODRIGUEZ, Joanne DHS 533-7900  
SEBASTIAN, Chris Community Cooperative 332-7687  
SMITH, Michelle LCHC Board Member  Btrfligtl0525@comcast.net 
SPRAGUE, Jennifer Veterans Administration  Jennifer.Sprague3@va.gov 
STANLEY, Carol The Salvation Army 334-3745 Chf11743@aol.com 
STOCKTON, Liz CFBHN 813-740-4811 lstockton@cfbhn.org 
STRINGER, Ted Broadway Community Church 810-5917 swfloutreach@comcast.net 
SUAREZ, Ashley The Salvation Army  Ashley.suarez@uss.salvationarmy.com 
SUTTON, Jeannie Department of Human Services 533-7900  
VAN SVOY, Tonya Love, Inc.  tvanscoy@loveincswfl 
VOLZ, Neil St. Matthews/LCHC Board Member  Neil.volz@gmail.com 
WEISS-KAPP, Sharon LCHC Board 400-3107 SharonKapp2@2gmail.com 
WHIENET, Dorsainvil CHS/BRIDGES 896-3455 Whienjet.dorsainvil@chsfl.org 
WILLIAMS, Jacquie LSF 217-4453 Jacqueline.matthewswilliams@LSFnet.org 
WILSON, Kerrie Volunteers of America 585-3609 kwilson@voa-fla.org 
YOUNG, Regina The Salvation Army 791-0110 Regina.young@ussvalvationarmy.org 

 



 
 

LEE COUNTY HOMELESS COALITION 
 

To advocate, educate, and promote awareness of issues and obstacles facing homeless individuals in 
Lee County through community collaboration, planning and implementing solutions. 

 
 

AGENDA 
June 16, 2016 

 
 
 

I. CALL TO ORDER 
A.   Introductions 
B. Approval of the May 19, 2016 Meeting Minutes 
C. Jeannie Sutton, Department of Human Services Grant Coordinator 

 

II. TASK FORCE UPDATES  
A. Fund Raising Task Force – Janet Bartos, Chair 
 
B. Community Awareness and Education Task Force- Jan Frick, Chair 

 
C. Prevention Task Force- Jessica Shamlall, Chair 

 
 

III. AGENCY SPOTLIGHT – Department of Human Services: KIM HUSTAD, 
Program Manager for Family Self- Sufficiency  

 
IV. OTHER 

A. Announcements/Celebrations of Success 

B. Adjournment 
C. The Annual Meeting will be held on Thursday, July 21 2016, from 8:30 a.m. 

until 10:00 a.m. at the Salvation Army on Edison Avenue.  



 LEE COUNTY HOMELESS COALITION 
General Meeting 

 
 

To advocate, educate, and promote awareness of issues and obstacles facing homeless individuals in  
Lee County through community collaboration, planning and implementing solutions. 

June 16, 2016 
http://www.leehomeless.org 

I - CALL TO ORDER 

Janet Bartos called the meeting to order at 8:35 a.m. on Thursday, June 16, 2016.  The 
meeting was held at the Red Shield Lodge (TSA) located at 2440 Edison Street in Fort 
Myers.  Introductions were made.  A moment of silence was held for those who lost their 
lifes in the Orlando mass shooting. 
 

 
ITEM:  Approval of the May 19, 2016 Meeting Minutes 

 
Janet Bartos requested approval of the May 19, 2016 meeting minutes.  There being no 
corrections, the minutes were approved as circulated.  
 
 
ITEM:  Jeannie Sutton, Department of Human Services Grant Coordinator 
 
The Lee County Continuum of Care (COC) Governing Board is seeking Board 
members.  The Board must include a cross-section of  non-profit providers, government 
agencies, advocates, and other organizations that in some way help the homeless in 
Lee County.  If you are interested in serving on the COC Governing Board, please 
contact Jeannie  Sutton at jsutton@leegov.com or 533-7958 no later than Monday, July 
25, 2016.   If you are currently serving on the Board, please respond to confirm your 
continued interest.  The Board will meet at least once quarterly.  The next Board 
meeting will be held Wednesday, August 3, 2016 at 10:30 a.m. at the Department of 
Human Services.  A Chair will be selected at that time.  
 
The Governing Board’s Annual Meeting will coincide with the Lee County Homeless 
Coalition’s Annual Meeting on July 21. 
 
Applications for the TANF Homelessness Prevention Grant will be accepted until June 
22, 2016. 
 
 
 

II – TASK FORCE UPDATES 
 
 
A. Fund Raising Task Force 

 
Janet Bartos reported on the Golf Tournament to be held at the Colonial Country 
Club on Saturday, June 25, and sponsored by three local legislative delegates.  



Please contact Janet if you wish to play in the tournament, (we already have 78 
players!) be a sponsor, or are able to provide raffle or ‘goodie bag’ items.   
 
 

B. Community Awareness and Education Task Force – Jan Frick, Chair 
 
Revisions were made to the Free Meals Sites brochure and will be available at the 
August Meeting.  (Due to the July 4th holiday, there will NOT be a July meeting.) 
 
Future projects were discussed and the Task Force was asked to provide input and 
suggestions at the August meeting. 
 
Janet Bartos reported that St. Matthews would be sponsoring a 5K walk on Saturday, 
November 19th, at Ave Maria.  The Homeless Coalition is in the process of organizing 
the Homeless Challenge, which will take place the prior weekend. 
 
Mosquito Control is no longer able to supply the homeless with bug repellant.  Janet 
Bartos will see if her budget allows her to purchase the repellant. 
 
More TARPS have been donated to the Homeless Coalition.  Please contact Janet 
Bartos if you have a client or know of anyone living in the woods in need of a tarp. 
 

 
C. Demographics Task Force 

 
The Demographics Task Force is on hiatus until September 2016. 

  

D. Prevention Task Force – Jessica Shamballa, Chair 
 

Jessica Shamlall reported that the Task Force focused on creating a Three-Fold 
handout listing Prevention Services.  They reviewed the Green Book to determine what 
needed to be included and decided on the following: 

  
· Financial Assistance 
· Foreclosure Prevention 
· Outreach Workers 
· Other Services 

 

A draft of the handout will be available at the July meeting. 

 

Janet Bartos provided information regarding DCF’s new contract which requires that we 
identify, monitor and evaluate two homeless initiatives quarterly.  A Report must include 
a strategy, action steps to accomplish the goal, and which representative organization is 
responsible for that the lead.  In the future, the Prevention Task might be responsible for 
reviewing this procedure. 

 



 
. III – AGENCY SPOTLIGHT:  Robin Jewett, Department of Human Services’ Family 

Self-Sufficiency. 

Robin Jewett reported on Tenant Based Rental Assistance (TBRA), which is similar to 
the Section 8 Housing Choice Program.  TBRA’s target population are homeless 
households identified as MOST VULNERABLE by utilizing various assessment tools: 

· Households scoring 15+ on the Service Prioritization Decision 
Assistance Tool (SPDAT). 

· Those who demonstrate medical vulnerability, have behavioral health 
conditions, a history of substance abuse, and have experienced 
homeless as defined by HUD guidelines. 

· Referrals will be accepted on a first come-first serve basis. 
· There are ONLY15 TBRA vouchers.  The waiting list will be closed 

once 15 applications have been received.  Once the list is closed the 
Department of Human Services will not accept any more referrals. 

Eligible applicants must be 60% or below the Area Median Income for Lee County; score 
15+ on the SPDAT vulnerability scale, and are willing to engage in intensive case 
management.  TBRA vouchers must be used with 90 days from the date of issuance and 
cannot be used outside of Lee County. 

Financial assistance available through the TBRA program will include move in costs: first 
months pro-rated rent, last month’s rent, security and utility deposits.  An eligible 
household may receive a rental subsidy for up to and no more than 24 months. 

For additional information, please contact the Department of Human Services’ Family 
Self-Sufficiency Program at 239-533-7900. 

Robin Jewett will be chairing the new task force which reviews coordinated 
assessments.  The first meeting will be Thursday, June 23 @ 1 pm at the Bob Janes 
Triage Center. The Coordinated entry processes help communities prioritize assistance 
based on vulnerability and severity of service needs to ensure that people who need 
assistance the most can receive it in a timely manner. 

 

IV – OTHER 

Paul Scotty reported on a “Jet Ski” Poker Run held at the Cape Coral Yacht Club on 
June 11.  Midwest Food Bank teamed with the Cape Coral Caring Center and sponsored 
the event which included 40 jet skis (locally and from surrounding areas as Miami, 
Broward, and Orlando) and raised $15,000.  Congratulations!! 

He also announced a fund raiser to be held at the Texas Roadhouse at 5:00 p.m. on 
June 23.  Please contact Paul for more details. 



The Salvation Army’s Repaid Rehousing Program has reached capacity at this time and 
will re-open for referrals as soon as possible (probably mid-June).   

Colleen Henderson announced that a Hispanic Heritage Festival 5K Run will be held at 
Centennial Park on Saturday, September 24th. 
 
 
V – ADJOURN 

 
The meeting adjourned at 9:30 a.m.  The next meeting will be our Annual Meeting and   
will be held on July 21, 2016 from 8:30 – 10:00 a.m. at the Salvation Army’s Shield 
Lodge on Edison Avenue 

 
 

ATTENDEE LIST 
 

NAME AGENCY PHONE E-MAIL 
BARTOS, Janet Lee County Homeless Coalition 322-6600 leehomeless@gmail.com 
BAUER, Tammy Safe Families for Children 207-4852 tbauer@safefamilies.net 
BUSSIERE, Andrea LMHS/ECHO 410-7855 andreabussiere@leememorial.org 
CSOTTY, Paul Midwest Food Bank 265-4164 Pcsotty@midwestfoodbank.org 
ERICKSON, Karen SalusCare 275-3222 kerickson@saluscareflorida.org 
FOSSELLA, Joseph SVDP Our Lady of Light 477-6795 Joseph.fossella@gmail.com 
HELLENBRAND, Rick Encore Realty Services Inc. 542-4600 rick@encorerealty.com 
JEWETT, Robin Department of Human Services 533-7905 jewettrd@leegov.com 
LALOR, Lt. Chris Lee County Sheriff’s Office  clalor@sheriffleefl.org 
LINCOLN, Christine Children’s Home Society/BRIDGES 470-4189 Christine.lincoln@chsfl.org 
LOPEZ, Peggy Lifeline Family Center 242-7238 helpnow@lifelinefamily.org 
McCORMICK, Tim The Salvation Army   
McWHORTER, Kelly The Salvation Army  kellymcwhorter@uss.salvationarmy.org 
MURPHY, Poole TSA/TRIAGE   
MYERS, Connie Lee County Housing Development  Corp.  cmyerslchdc@yahoo.com 
ORENGO, Mariel McGregor Clinic 334-9555 morengo@mcgregorclinic.org 
PENA, Mercedes The Salvation Army   
PEPLOW, Carolyn Lehigh Community Services 369-5818 carolynlcs@embarqmail.com 
PEREZ, Vanessa Health Planning Council 433-6700 vanessaperez@hpcswf.com 
PHILLIPS, Sharon Lee County Homeless Coalition 332-6600 leehomeless@gmail.com 
PENNINO, Sharett Lutheran Services of Florida  Sharett.pennino@lsfnet.org 
RODRIGUEZ, Bill Florida Rural legal Services/LCHC Board Chair 770-8156 wiilliammrodriguez@frls.org 
RODRIGUEZ, Erin Homeless Advocate 240-205-5711 erinmcadams@gmail.com 
SEBASTIAN, Christine Community Cooperative  Christine@communitycooperative.com 
SHAMLALL, Jessica SalusCare 989-3047 jshamlall@saluscareflorida.org 
SHEWEE, Ashley The Salvation Army  ashleyshewee@usssalvationarmy.com 
STANLEY, Carol The Salvation Army 334-3745 chf11743@aol.com 
SUTTON, Jeannie Department of Human Service  533-7958 jsutton@leegov.com 
WILSON, Kerrie Volunteers of America 941-585-3609 kwilson@voa-fla.org 

 

 



LEE COUNTY 
CONTINUUM OF CARE  
GOVERNANCE BOARD 

 Meeting Minutes for May 4, 2016 
 

 

Members Present:  
Janet Bartos, Lee County Homeless Coalition 
Rosemary Boisvert, SalusCare 
Dane Brandon, Independent writer 
Sherri Campanale, Housing Authority of the City of Fort Myers 
Emma Chin, SalusCare 
Connie Myers for Erika Cooks, Lee County Housing Development Corp 
Suzanne Czarnik, Lee Memorial Health System in for Heidi Shoriak 
Kathy Hoffman, Ft. Myers Police Department 
David Justiniano, Homeless Advocate 
Becky Madsen, Housing Authority of the City of Fort Myers 
Kaitlin Major, Delta Family Counseling 
Shaurie Mathews, Housing Authority of the City of Fort Myers 
Ranice Monroe, Lee County Schools 
Beverly Reed,  City of Ft. Myers Community Development  
Sharon Rozier, City of Ft. Myers Community Development  
Amy Yearsley, City of Cape Coral Department of Community Development 
Johnnie Terrell, Open Arms Advocacy Foundation  

Staff Present:            Julie Boudreaux 
 
Sally Flint, Administrative Asst. 

    
 
ITEM 
Welcome and Introductions: 
Chairperson Ms. Kaitlin Major called the meeting to order at 10:30 a.m., introductions were made.   
 
ITEM 
Approval of February 3, 2015 Minutes: 
Ms. Janet Bartos made the motion to accept the minutes.  It was seconded by Ms. Amy Yearsley.  
The motion was approved unanimously. 
 
ITEM   
Board Membership 
Ms. Kaitlin Major reported on the following Board Membership: 
She thanked all in attendance, acknowledging the new faces at the meeting.  There is still a need for 
a representative from the Cape Coral Police Department.  
Ms. Chris Nesheim has retired from Lee Memorial Health System and Ms. Heidi Shoriak will be her 
replacement.   
Ms. Major also mentioned that if there is anyone who might be interested in joining this Board, contact 
either herself, Ms. Boudreaux or Ms. Flint. 
  
Ms. Julie Boudreaux noted at the next meeting, August 3, 2016, the Board will vote on the chair & co-
chair positions.  Mr. Jeremy Gentile, holds the co-chair position at this time.  He has taken on a new 
role at United Way and Julie does not know if he will still be active on this Board.    
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ITEM 
Point in Time 
Ms. Janet Bartos handed out copies of Census and Comparison Reports for this presentation.  Point 
in Time is the once a year count of the homeless population.  The event was held at the Homeless 
Service Day and the Veteran’s Stand Down on January 23, 2016. The number of homeless can be 
misleading.  However, these are the numbers the Federal government uses to determine our share of 
funding.   
The number this year was 439.  The HUD definition of homeless is “on streets or in a shelter”. The 
School Board uses the definition “doubled up”, those families who share a home. 
 
There was a 30% decrease in the numbers reported from last year. There was a 50% decrease in the 
chronic homeless and a decrease of 70% for the Veterans. The economy and the increase in better 
resources contributed to the drop in numbers. 
 
Dr. Ranice Monroe reported that Lee County Schools on January 29, 2016, had a number of 876 
homeless students.  
 
The HUD VASH, geared toward Veterans, helps them find places to live.  Discussion ensued 
regarding the veterans who prefer 2 bedroom homes/apartments – but only have one person living in 
it. Veterans are given housing vouchers and if the person can afford it, it is their decision on where 
they want to live.  If at a later time, they decide they want to share the place, the second person will 
need to go through the eligibility process with the Housing Authority.   
 
Mr. David Justiniano, reported on Point in Time from Charlotte County homeless where he was a 
Plan Coordinator for 3 years.  Their numbers were about 500, the double-ups were counted as well.  
He said there were approximately 40 agencies involved in the 10 Year Plan, in which he helped with 
their advertising and recruitment.  He also reported there were volunteers that partnered with the 
police to go to the homeless camps in the woods at very early hours to get a head count there.  
Charlotte County also had a Stand Down, however that was only for vets and the count was about 
150. 
 
 
ITEM 
Zero: 2016 Update 
Ms. Janet Bartos reported:  Zero: 2016 is a national initiative in which Lee County’s  
Homeless Coalition, Dept. of Human Services, Housing Authority and Veteran’s Administration are 
involved.  The Federal strategic plan is to end Veteran Homelessness by 2015 and Chronic 
Homelessness by 2016.  272 Veterans were reported for the year and by last December there were 
only 2 vets reported as homeless.  It should be noted that vets can be offered a place and decline to 
accept, which takes them off the homeless list.  Ms. Bartos explained the term Functional Zero means 
there are enough resources to meet our needs. Lee County has met this for several months for 
veterans.  To qualify for this, paperwork was submitted for the Mayor’s Challenge and also USICH.  
They check everything in the packets and give us feedback, which we are waiting for.  A press 
release is prepared for the announcement of our accomplishment, however, it will be held until the 
results from the government confirm the numbers. 

     There was discussion on how it will be announced.  The agencies that are funding the veterans are 
afraid of their funding being cut.  People are working hard and they want to make sure the funding 
does not go away. 
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ITEM 
10 Year-Plan to End Homelessness 
Ms. Major reported on the progress of the 10 Year Plan and the sub-committee meetings that have 
met so far. 

 The Transportation Meeting took place on March 2, 2016, very few attendees.  Janet has 
offered to be in contact with Infinity, a group working on community engagement.  Specifically  
community partners working toward transportation. 

 The Health Services Meeting took place on April 13, 2016, attendance was better, and some 
goals have been met and other goals combined.   
 

o Minutes from the Apr 13 meeting: 
 
 Goal: Improve access to and expand community health care services.  
Report any ACTIONS that address any of the following OBJECTIVES:  
 
1. Promote the provision of pro-bono “fair share” services. - COMPLETED 
2. Increase health services outreach efforts.- COMPLETED 
 
3. Increase placements in Assisted Living and Skilled Nursing Facilities and 
medical respite beds.- NOT REALISTIC. HOSPITALS WILL NEED TO REQUEST 
PAYMENT REMOVE IT? 
4. Increase the capacity of existing medical, dental and medical respite beds 
services. and mental health care sites and services 
 
New #3, combined #3 & #4=  Increase the capacity of existing medical sites and 
services. 
 
5. Increase detoxification and mental health services and beds to meet current 
and emerging needs.  

 
She reported in further detail on outreach, the timeliness of receiving referrals, healthcare, and 
Salvation Army handling the dental services.   
 
Ms. Rosemary Boisvert, SalusCare, reported a new goal was established last week to move 
clients from detox directly to outpatient for substance abuse, as well as the immediate 
engagement into mental health services for those in need of that service. It is still in the 
beginning stages so there was no way to tell how successful it will be. 

 
Ms. Major also mentioned that Eric Pateidl, DHS, will be working on the logistics of the chart. Re-
arranging some of the information to fit the 10 year plan better and adding stats. Some info should be 
moved into the correct sections which will also help streamline the goals. 
 
Agencies are being asked to update their specific accomplishments in the goals on the DHS Website.   
A suggestion was made to send out a yearly update of the goals. 
 
The next sub-committee meeting will be Housing, it was originally scheduled for May 11, however, do 
to conflicts it is going to be re-scheduled for May 18.  (After this CoC meeting, the Housing sub-
committee meeting changed to May 25). 
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Ms. Boudreaux announced that DHS put out a request for applications for the ESG (Emergency 
Solutions Grant) from the state, due date of May 24, 2016.  Approval of the grant would assist the 
City of Cape Coral and City of Ft. Myers for the homeless. 
 
Tier II funding for CoC, has received $13,354 for CASL the approximate amount of which they had 
applied for; there is no funding for HMIS; and no funding for SalusCare.  
Ms. Boisvert of SalusCare reported the cuts in their HMIS funding will take away 9 of their chronic 
homeless beds.  This is a problem because their new goal is 18 to 20 beds a month.  They will be 
looking for other funding, possibly from the State. Also the loss in their transitional housing which 
served140 homeless individuals a year in mental health & substance abuse services is another area 
affected. It will be an impact on the community.  Meetings are planned to see how this can be 
sustained. 
 
Ms. Boudreaux introduced Ms. Jeannie Sutton, who has filled the position as Grant Coordinator.  Ms. 
Sutton was out of the office today.   
 
New monthly sub-committee meetings for the 10 Year Plan:   
  May 25, 2016 at 10:30 a.m. Housing meeting 
 
 
ITEM 
Adjourn 
Meeting adjourned at 11:50 a.m. 
 

 

 

The next Board Meeting will be August 3, 2016 at 10:30 a.m. at the Lee County Human Services. 
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Lee County Continuum of Care (CoC) Governing Board 

Wednesday, May 4, 2016, 10:30 A.M.  
Meeting Held at: 

Lee County Department of Human Services 
2440 Thompson Street 
 Fort Myers, FL 33901 

 

AGENDA 

 

· Welcome and Introductions – Kaitlin Major, Board Chair 

· Approval of February 3, 2016 Minutes – Kaitlin Major, Board Chair  

· Board Membership-Kaitlin Major, Board Chair 

· Point in Time—Janet Bartos, Homeless Coalition 

· Zero: 2016 – Janet Bartos, Homeless Coalition  
 

· 10 Year-Plan to End Homelessness-Kaitlin Major, Board Chair 

· Adjourn 

Next Meeting:    Strategic Planning: Updating the 10 Year Plan to End Homelessness 

Wednesday, August 3, 2016 

Lee County Department of Human Services 

2440 Thompson Street 

Meetings for the year 

 August 3, 2016, November 2, 2016 



LEE COUNTY 
CONTINUUM OF CARE  
GOVERNANCE BOARD 

 Meeting Minutes for February 3, 2016 
 

 

Members Present:  
Janet Bartos, Lee County Homeless Coalition 
Nancy Beeson, SalusCare 
Jessica Shamlall for Rosemary Boisvert, SalusCare 
Sherri Campanale, Housing Authority of the City of Fort Myers 
Kinga Cook, Advocate 
Connie Myers for Erika Cooks, Lee County Housing Development Corp. 
Daisy Ellis, The Salvation Army 
Becky Madsen, Housing Authority of the City of Fort Myers 
Kaitlin Major, Delta Family Counseling 
Shaurie Mathews, Housing Authority of the City of Fort Myers 
Chris Nesheim, Lee Memorial Health System 
Beverly Reed for Sharon Rozier, City of Ft. Myers Community Development  
Matt Visaggio, Lee County Homeless Coalition 
Amy Yearsley, City of Cape Coral Department of Community Development 
Johnnie Terrell, Open Arms Advocacy Foundation  

Staff Present:            Eric Pateidl 
 
Sharon McPherson, Administrative Asst. 

    
 
ITEM 
Welcome and Introductions: 
Chairperson Kaitlin Major called the meeting to order at 10:10 a.m., introductions were made.  Ms. 
Chris Nesheim, Lee Memorial Health System, announced she turned in her resignation for April 29, 
2016.   
 
ITEM 
Approval of November 4, 2015 Minutes 
Ms. Chris Nesheim made the motion to accept the minutes, Ms. Janet Bartos seconded.  The motion 
was approved unanimously. 
 
ITEM   
Board Membership 
Ms. Kaitlin Major reported on the following Board Membership updates: 
Johnnie Terrell is a new member from Open Arms Advocacy Foundation.   
Kelsey Evanson, Fort Myers Police Department, is interested, however will be out on maternity leave.  
Mr. Robert Vega is waiting for approval from Chain of Command. 
A Law Enforcement replacement is needed to fill Jerry Mole’s spot, Cape Coral Police Department, 
he is retiring. 
Cody Neally is interested in being on the board. He works through VA outreach and is waiting for a 
verbal approval. 
Dr. Renice Monroe, Lee County School District, is interested and information was forwarded. 
 
If anyone has additional suggestions for Board members, please notify Ms. Major.  Ms. Campanale 
will send a letter to the Fort Myers Police Department for possible Board member.   
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ITEM 
Point in Time 
Ms. Janet Bartos reported on the following: 
The Homeless Service Date and Veteran’s Stand-down was held on January 23, 2016 a large event 
where there were approximately 421 homeless participants and 325 volunteers.  The weather was 
rainy and chilly, which may have impacted the number of participants in attendance. 
  
The Point in Time is a snap shot of the number of homeless for a given night.  Since this is a hidden 
population, it is hard to get an exact count.  Mr. Eric Pateidl and Mr. Juan Albino are working on the 
time and place surveys and will submit to the Board when complete.  Mr. Pateidl reported HUD 
requires this count every 2 years to acquire the demographics of the homeless. The County receives 
$2 million from HUD for CoC funding and it is also used for Grant money. 
 
The final report is not due until April; however, it will be distributed when complete.  The State 
requires one set of standards/numbers and the Federal Government want another.  Mr. Pateidl stated 
he will not know what the Federal Government needs until mid March. 
 
ITEM 
Zero: 2016 Update 
Ms. Janet Bartos reported on the following: 
227 veterans were housed in 2015.  December 31, 2015 was the goal for reporting the functional 
Zero announcement.  That timeline was extended to verify the Point in Time numbers and meeting 
with agencies providing services to Veterans to go over their numbers.  A “softer” announcement was 
suggested due to some states receiving backlashes from numbers they reported.  There is a limited 
amount of resources for homeless.  It takes longer for a non-veteran to be housed. 
   
The CoC is working on the chronic homeless, trying to reach zero by December 2016.  Mr. Eric 
Pateidl holds a monthly demographics meeting on ending chronic homelessness the second Tuesday 
of the month at 1:00 p.m. at Lee County Department of Human Services.  This meeting covers 
vulnerability analysis and meets with service providers to collaborate on Zero 2016.  The vulnerability 
analysis prioritizes the most vulnerable individuals in the community to be housed quickly.  Anyone 
providing services are urged to attend this meeting.  
 
ITEM 
10 Year-Plan to End Homelessness 
Monthly sub-meetings for each of the goals were discussed at the last meeting.  An abbreviated goal 
and provider list was distributed.  A leader needs to be assigned for each subcommittee who will 
organize a group of individuals from the provider list under their goal category. These meetings are to 
look at the objectives and determine what has been achieved and what still needs to be focused on in 
the next year to accomplish the goals. These meetings could be conference calls in place of face to 
face meetings.  The first two meetings will be in March and April. The results will be reported at the 
next CoC meeting May 4th.  
 
Public Awareness - Ms. Janet Bartos, Homeless Coalition, offered to lead the meeting.   
 
Housing - Ms. Sherri Campanale, Housing Authority of the City of Fort Myers, offered to lead the 
meeting  
 
Health Services – Ms. Daisy Ellis or Ms. Heidi Ruster, Salvation Army, to lead this meeting  
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Transportation - Salvation Army has a subcommittee “Infinity”.  They are approximately half way 
through their goals and will help with this meeting as well.  Ms. Daisy Ellis or Ms. Heidi Ruster, 
Salvation Army, to lead this meeting.  
 
Employment Services – Reach out to Mr. Harold White or someone from Goodwill to lead meeting. 
 
Education - Reach out to Dr. Renice Monroe, Lee County School District or someone from Homeless 
Families 
 
Public Safety – Reach out to someone in Law Enforcement or Corrections to lead meeting. 
 
Supportive Services – Ms. Kaitlyn Major will take lead of this meeting.  
 
New monthly sub-committee meetings for the 10 Year Plan:   

 March 2, 2016 at 10:30 a.m. Transportation meeting  
 April 13, 2016 at 10:30 a.m. Health Services meeting  
 May 4, 2016 at 10:00 a.m. CoC meeting 
 May 11, 2016 at 10:30 a.m. Housing meeting 

 
ITEM 
Adjourn 
Meeting adjourned 11:00 a.m.  
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Lee County Continuum of Care (CoC) Governing Board 

Wednesday, February 3, 2016, 10:00 A.M.  
Meeting Held at: 

Lee County Department of Human Services 
2440 Thompson Street 
 Fort Myers, FL 33901 

 

AGENDA 

 

· Welcome and Introductions – Kaitlin Major, Board Chair 

· Approval of November 4, 2015 Minutes – Kaitlin Major, Board Chair  

· Board Membership-Kaitlin Major, Board Chair 

· Point in Time—Janet Bartos, Homeless Coalition 

· Zero: 2016 – Janet Bartos, Homeless Coalition  
 

· 10 Year-Plan to End Homelessness-Kaitlin Major, Board Chair 

· Adjourn 

Next Meeting:    Strategic Planning: Updating the 10 Year Plan to End Homelessness 

Wednesday, May 4, 2016 

Lee County Department of Human Services 

2440 Thompson Street 

Meetings for the year 

May 4, 2016, August 3, 2016, November 2, 2016 
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This document is the Grants Administration Handbook prepared by the Lee County Department 
of Human and Veteran Services (DHVS). DHVS is the Lee County Continuum of Care (FL-603) 
Collaborative Applicant and the U.S. Department of Housing and Urban Development (HUD) 
Urban County entitlement grantee for HOME, Community Development Block Grant (CDBG), 
and Emergency Solutions Grant (ESG) funds. This handbook addresses the Board of County 
Commissioners (BOCC) policy, federal and state laws and regulations, and other relevant 

information pertaining to grants administration processes for DHVS staff engaged in grants 
administration. 

 
 
 
 
 
 
 

DISCLAIMER 
 

This handbook is not intended to be an exhaustive listing of all rules, regulations, or laws 
relating to grants administration, but is a guide of standardized procedures to direct County 

personnel in the pursuit, application, and management of grant proposals and awards. 
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CHAPTER 1: PURPOSE, SCOPE, AND AUTHORITY 
 

The purpose of this handbook is to establish uniform guidelines instructing Lee County 
Department of Human and Veterans Services (DHVS) personnel in the pursuit of grant funding 
and the management of grant awards. The handbook describes the grants administration policy 
and procedures of Lee County DHVS associated with: 
 

 Grant Identification, Application, and Tracking 

 Grant Award Notification, Review, and Acceptance 

 Grant Oversight and Monitoring 

 Grant Accounting and Reporting 

 Grant Sub-recipient Monitoring 

 Grant Close-Out  

Support and Control 

It is the responsibility of the DHVS to provide procedures that detail the grant proposal seeking 
process and the proper execution, management, and close-out of the County’s grant awards; 
and report on the submission and status of grants in a manner that assures transparency and 
accountability to the Board of County Commissioners, grantors, and the public. These grant 
administration procedures apply to all grants pursued by DHVS personnel and awarded to the 
Lee County DHVS. 
 

This handbook is not a comprehensive listing of all rules, regulations, or laws relating to grants 
administration, but is a guide of standardized procedures to direct DHVS personnel in the 
pursuit, application, and management of grant proposals and awards. All respective program 
areas are responsible for the creation and maintenance of procedures that will be used in 
conjunction with these standards and the requirements of the awarding agency. 
 

Definition of a Grant 

A grant is a multi-defined instrument used by government or private entities to subsidize 
programs and projects that fit within the funding criteria of each respective grantor. Due to 
their multi-defined characteristic, “grants” can be awarded in the form of: loan contracts, loan 
guarantees, cooperative agreements, joint participation agreements, contract for services, 
private contributions, interlocal agreements, and other types of contractual documents. For the 
purposes of this handbook, a grant is defined as financial assistance awarded to the County 
from an external entity to carry out a public purpose of support or stimulation, or when 
specifically identified by the awarding agency as a “Grant” at the time of award. 
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Governing Laws and Regulations 
Federal 
• Federal Grant and Cooperative Agreement Act of 1977, as incorporated in Title 31 Section 

6304 of the U.S. Code. 
• 2 CFR Chapter I, and Chapter II, Parts 200, 215, 220, 225, and 230 - Uniform 

Administrative Requirements, Cost Principles, and Audit Requirements for federal Awards 
(a.k.a. the “Omni Circular”). 

• Single Audit Act of 1984 as amended in 1996. 

• OMB Circular A-133 and compliance supplements. 

• Other CFR’s governing specific funding  

 
State 

• Florida Statues 
• Florida Administrative Code 

• Rules of the Auditor General, Chapter 10.550, Local Governmental Entity Audits. 

• Florida Single Audit Act, Florida Statutes 215.97. 

  
County 
• BOCC Administrative Codes  

• DHVS Contract Management Manual & Policies & Procedures 
 
 

Updates and Revisions 
This document is a living document, and contains federal, state, and county policy that by its 
nature may be revised over time as regulations change, new tools emerge, new processes are 
designed, and risks change. DHVS will annually review the procedures described herein and in 
continued collaboration with the personnel it serves update this document as necessary or as 
circumstances dictate. 
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CHAPTER 2: LEE COUNTY DHVS GRANTS ADMINISTRATION POLICY 

 
The intention of this handbook is to optimize how DHVS pursues and administers externally 
funded grants. Its adoption helps ensure that DHVS follows all applicable budgetary and 
regulatory grant regulations of federal, state, and non-profit grantors. Adherence to this policy 
and the procedures found herein will promote efficiency, better transparency, greater 
accountability, a strategic approach to funding opportunities, and generally place the County in a 
more competitive position for securing grant funds.  
 
It is the policy of DHVS to seek grant funding for activities and assets that are determined to 
further the core DHVS functions, or that provide for activities and assets that are in the best 
interest of the County and its residents.  

 
Grants Identification, Application, and Tracking: Grants pursued by DHVS must be consistent with 
the DHVS’s and the County’s mission, strategic priorities, or adopted business plans, and no grant 
shall be submitted without signature approval of the County’s authorized organizational 
representative or designee, as per County Administrative Code AC-3-17. All grants will be 
recorded and tracked in a manner that assures transparency and accountability to the Board, 
grantors, and the public, as per County Administrative Code AC-3-17. 

 
Funding Analysis: Grants that align with the strategic priorities of the County and DHVS shall be 
analyzed to examine the total effects and costs to the County due to matching requirements or 
new operating costs; allowance of indirect costs; whether General Fund revenues are necessary 
to cover the gap between cash expended and revenues received; and whether County General 
Fund revenues are necessary to support the project after the expiration of the grant. 

 
Analysis of Grant Renewals and Continuations: At the end of the initial grant period, all grants 
shall be evaluated to determine the extent to which the grant project has produced desired 
benefits. Such an analysis shall include a review of actual costs to determine whether using 
General Fund revenues associated with the grant could be used for other purposes that are better 
aligned with the DHVS or the County’s mission, priorities, and business plans. Grants awarded on 
a multi-year basis shall be evaluated through a cost effectiveness analysis that relates the 
project’s cost to its key outcomes or benefits to determine the extent to which they have 
produced positive, meaningful outcomes that provide cost effective services or improvements. 

 

Responsibility 
It is the responsibility of DHVS to implement this policy and to provide procedures that detail the 
grant proposal seeking process and the proper execution, management, and close- out of grant 
awards; and report on the submission and status of grants in a manner that assures transparency 
and accountability to the Board, grantors, and the public. 
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CHAPTER 3: ROLES AND RESPONSIBILITIES 

 
All DHVS personnel engaged in preparing grant proposals and administering grant awards or 
responsible for grant funded assets serve an important role in the success of project outcomes 
and objectives and ensuring that all grant terms and conditions and budgetary and regulatory 
requirements are met. 

 
Below are the “key players” in the management and administration of grant funded projects 
received by the County and a representational list of the responsibilities. 

 

The Board of County Commissioners (BoCC) 
Some grant applications and other grant documents may require authorization by the BOCC for 
submission. The Chair of the BOCC will sign as the Authorized Representative (AR) on behalf of the 
BOCC. 

Lee County Clerk of Court - Finance 

The Finance Department provides accounts payable, payroll, revenue/investments and financial 
reporting services for the Board of County Commissioners.  

The Department of Human and Veteran Services (DHVS) 

The DHVS shall implement the grants administration policy and provide process and procedures 
for the preparation of grant proposals and the management of grant awards in accordance with 
Lee County BoCC Administrative Codes and DHVS policies. DHVS will report on the submission and 
status of grants in a manner that assures transparency and accountability to the BOCC, grantors, 
and the public. 
 

Department personnel include the director, program managers, grants coordinator, contract 
specialists, and fiscal officers whom are responsible for providing the essential support and 
control to DHVS and agencies to see that grantor and County regulatory and budgetary policy and 
procedures are followed and grants awarded to the County end successfully with outcomes that 
are meaningful to our constituents. 

 
 Grants Coordinator (GC) 

The GC is responsible for establishing and maintaining policy and procedures to identify 
and assess grant programs, analyze funding opportunities, and develop grant seeking 
strategies relevant to the mission and priorities of Lee County and DHVS. The Grants 
Coordinator organizes the planning and submission of grant proposals that are on regular 
cyclical schedules.  

 
 Contract Manager (CM) & Contract Specialist (CS) 

Although some tasks may be delegated, the CM is the chief accountable person for the 
overall administration of the grant award and meeting the terms and conditions of the 
award, and for representing the project to the grantor. 
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Human and Veteran Services Director 

Veteran Services 
Manager 

Family Self 
Sufficiency 
Manager 

Administrative 
Support Staff 

Housing Manager 
Contracts 
Manager 

Contracts 
Specialists 

Neighborhood 
Building Manager 

Grants 
Coordinator 

Administrative 
Support Staff 

Fiscal Manager 

Fiscal Officer 

Account Clerk 

Office Manager 

Administrative 
Support Staff 

IT Manager 

G.I.S. Coordinator 

The CS is responsible for developing and implementing controls and systems that assure 
compliance with applicable statutes, regulations, policies, procedures and contracts on 
awarded grants, and to provide strategic information and underlying detail to agencies in 
order to monitor grant applications, draw-downs, reporting, and performance activities 
for all grant programs  managed. 

 

 Fiscal Manager (FM), Fiscal Officers (FO), & Account Clerks (AC) 
The FM hold fiscal responsibilities for DHVS. The FM, FO, and AC ensure adequate 
resources are provided to staff for the appropriate conduct of project management duties 
and grant award management. 

 
The FM, FO, & AC are responsible for managing the financial requirements and 
maintaining the award record in the County’s financial system. Although some tasks may 
be delegated, the FM is the chief accountable person for the overall fiscal conduct of the 
grant award and meeting the budgetary terms and conditions of the award, and for 
representing the fiscal accounting of the project to the grantor. 
 

 Support Staff 
Support staff members are a critical element in the successful management of grant 
awards, and will typically provide certain delegated duties to assist project execution. 

DHVS Key Grant Staff Organizational Chart 
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CHAPTER 4: GRANT IDENTIFICATION, APPLICATION, AND TRACKING 

Grant Identification 
The Grants Coordinator, in coordination with DHVS Program Managers and Department Director, 
evaluates available funding opportunities to determine the reasonableness of application, 
program design, and grant administration requirements. If the funding opportunity is determined 
to be within the mission of DHVS and the County, the application is reasonable, and the program 
design and grant administration requirements are allowable, the Grants Coordinator will pursue 
the application.  

 
Each grant proposal will be reviewed and analyzed by the following factors: 
 

Financial 
 

1. Total anticipated project cost 
2. Match requirements and sources 

3. Project income considerations 

4. Staffing requirements 
5. Cash flow needs 

6. A continuation plan for sustaining grant funded programs if funding is reduced or 
terminated prior to applying for grants 

 

Programmatic 
 

1. Alignment with County strategic priorities and department business plans 

2. Provision or expansion of services to address critical needs and core services 

3. Capacity to administer the financial and administrative aspects of the grant 
 
Funding opportunities are identified through Agency Websites and Listservs. Some specific 
sources of funding opportunities include: 

 
 Grants.gov: https://www.grants.gov/web/grants/search-grants.html  

Grants.gov is the clearinghouse for all federal grant opportunities, and allows organizations to 
electronically find and apply for more than $400 billion in federal grants and ultimately 
manage grant funds online through a common web site.  

 My Florida Market Place – Vendor Bid System: 
http://www.myflorida.com/apps/vbs/vbs_www.main_menu  
My Florida Market Place – Vendor Bid System is the clearinghouse for all state of Florida grant 
opportunities, and allows organizations to electronically find and apply for State grants. 

 U.S. Department of Housing and Urban Development (HUD) Exchange ListServ: 
https://www.hudexchange.info/mailinglist/  
The HUD exchange listserv provides direct emails regarding funding opportunities available.  

 
  

https://www.grants.gov/web/grants/search-grants.html
http://www.myflorida.com/apps/vbs/vbs_www.main_menu
https://www.hudexchange.info/mailinglist/
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Application Preparation 
Preparing the application is primarily the responsibility of the Grants Coordinator and/or 
Contracts Program Manager, with the assistance of the agency, Contract Specialist, Contract 
Manager, or other program managers, as necessary.  
 

Writing the Proposal 
The grant guidelines will be followed thoroughly. Structure, attention to specifications, concise, 
enthusiastic and persuasive writing and a reasonable budget with justification narrative are 
critical elements that will be utilized during the writing stage.  
 

Grant guidelines typically identify: 
 

• Submission deadlines 

• Grantee eligibility 

• Funding goals, priorities, and ceilings 

• Proposal format: forms to use, page limitations, page margins, line spacing, etc. 
• Budgets and budget justification narrative 

• Proposal evaluation process, criteria, timetables 

• Point(s) of contact 
• Allowable supplemental materials, such as Letters of Support 

• Any and all other submission requirements 

 
A draft version of the grant application will be reviewed by the applicable program manager, CoC 
Board, Lee County BoCC, the public, and or other applicable bodies as necessary, and if 
practicable.  

Submitting the Grant 
The  following  process  standardizes  DHVS  operations  for  internal  routing  of  the  grant 
application and outlines the deadlines for review and approval to submit the application: 

 
1. Per BOCC Administrative Code AC-3-17 (Appendix A), no grant shall be submitted without 

signature approval of the County’s authorized representative or designee. The submission of 
grant proposals for BoCC review shall be coordinated via bluesheet according to the BoCC 
Regular Meetings Dates, and in accordance with applicable SIRE deadlines.   
 

NOTE: SIRE Deadlines are typically 2 – 3 weeks prior to regular Board meeting dates. The 
Grants Coordinator must establish timelines that allow for review of the proposal by all 
necessary parties prior to BoCC review and signature.  

 
2. Grant proposals must never be submitted without having been internally approved and signed by 

the authorized representative, and shall be submitted prior to the proposal deadline.  
 

3. A copy of the complete proposal package shall be kept on file at DHVS and posted on the 
appropriate DHVS webpage, if necessary.   
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Award Notification and Grant Debriefings  
Granting agencies routinely provide review comments or telephone debriefings for proposals. The 
Grants Coordinator will attend any grant debriefing and report information to applicable parties.  
 
Agencies who have submitted projects for inclusion in a grant proposal will be notified of the 
award information by Grants Coordinator via email. Award information will be posted on the 
applicable DHVS webpage, and if necessary notified in a press release.  
 

Upon receipt of a grant or contract award, the Contract Manager will coordinate with the 
Contract Specialist, and other applicable parties, to execute the grant agreement and any 
necessary contracts. All contracts will be executed and managed in compliance with the DHVS 
Contract Management Manual. (Appendix B)  
 
 

BoCC Acceptance   

The Contract Manager will ensure that BoCC approval to accept the award is completed by 
the date required by the grantor for full execution. Upon BoCC approval the Contract 
Specialist shall prepare and maintain a file for each award that will be available for 
inspection by any state and federal auditors, the County’s independent auditor, and the 
County Auditor. 

Fiscal Acceptance  

The Contract Manager and/or Contract Specialist will coordinate with DHVS Fiscal Officers 
to establish the appropriate fiscal tracking for the grant award.  
 
NOTE: No grant funds shall be disbursed until the grant is accepted and appropriated by the 

BoCC and a fund and project numbers have been created. 
 
 

CHAPTER 5: GRANT SUBCONTRACTING AND SUBRECIPIENT MONITORING PROCEDURES 

 
Grant funds must be properly received and managed by DHVS. All contracts and grant 
funds will be executed and managed in compliance with the DHVS Contract Management 
Manual. (Appendix B) 
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CHAPTER 6: FINANCIAL MANAGEMENT  

Receipt and Use of Grant Funds 
1. No grant funds shall be disbursed until a BOCC agenda item and budget resolution request 

have been approved by the BOCC, an award and project has been established in Enterprise 1, 
and required documentation is complete. 

2. Grant funds may only be used for grant related expenses and expended within the period of 
performance identified in the grant agreement. 

3. Modifications or reallocations to the awarded budget that alters the grant amount or moves 
funds from one budget line item to another must adhere to grantor and County policy and 
procedures. 

4. Grant funds awarded to DHVS shall not be used to supplant an existing expense so that 
current funds can be diverted to another use, unless such use of grant funds is explicitly 
identified as allowable in writing by the grantor in the grant award. 

5. All income resulting from a grant funded project or program shall adhere to DHVS and grantor 
revenue and grants policies, and managed and maintained as established in the grant 
agreement. 

6. All procurement activity associated with grant funded projects or programs shall follow the 
grantor and County policy and procedures for procurement of goods (AC-4-1). 

7. All property and equipment acquired through grant funds shall follow the grantor and County 
policy and procedures for property or inventory control (AC-3-14). 

8. All grant and related matching revenues and expenditures shall be recorded by Fiscal staff. 
9. All Fiscal personnel responsible for generating and approving vouchers and draw downs shall 

follow appropriate protocols for IDIS, DRGR, and eLOCCS.  
a. Draws will be made at least one time per every 30 days.  
b. Draws will be made within 45 days from the date of documentation and invoice 

approval.  

Supporting Documentation 
Costs claimed by DHVS under its grants must be allowable, allocable, and reasonable, and 
adequate documentation to support charges to the grant must be maintained. Expenditures 
under most cost reimbursement grants are governed by the cost principles established by 2 CFR 
Part 200 and federal, state, and other grantors, and must conform to respective policies, grant 
special provisions and DHVS policies (Appendix B). 

 
1. Typical grant transactions may include: personnel costs, purchase of equipment and supplies, 

costs for contracted services, grant income or revenue, etc. Grantees must submit 
documentation of eligible expenses and proof of payment for expenses incurred during the 
reporting period. 

2. Documentation of eligible expenses may include copies of invoices, receipts, payroll or labor 
reports, or other proof that complies with federal and state audit standards. Proof of payment 
of expenditures may include a copy of a credit card receipt, receipt showing cash payment, 
cancelled checks, bank statements, or other proof that complies with federal and state audit 
standards. A supplemental accounting record may accompany the receipts and cancelled 
checks. 
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3. Invoices are expected to be submitted no more than weekly and no less than semi-annually 
unless otherwise noted by the grantor. 

Expenditures   
It is critical to the overall success of a project that grant funds are expended accurately and 
timely.  
 
 Drawdowns 

A drawdown - also called a voucher - is a record of payments made for specific activities. Two 
fund types that can be included in a voucher: program funds (grants) and program income. 
Before a grantee can drawdown funds from a grant: 

1. The activity must have enough funds budgeted and obligated at the activity level. 
Funding sources can be program funds (grant funds) or program income. 

2. At least one user creates drawdowns and another user approves drawdowns. 
 
Internal Controls/Separation of Duties 
To ensure effective control and accountability for all funds, property, and assets, DHVS has 
separated the duties of each fiscal staff member so that no one individual has authority over 
an entire financial transaction. Separate fiscal staff members are responsible for (a) 
authorization to execute a transaction, (b) recording of the transaction, and (c) custody of 
the assets involved in the transaction. In addition, physical access to records, blank forms, 
cash, and other assets are limited to authorized fiscal staff only. DHVS has strict internal 
controls for HUD and other grant funded programs, as outlined on page 15.   
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Department of Human and Veteran Services Internal Controls Chart  

TTaasskk  
GGrraannttss  

CCoooorrddiinnaattoorr  
AAccccoouunntt  

CClleerrkk  
FFiissccaall  OOffffiicceerr  

FFiissccaall  

MMaannaaggeerr  
DDVVHHSS  

DDiirreeccttoorr  
LLeeee  CCoouunnttyy  

CClleerrkk  FFiinnaannccee  

BBooaarrdd  ooff  

CCoouunnttyy  

CCoommmmiissssiioonneerrss  

PPrrooggrraamm  

MMaannaaggeerrss  &&  

SSttaaffff  

Develop Action Plan - Listing projects 
and budget amounts X     X       X 

Adopt Action Plan         X   X   
Fund Projects in IDIS (Integrated 

Disbursement & Information System) X               
Review Supporting Documentation 

and Authorize Payables   X           X 
Drawdown Amount Prepared - Based 

on Authorized Payables     X           
Create Drawdown in IDIS     X           

Approve Drawdown in IDIS       X         
Check account for receipt of 

drawdown prior to disbursing checks           x     
Prepare Cash Transaction Report to 

Match Finance Accounts       X         
Approve Cash Transaction Report         X       

Reconcile Accounts - Monthly    x x           
Authorize users in external financial 

systems (i.e. IDIS, DRGR, eLOCCS)         x       
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 Timely Payment 

To minimize the time elapsing between the transfer of funds to DHVS from the U.S. Treasury 
and the issuance of a payment to a service provider, in accordance with the Florida Prompt 
Payment Act, DHVS has implemented an internal draw schedule, which provides for a 
maximum of three business days for payment processing.  

1. Draw request packages are created and provided to the County Finance department 
weekly. 

2. Draws are made from the applicable U.S. Treasury system one day after the draw 
package was delivered to finance. 

3. The amount requested is deposited into the appropriate County account within 3 
business days. 

4. Payments are issued the day after the draw has been deposited. 
 
Reconciliation 
After initial setup, grant awards will be reconciled at minimum on a monthly basis to ensure: 

1. Expenditures are allowable, allocable, necessary, and reasonable based on terms and 
conditions of the grant award. 

2. Expenditures are adequately supported by documentation. 
3. Expenditures are charged to the correct project. 
4. Award spending is commensurate with the project timeframe. 
5. Award spending is commensurate with the project budget. 

 
Reconciliation will be completed by Fiscal staff, and will include a complete review of individual 
transactions as well as a comparison of expenditures and budgeted amounts using internal 
tracking spreadsheets and trial balances reports run from the County financial tracking system. 
Any discrepancies identified during reconciliation are corrected through a cost transfer prior to 
the end of the fiscal year. 

Cost Transfers  
1. Incorrectly posted charges to grant funded projects must be fixed within regulated time- 

constraints, which is why routine account reconciliation is critical. Failure to transfer 
incorrectly posted charges in a timely manner may result in the expense being disallowed for 
grant reimbursement. 

2. All cost transfers moving an expenditure from one grant funded project to another grant 
funded project should be made prior to the end of the fiscal year in which the transaction 
appears. 

3. Any cost transfer requiring the removal of expenses from a grant funded project to a non-
grant funded project must be made without regard to a time limit. 

4. Fiscal staff may periodically review awards to monitor expenditure spending. If there are any 
doubts or concerns regarding award expenditures or in fulfillment of award requirements, the 
appropriate Program Manager will be contacted. 

Advanced Payments 
Lee County Finance allows advanced payments in limited circumstances, which include, but are 
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not limited to: registration fees, rent payments, and membership fees. Acceptable instances for 
advanced payments are processed on a case-by-case basis by DHVS fiscal staff and paid by Lee 
County Finance.  

Cost Sharing/Matching 
1. The source of match funds must be identified at award setup and tracked for reporting. 
2. Cost matching is provided either through cash or expenditures, in-kind services, or via a third 

party commitment. 
3. Match must fit the same definition of eligible grant expenditures in order to be charged 

against a grant award. 

Indirect Costs 
Indirect costs are costs incurred for facilities and administrative operations in accordance with 2 
CFR Part 200.414. DHVS has negotiated an indirect cost rate through a private consultant. The 
negotiated rate that is accepted by HUD annually is reflected on each year’s HUD grant 
agreement. Payments for indirect costs are made on an annual basis. 

Direct Costs 
Direct costs are those costs that can be identified specifically with a particular final cost objective, 
such as a Federal award, or other internally or externally funded activity, or that can be directly 
assigned to such activities relatively easily with a high degree of accuracy. (2 CFR Part 200.413) 
Direct costs are billed to the grant, as allowable by grant terms, and include the actual cost of a 
supplied service or material. Direct costs are substantiated by source documentation such as 
invoices, bills or other appropriate documentation. The allow-ability and reasonableness of each 
direct cost is assessed by program management staff.  

Program Income/Recaptured Funds 
Some grant programs contain tasks or objectives that may result in program income (PI). 
Typically, PI could come from fees collected, services performed, or registration fees for 
conferences or workshops. Such fees can also be generated through sub-awardees and must be 
accounted for in the same manner. PI may be used for a project in several ways: 
 

 Additive:  PI is added to funds committed to the project by the grantor and used to fulfill 
eligible project or program objectives. 

 Match: PI is used to finance a share of the project or program. 

 Deductive: PI is deducted from the total project or program budget. 
 

1. It is important that PI be anticipated and disclosed in the grant proposal budget, which should 
include a plan for utilization that identifies the method of use. The plan should also include 
use of income collected in excess of expenditures. 
a. If PI is not disclosed at the proposal stage, the grantor must be promptly notified that the 

project will generate PI to determine how PI is to be used. 
2. All PI must be accounted for during the performance period of the award and be reported per 

the method of utilization approved by the grantor. Failure to disclose program income may 
require that all PI be treated as Deductive. 
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Support of Salaries and Wages 
1. Compensation for personnel services on federal grants must be based on payrolls 

documented through standard DHVS policy and procedures. The consequences of 
noncompliance with employee time and effort certification may be the disallowance of such 
charges to a federal grant program. 

2. Salaries and wages of employees used in meeting cost matching requirements of federal 
awards must be supported in the same manner as those claimed as allowable costs under 
federal awards. The consequences of noncompliance with employee time and effort 
certification may be the disallowance of such charges to a federal grant program. 

3. Where an employee works on a single federal award, charges for their salaries and wages   
must be supported by periodic certification that the employee worked solely on that program 
for the period covered by the certification. Such certification must be prepared at least semi-
annually and must be signed by the employee and supervisor, or designee, who has first-hand 
knowledge of the work performed by the employee. 

4. Where an employee works on multiple awards (including federal and non-federal), a 
distribution of their salaries and wages must be supported by a timecard that: 
a. Reflects an after-the fact distribution of the actual activity of the employee. 
b. Accounts for total compensated activities. 
c. Must be prepared bi-weekly. 
d. Must be signed by the employee and supervisor, or designee, who has first-hand 

knowledge of the work performed by the employee. 

Equipment and Real Property Management 
1. Equipment purchased with grant funds shall be used exclusively for the project or program for 

which it was acquired, unless otherwise allowed by the grant. 
2. Grant purchased equipment must be properly maintained and safeguarded, and equipment 

records must be maintained per County inventory policy and procedures. 
3. After the grant award is closed and equipment is no longer needed for its originally authorized 

purpose, the project manager shall request disposition instructions from the grantor and 
follow County policy and procedures for property and inventory control (AC-3-14). 

Grant Reporting  
Every award has reporting requirements specified in the grant agreement. It is critical that all 
reports are complete, accurate, and submitted per the specified dates outlined in the agreement. 
Accurate and timely reporting is critical to maintaining a good relationship with the grantor. 
Requirements and procedures are established to ensure that grant funds are expended and 
accounted for in a method that provides accuracy, uniformity, and consistency. Late or inaccurate 
reports may negatively impact current or future funding and result in Single Audit findings. 
 
Types of Reports 

 Performance: DHVS is required to regularly submit and retain performance reports that reflect 
grant funded operational progress as required by the grant agreement. 

 
 Financial: DHVS is required to regularly submit and retain financial reports that reflect a grants 

fiscal health as required by the grant agreement. 
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 Close-Out: Per grantor award terms and conditions, including time frames for action, the 
recipient department is required to submit all financial, performance, and other reports 
required in the grant conditions. 

 

a. DHVS staff are responsible for coordinating the timely and accurate preparation and 
submission of all reports per the grant agreement. 

 

b. DVHS management may periodically review any programmatic reports for content and 
quality and address any issues. 

 All reports are reviewed by the DHVS Director or designee, or the Lee County BoCC, in 
accordance with internal policies and procedures, which are grant/report specific.  

File Management and Retention  
Grant files must be properly organized and maintained by DHVS. All contracts and grant files will 
be created, managed, and retained in compliance with the DHVS Contract Management Manual. 
(Appendix B) 

Grant Closeout 
The grant closeout is a critical piece in the life cycle of a grant, and is the process by which DHVS 
performs all necessary administrative and financial actions to satisfactorily complete all 
requirements set forth in the grant agreement, and generally addresses the physical completion 
of work, and the administrative and financial requirements for closeout. DHVS staff and 
management shall work with the grantor to close out the grant in accordance with grantor and 
DHVS guidelines (AC-3-17).   

Grant Modifications, Extensions, or Cancellations 
During the course of a grant cycle, changes may be necessary to either the budget or the project 
scope-of-work. Most of these changes, typically called grant amendments, are allowable, but it is 
important to follow the procedures written in the grant agreement or in the guides provided by 
the grantor. These changes must be approved by the BoCC. All contract amendments will be 
completed in compliance with the DHVS Contract Management Manual. (Appendix B) 
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CHAPTER 7: GRANT SUBCONTRACTING AND SUBRECIPIENT MONITORING PROCEDURES 

 
DHVS regularly utilizes other entities to perform certain functions and projects funded through 
grants received by DHVS. These activities will be obligated in the form of a contract. All DHVS 
contracts will be awarded and monitored in compliance with the Contact Management Manual & 
Policies & Procedures (Appendix B).  

 
It is important that subrecipients and vendors be defined accurately, as there are specific 
requirements DHVS must comply with based on the designation. Accurate classification of 
subrecipients and vendors is critical to a program's success and integrity. 

 
Vendor 
A vendor is defined as “A dealer, distributor, merchant or other seller providing goods or services 
that is required for the conduct of the grant funded program. These goods or services may be for 
an organization’s own use or for the use of beneficiaries of the project.” 

 
A vendor agreement is issued for obtaining routine commercial services, supplies, and equipment 
that require no special handling or prior approvals, and are issued as standard purchase orders. 

 
Characteristics of a vendor: 

• Provides the goods and services within normal business operations. 
• Provides similar goods or services to many different purchasers. 
• Operates in a competitive environment. 
• Provides goods or services that are ancillary to the operation of the program. 
• Is not subject to the compliance requirements of the program.  

Subrecipient  
A subrecipient is a non-federal entity that expends federal funds received from a pass-through 
entity to carry out a federal program, but does not include an individual that is a beneficiary of 
such a program. A subrecipient is an external entity with special expertise or resources that the 
DHVS does not possess, but are necessary to fulfill the overall objectives of the project. 

 
A contract is issued for financial or other support from a qualified organization known as a 
subrecipient for the performance of a substantive portion of the programmatic effort under the 
prime award. A contract usually requires prior approval of the grantor and is subject to 
subrecipient monitoring. 
 

Characteristics of a subrecipient: 
• Receiving entity determines who is eligible to receive financial assistance. 
• Has its performance measured against whether the objectives of the program are met. 
• Has responsibility for programmatic decision making. 
• Has responsibility for adherence to applicable programs compliance requirements. 
• Uses the funds to carry out a program of the organization as compared to providing goods or 

services for a program of the pass-through entity. 
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Subrecipient Monitoring  
All grant requirements placed upon DHVS will flow-down to any subrecipient, and it is the prime 
grantee’s responsibility to ensure contract compliance with the prime grant provisions. All 
subawards issued under federal grants must contain language requiring subrecipients to fulfill the 
prime grant requirements. All DHVS contracts will be awarded and monitored in compliance with 
the Contact Management Manual & Policies & Procedures (Appendix B). 

Subrecipient Closeout 
An integral part of subcontract monitoring is close-out of the subcontract at the end of the 
project period. In general, a subcontract is closed when all deliverables have been met and the 
final payment has been made. All DHVS contracts will be awarded and monitored in compliance 
with the Contact Management Manual & Policies & Procedures (Appendix B).  

Procurement/Suspension/Debarment  
No grant assistance will be awarded to applicants that are debarred or suspended, or otherwise 
excluded from or ineligible for participation in Federal assistance programs under Executive Order 
12549.  It is the responsibility of the DHVS to ensure that any subcontractor or subrecipient that 
will be funded through a grant award is not prohibited from receiving federal or state funds due 
to suspension or debarment. A person or entity debarred or suspended is excluded from federal 
financial and non-financial assistance and benefits under federal programs and activities. 
Debarment or suspension of a participant in a program by one agency has government-wide, 
reciprocal effect. Contact the Lee County Procurement Department for assistance in determining 
suspended or debarred contractors. 

 
DHVS will verify the federal System for Award Management (SAM) site prior to entering into any 
contractual relationship or use of services.   The System for Award Management (SAM) is the now 
the official federal system that consolidated the capabilities of CCR/FedReg, ORCA, and EPLS. It is 
accessed at: https://www.sam.gov/portal/SAM/##11  
 
All procurement will be conducted in accordance with the Lee County Purchasing and Payment 
Procedures Manual as specified in AC-4-1 (Appendix A).   
 
 
 
  

https://www.sam.gov/portal/SAM/
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CHAPTER 8: AUDITS 

Federal Single Audit Act (2 CFR Part 200) 
Federal audit and annual reporting requirements are contained in 2 CFR Part 225 (Cost Principles) 
and 2 CFR Part 200 (Compliance and Audit Requirements). Non-federal entities expending 
$750,000 or more in a year in federal awards are required to have a single or program-specific 
audit conducted for that year, performed by an outside auditor.   It is important that all grant 
activity and any changes to the grant are well documented to facilitate any audit.  Audit findings 
made during the 2 CFR Part 200 audit are provided to the grantor, which could prompt an audit 
by the grantor. 

 
The following activities are the types of compliance requirements considered in every audit 
conducted under 2 CFR Part 200, Subpart F—Audit Requirements, and are found highlighted 
throughout this manual: 
1   - Activities Allowed or Unallowable  
2   - Allowable Costs/Cost Principles    
3   - Cash Management 
4   - Davis-Bacon Act 5 - Eligibility 
6   - Equipment and Real Property Management  
7   - Matching, Level of Effort, Earmarking 
8 - Period of Availability of Federal Funds 
9 - Procurement, Suspension and Debarment  
10 - Program Income 
11 - Real Property Acquisition and Relocation Assistance  
12 - Reporting 
13 - Subrecipient Monitoring    
14 - Special Tests and Provisions 

Florida Single Audit Act 
The Florida Single Audit Act establishes uniform audit requirements for state financial assistance, 
and follows the same cost principles and requirements established in the Federal Single Audit Act. 

Granting Agency or Pass-Through Agency Audits 
Each grantor and/or pass-through agency may use different terms when conducting reviews of 
funded programs. However, no matter the term used, the agency is reviewing documentation 
that substantiates whether the DHVS is in compliance with the terms and agreements associated 
with the specific grant or subaward. These reviews are usually more programmatic in nature 
although the associated fiscal monitoring can be more detailed. The fiscal monitoring is usually 
more specific than the single audit in that the reviewing agency requests a number of individual 
client files and all related programmatic and fiscal documentation to determine allowable services 
as well as costs. 

County Audit 
The County Audit Department is an entity under the Lee County Clerk of the Circuit Court. The 
Audit Department is responsible for conducting independent, objective reviews and evaluations 
of all relevant activities under the Lee County Board of County Commissioners (BOCC). 
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The Audit Department specifically examine the controls, procedures, and finances of an 
organization, which then results in a written report to the BOCC and management. All reports are 
also filed with the applicable federal, state, or local funding agencies. These audits assist 
management in achieving efficient and effective administration of their areas of responsibility, 
improving county operations and fulfilling its stewardship of taxpayer dollars.  

County Internal Audit Department 
 
By authority of the Constitution of the State of Florida, Article VIII, Section 1. (d), "...the Clerk of 
the Circuit Court (Clerk) is the ex-officio clerk of the Board of County Commissioners, auditor, 
recorder, and custodian of all county funds." The Constitution of the State of Florida, Article V, 
Section 16, also specifies that the Clerk of the Circuit Court shall have the duties quoted above. 
Pursuant to the legal authority and responsibility cited above, the Clerk has established the 
Internal Audit/Inspector General Department to fulfill the responsibilities of the office as they 
relate to investigations and the auditing functions other than the pre-audit of disbursements from 
BoCC funds. The Finance Department of the Clerk's office performs the pre-audit function. The 
IA/IG Department responsibilities include a post-audit review of that function as well. The Clerk 
has delegated responsibility for the management of the internal audit function to the appointed 
Chief Internal Audit Officer/Inspector General. The Internal Audit/Inspector General Department 
(Department) reports directly to the Clerk. The Internal Audit/ oversee the Internal Auditor and 
the functions of the IAD on behalf of the BOCC.  
 
The Department is responsible for performing independent, objective assurance and consulting 
activities designed to add value and improve operations by bringing a systemic, disciplined 
approach to evaluating and improving the effectiveness of risk management, controls, and 
governance processes. These reviews and evaluations may include performance, operational, 
compliance, management and other audits intended to provide assurances as outlined in the 
Internal Audit/Inspector General Department Charter.  
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Internal Audit/Inspector General Organizational Chart



DDeeppaarrttmmeenntt  ooff  HHuummaann  aanndd  VVeetteerraann  SSeerrvviicceess  

GGrraannttss  AAddmmiinniissttrraattiioonn  HHaannddbbooookk  

25 
 

CHAPTER 9: OTHER IMPORTANT FEDERAL GUIDELINES AND NATIONAL POLICY GUIDANCE   

DUNS Number 
The Federal government requires that all applicants for Federal grants, cooperative 
agreements, and subawards, with the exception of individuals other than sole proprietors, 
have a Data Universal Numbering System (DUNS) number to better identify Organizations that 
are receiving funding under grants and cooperative agreements, and to provide consistent 
name and address data for electronic grant application systems. The Contracts Program area 
maintains a list of DUNS numbers for DHVS subrecipients.  

Federal Funding Accountability and Transparency Act (FFATA)  
As of October 1, 2010, all federal grants of $25,000 and over are subject to the FFATA 
subaward reporting requirements. Prime awardees are required to upload the subrecipient 
information in the FFATA Sub-Award Reporting System (FSRS (https://www.fsrs.gov/index?&). 
Subrecipients must maintain an active registration in the System for Award Management 
(S.A.M.) in order to receive federal funding.  
 
DHVS staff shall complete all FFATA Subaward Reporting requirements for all applicable 
subaward obligations in the amount of $25,000.00 or more. Per the Act, a prime awardee 
must provide: 

 
1. The prime awardee DUNS number and the DUNS number of any sub-awardee(s) 
2. The names and total compensation of the five most highly compensated officers of a 

prime or sub-awardee entity, if the entity in the preceding fiscal year:  
a. (1) Received 80 percent or more of its annual gross revenues in federal awards 

and $25,000,000 or more in annual gross revenues from federal awards; and  
b. (2) the public does not have access to this information about the compensation 

of the senior executives of the entity through periodic reports filed under 
section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. §§ 
78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986. See 
FFATA § 2(b)(1). 

 
DHVS staff ensure reports are completed in the FSRS system as soon as practicable after grants 
are posted within the system. Program managers verify reporting completion.  
  

http://www.fsrs.gov/index?&amp;)
http://www.fsrs.gov/index?&amp;)
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CHAPTER 10: FEDERAL REQUIREMENTS FOR CONSTRUCTION PROJECTS 

 
It is the responsibility of DHVS to ensure compliance with the following federal requirements 
involving construction related projects.  

Davis-Bacon Act 
The Davis-Bacon Act of 1931 is a federal law that established the requirement for paying 
prevailing wages on public works projects. All federal government construction contracts, and 
most contracts for federally assisted construction over $2,000, must include provisions for 
paying on-site workers no less than the locally prevailing wages and benefits paid on similar 
projects. 

Uniform Relocation Assistance Act 
The Uniform Relocation Assistance Act (a.k.a. Uniform Act) of 1970 is a federal law that 
establishes minimum standards for federally funded programs and projects that require the 
acquisition of real property (real estate) or displace persons from their homes, businesses, or 
farms. The Uniform Act's protections and assistance apply to the acquisition, rehabilitation, or 
demolition of real property for federally funded projects. 
 
When conducting a program or project under the Uniform Act specific legal responsibilities to 
affected property owners and displaced persons must be addressed. The following must be 
considered prior to property acquisition: 

 
For Real Property Acquisition 
• Appraise property before negotiations. 

• Invite the property owner to accompany the appraiser during the property inspection. 
• Provide the owner with a written offer of just compensation and a summary of what is 

being acquired. 

• Payment for property before possession. 
• Reimburse expenses resulting from the transfer of title such as recording fees, prepaid real 

estate taxes, or other expenses. 

 
For Residential Displacements 
• Provide relocation advisory services to displaced tenants and owner occupants. 

• Provide a minimum 90 days written Notice to Vacate prior to requiring possession. 
• Reimburse residents for moving expenses. 

• Provide payments for the added cost of renting or purchasing comparable replacement 
housing. 

 
For Non-residential Displacements (businesses, farms, and nonprofits) 
• Provide relocation advisory services. 

• Provide a minimum 90 days written Notice to Vacate prior to requiring possession. 
• Reimburse for moving and re-establishment expenses.  
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Conflict of Interest  
As a part of the grant application process, the grant preparer must positively state on any 
grant form, when asked, that there is an absence of a financial or other interest or affiliation 
held by them or a member of their immediate family in the funding agency or in companies 
from which goods and services will be obtained under the supported activity. Should there be 
a conflict of interest within DHVS, the initiating department shall ensure that the procedures 
outlined in the DHVS Conflict of Interest Policy (Appendix C) are followed. 

National Policy Requirements 
DHVS staff shall also adhere to National Policy Requirements affecting grants. A sample of 
these policies are named below. It is also the responsibility of DHVS staff to ensure that 
subgrantees adhere to these applicable policies. 

 
Civil Rights 
Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d, et seq. and its implementing 
regulations provide that no person shall be subjected to discrimination on the basis of race, 
color, or national origin under any program or activity that receives federal financial 
assistance. In most cases, when a recipient receives Federal financial assistance for a particular 
program or activity, all operations of the recipient are covered by Title VI, not just the part of 
the program that uses the Federal assistance. 
 
Equal Services Provider 
Lee County is an equal employment and services provider. All grant decisions are based on 
merit and program need, and not on race, color, citizenship status, national origin, ancestry, 
gender, sexual orientation, age, weight, religion, creed, physical or mental disability, marital 
status, veteran status, political affiliation or any other factor protected by law. 

 
Limited English Proficiency (LEP) 
Language for individuals who are LEP can be a barrier to accessing important benefits or 
services, understanding and exercising important rights, complying with applicable 
responsibilities, or understanding other information provided by federally funded programs 
and activities. Title VI and Title VI regulations require that recipients take reasonable steps to 
ensure meaningful access to the information, programs, and services they provide. DHVS will 
follow accommodation procedures outlined in the DHVS Language Access Plan. 

 
American with Disabilities Act (ADA) 
In the broadest sense, it requires that state and local governments be accessible to people 
with disabilities. For additional information regarding statutes and regulations visit 
http://www.ada.gov/ or contact the respective Assistant County Attorney. 

 
Other National Policies - Miscellaneous 
Additional national policies maybe applicable depending on grant sources. These policies 
include, but are not limited to: Age Discrimination Act, Section 504 of the Rehabilitation Act, 
Fair Labor Standards Act, Davis- Bacon  Act,  Contract  Work  Hours  and  Safety  Standards  
Act,  Anti-Kickback  (Copeland)  Act, Lobbying  Restrictions,  Debarment  and  Suspension,  

http://www.ada.gov/
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Freedom  of  Information  Act,  Drug-Free Workplace Act. 
 
The following generally relate to construction grants: 
National Environmental Policy Act, Federal Water Pollution Control Act, Clean Air Act, National 
Historic Preservation Act, and Contract Work Hours and Safety Standards Act. 
 

GLOSSARY 

 
Accounts Receivable: costs that are billed to the grantor agency for which the County has not 
yet received payment. 

 
Allowable / Eligible Cost: expenses that can be charged directly to the grantor agreement and 
is not specifically excluded by government regulations or by the grant agreement. 

 
Application/Offer: formal request of agency approval for funding of cost objectives based 
upon the County’s project accomplishments. 

 
Authorized Representative (AR): The administrative official who on behalf of the County is 
empowered to make certifications and assurances and can commit the organization to the 
conduct of a project for which funding is being sought, as well as adhere to various grantor 
policies and grant requirements. For the County, this person is the Chair of the BoCC or his or 
her designee documented in writing. The AR has the authority to sign grant applications and 
the required certifications and/or assurances that are necessary to fulfill the requirements of 
the application process. 

 
Budget: a financial plan that lists the type of expenditures and the dollar amounts required to 
carry out project objectives. 

 
Budget Period: an interval of time in which the project is divided for budgetary purposes. 

 
Carryover: the remaining budget balance available from a project that may be continued into 
subsequent budget periods of the next fiscal year or budget period. Carryovers are not always 
automatic or allowed by all funding agencies. 

 
Catalog of Federal Domestic Assistance (CFDA): a database of all federal programs available to 
state and local governments. 
 

CFR: Code of federal Regulations 

 
Cost Overruns: allowable costs incurred in excess of funding by the granting agency and 
required matching by the County. 
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Deliverables: Agreed upon tasks that are completed and submitted within a scheduled time 
frame.  A written report is typically required to accompany each deliverable. 

 
Disallowed/Ineligible Costs: costs that are not reimbursable by the granting agency. 

 
Effective Date: the date specified in the grant agreement on or after which, except for fixed 
price awards, expenditures may be charged to the grant. The Effective Date clause sets the 
date when the rights and obligations under the agreement become operational. The Effective 
Date need not be the same as the execution date. The effective date is the date that the 
agreement becomes effective and can be a specified date other than the date the agreement 
was signed. In the absence of an effective date, the terms of the agreement become 
operational upon execution. 

 
Execution Date: the date that the final party signs the document. If no other date is specified, 
the contract is effective on the execution (signing) date. 

 
Expiration Date: the date specified in the grant agreement after which expenditures may not 
be charged against the grant except to satisfy obligations to pay allowable project costs 
committed on or before that date. 
 
Grant Period: the period of time between the effective date and the expiration date of a grant. 

 
Electronic Grants: the administration of a grant using the electronic media which may not 
result in official hard-copy documents. 

 
Encumbrances/Obligations: the amount of items ordered, services rendered, contracts 
awarded, or similar transactions that are outstanding or unpaid at the end of the accounting 
period. 

 
Equipment: items non-expendable in nature- such as furniture, instruments, or repairable 
machines with a useful life of more than one (1) year, with a single unit cost in excess of 
$1,000. 

 
Federal Pass-Through: an award that comes from a state or non-federal source, but the prime 
source of funding originally came from a federal source. 

 
Fiscal Year: the County’s fiscal year is October 1 - September 30, the State’s fiscal year is July 1 
– June 30, and the Federal fiscal year is October 1 – September 30. 

 
Florida Single Audit Act: to establish uniform state audit requirements for state financial 
assistance provided by state agencies to non-state entities. 
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Fully Executed Agreement: an agreement that is signed by all parties involved. 

 
Grants/Award: a grant agreement shall be used as the legal instrument whenever its principal 
purpose is the transfer of money, property, services, or anything of value to the state, local 
government or other recipient in order to accomplish a public purpose of support or 
stimulation authorized by federal statute. 

 
Matching/Cost Sharing: the sharing of costs of a grant agreement by the County. Matching or 
cost sharing can be in the form of in-kind, cash, or a combination of both. 

 
OMB: Federal Office of Management and Budget; issues Circulars that are instructions or 
information issued by OMB to federal agencies, which are then passed down to grant 
recipients. 
 
2 CFR Part 200 :  

 Establishes principles and standards for determining costs for federal awards carried 
out through grants, cost reimbursement contracts, and other agreements with State 
and local governments and federally - recognized Indian tribal governments. 

 Establishes consistency and uniformity among federal agencies in the management of 
grants and cooperative agreements with State, local, and federally – recognized Indian 
tribal governments. 

 Establishes audit requirements for federally granted awards and defines federal 
responsibilities for implementing and monitoring higher education and other non-
profit institutions that receive federal awards. 

 
Period of Performance: Period of time in which the project performance and related costs are 
incurred. The start date is the first day that activity and reimbursement of costs begin. 
Likewise, the end date is the last day that activity and related costs can be incurred. 

 
Point of Contact: An individual who is designated as the person responsible for coordinating 
communication among the various parties associated with grants, i.e. granting agencies, 
auditors, program managers, third parties, sub recipients, and other interested parties. 

 
Procurement Contract: used when the principal purpose of the transaction is the acquisition of 
property or services for the direct benefit or use of the awarding entity. 

 
Program Income: gross income received by the recipient or a sub recipient directly generated 
from the use of CDBG funds, except as provided in paragraph (a)(4) of this section. 
 

Project Award: the approval and funding of a project as detailed in the official award 
document that specifies the amount of funding, project period, and any special requirements 
or restrictions. 
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Sources of Funding: 
Federal: grantor agreements funded directly by United States federal government 
departments, such the U.S. Department of Housing and Urban Development, the U.S. 
Department of Health and Human Services, or the U.S. Department of Energy. 
 
Federal Pass-Through: grantor agreements where the County is not the prime recipient from 
the United States federal government, but is acting in the capacity of a sub recipient. 

 
State: grantor agreements funded directly by State of Florida government department, such as 
the State of Florida Department of Children and Families or the Florida Department of 
Economic Opportunity. 

 
State Pass-Through: An award that comes from a non-federal, non-state source, but the prime 
source of funding originally came from a State of Florida source. 

 
Supplies: Supplies are expendable items that are consumed, worn out, or otherwise 
deteriorated in less than two years and having a purchase price of less than $ 1,000. 

 
Subcontracts: A subcontract is a contract that assigns some of the obligations of a contract to 
another party. The terms of the obligations are outlined in the same manner as described 
under contracts. 

 
Sub recipient: A sub recipient is an organization that receives federal or state financial 
assistance to carry out a program from a primary recipient or another subrecipient. Such an 
organization is therefore subject to certain federal and /or audit requirements. 
 

Third-Party Administrator: This is an individual or firm hired by the County to handle the 
program manager’s functions associated with a particular grant. The responsibilities and duties 
are identical to those of a County employee in the capacity as a project manager. 

 
Total Project Cost: The cost of a grant project is comprised of allowable direct costs of the 
program, plus its allocable portion of allowable indirect costs, less applicable credits. This 
includes both the grantor’s share and the County’s share if applicable. 
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Types of Grants: 
Block Grants: a broad intergovernmental transfer of funds or other assets by the U.S. Congress 
to state or local governments for specific activities such as secondary education or health 
services, but with few restrictions attached. Block grants are distributed according to legal 
formulas defining broad functional areas such as health, income security, education, or 
transportation. Block Grants are used for a variety of activities, largely at the recipient’s 
discretion. 
 
Competitive (Discretionary) Grants: an award of financial assistance in the form of money, or 
property in lieu of money, by the federal Government to an eligible grantee, usually made 
based on a competitive review process. 

 
Continuation Grant: a continuation grant provides additional funding for budget periods 
subsequent to the initial budget period also referred to as a Renewal Grant. 

 
Conditional Grant: a conditional grant involves one grant maker seeking the involvement of 
others by making their grant (only a part of the total costs of a project) conditional upon the 
remainder of the cost being funded from another source. 

 
Cooperative Agreements and Contracts: a type  of grant assistance awarded by a federal 
agency when it anticipates having substantial involvement with the grantee during the 
performance of a funded project. 

 
Corporate Grants: a grant made by a corporate foundation. 

 
Cost Reimbursable Grant: A cost reimbursable grant provides for payment to the County based 
on the County’s actual cost  experience in performing and completing the grant. 

 
County Grants: a grant made by County Government. 

 
Earmark: refers to a provision in legislation requiring that a portion of a certain source of 
revenue be designated for specific projects usually at the request of a legislator. 

 
Federal Grants: a grant made by the federal Government. 

 

Formula Grants: a grant that the federal agency is directed by Congress to make to grantees, 
for which the amount is established by a formula based on certain criteria that are written into 
the legislation and program regulations; this funding is directly awarded and administered in 
the federal agency’s program offices. 

 
Foundation Grants: a grant made by a philanthropic foundation. 

 
Pass-thru: grant funds received from one grantor, but passed through another grantor or 
funding source.  
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Reimbursement Programs: a type of funding program under which the grantee is reimbursed 
for qualifying expenditures already incurred, as specified in the terms of the grant agreement. 

 
Renewal Grant: a renewal grant provides additional funding for budget periods subsequent to 
the initial budget period. (Also referred to as a Continuation Grant) 

 
State Grants: a grant made by State Government. 

 
Unallowable Cost: Unallowable costs are costs that cannot be charged directly or indirectly to 
a grant. 

 

USEFUL MANAGEMENT LINKS 

 
General Services Administration (GSA) website https://www.gsa.gov/portal/category/100000  
for the purpose of disseminating information on parties that are excluded from receiving 
federal contracts, certain subcontracts, and certain federal financial and non-financial 
assistance and benefits, pursuant to the provisions of 31 U.S.C. 6101, note, E.O. 12549, E.O. 
12689, 48 CFR 9.404, and each U.S. agency's codification of the Common Rule for Non-
procurement suspension and debarment. 

 
Federal Government Contracting Regulations http://acquisition.gov 
Home to federal acquisition regulations (FARS) and other federal contracting opportunities 
and regulations. 
 

Florida Department of Financial Services https://apps.fldfs.com/fsaa/ 
FDFS site has information on the Florida Single Audit Act and other important state grant 
related sites. 

 
Grants.gov http://www.grants.gov 
Grants.gov is the source to find and apply for federal government grants. Grants.gov is a 
central storehouse for information on over 1,000 grant programs and access to approximately 
$400 billion in annual awards from the 26 federal agencies. 
MyFlorida.com http://www.myflorida.com/ 
My Florida is the state of Florida portal for all state related matters. This link conducts a search 
for Florida state grants of any kind. 
 
  

https://www.gsa.gov/portal/category/100000
http://acquisition.gov/
http://www.grants.gov/
http://www.myflorida.com/
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Office of Management and Budget 
http://www.whitehouse.gov/omb/grants/grants_circulars.html 
The Office of Management and Budget (OMB) leads development of government-wide policy 
to assure that grants are managed properly and that federal dollars are spent in accordance 
with applicable laws and regulations. Their site contains links to OMB Circulars, grant forms, 
important policy documents and other useful grant links. Municipal grants are governed by 
OMB A-87, A-102, and A-133. 

 
USA.gov http://www.usa.gov 
USA.gov provides the public with easy, one-stop access to all online U.S. federal Government 
resources. 

 
US Dept of Labor: Davis-Bacon Act http://www.dol.gov/compliance/guide/dbra.htm 
Federal Act that regulates the rate of wages for laborers and mechanics employed by 
contractors and subcontractors for construction, alteration, and/or repair, including painting 
and decorating, of public buildings or public works within the geographical limits of the States. 
The Act requires that laborers on federally funded construction projects more than $2000 shall 
be paid the minimum wage determined by the Secretary of Labor to be prevailing for laborers 
employed on projects of a similar nature in the County, town, village, or other civil subdivision 
of the State in which the work is to be performed. 
  

http://www.whitehouse.gov/omb/grants/grants_circulars.html
http://www.usa.gov/
http://www.dol.gov/compliance/guide/dbra.htm
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APPENDIX A 

LEE COUNTY ADMINISTRATIVE CODES 



ADMINISTRATIVE CODE 
BOARD OF COUNTY COMMISSIONERS 

CATEGORY: Financial/Fiscal/Budget CODE NUMBER: AC-3-17 

TITLE: Grant Program Administrative Procedures ADOPTED: 8/8/90 

PURPOSE/SCOPE: 

r-----------------------------------------~ 

AMENDED: 4/28/93; 09/12/00; 11/15/02; 01/24/12 

ORIGINATING DEPARTMENT: County 
Administration/Budget Services 

The purpose of this Administrative Code is to establish the responsibilities for and basic procedures related to the 
application for, the administration of, and the coordination of grant funded programs. 

POLICY /PROCEDURE: 

I. DEPARTMENTAL RESPONSIBILITIES 

Each Department/Division (collectively referred to as "Department") will be 
responsible for the following grant activities: 

A. Manage the grant activities for their respective departments. 

1. Maintain current and accurate financial accounts, records, and reports. 

2. Ensure compliance with all grant terms and requirements. 

3. Provide the proper closeout and retention of required records at the conclusion of each 
grant. 

B. Designate a Grant Administrator to ensure grant contract compliance, monitor proper use of grant& 
funds and appropriate budget accounts on all grant-related documents and expenditures; i.e., 
quarterly reports, purchase orders, etc. The Grant Administrator or designee will become a 
member of the Grants Committee and attend meetings as notified. 

C. Initiate all grant applications, identifying the purpose, scope of work, requirements and sources of 
matching funds or in-kind services. A bluesheet is required for a grant application if an enabling 
resolution is required. A bluesheet must also be prepared for applications wherein the grantor 
agency requires Board approval for grant application. 

D. Prepare a bluesheet to request the Board of County Commissioners' approval for all grant awards. 

In those cases wherein the grantor agency requires both a "Certificate of Acceptance" and the 
agreement executed by an official, it is only necessary to bluesheet the agreement. Any Certificate 
of Acceptance should be forwarded to the County Manager for signature, accompanied by a 
memorandum that summarizes the assurances of the Certificate and grant agreement. However, in 
the event the Certificate of Acceptance is the only binding documentation, a bluesheet and Board 
approval is required for the grant award~ 



AC 3-17 Continued 

E. Prepare a bluesheet to request Board approval to amend existing grants. 

1. In the event the grant specifies that the designated Grant Administrator has the authority to 
amend an existing grant, then Board approval is not necessary as long as no additional County 
funds are committed. 

F. Prepare a property control form for all capital purchases made with grant funds that equal or 
exceed the current capitalization threshold provided by Finance. 

1. The correct source code should be used to indicate what portion of the purchase was made 
with state, federal, or County match funding. 

2. The grant title and/or agreement number should be indicated in the description field. 

3. Most grantor agencies require that a grantee seek permission to dispose of capital purchases 
made with grant funding. This requirement is for all purchases. It is important to review 
grant agreements carefully, and discuss this issue with the agency program administrator. 

II. BUDGET SERVICES RESPONSIBILITIES 

Budget Services will be responsible for the following activities: 

A. Coordinate with departments to ensure adherence to grant related County policies. 

B. Provide budgetary account codes for all grant awards. 

C. Maintain a central grants inventory. 

III. RISK MANAGEMENT 

Assess during the planning phase, the potential liability to the County pursuant to any grant-funded activity. 

IV. FINANCE AND RECORDS DEPARTMENT 

The Finance and Records Department will coordinate the preparation of the Single Audit Financial 
Assistance Report. 

V. COUNTY ATTORNEY 

Review all grant awards to assess legal liability, legal sufficiency and form. 

Page 2 of2 



 
ADMINISTRATIVE CODE 

 
BOARD OF COUNTY COMMISSIONERS 

CATEGORY:  CODE NUMBER: 
 
Financial/Fiscal/Budget AC-3-20 
 
TITLE:  ADOPTED: 
 
Change Funds/Petty Cash/ 4/7/93 
Imprest Accounts  _______________________________  
  AMENDED: 
 
  9/21/94 3/27/96   3/20/01   3/16/04  
  _______________________________  
 
  ORIGINATING DEPARTMENT: 

 
  County Administration 
Purpose/Scope: 
 
The purpose of this code is to describe the procedures for establishing a Change 
Fund, Petty Cash and Imprest Fund (Funds) as well as the responsibilities of the 
fund’s custodian, restrictions for use, changing custodians, revocation and/or 
closing of the accounts. 
 
Policy/Procedure: 
 
The definition of Change Funds, and Petty Cash and Imprest Accounts for the 
purpose of this policy follows: 
 

a. Change Funds are used in conjunction with cash receipting activities 
represented by payments from the public. Change funds are committed to 
cashiers or placed in change machines for the purpose of supplying 
change to customers. Change funds, in this context, are defined as a 
control medium for the safeguard of cash (checks, bills, or coin) received 
during the conduct of daily activities of a unit. At the close of each 
business day the total amount of cash received during the day should be 
deposited and the original amount of the change fund retained. 

 
b. Petty Cash is a relatively small amount of cash on hand available for 

minor ($200 & under) disbursements. The fund should be reimbursed at 
least quarterly. 

 
c. Imprest Fund is a fixed fund in the form of a checking account maintained 

for pre-defined expenditures that must be made in cash at the time of 
purchase or incurring the liability. The fund is from time to time restored to 
its original amount by a transfer from general cash of a sum equal to the 
aggregate of the disbursements. Implicit in the concept is a review by a 
higher authority of the propriety of the expended amounts before 
reimbursement. 
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AC-3-20 (Continued)  
Policy/Procedure: (continued) 
 
The integrity of Petty Cash, Imprest Accounts and Change Funds is the 
responsibility of Department heads and under the control of designated, qualified 
individuals, known as the fund’s custodians. The procedures outlined below were 
developed to provide a uniform and systematic method for the establishment and 
maintenance of the Funds 
 
Establishment of Cash Drawer/Change Funds/Petty Cash and Imprest 
Accounts 
 
Funds may be requested by any area within Board government that has need of 
such, providing it receives all required authorizations and approvals. The amount 
of a fund will vary depending on the needs of the user and the physical security 
within the department. Any future increase in a fund must also have the same 
authorizations and approvals. 
 
All Petty cash and change funds will be established through the Clerk’s Finance 
Department. Written requests for the establishment of these funds are to be sent 
to the Department Director for approval, and action using the “Petty 
Cash/Change Fund Action Request Form” provided by Finance. 
 
Imprest Accounts are considered and approved on a case-by-case basis. The 
basic policies and procedures identified for petty cash will be included in the 
development of each imprest account.  Written requests for the establishment of 
imprest accounts are to be sent to the County Manager or designee for approval.  
The Clerk’s Finance Department will open a bank account and coordinate with 
the appropriate department personnel. 
 
As part of the original Petty Cash Action Request form there will be a 
“Custodian’s Statement of Responsibility.” This must be completed and signed by 
the designated custodian of the change fund, petty cash or Imprest account prior 
to approval of the fund.  Any change in custodianship will require a new form. 
 
The approved Petty Cash/Change Fund Action Request form will be submitted to 
Finance for processing; Finance will then complete the process and make the 
disbursement to establish or increase the fund. Request for these accounts 
should contain: (1) Reason for the fund; (2) Amount requested; and (3) 
Individuals assigned custodianship for the fund. 
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AC-3-20 (Continued)  
Custodian’s Responsibilities 
 

a) The custodian(s) of the fund is fully responsible for its safekeeping and for 
its proper usage (see section on use criteria and restrictions). The 
custodian must exercise caution in the administration and protection of the 
fund in his/her possession. 

 
b) The fund should be locked at all times (e.g., cash drawer, strong box or a 

cash register), and the key should be kept in the custodian’s possession.  
Any discrepancies in the fund are the responsibility of the custodian. 

 
c) Funds lost due to the custodian’s improper safeguarding, or due to misuse 

are the liability of the custodian(s) and must be repaid by the custodian(s).  
Funds lost due to circumstances beyond the control of the custodian(s) 
must be repaid from the unit’s monies or other available operating monies. 

 
d) Overages in the fund must be deposited separately from daily revenues.  

Shortages in the fund must be replaced in an amount equal to the 
authorized amount of the Fund (see (c) above). 

 
e) Authorized custodian(s) shall be verified annually with the Finance 

Department using the “Custodian’s Statement of Responsibility”. 
 
Use Criteria and Restrictions 
 
Change Funds 
The following are the criteria for which Change Funds are to be used: 
 

a) Change funds are to be used in conjunction with daily cash receipting 
activities and for making change as the occasions arise. 

 
b) Change funds should not be co-mingled with other funds, such as petty 

cash. 
 

c) No expenditures or advancements will be made from change funds. 
 

d) Change funds should not be used to offset cash overages or shortages of 
other receipting activities. 

 
e) After the day’s close of business and after the reconciliation of the day’s 

cash receipts, change funds will be re-established to the original 
authorized amount in preparation for the beginning of the next day’s 
business. 
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AC-3-20 (Continued)  
Change Funds (continued) 
 
f) Independent random cash counts may be conducted periodically by a 

department individual other than the individual designated to control 
respective change fund. 

 
g) Change funds will be subject to periodic audits by the Clerk of Courts, 

Internal Audit Department. 
 
Petty Cash 
 
It is recommended that each Department/Division Director, authorizing a petty 
cash fund, establish internal control procedures for making and approving petty 
cash expenditures. A Department/Division Director and/or Custodian shall have 
the authority to disallow any expenditure not made in accordance with its internal 
policy and/or County policies and procedures. 
 
Petty Cash may be used for, but not limited to the following: 
 

a. The purchase of goods and/or services (per single vendor transaction) up 
to $200 that has not been identified as an item for which petty cash may 
NOT be used. 

b. Bridge and roadway tolls  

c. Fuel and Lube purchases up to $40 (to assist employee when NO other 
County source is available; please note:  This limit of $40 does NOT apply 
to purchase of fuel for County aircraft). 

d. Food supplies, etc. for County-sponsored functions under Ordinance #90-
18 that have received Department Director approval. 

e. Reimbursement of (or) Advance of “Local” and “In State” travel expenses: 
Travel must still be approved, appropriate forms must be completed and 
submitted with the petty cash request. Total cost of all transactions 
connected with the same trip cannot exceed $200.00 limit and cannot be 
split between petty cash and direct vouchers. 

Petty Cash may NOT be used for: 

a) Any item available on an annual quote. 

b) Internal Service Charges. 

c) Contracted or Professional Services (requiring written contracts or 
agreements). 

d) Any purchase or service requiring Board approval. 
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AC-3-20 (Continued)  

 

Petty Cash (continued)  

e) Any “Personnel” services type of activity (Object codes 501XXX or 
502XXX). 

f) Advertising required through statute, ordinance, etc. 

g) Utility Services  

h) Fuel and Lube purchases in excess of $40 (except for County aircraft 
purchases). “Out-of-State” and “International” travel expenses and related 
seminar registration fees.  EXEMPTION: EMS Personnel as per 
Resolution #79-12. 

i) Reimbursement of Safety Shoe purchases by employees. 

j) Loans  

Imprest Accounts 

a) Each Imprest Account will be created by the Clerk’s Finance Department 
per statute guidelines, and all communication with the bank officers shall 
be directed to the Clerk’s Finance Department’s Revenue Office. 

b) Each Imprest Account will be reconciled monthly by the Finance 
Department and all unreconciled items will be resolved with the Imprest 
Account’s custodian. 

c) Check registers will be maintained in a locked facility under the control of 
the custodian. 

d) Consideration should be given to proper segregation of duties related to 
the account.  Clerk’s Internal Audit and Finance Department will assist in 
each case as needed. 

e) Reimbursement will be handled in the same manner as Petty Cash. 

f) A standardized Petty Cash “Voucher/Reimbursement Request” form will 
be required by all departments; these forms will be numbered, and letter 
size. The petty cash custodian will be responsible for the completion, 
processing, and maintenance of these forms. It is recommended the 
Department’s COPY be kept in a three-ring binder for easy reference. All 
ORIGINAL receipts/invoices should be kept in the petty cash box until the 
petty cash reimbursement is requested. 
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AC-3-20 (Continued)  

 

Imprest Accounts (continued) 

g) The account is to be used for the specific purpose identified at time of 
creation. 

Replenishing Petty Cash and Imprest Accounts 

To replenish petty cash and imprest accounts, the custodian of the fund must 
complete the “Petty Cash Voucher/Reimbursement Request” section of the 
petty cash report form, obtain the custodian and a witnessing signatures, 
attach vendor’s invoice/receipts and submit all ORIGINALS to Finance.  
Receipts for the same vendor during the same calendar week (Monday-
Friday) may be added and submitted as one item on the Petty Cash report 
form provided the account is the same. A copy of the report form should be 
kept by the custodian, in addition to any copies of vendor invoices that may 
be needed by the department. 

 
Changing Custodian of Funds  

In the event of a change in custodianship, the former custodian must submit a 
reimbursement request for any Petty Cash or Imprest Account vouchers not yet 
reimbursed. A new “Custodian’s Statement” of the Fund Action Request form 
should also be completed and sent to Finance at that time. The reimbursement 
check will then be made payable to the new custodian of the fund. 

Revocation of a Fund 

If the Finance Department or Internal Audit Department determines that a Fund is 
being misused or not properly accounted for, the fund will be closed or custody 
transferred to another individual. The Department Director may close Funds at 
any time without reason. 

Closing Funds 

Departments wishing to close Funds should send the exact cash amount of the 
approved fund along with an Action Request form to the Finance Department 
stating their intention to close the fund. 

The “Petty Cash/Change Fund Action Request” and “Custodian’s Statement of 
Responsibility” forms will be provided via the Finance Department. 
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ADMINISTRATIVE CODE 

BOARD OF COUNTY COMMISSIONERS 
 
CATEGORY: 
Financial/Fiscal/Budget 

 
CODE NUMBER: 
AC-3-6 

 
TITLE:  
Budget Amendment, Revenue and 
Expenditure Authority 

 
ADOPTED: 
01/23/85 

 
 

 
AMENDED: 
10/14/92; 09/21/94; 07/24/96; 08/09/05 

 
 

 
ORIGINATING DEPARTMENT: 
County Administration/Budget Services 

 
PURPOSE/SCOPE: 

The budget the Board adopts at the beginning of the fiscal year is a policy plan.  The implementation of 
that policy plan is the responsibility of the County Manager and the management employees of the 
Board.  The Board recognizes that the details of the budget plan may need to be adjusted during the 
fiscal year in order to respond to changing conditions.  It is the intention of the Board that these 
guidelines provide the County Manager and the management employees of the Board (1) the maximum 
authority and flexibility to administer and amend the annual budget that is consistent with Florida law 
and (2) the accomplishment of the Board’s policies as adopted in the budget. 
 
POLICY/PROCEDURE: 

WHEREAS, the Lee County Board of County Commissioners recognizes that its annual budget 
appropriation is a plan for revenue and expenditure that may need to be adjusted during the fiscal year 
in order to keep pace with changing conditions, and the Board wishes to eliminate unnecessary delays 
or procedures in the process of adjusting the budget; and 
 
WHEREAS, a concise statement of roles, responsibilities, and authority in administering and amending 
the County’s budget that conforms to and clarifies Florida law can be used by the County Manager and 
management employees, the Clerk to the Board, and the County’s auditors to guide them in the 
performance of their duties; 
 
NOW, THEREFORE, BE IT RESOLVED, that the Board of County Commissioners of Lee County, 
Florida does hereby establish the following guidelines for administering and amending the County’s 
annual budget: 
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AC-3-6 (Continued) 

 
1. ROLES AND RESPONSIBILITIES 

The Board of County Commissioners adopts the budget as the annual appropriation of the 
County.  The budget is a plan for revenues and expenditures that is adopted in order to 
provide specific services and thereby implement policies of the Board. 

 
A. The County Manager and the management employees of the Board manage the 

receipt of revenues and the expenditure of funds in order to deliver the services and 
thereby implement policies of the Board. 

B. Budget Services supervises the preparation of the budget, and acts for the County 
Manager in administering and amending the budget after its adoption.  Budget 
Services is authorized to develop procedures and forms, and their use is hereby 
authorized and required. 

C. The Purchasing Division maintains lists of vendors, assists in acquiring all goods and 
services, and creates encumbrances; the requirements of the Purchasing Manual, 
adopted separately by the Board, are incorporated in these guidelines by this 
reference. 

D. Budget Services and the Clerk to Board record, monitor and maintain the revenue and 
expenditure transactions conducted by the County Manager and the departments in 
such a manner as to conform with the State’s uniform accounting system. 

The Clerk to the Board, as custodian of County funds, maintains the bank accounts 
and manages the investment of County funds, and makes payments of the County 
funds upon the authorization of the Board, the County Manager, or authorized 
department personnel, as authorized in these guidelines. 

F. The auditors audit the financial reports and statements of the County and offer their 
opinion as to fairness of presentation of the financial statements. 

G. Each year Budget Services, in conjunction with an independent consultant, will (1) 
prepare an indirect cost allocation plan which conforms to generally accepted 
accounting principles and to federal guidelines for grant reimbursement of 
administrative costs, and (2) will bill departments for indirect cost charges where 
funds are available and such charges are appropriate. 

 
2. LEGAL APPROPRIATION AND MANAGEMENT INFORMATION 

The legal appropriation of the County is by fund as adopted in accordance with Chapter 129, 
Florida Statutes.  Detailed line-item information is prepared by the departments and Budget 
Services in order to improve the accuracy of budget planning and implementation.  Detailed 
line-item information is not part of the legal appropriation, but it may be required by the 
County Manager to manage the administration and amendment of the budget. 
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AC-3-6 (Continued) 

 
3. ADMINISTRATION AND AMENDMENT AUTHORITY 

The County Manager and authorized department personnel may expend funds as 
appropriated by the Board in the annual budget.  The following guidelines for administering 
and amending the budget apply to activities within any single fund or single subfund, 
recognizing that the budget of each fund or subfund is independent and self balancing and 
must be amended in such a manner so that each fund’s or subfund’s budget remains in 
balance. 

A. Changes in the adopted total budget of a fund or subfund will be made only with 
Board approval of a budget amendment resolution. 

B. The following guidelines are to be applied according to a hierarchy, with each level 
of hierarchy empowered to exercise the authority granted to all levels below it within 
the restrictions imposed on each of the expenditure object groups in the policy. 

 
Level of Hierarchy  Scope of Authority Within Funds or Subfunds 

Board of County Commissioners    Constitutional Officers, & County & Circuit Courts 
County Mgr. & Budget Director     All departments under the BOCC 
Directors of Departments                Within Depts. (Except between capital projects 
Directors of Divisions                           and as noted elsewhere in this policy) 
Directors of Divisions  Within Divisions (Except between capital projects) 

 
C. Each Department and Division Director has the authority to transfer budget within 

his/her operating budget that is within the same fund or subfund.  No transfers may 
be made by departments between capital projects (except as noted under Paragraph 
F.3. below) or between various funds or subfunds or from Reserve accounts without 
Board review and approval. 

D. Personnel services expenditures are primarily controlled by the authorization of 
positions. Establishment of permanent part-time or full-time positions may only be 
authorized by Board approval. 

E. All budget transfers and amendments are to be processed through Budget Services for 
review, approval, and implementation.  Budget Services and the Clerk’s Finance 
Department will process transfers and amendments to update the adopted budget. 

F. In the categories listed below, the italic headings are expenditure object groups which 
appear in the budget.  Any references to an expenditure object group includes, by 
inference, all line-items within that group, unless otherwise stated.  In the guidelines 
below, the authority to expend or transfer appropriations includes the authority to 
amend the budget.  In order to minimize delays and increase flexibility, the County 
Manager and the Budget Director are specifically empowered to authorize 
expenditures in excess of budgeted line items and to 
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AC-3-6 (Continued) 

 
 amend the budget after the date of the expenditures  (but before the end of the 

fiscal year) as long as the “over-expenditure” and  subsequent amendment would 
otherwise have been within the authority granted to them in these guidelines.  
Department Directors may authorize expenditures within the limits of budgeted 
line items and may make transfers as authorized elsewhere in this code. 

 
Transfers among expenditures or revenue accounts may be made during the fiscal 
year by the County Manager or the Budget Director if reallocations within a fund 
are determined to be needed, provided no transfers will be made between capital 
projects (except as noted under Paragraph F.3. below or  between various funds or 
subfunds or from Reserves. (However, the County Manager is authorized to 
transfer from Reserves up to $25,000). Other restrictions apply as noted in 
Paragraph F.1. and F.2. below. 

1. Personnel Services - Accounts 501000-502999 
Creation of permanent part-time of full-time positions requires approval of 
the Board.  Action which changes the function or purpose of authorized 
positions or involve the simultaneous abolition of one position and the 
creation of another do not require Board approval.  Actions in which a 
full-time position is created from an existing part-time position requires 
Board approval.  Actions to abolish permanent positions authorized in the 
budget require the Board, County Manager or Budget Director approval.  
Temporary overhiring of existing positions and labor pool positions may 
be authorized by Directors, dependent upon budget availability. 
Departments may not make transfers of funds as it relates to the following 
Personnel Services object codes: Workers Compensation – 502410, Sick 
Leave Buy Back – 501260, Performance Pay – 501280. 

2. Operating Expenses - Accounts 503000-505999 
Department Directors may make transfers among any operating expense 
line items within divisions and programs in their department as long as the 
transfers remain within the same fund or subfund.  Division Directors may 
make transfers among any operating expense line items within programs in 
their division as long as the transfers remain within the same fund or 
subfund. Department and Division Directors may not, however, make 
transfers as it relates to any operating IGS (Intergovernmental Services) 
object code or Indirect Cost – 504950. 

3. Capital Outlay - Accounts 506000-506999 
Fund balances carried forward to a new fiscal year in amounts greater than 
the adopted budget will be transferred upon Board approval to capital 
construction (6500 series) unless such transfers are prohibited by law, 
contractual agreement, or administrative requirements.  No transfers may 
be made between “Master” capital projects without Board review and 
approval with the following capital project exceptions: 204683 – Road
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AC-3-6 (Continued) 

 
Resurface/Rebuild Program, 206713 – Traffic Signal/Intersection 
Improvements, 205714 – Master Bridge Project. 

4. Debt Service - Account 507000-507999  
The County Manager or Budget Services may transfer debt service line 
items to any other expenditure object group or may make transfers among 
any debt service line items.  All debt service schedules are in each Official 
Statement of all debt approved and issued by the Board of County 
Commissioners.  These debt service schedules are to act as authorization  
in lieu of budget for the Clerk’s Finance Department to insure the debt 
principal and interest payments are made timely.  Payments are made 
according to these debt schedules except in those cases where principal has 
been called early using an extraordinary mandatory redemption feature.  If 
principal is called early, the debt service schedule is revised to show the 
decrease in both principal and interest owned. 

5. Grants and Aids - Accounts 508000-508999 
The County Manager or Budget Services may transfer grants and aids line 
items to any other expenditure object group.  The County Manager, 
Budget Services, or departments may make transfers among any grants 
and aids line items. 

6. Non-Operating - Accounts 509000-509999 
Non-operating appropriations are interfund transfers or reserves.  Transfers 
to reserve accounts may be made during the fiscal year by the County 
Manager or Budget Services without Board approval if allocations to 
expenditure accounts are determined to be unneeded and will be processed 
administratively.  Transfers from reserves of $25,000 or below may be 
authorized by the County Manager; transfers from reserves of more than 
$25,000 require approval of the Board.  The County Manager or Budget 
Services may increase or decrease any interfund transfer appropriation by 
transfers from any other expenditure object group (excluding Reserves, 
excepting County Manager authorization of up to $25,000 as noted 
elsewhere within this policy).  Interfund transfers will be processed 
administratively by Budget Services and the Clerk’s Finance Department. 

7. Revenue and Fund Balances  
To increase or decrease budgeted total fund revenue (to reflect actual 
revenue collected) and to amend budgeted fund balance (to reflect actual 
beginning fund balance) requires the approval of the Board.  The County 
Manager or Budget Services may reclassify revenue between revenue 
codes to reflect a more appropriate classification if it does not change the 
total budget of a fund.  Any amendment which changes the total budget of 
a fund must be approved by the Board of County Commissioners as 
required by Chapter 129, Florida Statutes.  Fund balances carried forward 
to a new fiscal year in amounts greater than the adopted budget will be 
transferred upon Board approval unless such transfers are prohibited by 
law, or restricted by contractual agreement or administrative requirement. 
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AC -3-14 Continued 

ADMINISTRATIVE CODE 
BOARD OF COUNTY COMMISSIONERS 

CATEGORY: 
Financial/Fiscal/Budget 

TITLE: 

Policy on Tangible Personal Property 
Owned by Local Governments (FS 274) 

PURPOSE/SCOPE: 

CODE NUMBER: 

AC-3-14 

ADOPTED: 
05/23/90 

AMENDED: 
06/03/93; 09/29/93; 12/15/93; 03/23/94; 
04/09/97; 01/09/01; 07/24/01; 08/09/05; 
09/25/07; 10/14/08; 01/24/12 

ORIGINATING DEPARTMENT: 
County Administration 

This code will define the County's policy on the recording and disposal of the County's 
tangible personal property of a nonconsumable nature. In all cases, Florida Statutes will 
govern. 

DEFINITIONS: 

The following definitions will apply for the purpose of this Administrative Code: 

COUNTY: Board of County Commissioners, Hearing Examiner, County Attorney, Port 
Authority, Clerk of Courts, Property Appraiser, Supervisor of Elections, Tax Collector, 
Medical Examiner, Health Department, Court Administration, Public Defender, State 
Attorney, Guardian Ad Litem, Criminal Conflict and Civil Regional Counsel and their 
associated departments and divisions. 

CONSTITUTIONAL OFFICERS: Clerk of Courts, Property Appraiser, Supervisor of 
Elections, and Tax Collector. 

POLICY /PROCEDURE: 

A. RECORDING OF TANGIBLE PERSONAL PROPERTY 

The Board of County Commissioners (Board) is required by Chapter 274, Florida Statutes, 
to maintain fixed asset records on tangible personal property of a nonconsumable nature, in 
accordance with Florida Administration Code- Rule Chapter 691-73, except for land which 
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AC-3-14 (Continued) 

will always be capitalized at amount expended. Additionally, when the fixed asset is acquired 
with federal grant monies, compliance by the department with Federal regulations identified in 
the grant contract must be maintained. 

In order to comply with the Florida Administration Code, the Board has established a 
fixed assets system in cooperation with the Finance Department (Finance) of the Clerk of 
Circuit Courts. Finance has developed a record keeping system and an associated Fixed Asset 
User Guide to comply with the Florida Administration Code and to maintain adequate fixed 
assets records for control and financial statement purposes. All County departments, divisions 
and Constitutional Officers will follow the procedures in the Fixed Asset User Guide. 

1. All tangible personal property obtained by the County through the use of federal grants 
will be controlled under the property management standards of the appropriate Federal 
regulations governing the grant regarding the acquisition, record keeping, use and disposal of 
the asset, in addition to the procedures outlined in this administrative code. 

2. Donations to the County will be reported to Finance through the procedures in the 
Fixed Asset User Guide. Donated items are subject to the same rules as all other property of 
the County. The value to be reported on donated fixed assets is the appraised or estimated 
value at the time of the donation. 

3. Constructed assets will be recorded to the fixed assets inventory by the County's 
property control clerk via the fixed assets property control form upon substantial completion 
of the project (for example, issuance of certificate of occupancy for a building; park, bridge, or 
road opened for public use). 

a. Capitalized costs do not include cost of grand opening ceremonies, machinery, 
furniture, or any item that is not considered permanently attached to the building, 
bridge, or other improvement. 

b. The Board has adopted the policy of capitalizing infrastructure constructed or 
purchased through either a governmental or proprietary fund with a minimum 
$100,000 threshold. Infrastructure is defined as public domain fixed assets such as 
roads, bridges, curbs and gutters, streets and sidewalks, drainage systems, lighting 
systems, and similar assets that are immovable and of value only to the government 
unit. 

4. Pursuant to Chapter 274.03, Florida Statutes, the Board has delegated the custodian 
function to the County Manager, Hearing Examiner, County Attorney, Port Authority 
Executive Director, Medical Examiner, Health Department Director, Court Administrator, 
Public Defender, State Attorney, Guardian Ad Litem Director, Criminal Conflict and Civil 
Regional Counsel Director and the Constitutional Officers who will be referred to as 
Custodians. 
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AC-3-14 (Continued) 

a. The Board also allows the Custodians to designate their custodianship to a 
Division/Department Director/Manager. 

b. The Board also allows for further delegation by the Custodian to assist with the 
custodial function. For property purposes only, the assistant shall be referred to as the 
Property Control Clerk. 

c. Custodians will notify Finance upon change of either position. 

B. DISPOSAL OF PROPERTY-AUTHORITY 

Pursuant to Chapter 274.07, Florida Statutes, the Board has delegated authority of all 
disposal of property through the Custodian or designee. 

1. Authority for the disposal of property shall be by resolution of the Board and recorded 
in the minutes of the Board of County Commissioners. Such authority is specified in this 
administrative code. 

2. The following applies for the disposal of fixed assets: 

a. Approval of the Custodian or designee must be obtained prior to the sale, donation, 
abandonment, trade-in, or destruction of fixed assets with an original value equal to 
or greater than the amount specified in the Florida Statutes. 

b. All items which are lost or stolen shall be reported to the Custodian or designee for 
approval to be removed from the fixed assets inventory per the procedures set forth in 
the Fixed Asset User Guide. 

c. Property purchased by an enterprise or internal service fund will be controlled under 
the fixed assets system. All transfers of assets to or from the proprietary funds will 
have approval of the Custodian or designee for the transfer of the asset and the amount 
to be paid. 

d. The department or division having custody of fixed assets acquired through the use of 
federal grant monies must follow the disposal procedures outlined in the appropriate 
Federal regulations listed in the grant contract governing the acquisition, use, and 
disposition of assets in addition to the procedures outlined in this administrative code. 

3. The Board delegates authority of all disposal of property utilized by a Constitutional 
Officer to that Constitutional Officer, however, the Constitutional Officers are responsible for 
reporting the disposal of their assets to the Board according to the Fixed Asset User Guide. 
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C. DISPOSAL OF PROPERTY UNDER THE BOARD OF COUNTY COMMISSIONERS 
AND THE PORT COMMISSIONERS 

No property will be received or released without a completed fixed assets property control 
form. 

1. TRADE-IN 

The department or division will request approval from the Custodian or designee to use 
the trade-in procedure. When trade-in (exchange of property with the seller, with the exchange 
allowance being applied to the cost of the property being acquired) is authorized, the 
specifications should be written to include a trade-in price as an alternate which may or may 
not be selected when awarding the quote. Regardless of the disposal method utilized, it will be 
the department or division's property control clerk's responsibility to have the item removed 
from their inventory per procedures set forth in the Fixed Asset User Guide. 

2. LOST OR STOLEN ITEMS 

After all efforts have been exhausted to locate lost or stolen items, they will be reported 
and removed from inventory per the procedures in the Fixed Asset User Guide. All stolen 
items will be verified by providing a police report, all lost items require a certified affidavit by 
the reporting property control clerk. 

3. SURPLUSPROPERTY 

The Custodian or designee shall determine the method of disposal of all surplus property. 
(Property that is 1) obsolete, 2) uneconomical or inefficient, 3) of no useful purpose, or 4) is 
considered scrap.) In all instances, the best interests of the County, the value and condition of 
the property classified as surplus, and the probability of such property being desired by 
prospective bidders will be considered. Mobile equipment, including but not limited to trucks, 
automobiles, trailers, tractors, and riding lawn mowers will not be cannibalized for spare parts 
until they have been declared junk by the Custodian or designee. 

4. SURPLUS VEHICLES 

a. Procedure 

Vehicles placed into County surplus will be evaluated by the Fleet Manager to 
determine an estimated value. Value will be determined by using the Kelley Blue 
Book or National Automobile Dealers' Association (NADA). Based on that value, the 
proper method of disposal will be determined. 
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b. Value> $5,000 

Vehicles whose retail value is estimated to be $5,000 or more " ..... can only be sold to 
the highest responsible bidder or at public auction ... " in accordance with Chapter 
274.06, Florida Statutes. 

Value< $5,000 

The method for disposal of vehicles whose retail value is less than $5,000 according to 
Kelley Blue Book or National Automobile Dealers' Association (NADA) will be 
determined by the Fleet Manager. These methods may include trade-in, sale at public 
auction or competitive bid. This equipment may be offered for sale only to other local 
governmental units within Lee County prior to auction at prices determined by the 
above methods. Prior sales history may be used to determine selling price if no listing 
is available through Kelley Blue Book or NADA. Private individuals or other local 
non-profit agencies will be allowed to bid on equipment at the County's public 
auction. 

c. General 

Funds received from the sale of equipment will be deposited into each department's 
Vehicle Replacement Fund account and used to offset the replacement costs of that 
equipment. Deposited funds will be less the costs of conducting the auction 
(auctioneer's fees, advertising, etc.) 

Donations of County equipment to outside agencies must meet all of the following 
criteria: 

1. Majority vote of the Board of County Commissioners; and 
2. Alternative funding source identified to replace lost departmental revenues 

5. JUNKPROPERTY 

Junk property (property without commercial value or which is unable to function as 
intended without repair, the cost of which exceeds its book value) may be donated, destroyed, 
or abandoned. The procedures for disposing Junk property are set forth in the Fixed Asset 
User Guide. 

6. DONATIONS 

All donations of County property will be made in compliance with Florida Statutes and 
will be approved by the Custodian or designee. 
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ADMINISTRATIVE CODE 

BOARD OF COUNTY COMMISSIONERS 

CATEGORY: 

Purchasing/Contracts 

TITLE: 

Lee County Purchasing and Payment 
Procedures Manual 

PURPOSE/SCOPE: 

CODE NUMBER: 

AC 4-1 

ADOPTED: 9/1/87 

AMENDED: 10/13/92; 4/7/93; 5/17/95; 3/21/00; 7/9/02; 
2/11/03; 10/18/05; 3/14/06; 10/31/06; 8/13/10; 
10/9/12; 3/5/13 

ORIGINATING DEPARTMENT: 

Procurement Management 

The purpose of this Purchasing Manual is to serve as a guide to all County departments, divisions, 
and employees regarding the purchasing policies and procedures of Lee County, Florida. 

a) The adoption of this Purchasing Manual, and the approval of any subsequent revisions to such, 
by the Board of County Commissioners of Lee County, Florida shall authorize the policies and 
procedures contained herein for official use in County business. 

b) The Board of County Commissioners has authorized the County Administrator or, in his absence, 
the Deputy County Administrator, to approve procedural revisions to this Purchasing Manual. 

The scope of this manual, and the policies and procedures contained herein, governs all departments 
and divisions under the jurisdiction of the Board of County Commissioners, as well as all purchasing 
transactions which are paid for directly from County funds under the control of the Board of County 
Commissioners. The contents of this manual preempt all previously existing purchasing manuals, 
policies, and procedures. 

POLICY /PROCEDURE: 
Specific purchasing policies and procedures will vary depending on the type and cost of the item or 
service being purchased. This manual is organized into a number of sections describing policies and 
procedures applicable to different purchasing transactions and controls. A complete copy of the 
manual (also known as Appendix "D") is available at: 
http://www .leegov .com/gov/BoardofCountyComm issioners/ Adm inistrative%20Codes/ AC-4-1. pdf 
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ADMINISTRATIVE CODE 

BOARD OF COUNTY COMMISSIONERS 
 
CATEGORY: 
Financial/Fiscal/Budget 

 
CODE NUMBER: 
AC-3-3 

 
TITLE: 
Handling of Unclaimed and Uncashed County 
Warrants 

 
ADOPTED: 
09/21/89 

 
 

 
AMENDED: 
09/21/94; 08/09/05  

 
 

 
ORIGINATING DEPARTMENT: 
Clerk of Circuit Court/Finance Department 

PURPOSE/SCOPE:                                                                                                                                        
To authorize the Clerk of Circuit Court, Finance Department (Finance), to dispose of unclaimed and uncashed County 
Warrants. 
 
POLICY/PROCEDURE: 
County Warrants which remain unclaimed, uncashed for a period of six month are to be treated as “voided” checks. 
 
Banks are to be notified in writing, and on the face of all checks that any warrant which carries an issuance date 
greater than six months are invalid and are not to be honored for payment(s). 
 
Funds resulting from such “voided” checks shall remain with the county as provide in Chapter 717, Florida Statues, 
and shall be promptly remitted to the State of Florida in compliance with the laws of Florida. 
 
Finance is hereby directed to file such reports with the Department of Financial Services, State of Florida, Bureau of 
Unclaimed Property as may be prescribed by applicable Florida Statue. 
 
Should a person, firm or entity make a claim against the County for the amount which has not previously been remitted 
by Finance to the State of Florida, then: 
 
     a. Finance shall obtain an Affidavit of Certification from the person, firm, or entity making the claim which              
           essentially sets forth the fact that payment has never been received.  Said Affidavit shall be notarized.   
      
     b. Finance shall make every reasonable effort to determine that payment has never been received by the person, 
firm,          or entity requesting payment for goods or services.  The Finance Director shall have authority to require 
such other          reasonable supporting documentation as may be deemed necessary in order to adequately audit and 
ascertain the              proprietary of the claim being made. 
 
      c. Upon determining to its complete satisfaction that the claim is in order and appropriate for payment, Finance        
            shall make the appropriate disbursement of the claim.  
 
 
 

 



DDeeppaarrttmmeenntt  ooff  HHuummaann  aanndd  VVeetteerraann  SSeerrvviicceess  

GGrraannttss  AAddmmiinniissttrraattiioonn  HHaannddbbooookk  
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Purpose 
 
The Department of Human Services (DHS) Contract Management Manual establishes a 
framework for operations and procedures related to contracts with not-for-profit and 
governmental agencies.  The purpose of such contracts is to facilitate the delivery of social 
service programs for the residents of Lee County in accordance with the applicable funding 
source. 

Types of Contracts 
 
There are two types of contracts the Contracts staff utilizes: unit rate and line item.  
 
Unit Rate Contract – Contracts which purchase units of service in whole or in part.   
Contract payment structure is reimbursement of a negotiated unit rate (used primarily for 
Partnering for Results(PFR) and State Mandated contracts). 
 
Line Item Contract – Contracts which reimburse for a budgeted expense related to capital 
construction or service delivery (used primarily for government contracts). 
 

Types of Providers 
 
Contracts are executed with two types of providers:  not-for-profit organizations and local 
governmental entities.  
 
Not-for-Profit - Corporation, trust, association, cooperative, or other organization that: 

 Is operated primarily for scientific, educational service, charitable, or similar purpose 
in the public interest; 

 Is not organized primarily for profit; 

 Uses net proceeds to maintain, improve, or expand the operations of the 
organization;  

 Has no part of its income or profit distributable to its members, directors, or officers; 
and 

 Has official tax-exempt status issued by Internal Revenue Service. 
 
Local Governmental Entity - County agency, municipality, special district or any other 
entity (other than a district school board or community college) however styled, which 
independently exercises any type of governmental function. 
 
(Above definitions are excerpts from Florida Statute 215.97 Florida Single Audit Act). 
 

Standard Contract Language 
 
The County standard contract language will be used as the template for all contracts.  Each 
contract will have specific exhibits for reporting purposes.  Program guidelines specific to 
the funding source will be attached (i.e. SHP, S+C, CDBG, HOME).   The templates are 
updated annually and approved by Risk Management, County Contracts and Legal.   
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One contract template (Attachment I) is used for all types of contracts (Line Item; Unit 
Cost;) individualized with specific requirements as appropriate. One exception is the State 
Mandated contract with the Health Department, which is a state formatted document.  
 

CONTRACT MANAGEMENT RESPONSIBILITIES 
 
Contract management responsibilities include both Pre-Award and Post-Award Activities. 
Pre-Award activities are conducted prior to the actual funding being awarded and may 
include issuing a Request for Proposal (RFP), reviewing proposals according to funding 
guidelines, selecting provider(s), and negotiating a contract(s).  Post award activities are 
those processes and activities that take place after the funding has been awarded to the 
provider and may include contract preparation, review, negotiation, execution, payment 
processing, receipt of contract deliverables and program monitoring.  Both pre and post 
award activities are program specific and therefore may vary depending on type of funding 
source. 

Contract Negotiation  
 
Sometimes it is necessary to discuss contract terms and conditions with a provider before 
contract execution.  PFR and State Mandated contracts are the most typical agreements to 
be negotiated as other contracts are often restricted by State and Federal regulations.  
Negotiations typically take place during the summer months and contracts are effective 
October 1st.  Issues that could be negotiated include but are not limited to the following: 

 Budget details to include acceptance of a final unit rate or number of units purchased 
if agency is not awarded full funding or if unit rate report from prior year reflects a 
substantial variance (<> than 10%) from proposal.  Review of line item budget for final 
acceptance.  

 Outcomes are reviewed to ensure that they reflect the desired benefit to clients and 
are measurable.  

 Special Provisions may be required based on prior year performance or other 
applicable factors. 

 

Contract Preparation, Review, and Execution 
 
Contracts are prepared utilizing the standard contract template (Attachment I and 
Attachment I(A), and Instructions) with specialized requirements included for the specific 
type of funding being expended.  The standard contract template is not utilized for the 
State Mandated/Dept. of Health (DOH) and the Department of Children & Families (DCF) 
contract as the state generates this format.  
 
In general the following steps for routing contracts apply: 

1. Three original contracts and all appropriate exhibits and attachments relative to the 
funding source are sent to the provider for completion and signature.   

2. Upon receipt of the signed originals from provider, the contracts are reviewed for 
completion and insurance compliance.   

3. Three originals are submitted to the Fiscal department for routing to the Board of 
County Commissioners (BOCC) for approval.  If the award was previously approved by 
the BOCC, the fiscal department routes the contract to Public Resources, along with 



S:\INTSVCS\ADMIN-INT.SVCS\CONTRACT MANUALS\Drafts\CONTRACT MANAGEMENT MANUAL (Updated 5-27-16).doc  5 

the blue sheet for signature by the BOCC Chairperson.    If the award was not 
previously approved, the contract is routed to the BOCC with the Blue sheet.  All 
contracts to be executed are submitted to the Fiscal department for appropriate 
routing. 

 

Fully executed contracts shall be distributed to the following: 

 Provider organization 

 Contract file 

 Lee County Clerk of Courts Minutes Department  (Public Resources distributes) 
 
The DOH and DCF contracts have a different routing sequence:    

1. Contract staff submits originals to the BOCC with a Blue Sheet for signature.   
2. Upon receipt of the BOCC signed original, Contracts staff forwards all originals 

to DOH/DCF for final approval.   
3. Upon receipt of the executed contract from DOH/DCF, Contract staff provides 

copy to fiscal and routes an original to  
 Contract file 
 Lee County Clerk of Courts Minutes Department  

 
Specific steps for completing and routing contracts based upon the funding source are 
outlined in Attachment I(B) – Contract Routing Checklist.   
 
The agency should return signed contracts to DHS within 30 days.  
 

Request for BOCC Agenda Item (Blue Sheet) Preparation  
 

Any time an issue needs to be reviewed by the Board of County Commissions, a Blue Sheet 
must be prepared and submitted utilizing the SIRE Blue Sheet on line system.  Attachment II 
is a PDF formatted Blue Sheet System Training Guide.  The last several pages of this training 
guide include “Important Deadlines” and other valuable information.  When appropriate, 
utilize the prior year’s Blue Sheet as an example and for specific language. 
 
Reasons for submitting Blue Sheets include but are not limited to the following: 

 PFR – to have BOCC allocate set aside amount at the beginning of calendar year. 

 PFR- to authorize contract negotiations and to authorize chairperson to sign contracts 
when funding has been approved as part of the budget process. 

 Federal and State Grants (SHP, S+C, Challenge, HHAG) - upon award from the 
Department of Housing and Urban Development (HUD) or DCF request BOCC to accept 
funds and authorize chair to sign contracts, approve a budget resolution, and provide 
Budget Services with a Grants at a Glance (GAG).  Refer to prior year’s Blue Sheet for 
example and specific language. 

 State Mandated – to authorize Chairperson to sign the contracts for state mandated 
mental health services, substance abuse services and initial medical exams for 
allegedly abused children as adopted at the final budget hearings.  

 Contract amendments for the following reasons:  increases or decreases in contract 
funds per guidelines under Contract Amendment section of this guide; changes to 
program design including outcomes or target population; changes or additions to the 
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standard provider contract language not for the purpose of correcting original 
omissions or clarifications of original contract intent 

 Termination of a Contract 
 

File Organization 
 
Contracts that are open (have funds remaining to expend) will be maintained in notebooks 
by the Contract Specialist who is responsible for managing the contract.   
 
The CONTRACT FILE should be organized with the following sections: 

 Grant Agreement – include Federal or State funding award and amendments 

 Contract – include notice of funding and amendments (if applicable)  

 Proposal – or Letter of Request and budget projection (state mandated) 

 Payment Requests – include backup documentation 

 Program Reports – include outcomes, demographics, and annual progress reports 

 Correspondence – include emails or faxes that are non-specific to other categories 

 Construction  - if appropriate, include environmental assessments, labor relations 

 Program Monitoring - – include monitoring report, agency response or corrective action 
plan (if applicable) and any other back-up information.  A separate file can be established if 
the back-up information is extensive, however at a minimum the monitoring report, agency 
response, and corrective action plan should be included in the Contract File. 
 
A separate Agency Organization file will be kept in the contracts lateral file for all contract 
providers and will be maintained by the Program Manager.   
 
The ORGANIZATION FILE should be organized with the following sections: 

 Articles of Incorporation/501(c)3 

 Board Roster/Meeting Minutes/By-laws (Reviewed for conflict of interest issues) 

 Insurance  

 Other Monitoring Reports – monitoring reports issued by other funders 

 Correspondence – Correspondence, publications and/or reports from the organization 

 CHDO Certification – if applicable, current back up documentation on CHDO certification 

 

A FINANCIAL FILE is established for all providers and organized as follows: 

 Independent Financial Audit completed by a qualified auditor. 

 Checklist (desk review) completed by Program Manager 

 Correspondence relating to any issues identified in the audit. 

Record Retention 

All records will be retained for a minimum of five years from the contract end date or 
longer if required by funding source.   

 
The PROVIDER shall retain all financial, client demographics, and programmatic 
records, supporting documentation, statistical records, and other records, which are 
necessary to document service provision, expenditures, income and assets of the 
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PROVIDER by funding source, program, and functional expenses category during the 
term of this contract and five (5) years from the date of contract expiration.  
Retention period may be longer depending on funding source.   If any litigation, 
claim, negotiation, audit, or other action involving the records has been initiated 
before the expiration of the specified retention period, the records shall be 
retained for one (1) year after the final resolution of the action and final resolution 
of all issues that arise from such action. 
 

CONTRACT DELIVERABLES 
 
Payment Processing/Authorization 
 
Upon receipt of a request for payment the Contract Specialist must determine the following: 
 

 Is the payment request in the proper format, mathematically correct, and does it 
contain all the necessary back-up information as required? 

 Are expenditures allowable according to the contract budget, term, and program 
guidelines? 

 Is adequate back-up documentation included to support the request? 

 Do disbursements balance to the database? 

 Is request signed by person authorized in the contract and is it original signature? 

 Is organization or contract currently suspended? 
 
If corrections need to be made to a payment request, the contract specialist will contact the 
provider and notify of errors and modifications that need to be made. Errors and action 
taken are noted in writing and added to the Notes section in the CSN database. Payment 
requests may be processed with corrections that decrease the amount payable to the 
requesting agency, but not if the corrections increase the amount payable.   If corrections 
are extensive or increase the amount payable, the provider will be required to submit a 
corrected payment request.  Re-submittals should be noted in the database. On the 
Disbursement Screen, the “Rec’d” date should be the original date the payment request 
form is received; the “Re-submit” date should be the date that all appropriate supporting 
documentation and/or corrected payment request is received and the “To Fiscal” date is the 
date it is approved and submitted to Fiscal for payment processing.   
 
Payment requests are reviewed and approved within five working days of receipt. The 
contract specialist’s signature and date on the payment request indicates that expenditures 
are allowable and in compliance with the contract terms and authorizes payment. The 
approved original payment request is given to fiscal for processing.  A copy of the payment 
request is attached to the support documentation received and placed in the contract file.  
Payment requests are filed in chronological order by month.  Payment requests receipt, 
authorization dates and disbursement information are input in CSN database. 
 
Payment requests for suspended organizations or suspended contracts shall not be processed 
until suspension is lifted.  If agency is suspended for non compliance with an organizational 
requirement no payment for any contract will be authorized.  If agency is suspended for non 
compliance with a specific contract requirement, payment for that contract will not be 
authorized. 
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Program Reports 
 
Program reports such as outcomes, demographics, beneficiary reports and annual progress 
reports (APR) are reviewed for completion, noted in the database and placed in the contract 
file.  Either an email or hard copy of reports is acceptable.   
 
Annual Progress Reports for homeless programs are submitted in ESNAPS per HUD 
regulations.   
 
Other Contract Deliverables 
 
Insurance, Audits, and other deliverables must be submitted by the date specified in the 
contract and recorded in the database.  If an agency requests a waiver of a specific type of 
insurance, Attachment III or email detailing same information should be completed and 
submitted to Risk Management.  The approved waiver should be filed in the appropriate file. 
Upon receipt documents will be noted in the database and placed in the appropriate file 
(contract, organization or financial file).   
 
Organizations that fail to submit any required documents by the due date can be suspended 
and payment withheld until all requirements are satisfied.   
 
Fixed Asset Policy 
 
If a sub recipient receives funds to purchase real property or equipment with a life of more 
than one year and an acquisition cost of $1,000 or more the following applies: 
 

 Include an Exhibit 8 in the contract. 

 Add due date in CSN for Exhibit 8 to be received within 30 days of purchase and then 
annually by October 1st and thereafter for five years after the grant funds are 
expended or other retention period as defined by funding source. 

 Record receipt of the forms in CSN 

 Submit copy of completed form to fiscal.  Include a note on the original indicating 
date it was forwarded to fiscal. 

 Contracts will remain active until the five year period has been completed. 
 
Per Lee County Administrative Code 3-14, all tangible personal property obtained by the 
County through the use of federal grants will be controlled under the property management 
standards of the appropriate Federal regulations governing the grant regarding the 
acquisition, record keeping, use and disposal of the asset, in addition to the procedures 
outlined in the administrative code.  The Federal monetary threshold is $5,000 or more. 

 
 
Contract Amendments 
 
All contract changes must be in accordance with the amendment provision (Section V) of the 
contract.  
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Amendment requests must be submitted in writing by the provider detailing the nature of 
and the justification for the change, and the desired effective date of the change.  Upon 
review by the contract specialist, a contract amendment form will be completed 
(Attachment IV – Amendment Format).  As a general rule, the effective date of an 
amendment shall be the first of the month of the request and the request must be requested 
during the term of the contract or prior to the final month of the contract. 
Routing sequence for amendments follows:   

1. Three original amendments and all appropriate exhibits and attachments relative to 
the funding source and reason for the revision are sent to the provider for signature.   

2. Three originals are submitted to the Department Director or BOCC for signature 
depending on reason for the amendment as further identified. 

 
The Department Director may approve amendments, which do not substantially change the 
original contracted scope of service and statement of work, such as: 

 term extensions 

 reallocation of funds between existing or new expense categories 

 increases or decreases in total budgeted contract funds if 10% or less of original 
amount 

 changes to the legal name of the organization 

 minor adjustments to contract language to correct original omissions 

 clarifications to the original contract intent 
 
The Board of County Commissioners (need Blue Sheet) must approve the following types of 
amendments: 

 increases in total budgeted contract funds 

 decreases in total budgeted contract funds if more than 10% of original amount 

 changes to program design including outcomes or target population 

 changes or additions to the standard provider contract language not for the purpose 
of correcting original omissions or clarifications of original contract intent. 

 
Fully executed amendments shall be distributed to the following: 

 Provider organization 

 Contract file 

 Lee County Clerk of Courts Minutes Department  (Public Resources distributes 

 Copy to Fiscal Department 
 
HUD amendments  
 
HUD must approve (24 CFR 583.405), in writing, any significant changes to an approved 
Homeless Continuum of Care program prior to initiating a contract amendment. 
Significant changes include, but are not limited to: 

 change in the recipient/sponsor,  

 change in the project site,  

 additions or deletions in the types of activities listed  

 shift of more than 10 percent of funds from one approved type of activity to another  

 change in the category of participants to be served.  
Depending on the nature of the change, HUD may require a new certification of consistency 
with the consolidated plan. (Refer to 24 CFR 583.405 & 582.40)  
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Prior HUD approval is required for amendments to CDBG, HOME, or ESG which involve new or 
alteration of existing activities that will significantly change the scope, location, or 
objectives of the approved activities or beneficiaries.  If a major change is requested, the 
projects will be reviewed with the Neighborhood Relations Coordinator to determine 
whether a Consolidated Plan amendment is required prior to initiating a contract 
amendment.  Upon approval by HUD, a contract amendment will be processed if required. 
 

Any changes to an approved program that do not require prior HUD approval must be fully 
documented in the Contract File and requires HUD notification. 

 
Board approved amendments are distributed to the following: 

 Lee County Clerk of Courts Minutes Department 

 Provider 

 Contract file 

 Fiscal 
 
Director approved amendments are distributed to the following: 

 Fiscal 

 Provider 

 Contract file 
 
Suspensions 
 
Funding can be suspended for failure of a sub recipient to comply with the requirements of a 
contract and can be imposed by either the Contract Specialist and/or Program Manager.  
Prior to suspension of a contract, the reasons should be discussed with the Program Manager 
to ensure that suspension of funding is the appropriate response.  A suspension should be 
imposed within 2 business days after non compliance with contract deliverable requirement.  
A suspension letter will be sent to the agency.  Reasons for suspension can include but are 
not limited to the following: 

 Failure to return Independent Financial Audit 

 Failure to return documentation of insurance 

 Failure to provide other contract deliverables in a timely manner 

 Significant deficiencies or issues identified in Independent Financial Audits, 
monitoring reports, and/or information received from other Auditors or 
investigations which causes concern for the financial stability or ongoing 
operations of the agency. 

 
If sub recipient has more that one contract with DHS and suspension is for failure to comply 
with an organizational requirement, all contracts will be suspended.  If reason pertains to 
only one contract, only that contract will be suspended.   
 
The reason for the suspension should be included in the “Notes” section of the CSN 
database.  The “Status” of the contract in CSN should be changed to “Suspended”.  This will 
alert anyone accessing the contract that the contract and/or agency is suspended. 
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Monitoring 
 

The Department of Human Services Contracts staff will regularly monitor all contracts.  
Reviews may be conducted on a monthly, quarterly and/or annual basis.  The purpose of 
monitoring is to inspect, review and report on the agency’s compliance with the terms and 
conditions of the contract in order to be assured of satisfactory performance.  It is a limited 
scope review of the contract and agency management and does not relieve the agency of its 
obligation to manage the grant in accordance with applicable rules and sound management 

practices.  Contracts for HUD-funded projects will be reviewed to ensure long-term 
compliance with program requirements and comprehensive planning requirements. 
 
 Various types of monitoring utilized include: 

 Desk review of payment requests (invoices) and supporting documentation; 

 Desk review of program and beneficiary reports, 

 Desk review of Independent Financial audits (CPA) audit 

 Desk review of monitoring reports from other funders which are pertinent to the 
contracted program.  The other funding reports should be reviewed to determine if 
any common issues were identified that could affect contract performance. 

 Tracking and receipt of other contract deliverables including Section 3, Davis Bacon 
and other federal requirements. 

 On site monitoring and follow up visits as needed (may be scheduled or unscheduled) 
including to ensure compliance with federal requirements such as Davis Bacon, 
Section 3, NSP and HOME rental regulations. 

 Desk review to address issues noted in CPA audits or other monitoring reports (an on-
site review may be conducted if necessary) 

 Technical Assistance 

 Annual summary of monitoring activities (desk review summary) 
 
An on-site programmatic monitoring or a desk review summary will be conducted annually of 
all contracts funded by the Department of Human Services.  The Program Manager must 
authorize that an on-site review is not needed and that a summarization of all monitoring 
activities/desk review is sufficient.  On-site monitoring visits will take place during the term 
of the contract and prior to contract closure.   
 
Scheduling will be prioritized according to the following considerations: 
 

 Complexity of program/project 

 Amount/size of award/spending pattern 

 Agency prior experience with funding source or program/project 

 Changes in key personnel 

 Timeliness and accuracy of reporting if currently funded 

 Duration of award 

 Previous program monitoring issues 

 Program/project schedule 

 Issues identified in monitoring reports from other funders 
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The reviews of Partnering For Results funded and State Mandated contracts should address 
all components listed on the respective monitoring tools (Attachment V) and as referenced 
in the Monitoring Guide (Attachment VII).  The review of CDBG funded contracts should 
address all components listed on the CDBG Monitoring Report (Attachment VIII-a).  
A random selection of client files should be selected for review using a targeted goal of 
reviewing 10% of clients served (minimum 10, maximum 50 files).   Program guidelines and 
monitoring tools for State or Federally funded projects shall be referred to for additional 
monitoring requirements.   
 
The written monitoring report in accordance with the report format (Attachment VIII or 
Attachment VIII-a) will be issued to the contracted agency.   Monitoring reports shall be 
issued no later than 30 days following the last date of an onsite monitoring visit.  Whenever 
possible the reports shall be issued within two weeks of the onsite visit.  If it is discovered 
when writing the report, that information is questionable or missing, an attempt can be 
made to contact the agency to resolve the discrepancy.  However, this should not result in 
the report being issued late.  If the discrepancy and or questions can not be resolved prior to 
the issuance of the report, they should be included in the report as either a finding or 
concern depending on the issue.  A desk review summary should be completed within 30 
days of the end of the contract term. 
 
Reports from on-site monitoring and desk review summaries will be emailed to the agency 
Director and copied to the Board Chair.  If there is a finding or a concern, a response is due 
within 30 days from the date the report was sent.  A Corrective Action Plan format 
(Attachment IX) should be emailed with the report if appropriate.  This format should be 
used by the agency to respond to a finding and can be used to respond to a concern also.  A 
separate monitoring cover letter is not necessary as long as the email contains pertinent 
information.  See Attachment XIII for email template.  Agency should reply to email to 
acknowledge receipt of the report. 
 
Findings are violations of law, regulation, written proposal/application or contract 
requirement that can result in a sanction or repayment.  It is a serious failure to comply with 
Federal, State or locally established policies, procedures or directives that may lead to 
disallowed costs and/or threaten programmatic integrity, performance and possibly future 
funding.  A finding can be issues which identify the provider’s failure to comply with specific 
terms and conditions of the contract which relate to the provider’s service delivery, 
operations, billing practices and/or financial stability. 
 
Concerns are potential problem areas or weaknesses in program operations that may 
represent non-compliance with application/proposal, established policy and/or processes 
and which if not corrected, may eventually result in noncompliance, questioned costs or 
other management issues and lead to larger compliance issues for the program in the future.  
Addressing concerns are intended to prevent contract violations and to improve program 
operations. 

 
A concern could be a request for clarification or explanation for details, justification or 
rationale for a question, uncertainty or reservation that surfaced during the monitoring or 
other review of documents which relate to program operations.   
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Specific Contract Requirements (Policies & Procedures) 
 and Funding Sources 

 

County General Fund 
 

County Funds.  The Contracts staff manages funds that the Board of County Commissions 

(BOCC) allocates from the general revenue budget.  

 
Partnering for Results (PFR) 

Purchase of services from not-for-profit agencies that address one of the following 
three outcomes: 

 Supportive Living – Special populations will attain, restore or preserve their 
highest potential level of functional abilities, independence and remain living 
in the least restrictive setting.  

 Activities for Children & Youth – Youth achieve their highest potential by 
improving their abilities to make safe, responsible decisions and reduce safety 
risks. 

 Emergency Needs – Families and individuals meet their emergency needs for 
food and shelter. 

 
The BOCC allocates an amount to fund non-profit organizations to provide direct human 
service needs within the community.  This is usually completed at the beginning of the year 
(January) however due to budgetary concerns process may take place later in the year.  A 
Blue Sheet is submitted using the SIRE Blue Sheet system following established time frames.  
The prior year’s Blue sheet can be referenced for specific wording but add additional 
information if necessary. 
 
A “Request for Proposal” (RFP) process is utilized to obtain proposals from non-profit 
organizations for direct services.  The Notice of Funding Availability (NOFA) at a minimum 
must be advertised in the News-Press.  The public notice must include the following: 

 eligibility,  
 proposal release date,  
 letter of intent to bid,  
 total available funding if known and  
 proposal due date.   

 
Technical assistance workshops for interested providers are conducted prior to the proposal 
due date to review guidelines, the overall process, the on-line proposal, and answer 
questions. 
 
A mandatory letter of “intent to bid” with supporting documentation must be submitted for 
the proposal(s) to be considered.  Letters of intent to bid must be submitted by the 
specified due date and must include required documentation.  Staff reviews the letters of 
intent and supporting documentation to ensure that all required qualifications have been 
satisfied.  If any required information is missing, the agency is given 3 working days to 
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submit the missing items.  If a letter of intent is not received, the bidder is not eligible to 
submit a proposal. 
 
Proposals must be received in the DHS office by the established deadline.  Staff reviews the 
proposals for bidder qualifications and to ensure that minimum requirements are met and 
that there are no disqualifying events.    Non-compliant bidders are notified by certified 
mail.  If qualifications and fatal criteria are met and all documentation is received by due 
date, proposals are forwarded to the review panel for consideration. 
 
A BOCC appointed citizen Review Panel evaluates proposals and makes funding 
recommendations to the board.  Proposals are scored based on content, quality of services, 
need and the most cost effective rate.  Review teams are assigned specific proposals to 
individually read and score in accordance with the established evaluation criteria.  Teams 
meet as needed to determine a team score and rank proposals.  The Review Panel 
summarizes the team scores and finalizes overall funding recommendations.  As with grant 
submissions to any other funding entities, once the proposal is submitted, there is no direct 
dialogue with reviewers, however due to Sunshine Law the public (including applicants) must 
be allowed to be present at all review panel and team meetings.   Applicants are notified by 
email of the Panel’s preliminary recommendations.  
 
Staff submits a memo and spreadsheet regarding the funding recommendations of the 
Review Panel to the BOCC prior to budget hearings in September.   
 
A Blue Sheet with the recommendations (Attachment II) authorizing the Chairperson of the 
BOCC to sign the contracts/sub recipient agreements is then submitted using the SIRE Blue 
Sheet system utilizing the established time frames. 
 
 The Board votes on funding allocations at the final budget hearing held in late September. 

 

Contracts are negotiated and executed with an October 1st effective date. 
 

Set Aside Funds – County general funds with special set aside levels for specific projects: 

o Child Care – A set aside approved by the BOCC outside of the Partnering for 
Results process to provide local match to the lead agency providing the State 
program for low-income household child care needs.  

o 10-Year Plan to End Homelessness Project Implementation funding – A set aside 
of the Partnering for Results funding approved by BOCC to implement 
recommended projects from the Plan.  

o United Way 211 – Informational and referral system. A set asisde of the 
Partnering for Results funding approved by BOCC to provide service to County 
residents. 

 

State Mandated Services   

 
County general funds provided for services that are mandated by Florida Statute.   

 Public Health (Statute 154.00) 

 Mental Health (Statute 394.76 & Ch. 65-E.14, FL Admin. Code) 

 Substance Abuse (Statute 394.76 & Ch. 65-E.14, FL Admin. Code) 
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 Medical Exams for abused children (Statutes 39.303, 39.304) 
 
Florida Statute mandates that certain services which include public health, mental health, 
substance abuse services and medical exams for abused children be funded by local 
counties.  In February, a budget proposal for the upcoming fiscal year is requested from the 
providers, which is used to develop the Department’s budget. Once the amount of funding 
has been established by the BOCC, DHS Contract Staff prepares and manages the contracts. 
 

Federal and State Funds 
 

The Department of Human Services acts as the Lead Agency, applicant and administrator for 
the US Department of Housing and Urban Development (HUD) and Florida Department of 
Children & Families, State Office on Homelessness (SOH) grants.  The Neighborhood 
Relations Coordinator (not in Contracts unit) for DHS prepares and submits the applications 
for such funding.  Once funding has been secured, the Contracts unit is responsible for 
creating, executing and managing the Agreements/Contracts both with HUD/DCF and the 
sub recipients.  For these types of funding, DHS acts as both grantee and grantor in that 
there is an Agreement/Contract with HUD/DCF and DHS, who in turn sub contracts with not-
for-profit agencies and local government entities to distribute the funds for the direct 
services.  In this capacity DHS serves as lead agency between HUD/DCF and the sub-
recipients. 

Federal Funds 
 

The Contracts staff manages funds the County receives from the United States Department 
of Housing and Urban Development (HUD).  

 
Federal Homeless Continuum of Care (COC)   
 
Homeless Continuum of Care (COC) – Lee County serves as the lead agency for this annual 
competitive process.  

 Coc Program CFDA 14.267  - 24 CFR Part 578 – Eligible activities funded 
under CoC include: permanent supportive housing, transitional housing, 
rapid re-housing, rental assistance, support services, operating of 
transitional and permanent housing, grant administration, construction and 
related relocation costs.  All eligible funding costs, except leasing, must be 
matched with no less than 25% cash or in-kind contribution as described in 
24 CFR part 578.73. 

 
Upon notification from HUD that a new project has been conditionally awarded funding, a 
technical submission is required for all Supportive Housing projects, except Rental 
Assistance projects.   A technical submission is a detailed explanation of the project which 
includes specific data regarding budget, goals, proposed services, and match requirements 
(actual format is dictated by HUD).  The sub recipients submit the technical submissions to 
Contracts staff for review, approval, and submission to HUD by the stated deadline.   
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For all awards, a contract between BOCC and the sub recipient is prepared and 
managed by Contracts staff.  New projects may also require environmental review, site 
control, and a relocation plan prior to final project approval. Contracts staff is responsible 
for monitoring for compliance with all Federal and State requirements, including housing 
quality inspections  Recipients or subrecipients must retain documentation to demonstrate 
compliance with the housing standards at 24 CFR part 578.75(b). These standards require 
the recipient or subrecipient to inspect housing units leased with CoC Program funds and 
units for which rental assistance payments are made with CoC Program funds to ensure the 
assisted units meet the applicable housing standards.  Before any assistance is provided on 
behalf of a program participant, the recipient, or subrecipient, must physically inspect each 
unit to assure that the unit meets HQS. Assistance will not be provided for units that fail to 
meet HQS, unless the owner corrects any deficiencies within 30 days from the date of the 
initial inspection and the recipient or subrecipient verifies that all deficiencies have been 
corrected.  Recipients or subrecipients must inspect all units at least annually during the 
grant period to ensure that the units continue to meet HQS. 

 

Entitlement Funds (CDBG, ESG, HOME) –    

Entitlement programs through HUD which includes CDBG, ESG and HOME funding provides 

annual grants on a formula basis to entitled cities and counties to develop viable urban 

communities by providing decent housing and a suitable living environment, and by 

expanding economic opportunities, principally for low- and moderate-income persons. The 

program is authorized under Title 1 of the Housing and Community Development Act of 1974, 

Public Law 93-383, as amended; 42 U.S.C.-5301 et seq. 

HUD awards grants to entitlement community grantees to carry out a wide range of 

community development activities directed toward revitalizing neighborhoods, economic 

development, and providing improved community facilities and services. 

Every 5 years a Consolidated Plan identifying County needs, objectives, and goals is 
completed and submitted to HUD.  An Annual Action Plan which provides a concise summary 
of the actions, activities, and the specific federal and non-federal resources that will be 
used each year to address the priority needs and specific goals identified by the 
Consolidated Plan is also submitted to HUD.  At the end of each program year grantees 
report on accomplishments and progress toward Consolidated Plan goals in the Consolidated 
Annual Performance and Evaluation Report (CAPER) detailing progress made in addressing 
the needs, objectives, and goals along with a description of activities completed during the 
year is submitted to HUD. 
 
 
Community Development Block Grant (CDBG)  
CFDA 14.218 - 24 CFR Part 570 – Eligible activities include capital projects, public/social 
services, or economic development activities that benefit low- and moderate-income 
residents of Lee County.  

 
The HUD CDBG entitlement program allocates annual grants to larger cities and urban 
counties to develop viable communities by providing decent housing, suitable living 
environments, and opportunities to expand economic opportunities, principally for low-and 
moderate-income persons.  DHS receives funds from HUD and then contracts with sub 

http://portal.hud.gov/hudportal/HUD/program_offices/comm_planning/communitydevelopment/rulesandregs/laws/sec5301
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recipients for specific services through a variety of avenues.  Contracts staff is responsible 
for monitoring for compliance with all Federal and State requirements. 

 

 Urban County Agreements – Urban county agreements exist to manage funding for 
the City of Bonita Springs, the City of Sanibel, and the Town of Fort Myers Beach. 
Cities are notified annually of the amount of award and submit a detail of activities to 
be performed either by the municipality or an independent provider usually by late 
summer.  Once the plan is received and accepted from the City, Contract staff 
prepares and manages the contract. 

 

 

Home Investment Partnership Program (HOME)  
The HOME program is governed by the HOME Investment Partnerships Act at title II of the 
Cranston-Gonzalez National Affordable Housing Act, as amended and 24 CFR Par 92.  HUD 
allocates formula grants to States and local governments to strengthen public-private 
partnerships and to expand the supply of decent, safe, sanitary, and affordable housing for 
low-income families.  
 
Within 24 months after the date of execution of the HOME Investment Partnerships 
Agreement with HUD, not less than 15 percent of HOME funds must be set aside for use by 
Community Housing Development Organizations (CHDOs).  This set aside must be reserved 
for investment in housing developed, sponsored, or owned by the CHDO.  Funds are reserved 
when a written agreement is executed and committed to a specific CHDO project at the 
identification of a viable project and confirmation of CHDO capacity to complete the 
project.    It is the policy of Lee County Human Services to evaluate projects which utilize 
HOME funds in combination with other governmental and/or private assistance to ensure 
that no more than the necessary amount of HOME funds is invested in any one project to 
provide affordable housing. 
 
PER CFDA 14.239 - 24 CFR Part 92 – Eligible HOME activities include acquisition, 
construction, or rehabilitation of affordable housing benefiting low-income and very–low-
income residents of Lee County.  
 

Nonprofit agencies may qualify as CHDO’s by meeting specific legal, capacity, 
organizational, and other requirements according to the CHDO Checklist (Attachment X). 
Completed CHDO Checklist packets are submitted to DHS for review and qualification.  Re-
qualification is conducted in the same manner and on an annual basis. DHS will qualify that 
the CHDO meets the regulatory thresholds and has the development capacity to complete, 
own, develop, or sponsor housing projects. CHDO’s role as owner, developer, or sponsor 
must be in accordance with 24 CFR 92.300 and, as required, CHDO must have paid staff 
demonstrating required capacity.  
        
Although an organization can be designated as a qualified CHDO which meets CHDO 
requirements, actual certification will occur prior to commitment of HOME funds at the time 
that a viable project is identified.  A RFP process is utilized to obtain proposals from sub 
recipients, developers, and CHDOs.  Completed proposals are submitted to DHS for review 
and award.  At a minimum the proposal review process includes assessment and evaluation 
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of (1) project underwriting; (2) agency capacity and fiscal soundness; (3) current market 
demand in the neighborhood; (4) subsidy layering and reasonable costs; and (5) firm written 
financial commitments.  This requirement applies to all HOME funded development activities 
involving acquisition, construction, rehabilitation of rental or homebuyer projects, or down 
payment assistance.  Reviewing CHDO proposals also includes completion of CHDO Capacity 
Checklist (Attachment XI) to ensure the CHDO staff has knowledge, skills, and experience 
developing projects of the same size, scope and level of complexity.  Funds will be 
committed to a specific project upon receipt and review of a proposal which identifies a 
specific property location and DHS is able to certify that the CHDO satisfies the regulatory 
thresholds; has capacity to own, develop, or sponsor housing projects of similar size, scope, 
and level of complexity; has financial funding secured and a complete underwriting analysis 
has been finalized.  
 

Emergency Solutions Grant (ESG) 
CFDA 14.231 - 24 CFR Part 576 – Eligible activities include renovations, equipment, or 
operation for homeless facilities and services to prevent homelessness.  

 
Contracts staff utilizes a RFP process to request proposals for emergency solutions grant 
funds.  Proposals are reviewed and ranked according to the department approved process, 
and then awarded by Contract staff that also prepares and manages the contract with the 
sub recipient.  

State Funds 
 

Department of Children and Families 
 
The Contracts staff manages funds the County receives from the State. 
 
State Office of Homeless (SOH) 
The Neighborhood Relations Coordinator (not in Contract unit) for DHS prepares and submits 
the applications for such funding through an annual competitive process.  Contract staff 
reviews applications for the Challenge Grant and the Homeless Housing Assistance Grants 
prior to submission to verify administrative capacity of agency, accuracy of proposal 
content, project feasibility, and consistency with prior years’ goals if project is a renewal.  
Upon approval from the state office, Contract staff prepares and manages the contract with 
the sub recipient.  The Challenge Grant (CSFA 60.014 and Statute 420.622) provides 
homeless services and the Homeless Housing Assistance (CSFA 60.015 and Statute 420.622) 
provides funds for construction.  
 
 

Criminal Justice, Mental Health, and Substance Abuse Local Matching Grant 
DHS staff in partnership with SalusCare, Salvation Army, Lee Memorial Health Systems, Law 
Enforcement agencies and other community partners submits an application for a Criminal 
Justice, Mental Health, and Substance Abuse Local Matching Grant, which is a competitive 
process resulting in funding of a low demand shelter project (Triage Center).  Upon approval 
from the state, Contracts staff prepares and manages the contract(s) with the sub 
recipient(s) as identified in the application.  
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Computer Systems 
 

Client Services Network (CSN) – The unit utilizes a database which is specifically 

designed to aid in the tracking and reporting of sub recipient agencies’ activities.  Agency 
organizational information and specific contract data is input into the system.  All monthly, 
quarterly and annual deadlines and any other important mile stones are entered into the 
system.  The system is utilized to generate reminder notices for the contract specialist, 
Program Manager and the sub recipients.  The timeliness of the sub recipients returning 
required information is tracked and included as a topic in the monitoring reports.  Examples 
of requirements that are entered and tracked in the system are listed under Database 
Maintenance - Contract Requirements section. 

  
Database Set Up 
All contracts will be input into CSN in accordance with the users guide.  Organizational 
information, contract information, and all requirements (Organizational and Contract) shall 
be input upon execution of a new contract.   (Users Guide - Attachment XII) 
 

Contract Initiation Set Up – At contract execution the following is input by 
Contract Specialist   
 
Organizational information – input or updated with each new contract 
   
Organizational Requirements – enter corresponding due dates.  At a minimum organization 
requirements include:   

 Due on a quarterly basis – Changes to Corporate Legal Documents, Changes to Current 
Board Roster, Monitoring Reports from other funders;  
 Due at expiration of coverage period - insurance certificate for the following required 
coverage:  general liability, directors & officers, business auto liability, fidelity bonding, 
& workers’ compensation;  
 Due 180 days after end of fiscal year for non profits and 270 days after end of fiscal 
year for governments - Audited financial statement.  
 Due 180 days after end of fiscal year for non profits – 990 (not applicable for 
governments). 

 
Contract Information – enter contract information including funding source and year, 
contract terms, etc. 
 
Contract Budget – enter applicable budget information.                                    
                                             
Contract Requirements – enter corresponding due dates according to requirements identified 
in the contract. 
 

Ongoing Database Maintenance –  

Reminder Letters – are standard form letters that are generated through a merge process 
from the database to communicate with agencies about contract deliverables due the 
following month. Monthly email notices are sent around the end of each month or first of the 
month (last working day or 1st working day).  
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 Organizational Requirements – completed by designated staff 

 Contract Requirements – completed by Contract Specialist 
 

Suspension, Re-instatement Letters - letters can be generated to the agencies notifying 
them of a contract suspension and subsequent re-instatement.  These can be input by either 
the Contract Specialist or Program Manager depending on reason for suspension. 
 
Contact History Screen  - input pertinent notes regarding contract compliance and other 
ongoing issues.  This information is input by both Contract Specialist and Program Manager. 
 
Organizational Requirements – monitored and updated upon receipt by designated staff.   
 
The following are input by the Contract Specialist. 
Contract Requirements – Are monitored and logged upon receipt. 
Examples of some of the requirements included in drop down menu include:  

 Annual Housing Quality Standards Inspections 

 Annual Progress Report 

 Beneficiary Report 

 Close Out Report 

 Corrective Action Plan 

 County Monitoring  

 Demographics Report 

 Environmental Review 

 Payment Request 

 Performance Outcomes 

 Property Inventory 

 Signed Monitoring Report 

 Special Requirements 

 Unit Cost Analysis Report 
 
Budget – information is updated if contract amendment affecting the budget is approved. 
 
Disbursements –  entered into CSN as part of the processing of payment requests.   
 
Outcomes and Demographics –  entered per CSN users guide and per contract requirements. 
 
Amendments – must be entered in all applicable sections of database.  Verify that database 
balances to the agency’s revised budget. 
 

Integrated Disbursement Information System (IDIS)  
Set Up – CDBG, HOME, and ESG projects require activity set up and funding in IDIS in 
accordance with the Consolidated Plan.  The IDIS form is completed by Contract staff and 
submitted to IDIS Administrator, who inputs set up information into IDIS and returns form to 
the Contracts unit.  Contracts staff updates IDIS on a quarterly basis and at closeout. 
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Glossary 

ACTIVITIES Service(s) provided that make up the total 
program.  Each activity should contribute to the 
program outcomes.

BUDGET Projection of total annual revenue and expenses 
for a specific program.  (Budget should be 
approved by Agency’s Board of Directors.)  To 
determine total operating costs and unit cost for 
the program, budget must include costs for entire 
program, not just the portion that Lee County will 
be funding. 

CLIENT SERVICES NETWORK A database utilized by the contract unit to track 
and report contract deliverables.

COMMUNITY DEVELOPMENT BLOCK 
GRANT (CDBG)  

Eligible activities include capital projects or 
public/social services that benefit low-income 
residents or areas of Lee County.  

(CFDA 14.218 - 24 CFR Part 570) 

COUNTY FUNDS The Contracts staff manages funds that the Board 
of County Commissions (BOCC) allocates from the 
general revenue budget.

EMERGENCY SHELTER GRANT (ESG) 
Eligible activities include renovations, equipment, 
or operation for homeless facilities and services to 
prevent homelessness.  

(CFDA 14.231 - 24 CFR Part 576) 

ENTITLEMENT FUNDS Federal funds awarded by HUD on an annual basis 
to provide services that benefit low-income 
residents or areas of the County, homeless 
population and provide affordable housing.  
Includes the CDBG, ESG, and HOME programs. 

FEDERAL FUNDS 
Funds received from the United States Department 
of Housing and Urban Development (HUD). Includes 
Homeless COC; CDBG; ESG; and HOME. 

FTE Full-time equivalent (example: 3 half-time 
employees equal 1.5).

HOME PROGRAM 
Federal formula grants allocated from HUD to 
States and localities that communities use—often 
in partnership with local nonprofit groups—to fund 
a wide range of activities that build, buy, and/or 
rehabilitate affordable housing for rent or 
homeownership or provide direct rental assistance 
to low-income people. Eligible activities include 
new construction of affordable housing through 
Community Housing Development Organizations 
(CHDOs) or not-for-profit agencies.   

(CFDA 14.239 -  24 CFR Part 92) 



S:\INTSVCS\ADMIN-INT.SVCS\CONTRACT MANUALS\Drafts\CONTRACT MANAGEMENT MANUAL (Updated 5-27-16).doc 22 

HOMELESS CONTINUUM OF CARE (COC)  Federal funding awarded on an annual competitive 
process.  Includes the Supportive Housing and the 
Rental Assistance Programs.

INTEGRATED DISBURSEMENT 
INFORMATION SYSTEM (IDIS) 

A database required to be utilized by the federal 
government which tracks funding and performance 
requirements. 

IN-KIND Non-cash goods or services that support the 
program.

PARTNERING FOR RESULTS (PFR) County general revenue funds used to purchase 
services from not for-profit agencies that address 
identified human service needs. 

PROGRAM An activity or set of activities to achieve agency’s 
outcomes. 

PROGRAM EXPENSES Direct and Indirect Costs that can be clearly 
identified and accounted for in the operation of a 
specific program.

PROGRAM REVENUE All funds received or anticipated to support the 
operation of program

RENTAL ASSISTANCE Eligible activities include rental assistance and 
grant administration, which requires support 
services match. (CFDA 14.238 - 24 CFR Part 582) 

STATE MANDATED SERVICES  County general funds used to purchase services 
that are mandated by Florida Statute.   

SUPPORTIVE HOUSING PROGRAM Eligible activities include direct services such as 
supportive services, operating of transitional and 
permanent housing, grant administration, 
construction and related relocation costs.   

(CFDA 14.235 - 24 CFR Part 583) 

UNIT OF SERVICE An episode of program service delivery to client 
(i.e., meal, hour of counseling, trip, night of 
shelter, etc.)

UNIT COST Program expenses, including overhead, divided by 
number of units provided.  

UNIT RATE  Compensation for a unit of service that is agreed 
upon in the contract.  

OUTCOMES Measurable benefits or changes for persons 
participating in program activities.  Measuring and 
reporting outcomes gives programs an opportunity 
to clarify what they are trying to do, measure how 
well they have succeeded, improve their 
performance, and communicate their goals and 
accomplishments to others.
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ATTACHMENTS (S:\INTSVCS\ADMIN-INT.SVCS\CONTRACTS MANUAL\Manual ATTACHMENTS.doc)

I Standard Contract Template 
I(A) Instructions for Completing Contracts 
I(B) Contracts Routing Checklist 
II SIRE Blue Sheet System Training Guide 2007 (pdf format) 
III Insurance Waiver 
IV  Contract Amendment Format  
V Monitoring Tools 
VII Program Monitoring Guide 
VIII Monitoring Report Format 
IX Corrective Action Plan Format 
X CHDO Certification Checklist 
XI CHDO Capacity Checklist 
XII Users Guide – Client Services Network (CSN) 
XIII Monitoring Email Format Template 

Attachements may be viewed on the Lee County Human & Veteran Services Shared Drive
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APPENDIX C 

CONFLICT OF INTEREST POLICY 
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APPENDIX D 

LOCCS Drawdown Procedures 
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Steps for Completing E-LOCCS Drawdowns 
 

1. Contract Specialist shall review payment request and all required supporting documentation to 
ensure expenditures are allowable.  

2. Payment requests shall be prepared and given to the Fiscal Officer with a “Request Voucher for 
Grant Payment Form” for review. 

3. After Fiscal Officer review, a drawdown packet is completed. Drawdown packet shall include: 
a. monthly salaries from the Kronos payroll system, 
b. payment request line item expenditure report, and 
c. revenue transmittal. 

4. Fiscal officer shall approve and initial the “Request Voucher for Grant Payment” 
5. Salaries and expenditures shall be posted to the grant’s internal tracking spreadsheet. 
6. Fiscal Officer shall provide drawdown packet to Fiscal Manager for approval and signature. 
7. After Fiscal Manager approval, the drawdown shall be completed in the e-LOCCS system. 
8. Fiscal Officer shall log-in to HUD REAC home page, via individual username and password 
9. Choose – Line of Credit Control System (LOCCS) 
10. Select SNAPS program area to access next menu 
11. Select – Payment Voucher 
12. Select the appropriate grant number for the grant from which the draw is being completed 
13. Select – Submit 
14. The Payment Voucher Entry form will populate.  

a. All line item amounts from the “Request Voucher for Grant Payment” form must be 
entered on this screen. 

b. Verify all amounts are correct and select – sumbit. 
15. The completion screen will indicate is entry was approved/accepted and the date of deposit. 

a. If screen indicates review and approval by the local HUD office is requested, the Fiscal 
Officer shall e-mail the local HUD office with grant information, amount of draw, and a 
copy of the E-LOCCS Payment Voucher Entry screen. 

b. A printed copy of the Payment Voucher Entry shall be made. 
16. Once completed user must log-out. 
17. Fiscal officer shall place a signed copy of the Payment Voucher Entry with the drawndown 

packet. 
18. A copy of the revenue transmittal and E-LOCCS Payment Voucher Entry shall then be scanned 

and e-mailed to the Lee County Finance Department. 
19. After revenue is received, a copy of the blank revenue deposits shall be e-mailed to the Fiscal 

Officer 
20. Fiscal Officer verifies revenue amount with drawdown amount and posts to grant’s internal 

tracking spreadsheet. 
 

 

 



Name Organization Email Address Sector or Subpoulation Represented
Benton, Jennifer ACT jbenton@actabuse.com Victim Service Provider, Social Service Provider
Bath, Karla Advocate karlasbath@gmail.com Formerly Homeless, Advocate
Constantine, Kerry Blankets and Blessings kerryconstantine@yahoo.com Nonprofit Homeless Assistance Provider, Social Service Provider
Lincoln, Christine Children's Home Society of Florida christine.lincoln@chsfl.org Nonprofit Homeless Assistance Provider, Social Service Provider
Encalada, Tony Christ Center Home Ministries Home for the Homeless hoysse12@yahoo.com Faith Based Organization
Yearsley, Amy City of Cape Coral Department of Community Development ayearsle@capecoral.net Government
Rozier, Sharon City of Fort Myers Community Development Department srozier@cityftmyers.com Government
Felke, Thomas Dr. FGCU - BSW Program Director tfelke@fgcu.edu University
Norris, Carolyn Home Ownership Resource Center carolyn@horcswfl.org Affordable Housing Developer
Campanale, Sherri Housing Authority of the City of Fort Myers sherri@hacfm.org Public Housing Authority
Hustad, Kim Lee County Department of Human and Veteran Services khustad@leegov.com CoC Collaborative Applicant, Government, Social Service Provider
Bartos, Janet Lee County Homeless Coalition leehomeless@gmail.com Lee County Homeless Coalition/Advocate
Myers, Connie Lee County Housing Development Corporation cmyerslchdc@yahoo.com Affordable Housing Developer
Monroe, Ranice Lee County Schools RaniceM@LeeSchools.Net School district
Shoriak, Heidi Lee Memorial Health System heidi.shoriak@leememorial.org Hospital
Boisvert, Rosemary SalusCare rboisvert@saluscareflorida.org Mental Health Agency, Nonprofit Homeless Assistance Provider, Social Service Provider
Cherizier, Shannon The Salvation Army shannon.cherizier@uss.salvationarmy.org Faith Based Organization, Nonprofit Homeless Assistance Provider, Social Service Provider
Wilson, Kerrie Veterans of America Fl/Veterans Village/Lee County Resident kwilson@voa-fla.org Advocate
Visaggio, Matt Visaggio & Co. matt@visaggio.co Business, Advocate
Doro, Rico Fort Myers Police Department edoro@fmpolice.com Local Law Enforcement

Lee County Continuum of Care Governance Board
Effective August 2016
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Steps for Completing E-LOCCS Drawdowns 
 

1. Contract Specialist shall review payment request and all required supporting documentation to 
ensure expenditures are allowable.  

2. Payment requests shall be prepared and given to the Fiscal Officer with a “Request Voucher for 
Grant Payment Form” for review. 

3. After Fiscal Officer review, a drawdown packet is completed. Drawdown packet shall include: 
a. monthly salaries from the Kronos payroll system, 
b. payment request line item expenditure report, and 
c. revenue transmittal. 

4. Fiscal officer shall approve and initial the “Request Voucher for Grant Payment” 
5. Salaries and expenditures shall be posted to the grant’s internal tracking spreadsheet. 
6. Fiscal Officer shall provide drawdown packet to Fiscal Manager for approval and signature. 
7. After Fiscal Manager approval, the drawdown shall be completed in the e-LOCCS system. 
8. Fiscal Officer shall log-in to HUD REAC home page, via individual username and password 
9. Choose – Line of Credit Control System (LOCCS) 
10. Select SNAPS program area to access next menu 
11. Select – Payment Voucher 
12. Select the appropriate grant number for the grant from which the draw is being completed 
13. Select – Submit 
14. The Payment Voucher Entry form will populate.  

a. All line item amounts from the “Request Voucher for Grant Payment” form must be 
entered on this screen. 

b. Verify all amounts are correct and select – sumbit. 
15. The completion screen will indicate is entry was approved/accepted and the date of deposit. 

a. If screen indicates review and approval by the local HUD office is requested, the Fiscal 
Officer shall e-mail the local HUD office with grant information, amount of draw, and a 
copy of the E-LOCCS Payment Voucher Entry screen. 

b. A printed copy of the Payment Voucher Entry shall be made. 
16. Once completed user must log-out. 
17. Fiscal officer shall place a signed copy of the Payment Voucher Entry with the drawndown 

packet. 
18. A copy of the revenue transmittal and E-LOCCS Payment Voucher Entry shall then be scanned 

and e-mailed to the Lee County Finance Department. 
19. After revenue is received, a copy of the blank revenue deposits shall be e-mailed to the Fiscal 

Officer 
20. Fiscal Officer verifies revenue amount with drawdown amount and posts to grant’s internal 

tracking spreadsheet. 
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LEE COUNTY DEPARTMENT OF HUMAN & VETERAN SERVICES 

MONITORING REPORT GUIDE 

 

This guide is meant to serve as a reference tool and a stepping stone when conducting 

monitoring.  The guidelines presented here are not meant to limit your review of the 

agency/program but to rather serve as a minimum threshold of information to gather, review 

and report.  The monitoring visit is a limited scope review of the contract and agency 

management and does not relieve the agency of its obligation to manage the grant in 

accordance with applicable rules and sound management practices.  

 

AGENCY:     

SITE ADDRESS:   

LEE COUNTY 

CONTRACT: 

 

  

AMOUNT OF AWARD:   

FUNDING SOURCE:   

FUNDING REQUIREMENTS: 

Include discussion of agency funding requirements including other funders if applicable i.e. 

State requirements; HUD requirements; match requirements; homeless/disability 

requirements; labor standards; lead based paint; criteria identified in proposal/application; 

PFR guidelines; state statutes, etc. 

 

FINANCIAL:  TIMELY SPENDING, UTILIZATION OF FUNDS AND MATCH 

REQUIREMENTS: 

Include amount and % of funds disbursed and amount of funds remaining.  Include 

discussion of whether the agency is on target to spend the funds by end of contract. 

 

For unit rate contracts, include a discussion if agency is providing the unit of service as 

presented in the proposal and if on target to deliver the number of units proposed by end of 

contract term. 

 

For line item contracts, include an explanation if the actual project budget is following the 

projected budget as presented in the application/proposal.  If not, is the agency considering 

re-budgeting.  Discuss if funds are being drawn in a timely manner. 

 

If applicable, discuss if match is a requirement and if agency is on track to satisfy the 

required amount. 

PFR – contracts discuss the % of funding to expenses (i.e. 25/75%). 

 

Independent Financial Audit:  Include date that the most recent audit was received and fiscal 

year end date.  Summarize comments regarding any identified issues or lack of, 

qualified/unqualified (if applicable) and any pertinent information from management letter is 

one was issued. 

PROGRAM/PROJECT DESCRIPTION: 

Provide brief narrative of scope of the program (statement of work), client service, program 

capacity and numbers served.   

*Discuss if program is meeting the scope of service and/or providing the activities as defined 

in the statement of work and/or proposal/application.  Is the program providing the services 

that were committed to at the beginning of the contract/proposal/application?  
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PROGRAM CAPACITY/NUMBERS SERVED: 

Current program capacity: ____________ 

Program capacity as stated in proposal/application:  ________ 

 

Based on staff and facilities available, list the program capacity. This means the maximum 

number that can be served at a given point in time.  Include explanation if capacity is 

determined by a legislative mandate, regulation, certification, accreditation or other outside 

standards. The number of unduplicated clients served during the course of the contract is 

different from the capacity.  Capacity is the maximum number that can be served at a given 

point in time. Unduplicated client count refers to the number of actual individual clients 

served.   

 

You must consider the type of services provided by the program in order to determine 

appropriate capacity and number served.  The way capacity is determined will vary greatly by 

program.  There is no one formula to determine capacity as each program is different.  The 

method may be similar for different agencies/programs if the service provided is the same or 

similar.  For instance, the capacity for programs with caseloads should be computed basically 

the same for each program (maximum number of caseload x number of case managers).   

 

The capacity may not actually be the number of clients depending on the program and 

services provided.  It may be some other type of service i.e. meals, educational or 

informational presentation. 

 

Examples of capacity determination: 

 If the program provides case management, the capacity would be a maximum number of 

active cases per case manager multiplied by the number of case managers.  

 If the program provides shelter beds, the capacity would be the maximum number of beds 

that could be available on a given night.   

 If the program is an after school program and due to number of staff and building size the 

maximum of children participating at one time is 15 then the capacity is 15. 

 If the program provides meals, capacity may be the total number of meals that can be 

provided at one time.   

 If the program conducts educational presentations, the capacity may be the maximum 

number of presentations that can be provided at one time.  

 

The purpose of evaluating capacity and number served is to determine efficiency and 

effective use of resources including our funding dollars. For example, if a program has 2 case 

managers and the capacity is 100 (50 per case manager) and number served today is 35 and 

average for last 6 months is 40; there may be an issue of effective use of staff and funding.  

One question that should arise, why are we paying for 2 case managers when caseload size 

indicates that 1 would probably be sufficient?  OR if a shelter’s program capacity is 25 and 

the average number of beds filled is 10, then the question should be asked, do we need to pay 

for 25 beds if they are not needed/occupied.    

 

Additionally, capacity could be used to evaluate and compare similar programs being 

provided by different agencies for funding considerations.  For instance if there are two 

agencies providing basically the same program, with same or similar outcomes and one has a 

substantially higher capacity, the agency with the higher capacity could be more highly 

considered when funding is limited.  
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The capacity identified at the time of monitoring may be different than that stated in the 

proposal.  This could be acceptable if the reason is valid and logical and the difference is not 

so great as to effect how the unit rate was computed.  The report should include the different 

numbers as well as the explanation. 

 

Number served/open in program today: ____________ 

 

The number served or open today is going to depend upon the measure that was used to 

determine the capacity.   

 If the capacity is the number of caseloads, the number today is the number of open cases.   

 If the capacity is number of beds, the number today will be the number of occupied beds.   

 If the capacity is number of children served in an after school program, the number today 

would be number participating today. 

 

Some programs have enrolled clients who are not actively participating in the program.  This 

number should be listed separately from the “number served/open today” as we are looking 

for the number that are actively involved in the program and not the number that may be 

registered but are inactive or not participating.   

 

Average number of clients served/open:  ______________ 

 

The average number served or open today is also going to depend upon the measure that was 

used to determine the capacity.  The method of determining the average should be consistent 

with the way the numbers were determined above for number served/open.    

 If the capacity is the number of caseloads, the average number is the average number of 

open cases.   

 If the capacity is number of beds, the average number will be the average number of 

occupied beds.   

 If the capacity is number of children served in an after school program, the average number 

would be the average number served. 

   

If the average is not representative for some reason, include an explanation of why the 

agency feels the average is not a true illustration of the number served. 

 

FILE REVIEW 

Examine sampling of client files to determine if beneficiaries are in the target population and 

are receiving services as proposed.  Select at a minimum one month during which services 

were provided and review 10% of clients files (minimum is 10 - maximum is 50 files). 

Include a brief explanation/definition of the eligibility criteria that was used to evaluate the 

files.   

 Describe # and % of files reviewed and quality of file organization.  

 Were pertinent forms in file to document eligibility?  

 Was there sufficient documentation in file to substantiate that applicable services were 

being provided i.e. individual service plans; school attendance records; case notes; 

discharge plan/report, etc.? 

 If applicable, verify accuracy of rent calculation.   Client rent must not exceed 30% of 

gross adjusted income. 

 Does the file documentation validate what was billed to the contract? 
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OUTCOMES: 

 

 *Do Outcomes show a client benefit? 

  

 *Verify required documentation by client file sampling. 

  

 *How are case file outcomes tracked and data collected?  Provide brief explanation of system 

of collecting information, how/who collects the date, how/why is data compiled; who/how 

data reported. 

  

* If there are no current measured outcomes due to time frame (i.e. too early in contract 

year), notate if appropriate documentation is being collected so that at end of tracking period 

outcomes will be able to be calculated correctly.  For example, if outcome is based on an 

improvement between pre and post tests/assessments.  Ensure that there are pre 

tests/assessments in the file.  

  

 *If there are no current measured outcomes due to time frame (i.e. too early in contract year), 

include last year’s outcomes and results. 

 

Current Year Outcome Statement #1: 

 

Results:  Include explanation, number and % of outcome results. 

 

Comments: Can include agency’s remarks as well as observations or questions that monitor 

noted during the monitoring visit. 

 

OTHER MONITORING REPORTS 

 

Discuss other monitoring reports from other funders relating to specific program under 

review. 

 

PRIOR HUMAN SERVICES MONITORING ISSUES OR OTHER COMPLIANCE 

ISSUES (SUSPENSIONS) 

 

Discuss monitoring issues from previous (last year) monitoring and if and how issues have 

been addressed/resolved. 

 

Discuss if agency has been suspended for non compliance and include reason for the 

suspension and how it was resolved. 

 
 

OBSERVATION OF FACILITY AND/OR INTERVIEWS: 

 

Describe observations of facility, if applicable. 

 

Include results of HUD Housing Quality Standards (HQS) inspections, if applicable 

 

Describe results of interviews with management and staff if conducted.   
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Discuss how client satisfaction is measured.  What formal process is utilized to obtain 

feedback from both staff and clients? 

 

TIMELINESS: 

 

Discuss timeliness of required reports submission. Include percent and number of 

deliverables submitted timely out of total number of deliverables required (4 of 5 deliverables 

were received on or before their due date). 

 

Timely submissions under 70% constitutes a finding 

Timely submissions under 90% constitutes a concern.  

 

EQUIPMENT/ASSETS INVENTORY: 

 

If applicable, include discussion of any equipment and/or assets that were purchased with 

contract money. 

 

Just because an agency provides information does not mean that we can’t question it, especially 

if we don’t understand.  Programs should be consistent with the application/proposal however 

there may be legitimate reasons for variances.  Remember the proposal was written as a 

projection and staffing levels, capacity or other circumstances may have changed some of the 

numbers however the changes must be able to be explained by a logical, reasonable explanation.  

It is also possible that an outcome or how an outcome is tracked may change between the time 

the proposal is submitted and when the monitoring occurs.  It is acceptable to entertain and 

explain differences; however a contract amendment may be necessary depending upon the 

severity, degree and timing of changes. 

 

FINDINGS AND CONCERNS: 

 

1.  FINDING:  A finding is a violation of law, regulation or contract requirement that can result 

in a sanction or repayment.  It is a serious failure to comply with Federal, State or locally 

established policies, procedures, directives and/or application/proposal that may lead to 

disallowed costs and/or threaten programmatic integrity, performance and possibly future 

funding.  A finding identifies the provider’s failure to comply with specific terms and conditions 

of the contract which relate to the service delivery, operations, billing practices and/or financial 

stability. 

 

CORRECTIVE ACTION:  Request agency to submit Corrective Action Plan which outlines a 

course of action to correct the deficiency and a plan to prevent future occurrences.   If an issue is 

discovered which effects payment/overpayment be sure to address the fact that all files for all 

months must be examined and not just the month that was reviewed.  If there were errors during 

the sample month it is reasonable to assume they were errors in prior months also.  Specify the 

particulars and information that should be provided to address the violation however be careful 

not to provide so much detail that the agency can just copy your statements and return as their 

corrective action and then never really address the issue.  The goal is for the agency to think 

about the problem and develop a realistic plan of how to correct and prevent it in the future 

rather than just reiterating what they think we want to hear. 
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2. CONCERN:   Concerns are potential problem areas or weaknesses in program operations that 

may represent non-compliance with application/proposal, established policy and/or processes 

and which if not corrected, may eventually result in noncompliance, questioned costs or other 

management issues and lead to larger compliance issues for the program in the future.  

Addressing concerns are intended to prevent contract violations and to improve program 

operations. 

 

A concern can be a request for a clarification or explanation for details, justification or rationale 

for a question, uncertainty or reservation that surfaced during the monitoring or other review of 

documents which relate to program operations.   

 

NECESSARY ACTION:  Request agency to provide a course of action that may be considered 

in working toward resolution of the issue and to improve operations of the program.  Specify the 

particulars and information that should be provided to address the point in question. 

 

 

CONCLUSIONS:  Summary of overall operation of the program and evaluation of the 

effectiveness and efficiency of the program and utilization of funds.  

 

 

 

Prepared By: _______________________________________Date: ________________ 

  

 

 

Reviewed and Approved by: __________________________________ Date: _________ 

     Department of Human and Veteran Services 

 

 

Date Report Sent to Agency:  ____________________________ 

 

Date CAP and/or Response is due:  ___Input date that CAP is due________________  

 

A corrective action plan using the attached format should be returned to the Department of 

Human Services within 30 calendar days of the letter. 

 

If there are no findings or concerns a written response is not required from the agency. 

 

 

Report should be emailed to Agency Director and copied to Board Chair.   

 



ROGER MERCADO

DEPARTMENT DIRECTOR

Coordinator, G.I.S. - Krejci (1)

FAMILY SELF-SUFFICIENCY (FSS) ADMINISTRATIVE SUPPORT FISCAL CONTROL

Program Manager - Hustad (1) Office Manager - Allison (1) Fiscal Manager - Hollis (1)

Administrative Specialist - Lawyer (1) Administrative Assistant - Crist (1) Fiscal Officer - Childers (1)

Human Services Coordinator - Bantillo (1) Administrative Assistant - DeNigris (1) Fiscal Officer - Vonberg (1)

Human Services Coordinator - Hasak (1) Administrative Assistant - Flint (1) Account Clerk, Sr.- Cullember (1)

Human Services Coordinator - Jewett (1) Administrative Assistant - Gretten (1) Account Clerk, Sr.- Dennis (1)

Human Services Coordinator - LeBlanc (1) Administrative Assistant - McPherson (1) Account Clerk, Sr. - Vacant (1)

Human Services Coordinator - Rodriguez (1)

Human Services Coordinator - Sanichara (1)

Human Services Coordinator - Torres (1)

Intern - Carter (1) HOUSING SERVICES NEIGHBORHOOD BUILDING

Program Manager - Cook (1) Program Manager - Boudreaux (1)

FSS INTAKE TEAM Administrative Specialist - Castillo (1) Administrative Specialist - Paoletta (1)

Eligibility Coordinator - Maldonado (1) Housing Rehabilitation Specialist - Betrus (1) Neighborhood Relations Specialist - Purks (1)

Eligibility Specialist - Correa (1) Housing Rehabilitation Specialist - Bissell (1) Neighborhood Relations Coordinator - Sutton (1)

Eligibility Specialist - Jimenez (1) Housing Rehabilitation Specialist - Effing (1)

Eligibility Specialist - Rush (1) Housing Finance Counselor - Curran (1)

Eligibility Specialist - Walker (1) Housing Finance Counselor - DeGuzman (1)

Housing Finance Counselor - Espinosa (1) YOUTH SERVICES

Neighborhood Relations Coordinator - Donato (1)

LIHEAP Human Services Coordinator - Rubinski (1)

Eligibility Coordinator - Garrison (1) Human Services Coordinator - Daltry (1)

Eligibility Specialist - Bartz (1) CONTRACTS Intern - Collado (1)

Eligibility Specialist - Harmsen (1) Program Manager - Gilkerson (1)

Eligibility Specialist - Hensley (1) Contract Specialist - Bell (1)

Contract Specialist - Gibbs (1) INFORMATION TECHNOLOGY

Contract Specialist - Paxton (1) Program Manager - Pateidl (1)

Contract Specialist - Selby (1) HMIS Assistant - Albino (1)

VETERANS SERVICES

Veteran Service Manager - Van Ness (1)

Veteran Service Counselor - Delorenzo (1) Total Positions      59

Veteran Service Counselor - Ramirez (1) Updated             1/9/2017

Path/Filename: S:\ADMIN\MISC\Organization Information\Organizational Charts\OC Jan 9 2017.xls

LEE COUNTY DEPARTMENT

OF HUMAN and VETERAN SERVICES

VISION:  EMPOWERED INDIVIDUALS AND NEIGHBORHOODS
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CHAPTER 3: ROLES AND RESPONSIBILITIES 
 
All DHVS personnel engaged in preparing grant proposals and administering grant awards or 
responsible for grant funded assets serve an important role in the success of project outcomes 
and objectives and ensuring that all grant terms and conditions and budgetary and regulatory 
requirements are met. 
 
Below are the “key players” in the management and administration of grant funded projects 
received by the County and a representational list of the responsibilities. 
 

The Board of County Commissioners (BoCC) 
Some grant applications and other grant documents may require authorization by the BOCC for 
submission. The Chair of the BOCC will sign as the Authorized Representative (AR) on behalf of the 
BOCC. 

Lee County Clerk of Court - Finance 
The Finance Department provides accounts payable, payroll, revenue/investments and financial 
reporting services for the Board of County Commissioners.  

The Department of Human and Veteran Services (DHVS) 
The DHVS shall implement the grants administration policy and provide process and procedures 
for the preparation of grant proposals and the management of grant awards in accordance with 
Lee County BoCC Administrative Codes and DHVS policies. DHVS will report on the submission and 
status of grants in a manner that assures transparency and accountability to the BOCC, grantors, 
and the public. 
 

Department personnel include the director, program managers, grants coordinator, contract 
specialists, and fiscal officers whom are responsible for providing the essential support and 
control to DHVS and agencies to see that grantor and County regulatory and budgetary policy and 
procedures are followed and grants awarded to the County end successfully with outcomes that 
are meaningful to our constituents. 
 

 Grants Coordinator (GC) 
The GC is responsible for establishing and maintaining policy and procedures to identify 
and assess grant programs, analyze funding opportunities, and develop grant seeking 
strategies relevant to the mission and priorities of Lee County and DHVS. The Grants 
Coordinator organizes the planning and submission of grant proposals that are on regular 
cyclical schedules.  

 
 Contract Manager (CM) & Contract Specialist (CS) 

Although some tasks may be delegated, the CM is the chief accountable person for the 
overall administration of the grant award and meeting the terms and conditions of the 
award, and for representing the project to the grantor. 
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Human and Veteran Services Director 

Veteran Services 
Manager 

Family Self 
Sufficiency 
Manager 

Administrative 
Support Staff 

Housing Manager Contracts 
Manager 

Contracts 
Specialists 

Neighborhood 
Building Manager 

Grants 
Coordinator 

Administrative 
Support Staff 

Fiscal Manager 

Fiscal Officer 

Account Clerk 

Office Manager 

Administrative 
Support Staff 

IT Manager 

G.I.S. Coordinator 

The CS is responsible for developing and implementing controls and systems that assure 
compliance with applicable statutes, regulations, policies, procedures and contracts on 
awarded grants, and to provide strategic information and underlying detail to agencies in 
order to monitor grant applications, draw-downs, reporting, and performance activities 
for all grant programs  managed. 

 
 Fiscal Manager (FM), Fiscal Officers (FO), & Account Clerks (AC) 

The FM hold fiscal responsibilities for DHVS. The FM, FO, and AC ensure adequate 
resources are provided to staff for the appropriate conduct of project management duties 
and grant award management. 

 
The FM, FO, & AC are responsible for managing the financial requirements and 
maintaining the award record in the County’s financial system. Although some tasks may 
be delegated, the FM is the chief accountable person for the overall fiscal conduct of the 
grant award and meeting the budgetary terms and conditions of the award, and for 
representing the fiscal accounting of the project to the grantor. 
 

 Support Staff 
Support staff members are a critical element in the successful management of grant 
awards, and will typically provide certain delegated duties to assist project execution. 

DHVS Key Grant Staff Organizational Chart 
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Department of Human and Veteran Services Internal Controls Chart  

TTaasskk  GGrraannttss  
CCoooorrddiinnaattoorr  

AAccccoouunntt  
CClleerrkk  FFiissccaall  OOffffiicceerr  FFiissccaall  

MMaannaaggeerr  
DDVVHHSS  

DDiirreeccttoorr  
LLeeee  CCoouunnttyy  

CClleerrkk  FFiinnaannccee  

BBooaarrdd  ooff  
CCoouunnttyy  

CCoommmmiissssiioonneerrss  

PPrrooggrraamm  
MMaannaaggeerrss  &&  

SSttaaffff  

Develop Action Plan - Listing projects 
and budget amounts X     X       X 

Adopt Action Plan         X   X   
Fund Projects in IDIS (Integrated 

Disbursement & Information System) X               
Review Supporting Documentation 

and Authorize Payables   X           X 
Drawdown Amount Prepared - Based 

on Authorized Payables     X           
Create Drawdown in IDIS     X           

Approve Drawdown in IDIS       X         
Check account for receipt of 

drawdown prior to disbursing checks           x     
Prepare Cash Transaction Report to 

Match Finance Accounts       X         
Approve Cash Transaction Report         X       

Reconcile Accounts - Monthly    x x           
Authorize users in external financial 

systems (i.e. IDIS, DRGR, eLOCCS)         x       
 

 
 



 

 

PPuurrcchhaassiinngg  MMaannuuaall  
Procurement Management 

 

The Purchasing Manual is a "Guidebook" to how the County acquires it goods and non-professional 

services of all kinds.  Its purpose is to educate both our employees and our vendors in how to buy and 

sell to Lee County.  It is here that you will find the rules that govern the procurement process as well as 

tips, forms and information on the County credit card program. 
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SECTION 1: FOREWORD 

 

1.0 Division of Procurement Management Mission Statement 

 

1.0.1 The goal of the Division of Procurement Management (hereinafter referred to as  
Procurement)  is to: (1) provide clear and concise guidelines on acceptable 
procurement methods; (2) provide training (classes) to equip our customers with 
the tools needed to obtain goods and services; (3) provide professional guidance 
and assistance per Administrative Code #4-1; (4) procure goods and services 
through a competitive process when requested or if we deem necessary; and (5) 
monitor purchases made to insure compliance with established policies and 
procedures and to determine the areas where additional training is needed. 

 
1.1 Overview 

 
1.1.1 This “Purchasing Manual” (hereinafter referred to as Manual) will serve as the 

basis for purchasing policies and procedures for Lee County (hereinafter referred 
to as the County).  The purchasing function involves the procurement of 
materials, supplies, equipment, and services at the best value, consistent with 
operational needs, while maintaining fair and open competition. 

 
1.1.2 Since rules and regulations are necessary for the proper operation of the 

procurement function and since it is essential that all who are involved in the 
procurement operations be well informed, this manual has been developed to aid 
all employees directly or indirectly associated with the function of procurement. 

 
1.1.3 The Board recognizes competitive procurement for like-type items and large 

dollar purchases as a necessary function of effective government, which promotes 
economy and efficiency by facilitating accounting and finance control and by 
enabling quantity purchasing and the standardization of frequently used items.  
The Board, therefore, declares that it shall be the responsibility of the 
Procurement Director to competitively procure these type of supplies, equipment 
and services for the departments and divisions of the County, the basic objective 
of which is to obtain the best total value consistent with operational needs, while 
maintaining fair and open competition. 

 
 
 
 
 

 

 

 

 

1-1 

 



APPROVED: 3/14/06 

Revision Date: 11/24/10 

 

1.1.4 Three principles of acceptable procurement practices are as follows: 
 
 

 To deal fairly and equitably with all vendors wishing to do business with 
Lee County.  This is accomplished by maintaining strong and enduring 
relationships with vendors of proven ability by conducting procurement 
activities to insure vendors will value County business and make an effort 
to meet stated requirements on the basis of quality, service and price. 

 
 Maximize competition for procurement of the County by insuring that 

interested vendors are afforded an equal opportunity to furnish 
quote/proposals and are able to compete on equal terms. 

 
 Purchase goods and services at the best total value, consistent with quality 

performance and delivery requirements, from vendors who meet the 
County’s requirements and are capable of performing. 

 
1.2 Various Roles Involved in the Procurement Function 

 

The procurement function can be divided into three main sections as follows: 
 
1.2.1 Role of Procurement 

 

The role of Procurement in the purchasing process is to: 
 

 Maintain an up-to-date Purchasing Manual as a guide for all procurement 
procedures 

 
 Maintain up-to-date signature authorization files for all employees 

involved in the procurement function 
 

 Maintain the master vendor Address Book database in One World 
 

 Prepare tax exemption forms, credit applications, W-9 forms and 1099 
forms as requested 

 
 Procure goods and services when requested by the departments and 

divisions 
 

 Provide training on acceptable procurement policies and procedures 
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 Monitor purchases made by departments and divisions for compliance 
with the policies and procedures established in this Manual and any other 
applicable Administrative Codes, Ordinances, Florida Statutes, etc. 

 
 Prepare and/or process annual quotes, proposals, etc. 

 
 Advise departments and divisions upon request in the preparation of 

specifications 
 

 Competitively procure items or services as needed regardless of dollar 
level at the department director and/or Procurement director discretion. 

 
 Administer the County-Wide Procurement Card Program 

 
1.2.2 Role of Operating Departments and Divisions 

 

The role of the operating departments and divisions in the procurement process is to 
utilize the services of Procurement and to be responsible for: 
 

 Identifying, as soon as possible, and sufficiently in advance, their needs 
for goods and/or services in their County operations and activities 

 
 Notifying Procurement of their purchasing needs and utilizing the proper 

forms and procedures as described in this manual 
 

 Using accurate account strings 
 

 Providing clear and precise detailed specifications for each item or service 
requested or ordered 

 
 Determining that sufficient funds are available in their authorized budgets 

to pay for each item or service that is ordered 
 

 Inspecting all items or services as delivered, and notifying the  authorized 
department requisitioner of receipt in order to authorize payment to the 
vendor 

 
 Adhering to proper procurement procedures as outlined in this manual and 

any applicable Administrative Codes, Ordinances, Florida Statutes, etc. 
 

 Authorizing of all purchase transactions initiated by their personnel 
 

 Verifying vendor has proper licensing and insurance, if applicable for all 
requisitions entered as department to handle. 
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1.2.3 The Role of Finance 

 

The role of the Clerk of Courts Finance Division (hereafter referred to as Finance), as an 
agent of the Clerk to the Board, is to serve as the accountant and treasurer to the Board.  
In the procurement process, Finance is responsible for: 
 

 Pre-auditing all payment requisitions prior to disbursement, to review for 
accuracy and to determine whether or not they are legal and proper, and 
that appropriate policies and procedures have been followed 

 
 Rejecting any payment requisitions for purchasing transactions where the 

policies and procedures outlined in this manual have not been followed 
 

 Disbursing of funds for purchasing transactions which are legal and proper 
and in compliance with all appropriate policies and procedures 

 
 Recording all disbursements in the County’s accounting records. 
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SECTION 2: INTRODUCTION 

 

2.0 Purpose 

 

2.0.1 The purpose of this Manual, which is an Administrative Code adopted by the 

Board, is to assist County employees regarding the procurement policies and 

procedures of Lee County, Florida. 

 

2.0.2 The adoption of this Manual, and the approval of any subsequent revisions to 

such, by the Board, shall authorize the policies and procedures contained herein 

for official use in County business. 

 

2.0.3 The Board has authorized the County Manager or, in his/her absence, the Deputy 

County Manager, or Assistant County Managers to approve procedural revisions 

to this Manual. 

 

 

2.1 Scope 

 

2.1.1 The scope of this Manual, and the policies and procedures contained herein, 

govern all departments and divisions under the jurisdiction of the Board, as well 

as all purchasing transactions, which are paid for directly from County and grant 

funds under the control of the Board.  The contents of this Manual preempt all 

previously existing purchasing manuals, policies and procedures. 

 

 

2.2 Distribution 

 

2.2.1 This Manual will be made available, electronically via Procurement’s Web Page, 

to all County employees involved in the procurement process.  Procurement will 

be responsible for maintaining the official adopted version of this Manual online 

and for the continual updating this Manual as necessary, including any subsequent 

revisions on the web page. 

 

2.3 Implementation 

 

2.3.1 It shall be the responsibility of the County Manager or designee, through 

Procurement, headed by the Procurement Director, to implement and enforce the 

policies and procedures set forth in this Manual. 

 

2.3.2 The Procurement Director, as head of Procurement, shall exercise functional 

authority over the County procurement process for the purpose of implementing 

and enforcing these policies and procedures on a county wide basis, as well as in 

Procurement for its role in the process. 
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2.3.3 Each department and division director shall be responsible for implementing and 

enforcing these policies and procedures within their respective jurisdictions. 

 

2.3.4 A violation of any of the policies and procedures in this Manual may be grounds 

for disciplinary action and also may result in the County’s refusal to pay for any 

improperly ordered goods or services. 

 

2.3.5 Only the Board shall have the authority to waive or over-ride the policies 

contained in this Manual.  In such cases, which are in the Board’s opinion 

exceptional, they may issue specific directions that a particular case be handled in 

a manner different than required by this Manual. 

 

 

2.4 Revisions 

 

2.4.1 This Manual is to serve as a permanent, up-to-date guide to County procurement 

policies and procedures.  Therefore, as necessary changes are made in policies 

and procedures, appropriate revisions will be made to this Manual.  Procurement 

shall be responsible for the accurate maintenance of the Manual and for assisting 

all appropriate parties in maintaining an up-to-date Manual. 

 

2.5 Recommendation 

 

2.5.1 County employees are encouraged to make recommendations on sections of the 

Manual that, due to changing conditions may need revisions.  They are also 

encouraged to make recommendations on new subjects not presently included in 

the Manual which they feel are necessary. 

 

2.5.2 Any such recommendations should be submitted through appropriate 

organizational channels to the County Manager or designee for review and 

consideration. 

 

2.5.3 The County Manager or designee shall be responsible for any proposed revisions 

of this manual. 
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2.6 Complaint Procedure 

 

2.6.1 If any department or division has a complaint, about any aspect of the 

procurement function, they are to submit the complaint, in memo form, via the 

County’s e-mail system and/or on a vendor complaint form to the Procurement 

Director. 

 

2.6.2 Upon receipt of a complaint it will be logged in by Procurement as follows: 

 

 Date received 

 

 Person/department issuing the complaint 

 

 Nature of the complaint 

 

 Date of complaint disposition 

 

2.6.3 If the complaint involves a purchase order issued by Procurement, the 

Procurement Director will assign the complaint to the buyer assigned to issue the 

order in question. 

 

2.6.4 The buyer will contact the vendor in an attempt to resolve the issue in question. 

 

2.6.5 Upon satisfactory resolution of the complaint the buyer will report back to the 

Procurement Director with the appropriate details. 

 

2.6.6 The Procurement Director or the buyer will then report back the findings/solution 

to the department originating the complaint 

 

2.6.7 If the complaint involves a purchase order that was a department to handle, the 

memo or vendor complaint form will be filed for informational purposes only.  It 

is the requisitioner’s responsibility to resolve the complaint to the County’s 

satisfaction. 

 

2.7 Training 

 

2.7.1 All County employees who are responsible for implementing the procurement 

process (entering REQUISITIONS) within their department/division must attend 

mandatory classes.  New employees must attend mandatory training classes prior 

to the issuance of a One World  sign on. 
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SECTION 3: ACCESS TO THE PROCUREMENT FUNCTION 

 

3.0 Who Should Have Access? 

 

3.0.1 Since the One World Procurement function is an on-line, client/server function, 

and access to this function must be controlled, secure sign on information giving 

access to specific functionality is provided to employees who are authorized to 

use the purchasing system. 

 

3.0.2 Each department or division director, elected official, etc. should decide which 

members of their staff will be issuing requisitions, purchase orders and order 

revisions.  Each employee who will have any responsibilities associated with the 

on-line purchasing process should be given a secure One World  sign on. 

 

 

3.1 Access to the One World  Purchasing Module 

 

3.1.1 In order to receive access to the One World  Purchasing Module, the following 

three requirements must be met: 

 

1. You must attend and complete the required Basic Requisitioner Training 

class. 

 

2. You must complete a Lee County Procurement Signature Authorization 

form.  This form must show the name, signature and department/division 

of the authorized employee.  Also, a list of the department/divisions for 

which the authorized individual will be responsible.  The individual’s 

supervisor/director or someone of higher authority must authorize this 

form. 

 

3. You must have a One World  Sign on.  This is obtained from the 

Information Technology Group. 
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3.1.2 Upon termination of an employee that has access to the One World   

Purchasing Module, it will be the user department’s responsibility to notify 

Procurement, the Clerk of Courts Technology Services Department and the 

Information Technology Group Division to terminate this person’s access to One 

World .  Also, the user department may either complete another Lee County 

Signature Authorization form revoking the terminated employee’s purchasing 

authority,  

 

or  

 

Procurement will accept the TermGroup notification message in lieu of the 

signature authorization form. 

 

 

3.2 Levels of Authorization/Access 

 

3.2.1 An employee granted access to the One World  Purchasing Module shall have 

full and complete ability to issue requisitions, up to formal level; unless, there is 

another employee(s) designated in their approval path at a different dollar level(s), 

this would include $50,000 level for department/division directors. 

 

3.2.2 All purchases up to formal level will require either the County Manager, County 

Attorney, Hearing Examiner, Elected Official, Procurement Director, and/or their 

designee’s approval. 

 

3.2.3 Constitutional Officers using the Board’s procurement procedures are authorized 

at the $100,000.00 level.  Authorization of other requisitioners within their office 

shall be left at the discretion of the Constitutional Officer. 

 

3.2.4 Overriding One World  Approval – There may be unforeseen circumstances 

when for whatever reason a One World  approver will not be able to approve a 

requisition or order revision.  The most common examples of this are that the 

person is not available to make the approval (i.e. illness or absence) or the 

particular requisition or order revision experiences a software malfunction that 

has disabled the approval process.  In such cases Procurement will have the 

authority, once proper approval from the affected Department/Division has been 

obtained, to override the approval process.  Proper authorization will consist of 

the authorized approver’s explanation of approval and their name, date, etc.  If the 

proper approver is unavailable; then the affected Department/Division Director, or 

higher authority, may approve the document in the same manner. 
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SECTION 4: PROCUREMENT METHODS 

 

The following are acceptable procurement methods involving the issuance of a purchase 

order: 

 

 Outright purchase (no competitive pricing) – this method is used when a 

purchase order is being issued without competitive pricing being requested for 

goods/services up to $50,000.  Procurement may at their discretion obtain a 

minimum of three (3) informal quotes. 

 

 Informal Telephone Quote – this method can be used when competitive pricing 

is desired for purchases up to formal level.  Pricing is requested from vendors 

who are given the exact same information.  Quotes may be received over the 

telephone, by fax, via e-mail or in person.  The purchase is made from the lowest, 

responsive, responsible bidder. 

 

 Informal Written Quote – this method can be used when competitive pricing is 

desired for purchases up to formal level.  Written specifications for the purchase 

are prepared and sent/given to interested vendors.  A minimum of three shall be 

contacted.  Sealed quotes are received in Procurement on a given date at a 

specified time.  Award is normally made to the lowest, responsive, responsible 

bidder. 

 

 Informal Proposals – this method can be used when competitive pricing is 

desired for purchases up to formal level when detailed specifications cannot easily 

be written due to the nature of the goods/services requested.  The scope of 

services is provided to interested vendors.  A minimum of three vendors shall be 

contacted.  Sealed proposals are received in Procurement on a given date at a 

specified time.  Award is normally made based on the specified evaluation criteria 

included in the specifications. 

 

 Formal Quote – (One or Two Step Process) this method is normally used for 

purchases anticipated to be of formal level and above when a detailed 

specification can be written for the purchase.   Specifications are provided to 

interested vendors and quotes are received and opened by Procurement on a 

specified date at a given time.  The quotes are reviewed for responsiveness and 

responsibility.  A recommendation is then made to award the quote to the lowest 

responsive, responsible bidder meeting specifications.  Award is made by the 

appropriate authorization level based on the dollar amount involved for the 

purchase.   

 In a Two step process, the formal process is followed as detailed above, vendors 

are qualified in Step One of this process thru evaluation criteria; and only those 

vendors deemed to be qualified proceed to Step Two where pricing is then 

revealed for comparison (only the pricing of qualified vendors is exposed).  
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 Formal Proposal – (One or Two Step Process) this method is normally used for 

purchases anticipated to be of formal level and above when detailed specifications 

cannot be written or when no fixed criteria exist.  The scope of services is 

provided to interested vendors and proposals are received and opened by 

Procurement on a given date at a specified time.  Normally an evaluation 

committee will meet to evaluate the proposals based on the evaluation criteria 

contained in the specification package.  A recommendation is then made to award 

the proposal to the proposer whose proposal is in the best interest of the County.  

Award is made by the appropriate authorization level based on the dollar amount 

involved for the purchase. 

 In a Two step process, the formal process is followed as detailed above, vendors 

are qualified in Step One of this process thru evaluation criteria; and only those 

vendors deemed to be qualified proceed to Step Two where pricing is then 

revealed for comparison (only the pricing of qualified vendors is exposed).  

 

 Negotiation – per Florida Statute (287.057, if less than two responsive bids or 

proposals for commodity or contractual services purchases are received; the 

department or division may negotiate a contract on the best terms and conditions.  

The department/division shall document the reasons that such action is in the best 

interest of the County in lieu of resoliciting competitive sealed bids or proposals. 
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SECTION 5: REQUISITION PROCEDURE 

 

 

5.0 Requisition Authorization 

 

5.0.1 The One World  requisition process has a built in on-line approval path.  This 

approval path is a combination of the department/division designation and the 

two-character document type.  Each approval path contains any applicable 

approvers for that department/division, or any special approvers required for a 

particular type of purchase. 

 

5.0.2 A department/division is not required to use the on-line approval capability of 

One World .  However, if there are no approvers in a department/division’s 

approval path, the requisitioner, by virtue of being a designated requisitioner, has 

complete authority to enter a requisition up to formal level. 

 

5.0.3 Procurement is in all approval paths with the exception of Public Works at the 

formal quoting level or below to insure that the formal quoting level is adhered to.  

If a waiver, exemption, or other type of pre-approval exists for the goods or 

services being required, Procurement will approve the requisition and it will 

become eligible to be issued into a purchase order.   

 

5.0.4 Any blue sheet dates, quote expiration information, renewal clauses, or any other 

similar information will be included in the Order Attachment of the requisition. 

 

 

5.1 Special Approvals 

 

5.1.1 Certain types of goods or services may require special approval that is not based 

on the dollar amount of the purchase itself, but rather on the actual type of goods 

or services being purchased.  For these special approvals, there are separate 

approval paths as follows: 

 

 OA – The County Attorney’s (or designee) approval is required on certain types 

of legal services such as: expert witness services, court reporting services and 

legal services. 

 

 OF – The Fleet Manager’s (or designee) approval is required on rolling and 

motorized purchases over 5 hp per an Administrative Directive and purchases of 

generators up to 20KW.  Approval is required for the repair of damage from all 

accidents per Fleet Management Policy/Procedure #FV-001. *Lee Tran and Solid 

Waste is exempt from this. 
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 OM – The County Manager’s (or designee) approval is required on certain 

purchases such as emergency purchases (over formal level), charter flights, 

international travel expenses, and non-County employee travel expenses per 

Administrative Code AC-3-21. 

 

 OT – The ITG (Data) Director’s (or designee) approval is required on all 

technology purchases for software, hardware, networking, etc. 

 

*The following departments are exempt from getting ITG’s approval – DOT – 

Tolls, Utilities Automation and E-911. 

 

*Technology purchases made on the County Visa Procurement Card must be 

approved by either ITG department or Procurement department via email or 

memo. 

 

 OU – The Construction & Design Director’s (or designee) approval is required on 

the purchase of any modular furniture. 

 

 O1 – The Contracts Manager (or designee) approval is required on all non-

contract construction and professional services purchases.  (Object Code 503190 

which includes consulting and specialty license such as plumbing, electrical, A/C 

installation etc..) 

 

 OH – The ITG (Phone) Director’s (or designee) approval is required on all 

telephone purchases or services, excluding cellular phones and pagers. 

 

5.1.2 It is the requisitioner’s responsibility to select the appropriate approval path for 

the type of requisition being entered. 

 

5.1.3 If the requisition comes to Procurement without the required approvals, 

Procurement will notify the requisitioner that they must reenter their requisition 

selecting the appropriate approval path and resubmit it for approvals.  The 

original requisition should then be canceled by the requisitioner so that it does not 

accidentally get issued into a purchase order. 

 

5.1.4 When entering requisition(s) for services, and deciding when to use object codes 

503190 vs. 503490, refer to the Uniform Expense Object Code listing that is 

provided to departments/divisions in the back of the Budget Prep Manual, 

provided by Budget. 
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5.2 Requisition Submission 

 

5.2.1 A requisition must be entered by a designated One World  user with a secure 

sign on.  Any changes needed on the requisition side must be done by the 

requisitioner (i.e. local business tax, etc.) 

 

5.2.2 A requisition number will be assigned by the on-line system. 

 

5.2.3 A requisition is entered as a department to handle; it is the department/division 

responsibility to verify that the vendor has proper licensing (i.e. local business 

tax, pesticide, low voltage, etc.) and insurance, if applicable. 

 

5.2.4 A requisition is entered as Purchasing to verify – department to schedule; it is 

Procurement’s responsibility to verify the prices (for commodities), delivery 

timeframe and verify that the vendor has proper licensing (i.e. local business tax, 

pesticide, low voltage, etc.) and insurance, if applicable.  For services, 

Procurement will be responsible for verifying that the vendor has proper licensing 

(i.e. local business tax, pesticide, low voltage, etc.) and insurance, if applicable 

and calling the purchase order number into the vendor.  It is the 

department/division responsibility to schedule the delivery date and time with the 

vendor. 

NOTE: It is the department/division responsibility to provide Procurement with 

any additional instructions in the order attachment to insure the order is placed 

properly. 

 

5.2.5 The requisition will automatically be transmitted through the approval path 

selected at entry. 

 

5.2.6 The requisition can be viewed on-line any time by inquiring on the document 

number assigned or by using the query-by-example (QBE) line on the requisition 

entry screen. 

 

5.2.7 In order to facilitate fiscal year end close out, except for emergency purchases and 

purchases approved by the Procurement Director or designee, no requisitions may 

be submitted during the last 15 days of the fiscal year. 
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5.2.8 When the requesting department prepares a requisition it must include the 

following in the Order Attachment: 

 

 Who – Contact person name and number 

 What – Commodity or Service you are requesting; commodity 

codes don’t give all the pertinent information needed, please 

describe further here 

 When – Date service is to start or date event is to take place 

 Where – Where event is taking place if products are to be delivered 

to another location then add the delivery address 

 Why – Service is needed to accomplish what? 

 Local Business Tax Number – Companies located in Lee County 

must have this number 

 

5.2.9 When the requisition is to be used for in store purchases, it must include the 

following in the Order Attachment: 

 

 Include a statement for the vendor/bidder to “Contact the 

Procurement Director for any attempted unauthorized purchases”. 

 Requesting department should monitor any outstanding balance on 

an open purchase order. 

 When picking up items, you must check out at the Commercial 

Sales counter if one is available. 

 You must present a hard copy of the purchase order and a valid 

County ID for the store clerk to verify. 

 

 Sam’s Club - User departments/divisions send a memo or e-mail to 

Procurement to add/delete employees who are authorized to 

purchase from Sam’s.  Procurement will then fax an updated list to 

our representative at Sam’s.  In order to purchase items from 

Sam’s, the authorized purchaser must bring a copy of the purchase 

order, County ID and go to the Customer Service counter, they will 

verify you are authorized to shop.  After shopping you will go back 

to the Customer Service counter for check out.  
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5.3 Requisition Review 

 

5.3.1 Procurement will review the requisitions received to determine proper preparation 

and authorization. 

 

5.3.2 Procurement will notify the requisitioner by telephone or email of any requisition 

which is: 

 

 Incomplete 

 Improperly authorized 

 Involves a prepurchase, or 

 Any other violation of County policies or procedures 

 

5.4 Public Entity Crime Form (PEC) 

 

5.4.1 Any person or affiliate as defined by statute who has been placed on the convicted 

vendor list following a conviction for a public entity crime may not submit a bid 

or a contract to provide any goods or services to the County; may not submit a bid 

or a contract with the County for construction or repair of a public building or a 

public work; may not submit bids or leases of real property to the County; may 

not be awarded or perform work as a contractor, supplier, subcontractor, or 

consultant under a contract with the County, and may not transact business with 

the County in excess of $25,000.00 for a period of 36 months from the date of 

being placed on the convicted vendor list. 

 

5.4.2 It is the vendor’s responsibility to notify you if they have been convicted of a 

public entity crime. 

 

5.4.3 If a vendor notifies you that they have been convicted of a public entity crime you 

should immediately notify Procurement. 
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5.5 Recurring Requisitions 

 

5.5.1 Enter Requisitions Menu, which has an available copy function. 

 

5.5.2 Each requisition entered can be considered a template and a copy can be made if 

that same good/service is being purchased at a later date. 

 

5.5.3 The copy feature provides a chance to make any necessary changes to the 

requisition at the time of the copy. 

 

5.5.4 For requisitions that will be used from one fiscal year to the next, the copy 

function can be used, any necessary changes made, and the requisition is sent 

through the applicable approval path and is ready to be issued into a purchase 

order for the new fiscal year.  Reminder:  changes made to the purchase order are 

not carried over if they were not also made at the requisition level. 
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SECTION 6: NEW VENDOR SET-UP 

 

 

6.0 New Vendor Set-Up 

 

6.0.1 In order to establish a new vendor for commodities and services, the 

department/division needs to supply Procurement with a completed vendor/bidder 

application and a signed W-9 form to be set up in Address Book.  Procurement 

has 72 hours from receipt of the application to get the new vendor in Address 

Book, if all of the required information has been received. 

 

6.0.2 The application is also available on the internet through Lee County Procurement, 

at www.lee-county.com/purchasing. 

 

6.0.3 No new vendors will be set up without a completed application and W-9 form on 

file.  All vendors applying to do business with Lee County should agree to the 

Hold Harmless and Immigration Laws statement; exceptions to this procedure 

will be discussed with the appropriate parties and may be negotiated as deemed 

necessary.  The application can be provided to the vendor either by Procurement 

or any department/division.  If necessary the application may be waived by the 

Procurement Director. 
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SECTION 7: PURCHASE ORDERS 

 

7.0 Purchase Order Preparation and Issuance 

 

7.0.1 The Purchasing Agents or Buyers will use the on-line inquiry to determine the 

requisitions waiting to be issued. 

 

7.0.2 The requisition will be reviewed for completeness, accuracy and required 

approvals. 

 

7.0.3 The Purchasing Agent or Buyer will determine the method for placing each order 

on an individual basis depending on the goods/services being purchased. 

 

7.0.4 The Purchasing Agent or Buyer will verify and edit information. When creating 

the purchase order pricing, delivery and similar information will be added to the 

purchase order when obtained from the vendor during this process.  

 

7.0.5 The on-line system will issue the purchase order number and the funds will be 

encumbered at this time. 

 

7.0.6 Once the purchase order has been issued, it becomes a permanent record.  All 

revisions to the purchase order will be through the Order Revision process. 

 

7.0.7 The encumbrance of funds will automatically be recorded in the County’s 

accounting records and be charged against the account coding entered on the 

requisition. 

 

7.1 Purchase Order Year-End Cutoff 

 

7.1.1 At the end of each fiscal year, and after Finance has processed final payments all 

outstanding purchase orders will be closed by Procurement.  However, 

departments with incomplete orders may request an “in lieu of” purchase order for 

the new fiscal year. 

 

7.1.2 In order to facilitate the year-end cutoff, except for emergency purchases and 

purchases approved by the Procurement Director or designee, no requisitions may 

be submitted to Procurement during the last 15 days of the fiscal year. 

 

7.1.3 If an order is received before the start of the new fiscal year, the department may 

have it paid from the current fiscal year budget if the invoices (s) are received by 

Finance prior to the announced cutoff date for payments.  In such instances, 

payments will be charged against the current purchase order and an “in lieu of” 

purchase order will not be necessary. 
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7.1.4 If the order is received before the start of the new fiscal year, but the invoice (s) 

are not received in Finance prior to the announced deadline, the department must 

request a new purchase order “in lieu of” the old one.  In such instances, 

payments will be charged against the new purchase order from the new fiscal year 

budget. 

 

7.1.5 Invoices received in October (after the cutoff period) for services rendered in the 

prior fiscal year will be paid on the new fiscal year purchase order if the statement 

“to pay any outstanding invoices for the prior fiscal year and open for current 

fiscal year” is included in the description area, these funds will accrue in the 

previous fiscal year. 

 

7.1.6 To request an “in lieu of” purchase order a department may copy the original 

requisition and submit it through the required approval path. 

 

7.1.7 The requisition must be submitted in accordance with procedures contained in this 

Manual. 

 

7.1.8 The requisition must state in the Order Attachment “in lieu of PO#” and give the 

purchase order number from the prior fiscal year. 

 

7.1.9 The “in lieu of” requisitions are for a specific product or service that has not been 

received or completed in it’s entirety by September 30
th

.  These requisitions can 

only be opened for the remaining balance of the current fiscal year purchase 

order; you cannot add money, products or services to an “in lieu of” requisition. 

The “in lieu of” purchase order, however, will be issued to the same vendor under 

the same terms as the original purchase order but it will be issued for the unpaid 

amount of the original purchase order. 
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SECTION 8: INFORMAL PROCEDURES 

 

8.0 Outright Purchases 

 

8.0.1 Outright Purchase: when a purchase is made with no competitive pricing, it is 

considered an outright purchase.  To process an outright purchase, once a vendor 

has been selected, a requisition is entered and processed, using the outright 

purchase procedure up to $50,000. 

 

8.0.2 Procurement will issue the PO following procedures outlined in this Manual. 

 

8.0.3 Formal and Informal annual quote purchases shall include on the PO the quote 

number, board date (if applicable), and the terms of the contract. 

 

8.0.4 Purchases made from state contracts and/or GSA schedules are recommended for 

use but are optional.  The state contract number and the state contract commodity 

number (if applicable) along with the exempt date shall appear on the purchase 

order.  The General Services Administration (GSA) schedule purchases shall have 

the GSA number along with the exempt date appearing on the PO.  

EXCEPTION:  For state contracts or GSA purchases over formal level, the 

purchase is still exempt from competitive quoting procedures; however it requires 

approval by the Board through the Agenda Item Summary process. 

 

 

8.1 Informal Telephone Quotes 

 

8.1.1 Items or services up to formal level may be acquired through informal telephone 

quotations. 

 

8.1.2 Less than $50,000 the user Department may use this process to procure goods and 

or services. 

 

8.1.3 $50,001 and up to $100K, Procurement will handle the procurement of goods and 

or services.  This requirement may be waived at the Procurement Director’s 

discretion. 

 

8.1.4 Such quotations may be obtained by phone, by fax, via e-mail or in person. 

 

8.1.5 In soliciting informal telephone quotations, a minimum of three vendors must be 

contacted and a minimum of two responsive quotes must be received to call the 

process a quote.  When obtaining informal telephone quotes, vendors must be 

given exactly the same information.  Prices must not be disclosed from one 

vendor to another. 
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8.2 Informal Written Quotes 

 

8.2.1 See Section 9 of this Manual. 

 

8.3 Informal Proposals 

 

8.3.1 See Section 9 of this Manual. 

 

8.4 Purchase Award Procedure 

 

8.4.1 After a vendor has been selected for a purchase: 

 

 Procurement or the requesting department/division shall notify the selected 

vendor of the award of the purchase. 

 

 When a contract is required or desired for the purchase, the contract procedure 

outline in this Manual should be followed. 

 

 Procurement or the requesting department/division shall conclude the details of 

the purchase with the vendor and issue instructions pertaining to such. 

 

 Procurement shall prepare a purchase order for the purchase. 
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SECTION 9: FORMAL PROCEDURES 

 

 

9.0 General 

 

9.0.1 Items or services which are anticipated to be over formal level will normally be 

acquired through formal written quotations or proposals.  The splitting of 

purchase orders to avoid the formal level is prohibited. 

 

9.0.2 Projects less than $50,000 may, at the request of the user department, be 

processed as written informal quotes or proposals. 

 

9.0.3 Projects $50,001 and up to $100,000 will be handled using one of the informal 

processes.  

 

9.0.4 Projects that begin as a formal process but comes in below the formal level still 

requires the local vendor preference language in the quote package.  If local 

vendor preference plays a part in the recommendation of the low responsive 

quoter the quote must go to the Board of County Commissioners for approval. 

*This does not apply to Lee Tran. 

 

9.1 Master Bidder’s List 

 

9.1.1 Procurement will maintain a Master Vendor/Bidder’s List comprised of vendors 

that have requested the opportunity to quote on County purchases, and have 

completed a Vendor/Bidders List application and a signed W-9 form.  If 

necessary the application may be waived by the Procurement Director. 

 

9.1.2 Periodically, Procurement may run a classified advertisement to invite interested 

vendors to be placed on the Master Vendor/Bidders List. 

 

9.1.3 The Master Vendor/Bidder’s List will consist of as many categories as the 

Procurement Director deems necessary. 

 

9.1.4 Procurement shall list vendors in the categories indicated on their application. 

 

9.1.5 Periodically, Procurement may purge the Master Vendor/Bidder’s List by a 

mailing to all listed companies.  Companies who fail to respond affirmatively to 

the mailing will be purged from the list.  Additionally, vendors/bidders with no 

activity over a specified period of time may become inactive. 

 

9.1.6 The Master Vendor/Bidder’s List will be used by Procurement for formal 

quotations and formal sealed proposals. 
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9.2 Addendum to Quote/Proposal Package 

 

9.2.1 An addendum to a quote/proposal package shall be defined as an addition, 

deletion, or change in the already prepared specifications for which an invitation 

has been mailed. 

 

9.2.2 Addenda shall be approved and signed by the Procurement Director or designee.  

The appropriate personnel shall insure that all prospective quoters who have 

received the quote/proposal package are so notified of the addenda by certified 

mail, electronic transmission (i.e. fax, e-mail).  The addenda shall clearly point 

out any additions, deletions or changes to the specifications and conditions. 

 

9.3 Local Vendor Preference 

 

9.3.1 The Board of County Commissioners may give a preference in an amount not to  

exceed 3% of the bid price to local persons, firms, or corporations, in accordance 

with Lee County ordinance 00-10, as amended by ordinance 08-26. 

 

9.3.2 The geographic preference established in the Local Vendor Preference ordinance  

is applicable to all Lee County procurement activities unless otherwise 

specifically noted in the solicitation package.  Provided, however, the Local 

Vendor Preference ordinance is not applicable to procurement activity or 

solicitations involving Federal Transit Administration grant funds. 

 

 

9.4 Outside Purchases 

 

9.4.1 These projects will be authorized as follows: 

 

 $50,000.00     Department/Division Director 

 

 $50,000.01 - $100,000.00  County Manager 

 

 $100,000.01 +    Board of County Commissioners 

 

9.4.2 NOTE: The authorization level required is based on the cost of the original 

period of award.  The cost of exercising renewal options is not considered as part 

of the original awarded cost since they are options not guarantees.  For example:  

a two year lease at $60,000.00 per year requires a $120,000.00 authorization; a 

one year lease with a one year renewal option at $60,000.00 per year requires a 

$60,000.00 authorization. 
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9.4.3 Formal projects may be processed by utilizing one of the following procedures: 

 

 Quote 

 Proposal 

 Waiver 

 Piggyback 

 Emergency 

 Exemption 

 Cooperative 

 Negotiation 

 

 

9.4.4 To acquire items or services, which exceed the formal level, a department director 

or designee should prepare a memorandum or County e-mail requesting such, and 

submit it along with any necessary specifications to Procurement. 

 

9.4.5 After receipt and review, Procurement will recommend any necessary adjustments 

to the process.  Once the finalized procedure is established Procurement will 

follow the process for the requested item or service. 

 

9.4.6 Procurement, in agreement with the requesting department/division, will complete 

the award process. 

 

9.4.7 After a vendor has been selected by the appropriate authorizing authority, the 

requesting department/division should prepare a requisition for the purchase. 

 

9.4.8 Procurement will complete the order once all necessary authorizations to proceed 

is received. 

 

9.5 Formal Written Quotations (One or Two Step Process) 

 

9.5.1 The formal written quotation process will normally be used for purchase of items 

or services over formal level. 

 

9.5.2 Formal quotations will be solicited by Procurement via one of the following 

methodologies: 

 

9.5.3 One Step – Under this scenario, the formal process is followed as detailed below, 

and all vendors responding to the request for quotes are considered with the low 

quoter meeting specifications receiving the award. 
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9.5.4 Two Step – Under this scenario, the formal process is followed as detailed below, 

vendors are qualified in Step One of this process thru evaluation criteria; and only 

those deemed to be qualified proceed to Step Two where pricing is then revealed 

for comparison (only the pricing of qualified vendors is exposed).  Award is made 

to the low qualified quoter meeting specifications. 

 

9.5.5 The Notice to Quoter will be posted on Lee County Procurement’s web page and 

advertised. 

 

9.5.6 Complete packages containing specifications, conditions, forms and instructions 

will be made available to vendors when requested.  If the specifications are 

changed after the initial distribution the addendum procedure will be used to 

notify all holders of specifications.  Vendor/Bidders may download the 

specification package as well as the addendum(s) from Lee County Procurement’s 

web page. 

 

9.5.7 Formal quotations will be received by Procurement and opened by the 

Procurement Director or designee at the prescribed date, time and place. 

 

9.5.8 Procurement will tabulate the formal quotations received and based on the 

department’s recommendation, will process an approval to award according to the 

standard authorization levels. 

 

9.5.9 When reviewing formal quotations, the requesting department will be responsible 

for checking the details and calculations of the quotations received.  Procurement 

will be responsible for auditing all details and calculations in conjunction with the 

requesting department for accuracy and for the quoters’ responsiveness to the 

quote requirements. 

 

9.5.10 Procurement will, based on a recommendation from the department prepare all 

Agenda Item Summaries for award (blue sheet as appropriate). 

 

9.5.11 The user department will be named as requestor on those recommendations 

requiring Board approval (over formal level). 

 

9.5.12 Formal projects will be processed by routing a blue sheet, according to the 

standard authorization level, as follows: 

 

 

 $100,000.01 + - blue sheet (Board level) 
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9.5.13 All sheets will require review and approval by the requesting department then the 

County Attorney’s Office in the routing.  Additional review shall be as listed on 

the sheet as appropriate. 

 

9.5.14 If a formal quotation which required a bond must be rejected, it must be rejected 

by the Board of County Commissioners.  All other formal quotations may be 

rejected at the discretion of the Procurement Director or designee. 

 

9.5.15 Any disputes will be handled according to the Dispute procedure in this Manual. 

 

9.5.16 Procurement will then notify all quoters and the requesting department of the 

action taken. 

 

 

9.6 Informal Written Quotations 

 

9.6.1 The procedure for processing an informal written quotation is similar to the 

formal written quotation with two exceptions:  award does not require the 

processing of a blue sheet, and the bid/proposal protest procedure does not apply. 

 

 

9.7 Formal Proposals 

 

9.7.1 A Proposal is a Procurement method, which due to its uniqueness is based on 

general written guidelines or a written description of need for a service.  This 

method is in place of a rigid specification when no fixed criteria exist. 

 

9.7.2 Formal Proposals may be used for items or services in excess of formal level. 

 

9.7.3 Formal Proposals will be solicited by Procurement. 

 

9.7.4 The Notice to Quoter may be posted on Lee County Procurement’s web page and 

advertised. 

 

9.7.5 Proposals may be processed as a single step procedure where qualifications and 

pricing are submitted and evaluated simultaneously.  Or, a proposal may be 

processed in a multi-step procedure where vendors are first qualified and then 

only the qualified vendors are allowed to offer competitive pricing.  After the 

qualification process, the pool of qualified vendors will compete on a purely cost 

basis.  Award would be made to the “lowest qualified proposer”. 
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9.7.6 Complete packages containing specifications, conditions, forms and instructions 

will be made available to vendors when requested.  If the specifications are 

changed after the initial distribution the addendum procedure will be used to 

notify all holders of specifications.  Vendor/Proposers may download the 

specification package as well as the addendum(s) from Lee County Procurement’s 

web page. 

 

9.7.7 Formal proposals will be received by Procurement and opened by the 

Procurement Director or designee, at the prescribed time, date and place. 

 

9.7.8 Procurement will tabulate the formal proposals received and based on the 

department’s recommendation, will process an approval to award according to the 

standard authorization levels. 

 

9.7.9 Proposals require some degree of creativity from the vendor and shall be applied 

in the same manner, procedurally, as formal written quotations, requiring 

advertising when deemed necessary. 

 

9.7.10 To evaluate competitive proposals, judgmental factors may be used to determine 

if the items being offered meet the purchase description and to evaluate 

competing proposals. 

 

9.7.11 The effective difference between the two is, under competitive sealed quotations, 

once the judgmental evaluation is completed, award is made on a purely objective 

basis to the lowest responsive and responsible quoter.  Under competitive 

proposals, the quality of competing products or services may be compared and 

trade-offs made between price and quality of the products or services offered. 

 

9.7.12 Procurement will, based on a recommendation from the department, prepare all 

Agenda Item Summaries that go before the Board for award, and also all other 

project sheets.  The Procurement Director or designee shall be responsible for 

reviewing and making final recommendations as to the responsible proposer 

whose proposal is in the best interest of the County. 

 

9.7.13 It should be noted that when Procurement is excluded from the evaluation 

process; the Procurement Director is signing off on the appropriate sheet only as a 

facilitator of the Procurement process; and is not making a final recommendation 

as to a responsible proposer whose proposal is in the best interest of the County. 

 

9.7.14 If a formal proposal, which required a bond, must be rejected, it must be rejected 

by the Board.  All other formal proposals may be rejected at the discretion of the 

Procurement Director or designee. 
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9.7.15 Any bid/proposal protest will be handled according to the dispute procedure in 

this Manual. 

 

9.7.16 Procurement will then notify all proposers and the requesting department of the 

action taken. 

 

 

9.8 Informal Proposals 

 

9.8.1 The procedure for processing an informal proposal is similar to the formal 

proposal procedure with two exceptions:  award does not require processing of a 

blue sheet, and the Bid/Proposal Protest procedure does not apply. 

 

9.9 Waiver 

 

9.9.1 Certain formal purchases which are anticipated to be over Board level may be 

acquired through a waiver of the requirement for formal quotations.  A waiver of 

formal written quotations may be requested when there is an urgent need for a 

purchase to be made as soon as possible, when there is only a single source for a 

purchase, or other documented special circumstances. 

 

9.9.2 For waivers on items or services the appropriate authorizing authority will 

complete a Justification for Sole Source and/or Waiver Purchase form (found in 

the Forms Section of this Manual) and forward it to Procurement.  See Section 24: 

Definition of Terms, for a sole source purchase and a waiver purchase. 

 

 

9.10 Specification Safety Review 

 

9.10.1 Purchase descriptions and specifications will, whenever possible, attempt to 

identify safety and protective concerns.  It will be the ultimate responsibility of 

the user and Risk Management to coordinate these requirements. 

 

9.10.2 Special consideration should be given to the purchase and use of equipment that is 

inherently safe. 

 

9.11 Negotiation 
 

Per Florida State Statute (287.057), if less than two responsive bids or proposals 

for commodity or contractual services purchases are received; the department or 

division may negotiate a contract on the best terms and conditions.  The 

department/division shall document the reasons that such action is in the best 

interest of the County in lieu of resoliciting competitive sealed bids or proposals. 
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9.12 Statement of Work (S.O.W.) 

 

9.12.1 A Statement of Work (S.O.W.) is the result of price negotiations between  

 Procurement and the vendor whereby a detailed description of the work to be  

 performed by the vendor – along with the monies that will be paid for that work  

and the time allowed for the work, are clearly delineated.  This process is used 

only when the total cost of the project is less than the informal quoting level of 

$50,000.00. 

 

 

9.13 Vendor Pool 

 

9.13.1 Certain projects, both informal and formal, are processed under a “pool” 

concept; as an example, janitorial quotes.  Procurement maintains a list of pre-

qualified janitorial vendors – which is renewed on an annual basis (vendors may 

apply to join the pool at any time throughout the year).  This “pool” of vendors is 

contacted when a janitorial project goes out to quote; and only those pre-qualified 

vendors are allowed to quote.  
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SECTION 10:  UNIQUE PURCHASES 

 

10.0 Cooperative Purchasing Pursuant to Interlocal Agreement 

 

10.0.1 Lee County Board of County Commissioners has entered into an Interlocal 

Agreement with other local governmental entities to provide for a cooperative 

purchasing effort.  In the event Lee County participates in a cooperative bid under 

this Interlocal Agreement and is not the lead agency, the applicable policies and 

procedures of the lead agency shall govern the solicitation and award process.  

After award is made by the “lead agency”, the requesting department/division will 

enter a requisition following procedures outlined in this manual.  The term “lead 

agency” shall mean the member entity responsible for issuance of the cooperative 

solicitation. 

 

10.0.2 When issuing a purchase order for a commodity or service which is part of a 

cooperative bid, the approval date of the last complete manual revision as well as 

the lead agency’s approval date shall be entered in the Order Attachment since the 

Board has authorized the use of the cooperative bidding process.  The quote 

number shall be entered in the appropriate field of the requisition. 

 

 

10.1 Piggybacking 

 

10.1.1 When goods and services have gone through a competitive quoting process by 

another governmental entity (either formal or informal), we have the ability to 

“piggyback” off their awarded bid and take advantage of the pricing received 

without going through a competitive process ourselves. 

 

10.1.2 Procurement will verify specification and award information, receive permission 

from both the entity and the vendor to piggyback, then issue a purchase order 

following the authorization levels established in Section 3. 

 

10.1.3 Conversely, Lee County will allow other governmental entities to piggyback on 

Lee County’s quotes when requested. 

 

10.1.4 Since piggybacks can be both under and over the formal level, if permission to 

piggyback on the award has been received from both the vendor and the 

governmental entity, a purchase order may be issued. (Board approval is required 

if formal level) 

 

10.1.5 Purchases made from the Annual Florida Sheriff’s Association Vehicle Contract 

shall fall under the piggybacking method. 

 

10.1.6 Purchases made by using the US Communities Government Purchasing Alliance 

contracts shall fall under the piggybacking method. 
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10.1.7 Purchases made by using the Western States Contract Alliance contracts fall 

under the piggybacking method. 

 

10.1.8 Purchases made by using Helping Governments Across the Country Buy 

(HGACBuy) cooperative purchasing program fall under the piggybacking 

method. 

 

10.1.9 Purchases made by using National Association of State Purchasing Officials  

(NASPO) fall under the piggybacking method.  

 

 

10.2 State Contract Purchases 

 

10.2.1 State Contracts have gone through a competitive process.  Use of State Contracts 

has been approved as exempt purchases.  A purchase order may be issued 

provided the total dollar amount of the purchase is less than formal level.  The 

State Contract Number and the exemption date are entered in the Order 

Attachment of the REQUISITION.  

 

10.2.2 When the total dollar amount of the purchase from State Contract exceeds formal 

level an Agenda Item Summary sheet must be processed and routed for the 

Board’s approval of the purchase. 

 

 

10.3 General Services Administration Schedules 

 

10.3.1 A General Services Administration Schedule (GSA) is a price agreement between 

a vendor and the Federal Government. 

 

10.3.2 When a vendor offers GSA schedule pricing to Lee County, the GSA number is 

referenced on the purchase order.  If the total dollar amount of the purchase order 

is less than formal level, a purchase order may be issued.  The GSA schedule 

number and the exemption date are entered in the Order Attachment of the 

REQUISITION.  If the total amount of the purchase exceeds formal level, an 

Agenda Item Summary sheet must be processed and routed for the Board’s 

approval of the purchase. 
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10.4 Reimbursement for Tools  

 

10.4.1 Tools – The Department Director will determine who is required to use tools. 

 

10.4.2 The Department Director or his/her designee is responsible for monitoring 

compliance to requirement. 

 

10.4.3 Any full-time regular mechanic required to use his/her own tools may receive 

reimbursement up to a maximum of $500 per fiscal year toward the expense of 

purchase of new replacement or repair of tools.  As is the case with all other 

equipment, this expense is to be considered in the requiring department’s budget. 

 

 

 

 

 

 

 

 

 

 

 

 

10-3 



APPROVED: 3/14/06 

Revision Date: 11/24/10 

SECTION 11:  EXEMPT PURCHASES 

 

11.0 Exempt Purchases 

 

11.0.1 Exempt purchases are Board approved.  The Board also approves the Procurement 

Manual.  Exempt purchases may either be purchased using a direct voucher 

method or by issuing a purchase order.  When issuing a purchase order for an 

exempt purchase, the approval date on the purchase order will be the approval 

date of the last complete manual revision. 

 

11.0.2 An exemption from the formal competitive process can be requested/obtained for 

various reasons.  Once an exemption has been approved by the Board, purchase of 

the exempt product/service may be made regardless of the dollar amount without 

going through a competitive process, except as specifically provided below. 

 

11.0.3 The following are exempt from competitive quoting requirements, but not Board 

approval if applicable. 

 

11.0.3.1 The purchase of equipment that has gone through the Administrative  

Code procedure, such as State Contracts or Federal General Services 

Administration Schedule, providing the purchase, rental or lease amount 

does not exceed formal level.  If the total purchase amount requested 

exceeds formal level, the purchase is still exempt from competitive 

quoting procedures, however approval by the Board through the Agenda 

Item Summary process is required.  (In this instance only, the approval 

date is the actual board approval date). 

 

11.0.4  The following are exempt from competitive quoting requirements and Board  

 approval and may be purchased using a purchase order. 

 

11.0.4.1 Purchases made from agencies employing the blind and other severely  

handicapped such as RESPECT of Florida, pursuant to Florida Statute 

413. 

 

11.0.4.2 Purchases made from the corporation operating the correctional work plan 

programs (PRIDE of Florida) per Florida Statute 287.042(2)(a). 

 

11.0.4.3 Purchases made from the State of Florida, Department of Management  

Services, Surplus Federal Bureau of Properties, pursuant to Chapter 215, 

Florida Statute , and sections 16 and 17. 
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11.0.4.4 Purchase of Econolite traffic controllers and components; including but 

not limited to software, support, miscellaneous hardware, etc. from 

 TPFL, Inc. for the Department of Transportation. 

 

11.0.4.5 Purchases for the Partnership in Family Building Program. 

 

11.0.5  The following are exempt from competitive quoting requirements and 

Board approval and may be purchased through the direct voucher 

 process. 

 

11.0.5.1  Internal service charges on governmental purchase of goods and services 

                         such as  ITG (Communications and ITG). 

 

11.0.5.2            Any payments made to another governmental entity (local, state or 

federal) unless there is a specific interlocal agreement with a contract 

number and board date.   

 

11.0.5.3            The purchase of utilities, such as water, electric, telephone, natural 

 gas,etc., to include:  impact fees, permit fees, (relocation fees, repairs), 

 etc., relating to the purchase of  utilities (i.e. cable cuts or telephone line 

 repairs must be paid by purchase order).  Maintenance contracts are not 

 exempt. 

 

11.0.5.4            Newspapers, radio stations, and television stations, advertising for all 

departments and divisions. 

 

11.0.5.5           Purchase of titles and related title media formats for the Lee County  

Library System. 

 

11.0.5.6           Computerized and published legal material from West Information  

Publishing Group. 

 

11.0.5.7           Court ordered payments. Payment Requests must show case number, date 

 of signing by Judge and/or resolution date by Board in the backup.  

 

11.0.5.8           Housing and utility assistance payments and related amendments and  

documents. 

 

11.0.5.9 Payment for hospital care under the Health Care Responsibility Act  

pursuant to Florida Statute Section 154.306.  
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11.0.5.10 Payment for the County’s portion of hospital and nursing home care for  

Medicaid eligible recipients pursuant to Florida Statue Section 409.915. 

 

11.0.5.11 Payment for initial costs of medical examinations, x-rays and medical 

treatment of abused, abandoned, or neglected children pursuant to Florida 

Statute Section 39.304 

 

11.0.5.12 Purchases made from the Florida Bar, which is a branch of the Supreme  

Court of Florida. 

 

11.0.5.13 Funds disbursed under the Attractions Co-Op Marketing Program and  

Event Marketing Program up to formal level. 

 

11.0.5.14 Purchasing by Lee County Department of Human Services – Housing 

for the purpose of new construction, acquisitioned of vacant land and/or 

rehabilitation of existing houses that does not exceed $150,000.  Any 

purchase over $150,000.00 will require Board of County Commissioners 

approval.  Such purchases are solely for rehabilitation or construction or 

replacement of affordable and/or supportive housing for use by the 

elderly, disabled, low income families and hurricane survivors for 

revitalization in targeted neighborhoods. The County Manager’s signature 

is required for purchases over $50,000.00.  Board approved on 10/31/06.  

 

11.0.5.15  Lee County’s annual membership in the Florida Association of Counties. 

 

11.0.5.16 Direct Material Purchases – exempt as long as authorized by Board on 

Agenda Item Summary as part of original construction contract award. 

The date approved by the Board must be entered into the “quote field” 

on the requisition in OneWorld and the Board approved Agenda Item  

Summary must be added as an attachment to the requisition. 
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SECTION 12:  EMERGENCY PURCHASES 

 

12.0 Emergency Purchase Policy 

 

12.0.1 While procurement procedures involving competitive bidding is desirable for 

most purchases, when an emergency arises, it is necessary to short cut the normal 

procedures.  For this reason, the County has adopted an emergency purchase 

procedure. 

 

12.1 Definition of an Emergency 

 

12.1.1 For purchasing purposes, an emergency is defined as: an unforeseen situation in 

which there is a breakdown of County service and an urgent need exists to restore 

such service, in order to avoid serious and adverse consequences affecting the life, 

health, welfare, or property of the citizens of Lee County. 

 

12.2 Emergency Purchase Follow-up 

 

12.2.1 When an emergency purchase has been made, within three working days 

afterward, the department will follow-up the purchase with the preparation and 

submission of a requisition. 

 

12.2.2 The department will prepare and submit a requisition.  The fact that the purchase 

was an emergency purchase should be “highlighted” in the Order Attachment 

along with the justification, as it relates to 12.1.1. 

 

12.2.3 Established approval paths will apply to Emergency purchases. 

 

 

12.3 Emergency Purchase Authorization 

 

12.3.1 Emergency purchases are authorized when there is an emergency, and there is an 

immediate need for items or services to deal with the emergency. 

 

12.3.2 If the emergency occurs during normal working hours, the department must 

attempt to obtain appropriate authorization for the purchase through telephone or 

verbal communications, then notifying Procurement and submitting a requisition. 

 

12.3.3 In an emergency situation, the County Manager or designee may authorize an 

emergency purchase of Board level authorization and waive any bid requirement. 
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12.3.4 If the emergency occurs at night, on weekends, or on holidays, the department 

director/division director or designee may initiate independent action. 

 

 

12.4 Emergency Purchase Under Board Level Authorization 

 

12.4.1 If a purchase is, below formal level, the requisition is to be sent down the 

appropriate approval path for “after the fact” approval of the purchase within 

three working days. 

 

12.5 Emergency Purchases of Board Level Authorization 

 

12.5.1 For emergency purchases of Board level authorization, the department must 

obtain the authorization of the County Manager or designee prior to the purchase. 

 

12.5.2 The division director (or designee) will notify the appropriate department director 

or designee who will notify the County Manager or designee of the emergency 

and request verbal authorization to make the emergency purchase. 

 

12.5.3 With authorization from the County Manager, or designee the department director 

or designee or division director or designee may make the necessary purchases of 

the needed items or services. 

 

12.5.4 If the purchase is authorized, the County Manager or designee will recommend to 

the Board their “after the fact” approval of the purchase at their next regularly 

scheduled meeting. 

 

 

12.6 State of Local Emergency 

 

12.6.1 In the event a State of Local Emergency is declared by the Board of County 

Commissioners and/or their designee, and Lee County is still operational, a 

requisition would be entered through the appropriate path for any services or 

purchase of commodities. The date the Board declared the State of Local 

Emergency shall be entered in the order attachment for authorization of the 

purchase(s).  If Lee County is not operational (i.e. no power, etc.), Disaster 

Purchase Orders (DPO) will be used to procure the goods and/or services needed. 

Refer to Section 13.3.4 for procedures for the use of Disaster Purchase Orders. 
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SECTION 13: DISASTER PURCHASE ORDER PROCEDURES  
  

13.0   Purpose:  

  

13.0.1 To provide guidelines for emergency purchasing operations and record 

keeping procedures in the event a natural disaster (such as a hurricane) or 

a man-made disaster strikes Lee County. Following these guidelines will 

help ensure that purchasing operations continue in the face of such a 

disaster and emergency supplies and services are procured as quickly as 

possible.  

  

13.0.2  The Division of Procurement distributes pre-numbered Disaster Purchase 

Orders (hereinafter referred to as DPOs) to the County departments and 

divisions to be used in the event of a STATE OF LOCAL EMERGENCY, 

which is declared by Lee County Board of County Commissioners and/or 

their designee. This declaration is in accordance with Lee County 

Ordinance No. 87-1.  

  

13.0.3 Lee County Ordinance No. 87-1 defines Emergency as any significant 

occurrence, whether accidental, natural, caused by man, in war or peace, 

which results or may result in substantial injury or harm to the population 

or substantial damage to or loss of property.  

  

13.0.4 Any emergency purchases other than those under a declared “STATE OF 

LOCAL EMERGENCY” by the Board of County Commissioners shall be 

processed in accordance with the Emergency Purchase Section of the 

Procurement Manual. Exception: If a State of Local Emergency is 

declared and Lee County is still operational, see section 12.6 of this 

manual.  

  

13.0.5   The pre-numbered DPOs are to be issued to the vendors at the time of 

purchase to serve as an official document authorizing the vendors to sell 

their goods or services to Lee County Government, and to give Lee 

County’s requesting department, Lee County Division of Procurement and 

the Clerk of Courts Finance Division proper documentation and backup 

for the procurement of goods and/or services.  

  

13.1   Background:  

 

13.1.1 In the aftermath of a disaster, the County may lose electrical power and 

telephone communications for an indeterminate period of time. The 

department/divisions will not have use of a computer or normal office 

equipment, and may be unable to contact vendors. If the area is damaged 

severely, local vendors will be stricken as well and cannot be expected to 

provide emergency supplies and services immediately following the 

disaster.  



APPROVED: 7/9/02 

Revision Date: 11/24/10 13-2 

13.2   Policy:  

 

13.2.1  In the event of a disaster, records and reports are required to support 

requests for reimbursement of Lee County public funds expended as a 

direct result of the disaster. It is therefore imperative that the practices 

outlined in this procedure be implemented to ensure accurate record 

keeping in the aftermath of a disaster.  

  

13.3   Procedures:  

 

13.3.1.1 Overview of Emergency Operations Center Operations 

 

The Emergency Management Division will be coordinating all emergency 

operations out of the Emergency Operations Center (hereinafter referred to 

as EOC).  Within twenty-four hours after the initial occurrence passes, 

each department supervisor will conduct a basic damage assessment of 

their facilities, document their findings and report their department status 

to Emergency Operations Center. The basic damage assessment will 

include the extent of damage to County property and an estimate of what 

is needed in repairs.  County Risk Management will be available at EOC 

to assist department staff with processing insurable losses, including 

providing insurance adjustors when required to inspect and document 

County owned insurable losses. 

 

13.3.1.2  Following the declaration of an emergency or disaster area, Federal 

Disaster Assistance may be made available to Lee County. The Federal 

Emergency Management Agency (FEMA) is the Federal Agency charged 

with the responsibility of administering all Federal disaster assistance to 

State and Local governments.  

  

13.3.1.3 To prepare for a disaster situation, Chapter 252, Florida Statutes states that 

under the County’s “Declaration of Local Emergency,” political 

subdivisions are given the authority to waive certain procedures and 

formalities otherwise required of them. During the declared emergency 

period, many normal procedures and requirements may be suspended in 

accordance with this provision.  

  

13.3.2   Procedures for Disbursement of Disaster Purchase Orders  

  

13.3.2.1 The DPO differs in format from the regular purchase order format being 

used for day-to-day purchases. The 4-part form is designated as follows:  

 • White – Vendor Copy  

 • Yellow – Procurement Copy  

 • Pink – Finance Copy  

 • Goldenrod – Department Copy  
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13.3.2.2  The Division of Procurement will issue the number of DPOs requested by 

the user department to the department/division director or designee.  

  

13.3.2.3 A log will be kept by the Division of Procurement showing the quantity of 

pre-numbered DPOs issued to each department/division director or 

designee and the numbers of the DPOs issued.  

  

13.3.2.4 The department/division director or their designee must sign for the DPOs. 

It is highly recommended that control of these DPOs be assigned to a 

designated employee in the department.  

  

13.3.2.5 The department/division director should issue DPOs to their designated   

employees out in the field at the various locations under his/her authority 

and supervision. Each DPO must be accounted for at all times by the 

department/division director that has signed for and received them. These 

DPOs will be valid for ongoing fiscal years unless the procedure or the 

format is changed.  

  

13.3.3  Procedure for Use of Disaster Purchase Orders  

  

13.3.3.1 In the event the DPOs must be used, the following procedures should be 

followed:  

  

13.3.3.2 The department/division director’s designated employee, having proper 

authorization, would either procure the goods and/or services by telephone 

or in person. In the event of a major disaster telephone, service may be 

out-of-service throughout the County. Authorization may be given to a 

County employee by the department/division director’s designated 

employee to pick up the materials.  

 

 • The employee designated to pick-up the materials shall verify that all 

required information has been completed on the DPO.  

 

 Upon pick-up or delivery the white (top) copy of the DPO will be given to 

the vendor’s representative. The employee shall immediately return the 

completed DPO form to the department/division director’s designated 

employee.  

  

13.3.3.3 The department/division director’s designated employee shall verify that 

all required information has been completed, sign the form and 

immediately forward it to his/her department/division’s administrative 

office.  

  

13.3.3.4 Upon receipt of the completed DPO, the department/division director or 

designee shall review the completed DPO and, if properly completed, 

forward the appropriate copies to the Procurement and Finance Divisions.  
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13.3.3.5 Procurement’s yellow copy of the completed DPO will be filed to serve as 

documentation and backup.  

  

13.3.3.6 The Finance Division will receive the pink copy of the DPO for their 

records.  

 

13.3.3.7 At the time Finance receives the pink copy of the DPO and the vendor’s 

invoice, they will review all documents; and if all is in order and 

approved, payment will be processed to the vendor.  

 

13.3.3.8 At some point in time a requisition must be entered into the purchasing 

system by the requesting department and processed into a purchase order 

by following Procurement procedures outlined in other sections of this 

manual. The DPO number should be referenced in the Order Attachment 

of the PO when the PO is issued. Issuance of the PO must be done in order 

for the financial and budgetary databases to be updated and accurate. 

Payments will be processed to the vendor through use of the DPO and 

payments will be transferred by the Finance Division to the purchase order 

issued for that transaction.  

 

13.3.3.9 Any Emergency Purchases other than those declared to be a “STATE OF 

LOCAL EMERGENCY” by the Board of County Commissioners shall be 

processed in accordance with the Emergency Purchase Section of the 

Procurement Manual.  

 

13.3.4   Documentation of Emergency or Disaster-Related Costs  

  

13.3.4.1 All records and reports required to support requests for reimbursement of 

Lee County funds expended, as a direct result of a disaster must be 

original for audit purposes. Departments should keep all original 

documentation.  

  

13.3.4.2 Keeping accurate documentation will make validation quicker and easier 

by providing you with the information that the State and FEMA will need 

to see. A set of six optional summary forms has been developed to assist 

you in organizing your project documentation. The summary forms are:  

 

 • Force Account Labor Summary (FEMA Form 90-123)  

 

Used to record your personnel costs.  

 • Force Account Equipment Summary (FEMA Form 90-127)  

 

Used to record your equipment use costs.  

 • Material Summary Record (FEMA Form 90-124)  
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Used to record the supplies and materials that you take out of stock or 

purchase.  

 • Rented Equipment Summary Record (FEMA Form 90-125)  

 

Used to record the costs of rented or leased equipment.  

 • Contract Work Summary Record (FEMA Form 90-126)  

 

Used to record the costs of work you have done by contractor.  

 • Applicant’s Benefits Calculation Worksheet (FEMA Form 90-128)  

 

Used to record fringe benefit pay for employees.  

 

13.3.4.3  Electronic copies of all Federal Public Assistance forms may be 

downloaded over the Internet from FEMA’s website 

http://www.fema.gov/government/grant/pa/forms.shtm 

  

13.3.4.4  Budget Services will serve as a clearinghouse agency approve and sign off 

on all Lee County FEMA project worksheets and will be responsible for 

disbursing funds, upon receipt from any financial recovery granting 

agency. 

 

13.3.4.5 FEMA will not reimburse for blanket agreements. Each purchase order or 

contract for emergency supplies or services must be site specific, and must 

also contain pertinent information such as: who, what, where, when, why, 

and for how long.   

 

13.3.4.6  Following and/or during a declared “STATE OF LOCAL  

EMERGENCY”, in the interest of expediency, Chapter 252, Florida 

Statutes provides the authority to waive procedures and formalities 

otherwise required of political subdivisions, to allow whatever action is 

necessary to ensure the health, safety and welfare of the community. 

Therefore, purchases may be exempt from bid/quote requirements. Where 

possible, Departments shall develop a list of pre-qualified vendors who 

have undergone a proposal or bid process in order to avoid any delays in 

emergency procurements.  It is important this list remains current and 

affords free and open competition.  

 

13.3.4.7 Renting and leasing equipment and materials shall be given precedence 

over outright procurement, unless it is cheaper to buy the equipment than 

to rent or lease it (i.e., purchasing chain saws vs. renting them on a daily 

basis; purchasing using a lease to purchase option). FEMA encourages 

requests for reimbursement on rented items.  

 

13.3.4.8 Oral contracts can severely jeopardize the County’s ability to receive 

reimbursement from FEMA. Agreements must specify in writing 

quantities, prices and specific items being purchased.  

http://www.fema.gov/government/grant/pa/forms.shtm
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13.3.4.9  Be careful about out-of-state vendors submitting bogus bid bonds or 

worthless payment and performance bonds. To protect the County, bonds 

must be issued by or countersigned by an agent authorized to do business 

in Florida. Be sure that the performance bond covers all costs associated 

with the project. Do not allow an irrevocable line of credit to be 

substituted for a performance bond.  

 

13.3.4.10  Vendors who have been debarred, suspended or considered ineligible by  

FEMA or by the State of Florida will not be engaged in disaster recovery 

work.  

 

13.3.4.11 Contracts for removal of debris or wreckage should be based on fixed 

price, unit price (i.e. cubic yard) or lump sum. Avoid time and materials 

contracts.  In the event a time and materials contract is necessary due to 

exigency or where a clear scope of work cannot be obtained; Departments 

must monitor the contractors work closely to ensure expeditious and 

accurate performance of the contract.  Where possible, when these 

situations exist, time and materials contracts should be converted to unit 

price or lump sum as quickly as possible, usually within 72 hours.  In all 

instances however, where a time and materials contract is used, it must 

include a maximum ceiling or not to exceed amount. 

  

13.3.4.12  Contracting for construction work should be based, whenever possible on 

competitive bids.  

 

13.3.4.13 To the extent feasible and practicable, contractors residing or doing 

business primarily within Lee County must be engaged in disaster 

recovery work. FEMA wants to encourage contractors to support the local 

economy. All contracts entered into which will involve FEMA claims 

must state that the contractors will use materials and supplies and hire 

laborers to the extent possible within the disaster area.  

 

13.3.4.14  Avoid executing contingency contracts or “cost plus” contracts. They may 

be illegal under current FEMA guidelines. 

 

It is imperative that contractors understand what information is necessary 

for FEMA reimbursement.  At a minimum, invoices should be 

accompanied with a detailed description of what work was performed 

including quantities, unit prices, personnel used, equipment used etc.  

FEMA requires the same information for contract reimbursement as they 

would from departments using their own forces to accomplish the work.  

This is particularly important where a time and expense contract is being 

used. 
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SECTION 14:  BID/PROPOSAL PROTEST PROCEDURE 

(Administrative Code AC-4-2 Bid Protest Hearing Guide) 

14.0     General 

 

For all formal quotes and proposals (over formal level) the Bid/Proposal Protest 

Procedures must be included in all quote/proposal documents and for each phase 

of the procurement, if a 2-step process. 

 

14.0.1 Any contractor/vendor/firm that has submitted a formal bid/quote/proposal to Lee 

County, and who is adversely affected by an intended decision with respect to the 

award of the formal bid/quote/proposal, shall file with the County’s Procurement 

Director or Assistant County Manager a written “Notice of Intent to File a 

Protest” not later than 72 hours (excluding Saturdays, Sundays and Legal 

Holidays) after receipt of a “Notice of Intended Decision” from the County with 

respect to the proposed award of the formal bid/quote/proposal. 

 

14.0.2 The “Notice of Intent to File a Protest” is one of two documents necessary to 

perfect a Protest.  The second document is the “Formal Written Protest”, both 

documents are described below. 

 

14.0.3 The “Notice of Intent to File a Protest” document shall state all grounds claimed 

for the Protest, and clearly indicate it as the “Notice of Intent to File a Protest”.  

Failure to clearly indicate the “Intent to file the Protest” shall constitute a waiver 

of all rights to seek any further remedies provided for under this Protest 

Procedure. 

 

14.0.4 The “Notice of Intent to File a Protest” shall be received (“stamped in”) by the 

Procurement Director or Assistant County Manager not later than Four O’clock 

(4:00) PM on the third working day following the day of receipt of the County’s 

Notice of Intended Decision. 

 

14.0.5 The affected party shall then file its Formal Written Protest within Ten calendar 

days after the time for the filing of the Notice of Intent to File a Protest has 

expired.  Except as provided for in the paragraph below, upon filing of the Formal 

Written Protest, the contractor/vendor/firm shall post a bond, payable to the Lee 

County Board of County Commissioners in an amount equal to five percent (5%) 

of the total bid/quote/proposal, or Ten Thousand Dollars ($10,000.00), whichever 

is less.  Said bond shall be designated and held for payment of any costs that may 

be levied against the protesting contractor/vendor/firm by the Board of County 

Commissioners, as the result of a frivolous Protest.  

 

14.0.5.1A contractor/vendor/firm is not required to post a protest bond for any FTA  

funded procurements. 
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14.0.6 A clean, Irrevocable Letter of Credit or other form of approved security, payable 

to the County, may be accepted.  Failure to submit a bond, letter of credit, or other 

approved security simultaneously with the Formal Written Protest shall invalidate 

the protest, at which time the County may continue its procurement process as if 

the original “Notice of Intent to File a Protest” had never been filed. 

 

14.0.7 Any contractor/vendor/firm submitting the County’s standard bond form 

(CMO:001), along with the bid/quote/proposal, shall not be required to submit an 

additional bond with the filing of the Formal Written Protest. 

 

14.0.8 The Formal Written Protest shall contain the following: 

 

 County bid/quote/proposal identification number and title. 

 

 Name and address of the affected party, and the title or position of the 

person submitting the Protest. 

 

 A statement of disputed issues of material fact.  If there are no disputed 

material facts, the Formal Protest must so indicate. 

 

 A concise statement of the facts alleged, and of the rules, regulations, 

statutes, or constitutional provisions, which entitle the affected party to 

relief. 

 

 All information, documents, other materials, calculations, and any 

statutory or case law authority in support of the grounds for the Protest. 

 

 A statement indicating the relief sought by the affected (protesting) party. 

 

 Any other relevant information that the affected party deems to be 

material to the Protest. 
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14.0.9 Upon receipt of a timely filed “Notice of Intent to File a Protest”, the Procurement 

Director or Assistant County Manager  (as appropriate) may abate the award of 

the formal bid/quote/proposal as appropriate, until the Protest is heard pursuant to 

the informal hearing process as further outlined below, except and unless the 

County Manager shall find and set forth in writing, particular facts and 

circumstances that would require and immediate award of the formal 

bid/quote/proposal for the purpose of avoiding a danger to the public health, 

safety or welfare.  Upon such written finding by the County Manager, the County 

Manager may authorize an expedited Protest hearing procedure.  The expedited 

Protest hearing shall be held within 96 hours of the action giving rise to the 

contractor/vendor/firm’s Protest, or as soon as may be practicable for all parties.  

The “Notice of Intent to File a Protest” shall serve as the grounds for the affected 

party’s presentation and the requirements for the submittal of a formal, written 

Protest under Section 14.0.5, to include the requirement for a bond, shall not 

apply. 

 

14.0.10The Dispute Committee shall conduct an informal hearing with the protesting 

contractor/vendor/firm to attempt to resolve the Protest, within seven working 

days (excluding Saturdays, Sundays and Legal Holidays) from receipt of the 

Formal Written Protest.  The Chairman of the Dispute Committee shall ensure 

that all affected parties may make presentations and rebuttals, subject to 

reasonable time limitations, as appropriate.  The purpose of the informal hearing 

by the Dispute Committee, the protester and other affected parties is to provide an 

opportunity:  (1) to review the basis of the Protest; (2) to evaluate the facts and 

merits of the Protest; and (3) to make a determination whether to accept or reject 

the Protest. 

 

14.0.11Once a determination is made by the Dispute Committee with respect to the 

merits of the Protest, the Dispute Committee shall forward to the Board of County 

Commissioners its recommendations, which shall include relevant background 

information related to the procurement. 

 

14.0.12 Upon receiving the recommendation from the Dispute Committee, the Board of 

County Commissioners shall conduct a hearing on the matter at a regularly 

scheduled meeting.  Following presentations by the affected parties, the Board 

shall render its decision on the merits of the Protest. 
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14.0.13 If the Board’s decision upholds the recommendation by the Dispute Committee 

regarding the award, and further finds that the Protest was either frivolous and/or 

lacked merit, the Board, at its discretion, may assess costs, charges, or damages 

associated with any delay of the award, or any costs incurred with regard to the 

Protest.  These costs, charges or damages may be deducted from the security 

(bond or letter of credit) provided by the contractor/vendor/firm.  Any costs, 

charges or damages assessed by the Board in excess of the security shall be paid 

by the protesting contractor/vendor/firm within 30 calendar days of the Board’s 

final determination concerning the award. 

 

 

14.0.14 All formal bid/quote/proposal solicitations shall set forth the following statement: 

 

“FAILURE TO FOLLOW THE BID PROTEST PROCEDURE 

REQUIREMENTS WITHIN THE TIMEFRAMES AS PRESCRIBED 

HEREIN AND ESTABLISHED BY LEE COUNTY BOARD OF COUNTY 

COMMISSIONERS, FLORIDA, SHALL CONSTITUTE A WAIVER OF 

YOUR PROTEST AND ANY RESULTING CLAIMS.” 
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SECTION 15:  BID/PROPOSAL PROTEST DISPUTE COMMITTEE 

 

 

15.0 Bid/Proposal Protest Dispute Committee 

 

15.0.1 A Dispute Committee shall be responsible for conducting an informal hearing 

with the protesting contractor/vendor/firm. 

 

15.0.2 For a formal bid/quote/proposal, the Dispute Committee members will be the 

Procurement Director or designee as permanent chairman; a representative from 

the County Manager’s Office; and a department director/division director, 

appointed by the Chairman. 

 

15.0.3 The Fleet Director, Solid Waste Director, Transit Director or his/her designee 

may serve as a Dispute Committee member in place of the department/division 

director when rolling or motorized equipment is to be purchased, or when the 

quote pertains to Fleet Management, Solid Waste, Transit. 

 

15.0.4 The County Attorney or designee shall attend these informal hearings to provide 

legal counsel, but shall not be a voting member. 

 

15.0.5 The Procurement Director or designee may reject a Formal Quotation that has 

been reviewed by the Dispute Committee and has been recommended for 

rejection so long as a bond (not including bonds submitted with a formal written 

Protest) was not required. 

 

15.0.6 The Procurement Director or designee may return protest bonds for protests that 

are either resolved or withdrawn prior to presentation to the Board of County 

Commissioners. 

 

 

15.1 Protests Involving Grant Funding 

 

15.1.1 If required by the grant document, it shall be the responsibility of the requesting 

department or division to notify the grant source immediately of any grant 

funding involved in a project for which a Notice of Intent to File a Protest is 

received. 
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SECTION 16:  VENDOR NAME CHANGE 

 

 

16.0 Vendor Name Changes 

 

16.0.1 When a vendor who has been awarded a formal written quotation or a formal 

proposal has a name change through a merger, acquisition, etc., Procurement will 

verify the name change and the new vendor’s willingness to provide the items or 

services under the same terms and conditions.  Once verification is complete, 

Procurement will notify any affected departments or divisions so that proper 

measures can be taken to change all affected records. 

 

16.0.2 Procurement also has the authorization to accept and validate a vendor name 

change on an informal written quotation or informal proposal. 
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SECTION 17:  QUOTE OR PROPOSAL TERMINATIONS 

 

 

17.0 Quote or Proposal Terminations 

 

17.0.1 If a vendor who has been awarded a formal project, submits a request to terminate 

the quote, Procurement will, after careful review, either approve or deny the 

request to terminate. 

 

17.0.2 Procurement will have the authority to terminate any informal written quotation 

or informal proposal when it has been determined to be in the best interest of Lee 

County. 

 

 

17.1 Vendor Withdrawal From Quote/Proposal 

 

17.1.1 Any vendor who has voluntarily withdrawn from a formal quote/proposal without 

the County’s mutual consent during the contract period shall be barred from 

further County procurement for a period of 180 days.  The vendor may apply to 

the Board for waiver of this debarment.  Such application for waiver of debarment 

must be coordinated with and processed by Procurement. 
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SECTION 18:  CONTRACT PROCEDURE 

 

18.0 Contracts in the Procurement Process - A contract is required for the purchase 

of any goods or services that will require longer than one fiscal year to complete, 

crosses fiscal years, or where more than one payment is required by any fiscal 

year. 

 

18.0.1 Because legal protection is necessary in purchasing transactions, the County has 

adopted certain requirements and procedures pertaining to the preparation, 

execution, and monitoring of Procurement contracts. 

 

18.0.2 The contract procedure used depends on the dollar amount of the contract.  There 

are two procedures for processing contracts: (1) informal contracts (to formal 

level), (2) Board level contracts.  Follow whichever procedure applies to your 

purchase. 

 

 

18.1 Informal Contract Requirements & Preparation 

 

18.1.1 For Procurement purposes, a contract is any formal written agreement between 

Lee County and a selected vendor for a particular purchase.  A contract may be 

executed by any authorized requisitioner within their authorized dollar level. 

 

18.1.2 A contract may be required for a particular purchase, if deemed necessary and 

requested by the requesting department or if required by the vendor. 

 

18.1.3 Authority to sign service and/or maintenance agreements, leases, contracts and 

service provider agreements for the County shall be per the authorization levels in 

this Manual. 

 

18.1.4 The initiating department preparing a contract will need to have the contract 

signed by each applicable department/division as it completes its review. 

 

18.1.5 In preparing a contract, the County Attorney should be consulted for legal review 

of the contract documents. 

 

 

18.2 Informal Contract Execution 

 

18.2.1 Procurement contracts for the County will be executed as follows: 

 

18.2.2 For County required contracts, the requesting department will have the selected 

vendor execute the contract first. 
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18.2.3 Originals of the contract document will be forwarded to the vendor with 

instructions to execute the contract. 

 

18.2.4 The vendor will return all copies of the contracts and any required certificates of 

insurance to the requesting department. 

 

18.2.5 For vendor required contracts, the requesting department will refer all contract 

documents to the County Attorney for review and approval. 

 

18.2.6 After the County Attorney’s review and approval, the contract documents will be 

returned to the requesting department/division for execution of the contact by the 

County first. 

 

 

18.3 Informal Contract Recording Procedure 

 

18.3.1 A document or agreement, as a result of an informal contract, should be reviewed 

by the County Attorney’s Office and if approved, signed by appropriate County 

staff under the following conditions: 

 

 A contract is for longer than one fiscal year, crosses fiscal years, or more than one 

payment is required by any fiscal year. 

 

18.3.2 For monitoring and control purposes, the document or agreement then is 

forwarded to the Minutes Department to be reviewed for administrative approval.   

 

 

18.4 Informal Contract Encumbrances 

 

18.4.1 The department/division will be required to enter a requisition into the on-line 

system. 

 

18.4.2 After requisition entry a PURCHASE ORDER for the contract will be issued. 

 

 

18.5 Formal Contract Requirements & Preparation 

 

18.5.1 For Procurement purposes, a contract is any formal written agreement between 

Lee County and a selected vendor for a particular purchase.  A contract may be 

executed by any authorized requisitioner within their authorized dollar level. 

 

18.5.2 A contract may be required for a particular purchase, if deemed necessary and 

requested by the requesting department, the Procurement Director, the County 

Manager, or if required by the vendor. 
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18.5.3 Authority to sign service and/or maintenance agreements, leases, contracts and 

service provider agreements for the County, through level four authorization shall 

be per the authorization levels in this Manual. 

 

18.5.4 When required, all contracts will be prepared by County staff. 

 

18.5.5 Procurement, in preparing a contract, will attach a Contract Review Checklist 

(See Forms in this Manual) to the contract to be signed by each applicable 

department/division as the review is completed. 

 

18.5.6 In preparing a contract, Risk Management should be consulted to insure that the 

proper insurance requirements are included in the contract documents. 

 

18.5.7 In preparing a contract, the County Attorney should be consulted for legal review 

of the contract documents. 

 

 

18.6 Formal Contract Execution 

 

18.6.1 Procurement contracts for the County will be executed as follows: 

 

18.6.2 For County required contracts, the requesting department will have the selected 

vendor execute the contract first. 

 

18.6.3 Originals of the contract document will be forwarded to the vendor with 

instructions to execute the contract. 

 

18.6.4 The vendor will return all copies of the contracts and any required bonds or 

certificates of insurance to the requesting department. 

 

18.6.5 All contract documents should be referred to the County Attorney for review and 

approval prior to submission to the County Manager or designee. 

 

18.6.6 Contracts under formal level may be approved at the appropriate level as per this 

Manual.  Over formal level, the contract may be authorized by a County Manager, 

County Attorney, Hearing Examiner, Constitutional Officer, etc. or designee. 

 

18.6.7 After the County Attorney’s review and approval, the contract documents will be 

returned to Procurement. 

 

18.6.8 Procurement will be responsible for handling of the contract documents during 

signature, recording and attestation. 
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18.7 Formal Contract Recording Procedure 

 

18.7.1 After the contract document has been signed, it will be forwarded to the Minutes 

Department for official attestation. 

 

 

18.8 Formal Contract Encumbrances 

 

18.8.1 County contracts no longer need to be encumbered through the issuance of a 

purchase order.  Instead, the contract itself will be created in One World , and 

will function as the purchase order by encumbering the funds. 

 

18.9 Board Level Contract Requirements & Preparation 

 

18.9.1 For Procurement purposes, a contract is any formal written agreement between 

Lee County and a selected vendor for a particular purchase.  A Board level 

contract may only be executed by the Chairman or Vice-Chairman of the Board 

after the Board has approved entering into the contract. 

 

18.9.2 A contract may be required for a particular purchase, if deemed necessary and 

requested by the requesting department, the Procurement Director, the County 

Manager, the Board of County Commissioners or if required by the vendor. 

 

18.9.3 When required, all contracts will be prepared by County staff, unless required by 

a vendor. 

 

18.9.4 Procurement will prepare and attach a Contract/Agreement Review Checklist (See 

Forms in this Manual) to the contract to be signed by each applicable 

department/division as it completes its review. 

 

18.9.5 In preparing a contract, Risk Management should be consulted to insure that the 

proper insurance requirements are included in the contract documents. 

 

18.9.6 In preparing a contract, the County Attorney must be consulted for legal review of 

the contract documents. 

 

 

18.10 Board Level Contract Execution 

 

18.10.1 Procurement contracts for the County will be executed as follows: 

 

18.10.2 For County required contracts, the requesting department will have the selected 

vendor execute the contract first. 
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18.10.3 Originals of the contract document will be forwarded to the vendor with 

instructions to execute the contract. 

 

18.10.4 The vendor will return all copies of the contracts and any required bonds or 

certificates of insurance to the requesting department. 

 

18.10.5 All contract documents will be referred to the County Attorney for review and 

approval prior to submission to the Chairman of the Board for signature. 

 

18.10.6 A contract over formal level may be executed only after the approval of the 

Board and by the signature of the Chairman or Vice-Chairman of the Board. 

 

18.10.7 For execution of a contract over formal level by the County, the contract 

documents will be submitted to the County Manager or designee who will present 

it to the Board for their consideration. 

 

18.10.8 After the County Attorney’s review and approval, the contract documents will be 

returned to Procurement. 

 

18.10.9 Procurement will be responsible for handling of the contract documents during 

signature, recording and attestation. 

 

 

18.11 Board Level Contract Recording Procedures 

 

18.11.1 After the contract document has been signed by the Chairman of the Board, it 

will be forwarded to the Minutes Department for official attestation. 

 

 

18.12 Board Level Contract Attestation and Distribution 

 

18.12.1 All contracts executed by the Board must be attested to and recorded by the Clerk 

to the Board. 
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SECTION 19:  RECEIVING 

 

19.0 Receiving of Orders – Delivery Address 

 

19.0.1 A department should establish a standard location for receipt of goods. 

 

19.0.2 To set up a Location (delivery) Address Book record to be used in the requisition 

procedure, contact Procurement. 

 

19.0.3 When more than one physical address is involved, a delivery address record 

should be established for each location used. 

 

19.1 Receiving of Orders – Expected Delivery Date 

 

19.1.1 The purchase order indicates the expected delivery date.  The department should 

contact Procurement if the items are not received by the stated delivery date on 

any purchase order that has a “P” for Procurement to handle in the send method 

on the requisition. 

 

19.2 Receiving Procedures 

 

19.2.1 Departmental quality control assurance procedures should be established to 

ensure the accuracy and proper content of products ordered. 

 

19.2.2 Receipt of goods and services is basically a two-step process, which is not 

necessarily performed by one person. 

 

19.2.3 Step 1 – receipt of packages – this step acknowledges receipt of a specific number 

of packages only. 

 

19.2.4 Before signing for the delivered packages the receiver should: 

 

 Verify the delivery name and address are correct for the location receiving the 

delivery. 

 

 If the delivery should go to another County facility, delivery should not be 

accepted. 

 

 Check the number of packages delivered against the shipping Bill of Lading and 

certify that the number of packages agree. 

 

 Note any evidence of damage to packaging on Bill of Lading. 

 

 Sign for “receipt of packages only – subject to inspection”. 
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19.2.5 Step 2 – verification of items received – in this step the packing slip or invoice is 

compared with the actual physical contents of the package(s). 

 

 A copy of the purchase order may be used to check contents of items received. 

 

 Note any items received but not listed on the packing slip or invoice. 

 

 Note any items listed on the packing slip or invoice as shipped that are not 

contained in the shipment received. 

 

 The vendor shall be notified of any damaged items or other discrepancies within 

three working days of the date the delivery was made. 

 

 Report any damaged items or other discrepancy to the department authorized 

requisitioner on the same day as delivery. 

 

 Receiver must sign the packing slip, attesting all items shown were received or 

discrepancies noted. 

 

 Forward the packing slip, invoice, Bill of Lading and any other supporting 

documentation to the department’s authorized requisitioner. 

 

 Procurement should be notified of any discrepancies between items ordered and 

items received if the purchase order had a “P” for Procurement to handle in the 

send method on the requisition. 

 

 Process an Order Revision to accept any change in quantity, description or unit 

price of items as NOTED:  An Order Revision cannot change the scope, term, or 

prices on quoted items; nor can it change the vendor. 

 

 

19.3 Return Goods Procedure 

 

19.3.1 When it is necessary for an item or items to be returned to the vendor the 

following procedure should be followed: 

 

 The item(s) should be repackaged in the original packaging if possible. 

 

 If a County employee personally delivers the item(s) to the vendor’s place of 

business, a credit memo must be obtained (preferable) or have the vendor’s 

representative sign a piece of paper showing a description of the item(s) returned, 

the date and the purchase order number. 
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 If the vendor’s representative picks up the item(s) being returned at one of the 

various County offices, they must either leave a credit memo or sign a piece of 

paper showing a description of the item(s) returned, the date and the purchase 

order number. 

 

 If a credit memo is received upon the return of item(s) to a vendor, this credit 

memo should be sent to Finance.  A copy should be kept in the department’s file 

for reference purposes. 

 

 If only a signed statement showing the description of the returned item(s), the date 

and the purchase order number, etc. is received, this should be forwarded to 

Finance.  Again, a copy should be kept for the department’s file for reference 

purposes. 

 

 If the vendor will not issue a credit memo or sign a statement showing the item(s) 

was/were returned, then under no circumstances should the item(s) be left with 

the vendor or the vendor allowed to remove the item(s) from the County’s 

possession. 
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SECTION 20:  PAYMENT PROCEDURES 

 

20.0 Payment Authorization 

 

20.0.1 To initiate payment for an order received from an outside vendor, the department 

authorized requisitioner will complete the E-form thru the OnBase Imaging 

System.  This acknowledges receipt of the actual goods or services. 

 

20.0.2 For fixed asset acquisitions, the department must also prepare and submit a 

FIXED ASSET ACQUISITION to Finance at the time payment is authorized in 

OnBase. 

 

20.1 Advanced Payments 

 

Finance has the authorization to make advance payments on behalf of the County 

for goods and services, including, but not limited to, maintenance agreements and 

subscriptions, for advance payments of invoices submitted.  Per Florida Statutes 

Section 28.235.  

 

 

20.2 Payment Dispute Resolution Procedure 

 

20.2.1 This procedure will apply to any payment dispute between the County and vendor 

over the County’s nonpayment of a payment request or invoice when there is no 

specific dispute resolution procedure prescribed in the contract. 

 

20.2.2 Lee County shall notify the vendor in writing within ten (10) days after receipt of 

an improper invoice, that the invoice is improper.  The notice should indicate the 

steps the vendor should take to correct the invoice and resubmit a Proper Invoice 

to the County.  The vendor’s first step must be to contact the project sponsoring 

department to validate their payment request or invoice and receive a sign off 

from that entity indicating that the payment request or invoice in question is in 

keeping with the terms and conditions of their contract.  Once the project 

sponsoring department’s sign off is obtained, the vendor should then resubmit the 

payment request or invoice as a “Corrected Invoice” to the project sponsoring 

department which will initiate the payment timeline. 

 

 “Project Sponsoring Department” for purposes of this Section is defined as 

the County department for whom the work is performed. 

 “Proper Invoice” for purposes of this Section is defined as an invoice 

submitted for work performed that meets prior agreed upon terms or 

conditions to the satisfaction of Lee County. 
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20.2.3 Should a dispute result between the vendor and the County over payment of a 

payment request or invoice, the vendor should submit their dissatisfaction in 

writing to the project sponsoring department.  Each project sponsoring department 

shall designate a representative to act as a “Dispute Manager” to resolve the 

dispute at the department level. 

 

20.2.4 The Dispute Manager shall investigate the dispute and document the steps taken 

to resolve the dispute in accord with Section 218.76, Florida Statutes.  Such 

investigation shall be commenced no later than forty-five (45) days after the date 

on which the payment request or invoice was received by Lee County, and shall 

be finally determined by the County no more than sixty (60) days after the date on 

which the payment request or invoice was received. 

 

20.2.5 The Dispute Manager will investigate and ascertain whether the work for which 

the payment request or invoice has been submitted was performed to Lee 

County’s satisfaction and duly accepted by the Proper Authority.  For purposes of 

this Section “Proper Authority” is defined as the Lee County representative who 

is designated as the approving authority for the work performed in the contract.  

The Dispute Manager must complete the investigation and furnish a written 

determination resolving the dispute within the sixty (60) day timeframe for 

resolution of the dispute, per Section 218.76, Florida Statutes. 

 

20.2.6 If the vendor is not satisfied with the Dispute Manager’s resolution of the dispute, 

the County Manager or his or her designee shall be the final arbiter in resolving 

the issue.  The County Manager or his or her designee will issue their decision in 

writing within the sixty (60) day timeframe for resolution of the dispute. 

 

20.2.7 The Lee county Dispute Resolution Procedure shall not be subject to Chapter 120 

of the Florida Statutes.  Per Section 218.76, Florida Statutes, this procedure is not 

intended as an administrative proceeding which would prohibit a court from 

ruling again on any action resulting from the dispute. 

 

20.2.8 Should the dispute be resolved in the County’s favor, interest charges begin to 

accrue fifteen (15) days after the final decision made by the County.  Should the 

dispute be resolved in the vendor’s favor, the County shall pay interest as of the 

original date the payment was due. 
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SECTION 21:  ORDER REVISIONS 

 

21.0 Order Revisions 

 

21.0.1 In One World  the Order Revision function is an on-line automated process. 

 

21.0.2 The same approvals required on the requisition are built into the Order Revision 

path as well. 

 

21.0.3 If it becomes necessary to change any information contained on purchase order 

after the purchase order has been issued, the department/division must complete 

an on-line order revision. (Exception – pricing on quoted items if different than 

terms in specifications.) 

 

21.0.4 An Order Revision may be initiated by Procurement to correct clerical or 

technical errors. 

 

21.0.5 By completing an on-line Order Revision the department may: 

 

 Cancel the lines on a purchase order, 

 Change account information, by canceling the line and enter a new line 

with the correct account string 

 Increase or decrease dollar amounts or quantities 

 Change description information – on description line 2 only 

 Make any necessary changes on the order attachment (i.e. quote renewals, 

etc.) 

 

21.0.6 An Order Revision must be processed if the payment amount is more than 20% or 

$500.00; whichever is less, over the purchase order amount. 

 

21.0.7 A Revision Attachment must be completed with each Order Revision.  This is a 

free form text area where a complete and thorough description of the changes 

made should be documented along with your initials and date of changes made. 

 

21.0.8 The requisitioner should notify the vendor of any changes to the purchase order if 

it affects the delivery of products or services to the department. 

 

21.0.9 An Order Revision can be used to reopen a closed purchase order during the 

current fiscal year if the order was closed in error (i.e. still has a remaining 

balance, closed due to lack of money, etc.).  This is accomplished by adding 

additional lines to an existing purchase order. 
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21.0.10 An Order Revision cannot be used to change the vendor.  If the vendor changes, a 

new purchase order must be issued and the incorrect purchase order must be 

canceled. 

 

21.0.11 An Order Revision cannot be used to reopen a canceled purchase order. (No 

payments made from line(s) of purchase order. 
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SECTION 22:  MISCELLANEOUS OBLIGATIONS 

 

22.0 Miscellaneous Obligation Procedures (Prepurchases) 

 

22.0.1 All purchase orders for miscellaneous obligations must be issued by Procurement. 

 

22.0.2 A miscellaneous obligation, by definition, is the ordering and/or receipt of goods 

or services prior to the issuance of a purchase order, which constitutes a 

prepurchase. 

 

22.0.3 The requesting department/division will complete a Request for a Miscellaneous 

Obligation form (found in the Forms section of this Manual), including the 

requisition #, and forward it to Procurement. 

 

22.0.4 These forms must be signed by the department director.  Procurement reserves the 

right to return any Request for Miscellaneous Obligation that is incomplete or not 

signed by the appropriate person. 

 

22.0.5 Procurement will review the request to ensure all necessary information has been 

included.  Procurement may contact the department/division for further 

information or verification of given information. 

 

22.0.6 If the request for miscellaneous obligation is below formal level the department 

director’s signature is the only authorization required. 

 

22.0.7 An Agenda Item Summary will be completed and presented to the Board for 

review and approval when a miscellaneous obligation requires Board level 

authorization. 

 

22.0.8  A copy of the approval is given to the Buyer responsible for issuing the Purchase 

Order to attach to the purchase order if the miscellaneous obligation hasn’t been 

attached to the requisition. 

 

22.0.9  A purchase order is then issued in accordance with procedures contained in this 

Manual. 

 

22.0.10 The original of the Request for a Miscellaneous Obligation Form and the 

approval of the request with the original signature by the department director will 

be retained in Procurement’s files. 
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SECTION 23:  MONITORING FUNCTION 

 

23.0 Monitoring Function 

 

23.0.1 Procurement shall perform a monitoring/reviewing process of the requisitions that 

are issued by the County departments and divisions’ purchasing function and 

procedures.  The purpose will be to determine extent of compliance with 

established laws, policies and procedures. 
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SECTION 24:  DEFINITION OF TERMS 

 

Addendum – an addition or change in the prepared specifications for which an invitation 

has already been mailed for formal written quotations, formal proposals, informal written 

quotations or informal written proposals. 

 

Board of County Commissioners – (BOCC) The governing body of the County with final 

decision making authority. 

 

Contract – a solemn agreement between parties, usually written, with binding legal and 

moral force; usually exchanging goods or services for money or other consideration. 

 

Direct Voucher – a mechanism by which payment may be made without requiring a 

purchase order to be issued.  In most cases, if no tangible goods or services are being 

received, a direct voucher may be used to pay the invoice. 

 

Emergency Purchase – an unforeseen situation in which there is a breakdown of County 

service and there is an urgent need to restore such service, in order to avoid serious and 

adverse consequences affecting the life, health, welfare, or property of the citizens of Lee 

County. 

 

Exempt Purchase – purchases which are exempt from quoting requirements because 

blanket Board approval has already been obtained. 

 

Formal Level – current formal dollar level is $100,000.00. 

 

Formal Written Quotation  - method used for the purchase of items or services when cost 

is over formal level. 

 

Functional Authority – authority over all day-to-day operations within the authorized 

person’s jurisdiction. 

 

Governmental Entity – any political subdivision such as City, County, School Board, Port 

Authority, etc. with authority to govern members of the public. 

 

Informal Hearing – a meeting called, attended by and presided over by the members of 

the Dispute Committee. 

 

Informal Quotation – written or other method, which may be used, for the purchase of 

items or services when cost is below formal level. 

 

Miscellaneous Obligation – the ordering and/or receipt of goods or services prior to the 

issuance of a purchase order; a prepurchase. 
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Miscellaneous Transaction – certain transactions, which are unique in nature, and 

therefore, cannot be handled through competitive bargaining and negotiations. 

 

Negotiation – method used if less than two responsive bids or proposals for commodity 

or contractual service purchases are received; the department or division may negotiate a 

contract on the best terms and conditions. 

 

One Step Quote Process – this process is normally used for purchases anticipated to be of 

formal level and the award is made to the lowest responsive, responsible bidder meeting 

specifications. 

  

Piggyback  - procurement method used which allows one governmental entity to take 

advantage of competitive pricing received by another governmental entity when both 

governmental entities have procedures, which allow this action. 

 

Pre-bid Conference  - meeting held with prospective bidders prior to solicitation of 

quotes/proposals, to recognize state of the art limits, technical aspects, specifications, and 

standards relative to the subject, and to elicit expertise and quoters interest. All questions 

and abnormalities concerning the project should be discussed. 

 

Prepurchase – any goods or services ordered or received prior to the issuance of a 

Purchase Order. 

 

Price Estimate – a price given by a vendor for an item or service meeting specifications 

given them.  This is not necessarily a firm quote. 

 

Purchase Order – the actual ordering of items or services.  This is the point at which 

funds are encumbered on the County’s financial records.  This is the official purchase of 

an item or service and should state all terms and conditions of the proposed transaction. 

 

Requisition – a request for the purchase of items or services, not an authorization to 

purchase. 

 

Sealed Proposal – a Procurement method established around general guidelines or a 

description of need for a service rather than a firm specification written in detail. This 

method is used when no fixed criteria exists. 

 

Sole Source Purchase  - a product or service that is available from only a single source or 

supplier and such determination is documented. 
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Specifications – a concise statement of a set of requirements to be satisfied by a product, 

material or process; indicating whenever appropriate the procedures to determine whether 

the requirements are satisfied.  A specification may be a standard, a part of a standard, or 

independent of a standard. 

 

State of Local Emergency – a situation involving possible adverse consequences 

affecting the life, health, welfare or property of the citizens of Lee County.  This must be 

declared by the Board of Lee County Commissioners and/or their designee in accordance 

with Lee County Ordinance No. 87-1. 

 

Tabulation – the recording of quotes and quote data submitted in response to a specific 

invitation for purposes of comparison analysis, and recordkeeping. 

 

Two Step Quote Process – this process is used when there is a need to qualify 

vendors/bidders in the first step; those who meet our qualifications to provide the 

commodity or perform the service in the first step will then go onto to the second step of 

awarded to the lowest responsive, responsible bidder meeting specifications. 

 

Waiver  - a process whereby a government Procurement office may procure items 

without formal bidding/quoting procedures because of the uniqueness of circumstances 

related to that procurement action. 

 

One World  - a registered trademark of Oracle Corporation 
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SECTION 25:  FORMS 

 

INDEX OF FORMS 

 

1. Vendor Complaint Form 

2. Lee County Procurement Signature Authorization Form 

3. Request for Miscellaneous Obligation 

 

 

Vendor/Bidder Application with W- 9 Form – See website 

Disaster Purchase Order (DPO) – See Website 
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LEE COUNTY 

VENDOR COMPLAINT REPORT 

 
VENDOR:      DEPARTMENT     

        

       COMPLAINANT’S 

ADDRESS:       NAME:     

 

       COMPLAINANT’S 

CITY:       TITLE:     

 

       COMPLAINANT’S 

PHONE:      PHONE#:     

 

DATE:       QUOTE#:     

 

CONTACT:      QUOTE TITLE:    

 

NATURE OF COMPLAINT 
   01 Late Delivery      10 Goods Delivered Damaged 

   02 Unauthorized Substitute     11 Request to Cancel Due to Bid   

   03 Poor Quality     Error 

   04 Failure to Respond to     12 Problem w/vendor Personnel 

  Letter or Call      13 Failure to Replace Damaged  

   05 Poor Service     Goods 

   06 Failure to Respond to     14 Repair Parts Not Available 

  Service Call      15 Poor Workmanship 

   07 Incorrect Items Delivered     16 Failure to Provide Warranty, 

   08 Failure to Meet     Manuals, etc. 

  Specifications      17 Short Weight or Overshipment 

______  09 Failure to Identify Shipment 

 
DETAILS OF COMPLAINT: (Attach additional pages if necessary) 

 

 

 

 

 

 
ACTION TAKEN BY BUYER & OUTCOME: (Attach additional pages if necessary) 

 

 

 

 

 

Buyer:       Date:       

 

Has complaint been resolved?  Yes  No Date resolved:   
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LEE COUNTY PROCUREMENT 

SIGNATURE AUTHORIZATION 

 

 

  The following individual is being authorized to enter and/or issue 

requisitions, and order revisions in the One World  

system. 

 

 

  Authorization for the following individual to enter requisitions, or order 

 revisions is hereby revoked. 

 

 

 

Name of Individual:          

 

Signature of Individual:         

 

Department/Division:          

 

List all Department/Division/Sections for which the above person is authorized: 

 

             

 

 

NOTE:  This form must be authorized by the Supervisor/Director of the individual or  

   someone of higher authority. 

 

 

 

Authorized By: 

 

Name:        

 

 

Title:        

 

 

Signature:       

 

 

Date:        
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REQUEST FOR MISCELLANEOUS OBLIGATION 

 

 

      

     (Date) 

 

FROM:     REQUISITION NO.:    

 

VENDOR:            

 

Business Unit:         

        

Amount:      Fiscal Year:     

 

DETAILED EXPLANATION: 

 

             

 

             

 

             

 

             

 

             

 

             

 

             

       Authorized Signature/Date 

       (Department Director or above) 

 

IN ACCORDANCE WITH SECTION 22.0.1 ALL PURCHASE ORDERS FOR 

MISCELLANEOUS OBLIGATIONS MUST BE ISSUED BY PROCUREMENT. 

 
If purchase amount exceeds $50,000.00 – County Manager (or designee) signature is 

required. 

 

APPROVED BY COUNTY MANAGER (OR DESIGNEE): 

Signature:      

Date:       

 

(AFTER APPROVAL A PURCHASE ORDER MUST BE ISSUED) 
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SECTION 26: FINANCE PROCEDURES 
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26-2 



APPROVED: 3/14/06 

Revision Date 11/24/10 

SECTION 26:  FINANCE PROCEDURES 

 

PAYMENT PROCEDURES 

 

26.0 Payment Authorization 

 

26.0.1 To initiate payment for a received order from an outside vendor, the department 

will complete an approval E-form thru the OnBase Imaging System and route it 

back to Finance.  The E-form will include quantities, dollar amounts to pay and 

other pertinent information. 

 

26.0.2 For fixed asset acquisitions, the department must also prepare and submit a 

FIXED ASSET ACQUISITION form to Finance at the time payment is 

authorized. 

 

26.1 Payment for Orders 

 

26.1.1 Upon receipt of an invoice or payment request, Finance will process it for 

payment in accordance with the appropriate procedure for processing invoices. 

 

26.1.2 All payments will be charged against the purchase order encumbered for the order 

and/or contract. 

 

26.1.3 If a purchase order has been closed before the final delivery or payment, a 

department may have it re-opened by preparing and submitting an Order 

Revision. 

 

26.1.4 It shall be County policy that vendors should mail original invoices directly to 

Finance or make arrangements to have the invoices e-mailed. Exception: invoices 

for contracted construction and/or professional services. 

 

26.1.5 If vendor invoices, credit memos, monthly statements, or such are inadvertently 

mailed to a department, the department should promptly forward them to Finance.  

Department should inform vendor of correct mailing address to send invoices to. 

 

26.1.6 Finance will maintain all invoices on file for use in processing payments for 

orders. 

 

26.1.7 Payment checks will normally be issued by Finance on Tuesday. Emergency 

check runs are done as needed. 
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26.1.8 To have a check issued for an order, the e-form/payment request and invoice must 

normally be submitted to Finance by 4:00pm on the preceding Tuesday via 

OnBase and/or stamped into Finance.  

 

 

26.2 Payment Limits 

 

26.2.1 Finance may not make any payments on any purchase that exceeds the payment 

limit on a purchase order or the contract amount on a contract. 

 

26.2.2 For a purchase order only, the amount of the purchase order plus 20% or $500.00, 

whichever is less, is the payment limit. 

 

26.2.3 For a contract, the contract amount plus contract change orders is the firm 

payment limit. 

 

26.2.4 When an excess payment over the payment limit or contract amount is invoiced 

by the vendor, Finance will notify the department concerned by sending invoice 

back in OnBase with a note. 

 

26.2.5 If the department wishes to pay the excess amount, it must prepare and submit an 

Order Revision.  Unit prices cannot be changed on quoted items. 

 

26.2.6 After the purchase or contract amount have been increased to the appropriate 

figure for the higher than expected invoice, Finance may then make payment up 

to the appropriate amount. 

 

26.2.7 If the purchase order contract amount is not increased, Finance may make 

payment only up to the originally authorized payment limit or contract amount. 

 

26.3 Payment of Interest on Overdue Invoices 

 

26.3.1 In accordance with Florida Statute 218.75, to authorize the payment of interest to 

the County’s vendors on overdue invoices, object code 7225 – Vendor Late 

Payment Interest has been established for this purpose. 

 

26.3.2 The Clerk of Circuit Court Finance Division has the authority to pay interest 

charges on any invoice that is over 45 days old when these charges are requested 

by the vendor. 

 

26.3.3 A disputed invoice over 45 days old will not be considered delinquent if written 

notification explaining the dispute is sent to the vendor and Finance.  The aging of 

the invoice in this case stops on the date of dispute notification and begins again 

upon resolution of the dispute. 

26-4 



APPROVED: 3/14/06 

Revision Date 11/24/10 

 

26.3.4 If interest charges exceed $500.00 over the original purchase order amount, it will 

not require an order revision to be processed. 

 

 

26.4 Refund Procedures 

 

26.4.1 When a refund is due a vendor for the overpayment of fees, non-attendance at a 

County sponsored function, or other similar reason, the refund procedure should 

be utilized. 

 

26.4.2 Refund Payment Request form should be completed with the following 

information: 

 

 Amount of refund due 

 Vendor name and Vendor number 

 Account string(s) where money is available for refund 

 Reason for refund 

 Name of contact person in case additional information is required 

 

26.4.3 The request must be signed by a department director, division director or 

designee. 

 

26.4.4 Receipts and any other pertinent paperwork should be attached to the report. 

 

26.4.5 The entire request for refund package should be mailed to Finance for processing. 

 

 

26.5 Advanced Payments 

 

26.5.1 Finance has the authorization to make advance payments on behalf of the County 

for goods and services, including, but not limited to, maintenance agreements and 

subscriptions, for advance payments of invoices submitted. Per Florida Statute 

28.235. 

 

MISCELLANEOUS TRANSACTIONS 

 

26.6 Miscellaneous Transactions 

 

26.6.1 There are certain transactions which are unique in nature, and therefore, cannot be 

handled through competitive bargaining and negotiations.  Miscellaneous 

transactions may be entered by direct voucher as specified in the JDE/Lee County 

Finance Training Manual for Accounts Payable.  These transactions shall be 

referred to as Miscellaneous Transactions, and shall be grouped as follows; 
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26.6.2 Group I: 

 

 The acquisition of real property, such as land, easements, right-of-way, 

existing buildings, structures, or improvements, resulting from 

negotiations and approved by the Board. 

 

 The payment of court ordered fines and judgments, resulting from 

litigation the County is a party to. 

 

 Refunds of current or prior year revenues charged against budgetary 

accounts. 

 

 Grant disbursements to federal, state, or local government agencies, or to 

private groups or agencies. 

 

 Disbursements to County officers of funds budgeted for their requisition 

and use. 

 

 Aid disbursements for Federally Funded employment and training 

program participants, housing and rental subsidies, or welfare and medical 

assistance. 

 

 Any exceptional disbursement as authorized by the Board. 

 

26.6.3 GroupII: 

 

 The payment of court ordered fees, or fees and costs incurred pursuant to 

S.27.54(3) and certified by the Public Defender as being useful an 

necessary in the preparation of a criminal defense, resulting from the 

judicial process, processed by the Clerk of the Court or the Court 

Administrator’s Office, and recorded against the budget for such fees.  For 

such fees, the County is merely the public taxing agency responsible for 

supporting the judicial system. 

 

 Cash transfers and investment transactions for fiscal management 

purposes, processed through Finance, and against general ledger accounts. 

 

 The payment of accrued or current liabilities already charged against the 

budget, processed through Finance, and recorded against general ledger 

accounts. 
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 Debt service payments processed by Finance and charged against 

budgetary accounts.  These payments are non-departmental and are based 

upon a scheduled payment cycle approved by the Board.  Finance was 

designated to handle the requests in order to assure the monies are 

available and the bond covenants are met. 

 

 Bank charges which are netted from the amount of interest the County 

earns on its surplus cash.  The reduced interest earnings are then 

distributed to all of the County’s funds based upon their cash balances for 

the time the interest was earned.  The result is all the funds bear the cost of 

the County’s banking activity. 

 

 Interfund or interdepartmental transfers or reimbursements within or 

among County departments including indirect costs. 

 

26.7 Procedure for Group I 

 

26.7.1 Group I miscellaneous transactions are paid by Direct Voucher and will be 

processed as follows: 

 

o Acquisition of real property –There must be backup showing 

approval by the Board. 

 

o Grant disbursements to private groups or agencies – there must be 

grant agreement approval by the Board and the grantee.  Such a 

grant agreement will be treated the same as a contract. 
 

o Miscellaneous transactions under Board level authorization – the 

authorization levels for purchases under Board level authorization 

in this manual are also applicable. 

 

o Miscellaneous transactions of Board level authorization – 

authorization is required by approval of the Board. 

 

o Payment of court ordered fines or judgments – in addition to 

proper authorization; the submitting department must indicate the 

case title and number on the Direct Voucher. 

 

 Afterward, to request payment for the miscellaneous transaction, the 

responsible department will complete an on-line e-form for the 

transaction.  Appropriate supporting documentation must also be 

submitted. 
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 After receipt of the e-form with the supporting documentation, and after 

appropriate pre-audit review, Finance will prepare the disbursement for 

the miscellaneous transaction.  The disbursement will be charged against 

the encumbered purchase order approved for the miscellaneous 

transaction. 

 

 Multiple disbursements for a miscellaneous transaction are permitted; 

however, a separate e-form must be submitted for each disbursement up to 

the total amount encumbered. 
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SECTION 27:  PROCUREMENT CARD POLICIES AND PROCEDURES 

 

SECTION I – INTRODUCTION 

 

 

The Lee County Procurement Card Program is designed to improve efficiency in 

processing purchases from any vendor that accepts the Visa credit card. 

 

This program allows the Cardholder to purchase approved commodities directly from our 

vendors.  Each procurement card is issued to a named individual and Lee County BOCC is 

clearly shown on the card as the Governmental buyer of goods. 

 

Procurement Management and Finance will monitor the performance of the program.  All 

questions or concerns should be directed to: 

 

Procurement related: Katie Albright  or 

Robert Franceschini  533-5450 

 

Finance related: Lucy Maldonado or  

Michelle Traeger  533-2100 

 

A. PURPOSE – POLICIES AND PROCEDURES: 

 

Provide an efficient and cost effective method of purchasing and paying for goods 

and services. 

 

1. Reduce the use of small dollar purchase orders. 

 

2. Ensure procurement card purchases are in accordance with the County’s 

ordinances, policies and procedures. 

 

3. Ensure that the County bears no legal liability for inappropriate use of 

procurement cards. 

 

4. Provide for disciplinary action if the procurement cards are misused. 

 

5. Establish the minimum standards for use of County credit cards. 

 

B. HOW IT WORKS 

 

The Procurement Card system simplifies the procurement/disbursement process.  

Procurement responsibility is delegated to the ordering Department enabling an 

authorized Cardholder to place an order directly with the vendor. 



 

 

 

When a purchase authorization is requested by the supplier at the point-of-sale, the 

Visa Procurement Card system checks the transaction against preset limits established 

by the employee’s Department.  Transactions are approved or declined 

(electronically) based on the Procurement Card authorization criteria established.  

The authorization criteria may be adjusted periodically as needed and may include, 

but is not limited to, the following: 

 

 Single item purchase limit as set by Department Director (limits exceeding 

$999.99 for commodities and $5,000 for travel & travel related expenses 

must be specifically approved by the Procurement Management Director 

in writing prior to the purchase) 

 Monthly spending limit 

 Approved Merchant Category Codes 

 

C. WHO DOES WHAT? 

 

The following are the responsibilities of the individuals and organizations involved in 

the Procurement Card system. 

 

1. Cardholder 

 Hold and secure Procurement Card (at the discretion of Department 

Director the card may be held by Department fiscal personnel) 

 Order materials 

 Receive and inspect all ordered materials 

 Collect receipts and turn them in to the  Department Reconciler  

 Identify and handle disputed and taxed charges 

 Review monthly charges with Department Reconciler 

 Cardholder is responsible for paying taxes if they are charged. 

 

2. Department Procurement Card Reconciler (“Department Reconciler”) 

[Individual designated by Department Director] 

 Review monthly statement with Cardholder as needed 

 Verify the appropriateness of cost center codes (i.e., 

fund/dept/div#/program/object code/subsidiary/project #/ 

cost center assigned to charges) 

 Work with Cardholder on disputes if needed 

 Forward Procurement Card Report with all original receipts to Finance 

 Notify Department Director when Procurement Card documentation 

(eg. receipts/invoices) is not received from a Cardholder in a timely 

manner. 

 Maintain copies of all supporting receipts 

 Notify Procurement Card Administrator of terminated employees 

 Forward properly documented copies of all fuel purchase receipts directly 

to Fleet Management if fuel was purchased for county vehicle, per 



 

 

Administrative Code (AC) 5-7. Receipts should have the equipment 

number and odometer reading on it. (Transit and Solid Waste are exempt 

from this requirement.) 

 

3. Department Director 

 Request Procurement Cards for designated employees 

 Set Card spending limits within established guidelines 

 Designate representatives responsible for authorizing charges 

 Collect cards from Cardholders who end employment 

 Evaluate the need to cancel or maintain cards when employees transfer 

 Notify the Procurement Card Administrator and/or Department Reconciler 

of terminated cards 

 Appoint a Department/Procurement Card Reconciler 

 Recommend employee to attend refresher Procurement Card training 

session as deemed necessary 

 

4. Procurement Card Administrator 

(Appointed by Procurement Management Director) 

 Coordinate issuance and cancellations of Procurement Cards 

 Coordinate program policy issues 

 Participate in ongoing program reviews 

 Participate in resolving billing disputes 

 Maintain Policy and Cardholder guides/manuals 

 Conduct mandatory training class for new Cardholders 

 

5. Finance 

 Receive approved monthly Procurement Card Report from Department 

Reconcilers 

 Confirm that all charges are authorized by the Department incurring the 

charges 

 Pay monthly charges from consolidated Procurement Card report that has 

been compared to the individual Cardholder statements 

 File and store reports and receipts 

 

6. Procurement Management Director 

 Approve/disapprove requests for Procurement Card issuance 

 Pursue merchant discount opportunities 

 Evaluate Procurement Card feedback 

 Coordinate and maintains internal controls 

 Target new Cardholders and expand use of the Procurement Card 

 Authorize  increased spending limits for certain Procurement Cardholders 

as appropriate  

 

7. Internal Auditor 

 Conduct periodic operational and compliance audits 



 

 

SECTION II – POLICIES AND PROCEDURES 

 

A. ASSIGNMENT AND CONTROL OF THE PROCUREMENT CARD 

 

1. REQUESTS FOR AND ISSUANCE OF PROCUREMENT CARDS 

 

a. Requests for new Cardholders or changes to current Cardholders must 

be submitted to the Procurement Card Administrator on the prescribed 

form. 

 

b. All requests for Procurement Cards must be signed by the Department 

Director. 

 

c. Procurement Cards will be issued to individual employees who 

frequently purchase goods and services for the County. 

 

d. Non county employees, such as the University of Florida Extension 

Services, working with the County may obtain a Procurement Card per 

the appropriate Department Director authorization. 

 

e. Contract employees may be issued Procurement Cards, if the 

Procurement Management Director and the requesting Department 

Director determine it is beneficial to the County. 

 

f. The Procurement Card will have the employee’s name, the County 

name, and the expiration date embossed on the face of the card.  The 

Procurement Card issuing company will not be provided individual 

Cardholder information other than the Cardholder’s work address.  No 

credit records, social security numbers, etc., of the Cardholder will be 

maintained by the issuing company. 

 

g. When the Procurement Card Administrator receives a Procurement 

Card from the issuing card company, the Cardholder will be required 

to sign a receipt form indicating they have taken possession of the 

Procurement Card.  The Cardholder will be given a copy of the 

Procurement Card Policies and Procedures guide, a copy of the County 

tax exempt certificate, and an oral review of the program. 

 

h. Prior to receiving the Procurement Card, the employee must also sign 

an agreement authorizing the Clerk to deduct any unauthorized 

charges from their payroll check.  The total amount of the 

unauthorized charge will be deducted from the next available 

paycheck.  No extension with respect to repayment is permitted. 

 



 

 

2. LOST OR STOLEN PROCUREMENT CARDS 

 

a. If a procurement card is lost, stolen, or misplaced, the Cardholder 

must immediately notify the Procurement Card company and the 

Procurement Card Administrator of the loss.  Bank of America 

Commercial Card Customer Services 1-888-449-2273. 

 

b. The Cardholder will be responsible for reporting all information 

necessary to reduce the potential liability to the County for a lost or 

stolen card. 

 

3. TERMINATION OR TRANSFER OF CARDHOLDER 

 

a. When an employee ends his or her employment, the Department 

Director or Designee must collect the Procurement Card, destroy it 

(cut it in half), and notify the Procurement Card Administrator. 

 

b. If the Department Director is unable to collect the Procurement Card 

when an employee terminates, then the Department Reconciler and 

Procurement Card Administrator should be notified immediately. The 

Procurement Card Administrator will ensure that the card is cancelled. 

 

c. When an employee is transferred to another County Department, the 

new Department Director will evaluate the need to maintain the 

existing Procurement Card. 

 

d. If it is determined that employee will maintain the existing 

Procurement Ccard, the Department Director must complete and 

submit a new request to the Procurement Card Administrator.  The 

Procurement Card Administrator will notify the bank of the new 

statement address.  The employee will retain the original assigned 

Procurement Card. 

 

4. RENEWAL CARD 

 

The Cardholder will be notified by the Procurement Card Administrator when 

the renewal card arrives.  The Cardholder may authorize the Department 

Reconciler to pick up the Procurement Card by notifying Procurement Card 

Administrator. 

 



 

 

 

B. CARDHOLDER USE OF PROCUREMENT CARD 

 

1. CARDHOLDER USE ONLY 

 

The Procurement Card may be used only by the employee whose name is 

embossed on the card.  No other person is authorized to use the card.  The 

Cardholder is responsible and accountable for all transactions that occur on 

his/her card. 

 

The Cardholder should NOT sign the back of the Procurement Card. The 

Procurement Card Administrator will write in indelible ink the following: 

 

SEE PHOTO ID. 

 

2. COUNTY PURCHASES ONLY 

 

The procurement card is to be used for County authorized purchases only.  

Personal use of the Procurement Card is not authorized and is 

prohibited.  Any violation of this provision will require immediate 

reimbursement and may be grounds for disciplinary action, including 

potential dismissal. 
 

Unauthorized charges may be deducted from wages, salary, vacation or sick 

benefits.  Anyone abusing the credit card will lose the use of it.  If 

unauthorized or personal use of the Procurement Card does occur, the 

Cardholder must submit a written explanation of the unauthorized use and 

the approximate amount as soon as possible (eg. upon return from the trip). 

 

3. SPENDING LIMITS 

 

a. The Department Director approving the assignment of a Procurement 

Card will set two limits for each Cardholder:  single purchase limit and 

30-day limit.  The maximum limits are $999.99 for a single item 

purchase and $5,000 for travel related expenses unless otherwise 

specifically authorized in writing by the Procurement Management 

Director.  Additional limitations may be imposed by the requesting 

Department Director. 

 

b. Requests for spending limit changes must be initiated in writing and 

directed to the Procurement Management Director by the Department 

Director. 

 

c. For all Procurement Cards, other than those with an increased 

spending level approved under section II.B.3.d, a purchase may be 

made of multiple items, but each individual item cannot exceed 



 

 

$999.99 and the total purchase cannot exceed the cardholder’s limit*.  

Purchases over $999.99 for a single item must be made by Purchase 

Order under the County Procurement Policies and Procedures.  

Charges for purchases may not be split to stay within the single 

purchase limit.  Splitting charges will be considered abuse of the 

procurement card program. 

 

*NOTE:  The formal quoting level for like type items still apply. 

 

d. In order to take advantage of certain discounts and percentage reward 

programs available to the County, the Procurement Management 

Director, in conjunction with the County Manager, has the discretion 

to authorize increased spending limits for certain designated 

Procurement Cardholders.  The purpose of the increased spending 

limits is to allow properly approved purchases or payments, otherwise 

meeting County standards and protocols, to occur using the 

Procurement Card.    Both the Procurement Management Director and 

the County Manager must authorize the spending limit increase, in 

writing, for the designated Procurement Cardholder.  The authorization 

may include conditions with respect to use or purchases involving the 

increased spending limit.  Requests for authorization to increase the 

spending limit may be initiated by the Department Director, however, 

approval is at the discretion of the Procurement Management Director 

and County Manager.    

 

4. OTHER CONDITIONS 

 

a. Candidates for employment with Lee County may be reimbursed for 

travel expenses.  Approval by the Department Director must be set 

forth in writing prior to using the Procurement card.  (See 

Administrative Code 3-21) 

 

b. BACK ORDERS ARE PROHIBITED. This includes orders purchased 

over-the-counter, online, or by telephone.  All items purchased must 

be immediately available.  If purchased by telephone or online, 

delivery must be within a 30-day billing cycle.  No orders should be 

placed without these assurances. 

 

5. PROHIBITED USES OF PROCUREMENT CARDS 

 

The following types of items may not be purchased with a Procurement Card, 

regardless of the dollar amount: 

 

a. Vehicle repairs (excluding Fleet Management, Lee Tran and 

Solid Waste); 

b. Cash advances;  



 

 

c. Any items or services available on an Annual Quote (if use of the 

Procurement Card may negate the County discounts); 

e. Any additional goods or services specifically restricted by the 

individual County Department. 

 

C. PROCEDURES FOR MAKING AND PAYING FOR PURCHASES 

 

1. DOCUMENTATION OF OVER-THE-COUNTER PURCHASES 

 

a. For over-the-counter purchases, the Cardholder must obtain the 

customer’s itemized billing copy of the charge slip. 

 

b. The charge slip must be submitted to the Department Reconciler for 

later submittal to Finance for payment. 

 

2. TELEPHONE ORDERS 

 

When placing a telephone order, the Cardholder must confirm the merchant will 

charge the Procurement Card when shipment is made so that receipt of the 

supplies may be certified on the monthly Bank statement. 

 

3. SALES AND USE TAXES 

 

The County is exempt from paying any State of Florida sales and or use tax, even 

if the purchase is made with the Procurement Card.  If the vendor charges sales 

tax, the Cardholder must contact the vendor and obtain a credit equal to the 

amount of the sales tax.  This may also apply to out of state purchases. 

 

Cardholders are required to present the tax exempt certificate to the merchant 

before payment.  Any problems experienced with a merchant regarding sales or 

any other taxes, must be reported to Procurement Management. 

 

4. MISSING DOCUMENTATION 

 

If for any reason the Cardholder does not have documentation of the transaction 

to provide to the Department Reconciler, then the Cardholder must provide the 

Department Reconciler with a notarized statement describing the purchase for 

attachment to the Department Reconciler’s required report to the Finance 

Department.  Continued incidents of missing documentation may result in the 

cancellation of the employee’s Procurement Card. 

 

5. PAYMENT AND INVOICE PROCEDURES 

 

a. The Bank will mail one consolidated statement for all Cardholders to 

Finance.  Individual statements are available from the Bank online 

when needed. The Bank statement will list all transactions processed 



 

 

during the previous billing cycle (usually 30 days).  If no purchases 

were made on the Procurement Card during the billing cycle, no 

statement will be generated unless adjustments for previously billed 

transactions have been processed during that cycle. 

 

b. Account strings, amounts, etc. are to be inputted directly into the 

Bank’s online program when reconciling.  The Department Reconciler 

must run a report and export it into an Excel spreadsheet.  The 

spreadsheet along with the original purchase documentation attached 

must be forwarded to Finance. 

 

c. The Department Reconciler must review the report against the 

purchase documentation provided by the Cardholder and note any 

errors or possible disputes. After review, the Department Reconciler 

will forward the report to the Accounts Payable Office of Finance.  All 

reports must be forwarded to Finance in accordance with the 

monthly statement cycle schedule. (A new monthly statement cycle 

schedule will be distributed by the Procurement Card 

Administrator each year.)  Copies of purchase documentation for all 

items listed on the report must be retained by the Department 

Reconciler for audit purposes for no less than five years after the 

statement date.  The original receipts or purchase documentation must 

be sent to Finance along with the report. 

 

d. Finance will ensure that the Procurement Card charges are paid timely 

and that they are reconciled against the individual Cardholder 

Procurement Card Report. The Department Reconcilers will be 

notified when individual reports are not received in the allotted time.  

Continued failure to meet the deadlines may result in the revocation of 

Procurement Cards at the discretion of the Procurement Management 

Director and/or Finance Director. 

 

e. Foreign Transactions/Fees.  If a transaction is made in currency other 

than U.S. dollars, Visa will convert the charge or credit into a U.S. 

dollar amount.  The conversion rate on the processing date may differ 

from the rate on the date of the transaction. The exchange rate used by 

Visa will either be (i) a rate selected by Visa from a range of rates 

available in wholesale currency markets for the applicable central 

processing date, which rate may differ from the rate Visa receives; or, 

(ii) the government mandated rate in effect for the central processing 

date.  The Bank will add a 1% fee to the U.S. dollar amount of any 

transaction made in foreign currency or outside of the United States 

even if the payment is in U.S. dollars (the “International Transaction 

Fee”).  The International Transaction Fee will be shown in the Activity 

section on the billing statement. 

 



 

 

D. DISPUTES 

 

1. If items purchased with the Procurement Card are defective, the Cardholder 

must return the items to the vendor for replacement or credit.  If the 

commodities paid for with a Procurement Card are faulty, the vendor must be 

notified and asked to correct the situation or provide a credit.  If the vendor 

refuses to replace or correct the faulty item, the purchase will be considered in 

dispute.  If the quantity of items received is less than the invoice and charge 

billing, then the transaction must be disputed. 

 

2. If it is not possible to resolve the issue with the merchant directly, then a 

dispute must be issued with the Bank within 60 days of the close of the billing 

cycle in which the transaction occurred. 

 

3. To file a dispute, complete the Dispute Form obtained from the Bank.  Make 

sure you have completed the form accurately and legibly.  Provide all 

information required.  Failure to provide all requested information, will delay 

the resolution of the dispute. 

 

4. Fax the completed form to the Bank’s Commercial Claims department and 

keep a copy of the faxed transmission report.  A letter to the Cardholder at the 

address on file with the Bank will be mailed if the claims department requires 

more information.  A response to the request MUST be filed, even if it’s to 

say you have no more detail, or the dispute will be considered closed. 

 

5. If a merchant charges sales tax on the purchase, the Cardholder is responsible 

for obtaining a credit in the amount of the tax or reimbursement to the County. 

 

E. REVIEW OF PURCHASES BY DEPARTMENT RECONILCER 

 

1. Department Reconcilers are required to review each Procurement Card 

expenditure (item purchased, amount, and vendor) to ensure the goods or 

services were necessary, and for official use. 

 

2. When purchases are questioned, the Department Director or the Department 

Reconciler will be responsible for resolving the issue with the Cardholder.  If 

the Department Director is not satisfied that the purchase was necessary and 

for official use, the Cardholder must provide either a credit voucher proving 

the items were returned for credit or the full amount of the purchase plus 

applicable sales tax will be deducted from the Cardholder’s next available 

payroll check.  A written explanation of why the violation occurred and the 

action taken to prevent reoccurrence must be submitted to the Finance 

Department along with the Cardholder’s monthly report. 

 

3. Any disputes over the validity of a purchase, between the Department 

Reconciler and the Cardholder will be settled by the Department Director. 



 

 

 

4. Serious or repeated misuse of the Procurement Card will result in the 

revocation of the card.  Employees incorrectly using their Procurement Card 

will be disciplined by the Department Director as necessary. 

 

5. To help the Department in their reviews, management reports will be available 

from Procurement Management or Finance. 

 

F. EMERGENCY CARDS 

 

During Hurricane season or other disasters, a few Public Safety Cardholders, the Director of 

Procurement Management (up to $100K), and other departments, as deemed necessary by the 

County Manager, will have their accounts activated to serve as Emergency cards. Their 

monthly limit will be increased to $50,000 and will have more MCC codes opened to their 

account.  The Procurement Card Administrator will update the accounts in the Bank’s online 

program to reflect the increased spending limits.  Once the emergency situation is over, the 

Procurement Cards will be returned to the previously approved spending limits by updating 

the accounts in the Bank’s online program.  Activation and deactivation of the emergency 

cards will be coordinated between the Procurement Management Director and the Public 

Safety Director. 
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SECTION 28: ENVIRONMENTALLY PREFERABLE PURCHASING 

 

 

28.0 General 

 

This policy establishes procedures to encourage and increase the procurement of recycled 

and other environmentally preferable products by department/divisions and 

vendors/contractors. 

 

 

28.1 Purpose 

 

This policy shall be known as the Environmentally Preferable Purchasing Policy.  Its 

purpose is to support markets for recycled and other environmentally preferable products 

by encouraging department/divisions and vendors/contractors to buy such products 

whenever practicable. 

 

28.2 Definitions 

 

Vendor/Contractor – means any person, group of persons, consultant, designing architect, 

association, partnership, corporation, or other business entity that has a 

quote/contract/one time purchase with Lee County (including suppliers) or serves in a 

subcontracting capacity with an entity having a quote/contract with Lee County for the 

provision of goods or services. 

 

Designated products – means recycled and environmentally preferable products and 

materials that may be designated by Procurement pursuant to this policy. 

 

Environmentally preferable products – means products that have a lesser or reduced 

effect on human health and the environment when compared with competing products 

that serve the same purpose.  This comparison may consider raw materials acquisition, 

production, manufacturing, packaging, distribution, reuse, operation, maintenance, or 

disposal of the product. 

 

Minimum content standards – means standards maintained by Procurement specifying the 

minimum level of recovered material and/or post-consumer material necessary for 

designated products to qualify as recycled products. 

 

Post-consumer material – means a material or finished product that has served its 

intended use and has been discarded for disposal or recovery, having completed its life as 

a consumer item.  Post-consumer material is a part of the broader category of “recovered 

material” or recycled material. 

 

Practicable – means satisfactory in performance and available at a reasonable price. 
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Recovered material – means waste material and that has been recovered or diverted from 

solid waste, but does not include those materials and byproducts generated from, and 

commonly reused within an original manufacturing process. 

 

Recycled paper – means paper meeting the Lee County minimum recycled content 

standards. 

 

Recycled product – means a product manufactured using recovered material and meeting 

Lee County minimum recycled content standards. 

 

 

28.3 Policies 

 

28.3.1 The County Manager’s Office and Procurement strongly supports and will implement 

this policy. 

 

28.3.2 All departments and divisions shall use, and require their vendors/contractors and 

consultants to use, products manufactured with the maximum practicable amount of 

recovered material, especially post-consumer material. 

 

28.3.3 All departments and divisions shall use, and require their vendors/contractors and 

consultants to use, environmentally preferable products whenever cost effective and to 

the extent practicable. 

 

28.3.4 All departments and divisions shall ensure that they and their vendors/contractors use 

recycled paper in printed material, and that it bears an imprint identifying the recycled 

content of the paper, whenever practicable. 

 

28.3.5 All departments and divisions shall ensure that they and their vendors/contractors use 

both sides of paper sheets whenever appropriate. 

 

28.3.6 Departments and divisions may specify recycled content at levels higher than the 

minimum content standards. 

 

28.4 Procedures 

 

28.4.1 Procurement will designate products, processes and procedures to be evaluated by 

departments and divisions and used or adopted whenever practicable, maintain a 

preferred product list and periodically transmit this information to departments and 

divisions for implementation. 
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28.4.2 Provide departments and divisions with technical assistance in policy implementation. 

 

28.4.3 County departments and divisions will assign appropriate personnel to evaluate preferred  

products, as necessary to determine the extent to which it may practicably be used by the 

department/division vendors/contractors. 

 

28.4.4 Revise contracting procedures as necessary to procure preferred products whenever 

practicable and to facilitate appropriate data collection. 

 

28.4.5 Procurement and the Solid Waste Division will transmit an annual report to the County 

Manager’s Office on the status of policy implementation. 

 

28.5 Responsibilities 

 

28.5.1 The Procurement Division shall: 

 

28.5.1.1 Provide departments/divisions with information to facilitate their evaluation and 

purchase of preferred products and inform them of their responsibilities under this 

policy. 

 

28.5.1.2 Revise minimum content standards as necessary to ensure that preferred   

  products contain the maximum practicable amount of recovered 

material and are consistent with guidelines and regulations promulgated by the  

United State Environmental Protection Agency, the State of Florida, and other  

applicable agencies. 

 

28.5.1.3 Ensure that environmentally preferable products are designated whenever 

practicable. 

 

28.5.1.4 Transmit minimum content standards to departments and divisions. 

 

28.5.1.5 Assemble an annual report to the County Manager’s Office on the status of policy  

implementation.  This report shall include data on purchases of recycled/non-

recycled and environmentally preferable products by each department/division 

and results of designated product evaluations. 

 

28.5.2 County Departments and Divisions shall assign staff to: 

 

28.5.2.1 Ensure that contracting procedures do not discriminate against recycled products 

without justification. 

 

28.5.2.2 Assign appropriate personnel to evaluate each preferred product to 

determine the extent to which it may practicably be used by the County and its 

vendors/contractors. 
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28.5.2.3 Revise contracting procedures to optimize the specification of  

  preferred products whenever practicable and facilitate compilation of  

  data on the purchase of preferred products by the agency and its  

  contractors. 

 

28.5.2.4 Transmit evaluation results and annual procurement data to the Procurement  

  Division as requested for inclusion in the annual report to the County Manager’s  

  Office on the status of policy implementation. 
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INDEPENDENT AUDITORS’ REPORT 



 
 
 
Board of Directors 
SalusCare, Inc. 
Fort Myers, Florida 
 
 
Report on the Financial Statements 



We have audited the accompanying consolidated financial statements of SalusCare, Inc. (a nonprofit 
organization), which comprise the consolidated statements of financial position as of June 30, 2016 and 
2015, and the related consolidated statements of activities, functional expenses, and cash flows for the 
years then ended, and the related notes to the consolidated financial statements. 
 
Management’s Responsibility for the Financial Statements 



Management is responsible for the preparation and fair presentation of these consolidated financial 
statements in accordance with accounting principles generally accepted in the United States of 
America; this includes the design, implementation, and maintenance of internal control relevant to the 
preparation and fair presentation of consolidated financial statements that are free from material 
misstatement, whether due to fraud or error. 
 
Auditors’ Responsibility 



Our responsibility is to express an opinion on these consolidated financial statements based on our 
audits. We did not audit the financial statements of LMHC Properties, Inc., which reflect total assets 
and unrestricted support and revenue constituting 2.45% and 0.52%, respectively, as of June 30, 2016; 
and 2.6% and 0.43%, respectively, as of June 30, 2015, of the related consolidated totals. Those 
statements were audited by other auditors, whose report has been furnished to us, and our opinion, 
insofar as it relates to the amounts included for LMHC Properties, Inc., is based solely on the report of 
the other auditors. The financial statements of LMHC Properties, Inc. were audited in accordance with 
Government Auditing Standards. We conducted our audits in accordance with auditing standards 
generally accepted in the United States of America and the standards applicable to financial audits 
contained in Government Auditing Standards, issued by the Comptroller General of the United States. 
Those standards require that we plan and perform the audit to obtain reasonable assurance about 
whether the consolidated financial statements are free from material misstatement.  
 
An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in 
the consolidated financial statements. The procedures selected depend on the auditors’ judgment, 
including the assessment of the risks of material misstatement of the consolidated financial statements, 
whether due to fraud or error. In making those risk assessments, the auditor considers internal control 
relevant to the entity’s preparation and fair presentation of the consolidated financial statements in 
order to design audit procedures that are appropriate in the circumstances, but not for the purpose of 
expressing an opinion on the effectiveness of the entity’s internal control. Accordingly, we express no 
such opinion. 
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An audit also includes evaluating the appropriateness of accounting policies used and the 
reasonableness of significant accounting estimates made by management, as well as evaluating the 
overall presentation of the consolidated financial statements. 
 
We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for 
our audit opinion. 
 
Opinion 



In our opinion, based on our audit and the report of the other auditors, the consolidated financial 
statements referred to above present fairly, in all material respects, the consolidated financial position 
of SalusCare, Inc. as of June 30, 2016 and 2015, and the changes in their net assets and their cash 
flows for the years then ended in accordance with accounting principles generally accepted in the 
United States of America. 
 
Other Matters 



Other Information 



Our audit was conducted for the purpose of forming an opinion on the consolidated financial statements 
as a whole. The schedules of revenues and expenses by cost center, the schedule of state earnings, 
the schedule of bed-day availability payments, the schedule of related party transaction adjustments, 
and the consolidating schedules are presented for purposes of additional analysis and are not a 
required part of the consolidated financial statements. The schedule of expenditures of federal awards 
as required by Title 2 U.S. Code of Federal Regulations part 200, Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards is also presented for 
purposes of additional analysis and is not a required part of the basic financial statements.  
 
The schedules of revenues and expenses by cost center, the schedule of state earnings, the 
consolidating schedules, and the schedule of expenditures of federal awards are the responsibility of 
management and were derived from and relate directly to the underlying accounting and other records 
used to prepare the consolidated financial statements. Such information has been subjected to the 
auditing procedures applied in the audit of the consolidated financial statements and certain additional 
procedures, including comparing and reconciling such information directly to the underlying accounting 
and other records used to prepare the consolidated financial statements or to the consolidated financial 
statements themselves, and other additional procedures in accordance with auditing standards 
generally accepted in the United States of America. In our opinion, the information is fairly stated, in all 
material respects, in relation to the consolidated financial statements as a whole.  
 
The schedule of bed-day availability payments and schedule of related party transaction adjustments 
have not been subjected to the auditing procedures applied in the audit of the basic consolidated 
financial statements and, accordingly, we do not express an opinion or provide any assurance on them. 
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Other Reporting Required by Government Auditing Standards 



In accordance with Government Auditing Standards, we have also issued our report dated February 27, 
2017, on our consideration of SalusCare, Inc.’s internal control over financial reporting and on our tests 
of its compliance with certain provisions of laws, regulations, contracts, and grant agreements and 
other matters. The purpose of that report is to describe the scope of our testing of internal control over 
financial reporting and compliance and the result of that testing, and not to provide an opinion on 
internal control over financial reporting or on compliance. That report is an integral part of an audit 
performed in accordance with Government Auditing Standards in considering SalusCare, Inc.’s internal 
control over financial reporting and compliance. 
 
 
 



 
CliftonLarsonAllen LLP 



Fort Myers, Florida 
February 27, 2017
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2016 2015



ASSETS



CURRENT ASSETS
Cash and Cash Equivalents 4,475,204$        3,246,240$        
Contracts Receivable, Net 2,300,175          1,871,931          
Accounts Receivable, Net 925,770             1,306,521          
Contributions Receivable, Net 14,670               14,670               
Other Current Assets 233,923             184,090             



Total Current Assets 7,949,742          6,623,452          



CONTRIBUTIONS RECEIVABLE, LESS CURRENT PORTION 601,478           616,148            



INVESTMENTS 146,130           173,944            



PROPERTY AND EQUIPMENT, NET 18,430,638      18,826,138       



OTHER ASSETS
Restricted Cash Deposits 607,429             608,721             
Debt Issuance Costs, Net -                         12,208               
Other Assets 117,166             122,728             



Total Assets 27,852,583$      26,983,339$      



LIABILITIES AND NET ASSETS 



CURRENT LIABILITIES
Accounts Payable 1,219,247$        797,697$           
Deferred Revenue 32,718               45,663               
Accrued Expenses 1,130,204          881,137             
Current Portion of Long-Term Debt 371,868             352,222             



Total Current Liabilities 2,754,037          2,076,719          



LONG-TERM LIABILITIES
Long-Term Debt, Net of Current Portion 9,124,234          9,496,528          
Compensated Absences 1,539                 8,930                 
Derivative Financial Instrument 808,210             677,025             



Total Long-Term Liabilities 9,933,983          10,182,483        



Total Liabilities 12,688,020        12,259,202        



NET ASSETS
Unrestricted 13,976,571        13,411,975        
Temporarily Restricted 1,167,992          1,180,782          
Permanently Restricted 20,000               20,000               



Total Net Assets 15,164,563        14,612,757        



Total Liabilities and Net Assets 27,852,583$      26,871,959$      
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2016 2015



UNRESTRICTED NET ASSETS
Support and Revenue:



Support:
State Grants 13,754,929$      13,126,236$      
Other Governmental 6,251,576          5,371,052          
Contributions and In-Kind Revenue 614,516             725,411             



Total Support 20,621,021        19,222,699        
Revenue:



Net Client Fee Revenue 8,932,592          7,911,538          
Interest Income 7,495                 6,586                 
Gain on the Disposal of Assets -                         -                         
Unrealized Gain (Loss) on Derivative Financial Instrument (131,185)            888                    
Unrealized/Realized Gain (Loss) on Investments (2,523)                21,596               
Other Income 687,145             576,983             



Total Revenue 9,493,524          8,517,591          
Net Assets Released From Restrictions:



Satisfaction of Program Restrictions 42,162               49,061               
Total Unrestricted Support and Revenue 30,156,707        27,789,351        



Expenses:
Program Services:



Adult Mental Health 14,677,139        13,117,387        
Children's Mental Health 3,471,787          3,390,499          
Children and Family Services 1,943,462          2,295,780          
Adult Substance Abuse 5,646,509          5,616,276          
Children's Substance Abuse 1,266,445          1,326,281          
Other Program Services 2,439,556          2,179,841          



Total Program Services 29,444,898        27,926,064        
Support Services:



Real Estate Holding Company 147,213             144,947             
Total Support Services 147,213             144,947             
Total Unrestricted Expenses 29,592,111        28,071,011        



NET INCREASE (DECREASE) IN UNRESTRICTED NET ASSETS 564,596           (281,660)           



TEMPORARILY RESTRICTED NET ASSETS
Contributions 29,372               25,820               
Net Assets Released From Restrictions:



Satisfaction of Program Restrictions (42,162)              (49,061)              
Decrease in Temporarily Restricted Net Assets (12,790)              (23,241)              



CHANGES IN NET ASSETS 551,806           (304,901)           



Net Assets - Beginning of Year 14,612,757        14,917,658        



NET ASSETS - END OF YEAR 15,164,563$      14,612,757$      



 
 











SALUSCARE, INC. 
CONSOLIDATED STATEMENT OF FUNCTIONAL EXPENSES 



YEAR ENDED JUNE 30, 2016 
 
 
 



See accompanying Notes to Consolidated Financial Statements. 
(6) 



 



Adult Children's Children Adult Children's Other 
Mental Mental and Family Substance Substance Program Total Administration LMHC
Health Health Services Abuse Abuse Services Program and Support Properties, Inc. Total



PERSONNEL EXPENSES
Salaries 7,481,629$      1,645,989$      963,534$         2,734,477$      571,887$         1,196,101$      14,593,617$    1,456,238$      17,450$           16,067,305$    
Fringe Benefits 1,634,305        444,307           266,139           704,006           159,871           343,281           3,551,909        349,044           -                       3,900,953        



Total Personnel Expenses 9,115,934        2,090,296        1,229,673        3,438,483        731,758           1,539,382        18,145,526      1,805,282        17,450             19,968,258      



OPERATING EXPENSES
Building Occupancy 385,687           93,167             42,034             538,939           168,361           227,446           1,455,634        32,016             62,464             1,550,114        
Professional Services 1,672,890        498,690           179,156           121,447           74,036             56,643             2,602,862        263,279           20,715             2,886,856        
Travel 109,416 38,246   83,646   30,517   851        8,933     271,609 16,724   -                       288,333           
Equipment Costs 301,070 94,600   64,550   148,918 28,868   84,837   722,843 17,194   -                       740,037           
Food Services 64,269   21,375   -             222,373 78,615   8,420     395,052 5,038     -                       400,090           
Medicine and Pharmacy 215,116 27,009   3,383     165,892 13,638   10,952   435,990 6,044     -                       442,034           
Insurance 203,242 46,928   22,348   134,542 36,516   39,952   483,528 1,119     14,434             499,081           
Interest Paid -             -             -             -             -             -             -             470,003 -                       470,003           
Operating Supplies and 



Expenses 458,147 96,280   65,710   203,820 42,635   104,485 971,077 179,051 31,037             1,181,165        
Bad Debt/Tax 819,752           106,222           3,022               213,269           22,112             650                  1,165,027        -                       1,113               1,166,140        



Total Operating Expenses 4,229,589        1,022,517        463,849           1,779,717        465,632           542,318           8,503,622        990,468           129,763           9,623,853        



Total Direct Expenses 13,345,523      3,112,813        1,693,522        5,218,200        1,197,390        2,081,700        26,649,148      2,795,750        147,213           29,592,111      



ALLOCATED EXPENSES
Administration 1,331,616        358,974           249,940           428,309           69,055             357,856           2,795,750        (2,795,750)       -                       -                       



Total Allocated Expenses 1,331,616        358,974           249,940           428,309           69,055             357,856           2,795,750        (2,795,750)       -                       -                       



Total Expenses 14,677,139$    3,471,787$      1,943,462$      5,646,509$      1,266,445$      2,439,556$      29,444,898$    -$                     147,213$         29,592,111$    



Support ServicesProgram Services
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Adult Children's Children Adult Children's Other 
Mental Mental and Family Substance Substance Program Total Administration LMHC
Health Health Services Abuse Abuse Services Program and Support Properties, Inc. Total



PERSONNEL EXPENSES
Salaries 6,381,072$      1,539,698$      1,100,060$      2,598,846$      536,207$         1,176,819$      13,332,702$    1,275,274$      18,920$           14,626,896$    
Fringe Benefits 1,413,060        412,728           291,632           671,263           155,735           309,723           3,254,141        348,688           -                       3,602,829        



Total Personnel Expenses 7,794,132        1,952,426        1,391,692        3,270,109        691,942           1,486,542        16,586,843      1,623,962        18,920             18,229,725      



OPERATING EXPENSES
Building Occupancy 409,058           96,030             49,071             557,436           178,729           222,378           1,512,702        30,650             62,175             1,605,527        
Professional Services 1,782,864        456,192           94,549             178,392           87,248             45,365             2,644,610        221,695           17,911             2,884,216        
Travel 95,855             40,413             78,696             29,086             1,156               6,491               251,697 16,381             -                       268,078           
Equipment Costs 289,511           90,670             62,010             194,215           42,759             58,243             737,408 12,637             -                       750,045           
Food Services 101,165           29,254             102                  224,863           82,521             37,027             474,932 4,206               -                       479,138           
Medicine and Pharmacy 288,657           38,108             2,416               140,679           19,688             10,425             499,973 7,803               -                       507,776           
Subcontracted Services -                       -                       -                       -                       -                       -                       -             -                       -                       -                       
Insurance 201,649           51,240             25,604             139,552           40,947             43,005             501,997 1,063               14,814             517,874           
Interest Paid -                       -                       -                       -                       -                       -                       -             440,455           -                       440,455           
Operating Supplies and 
Expenses 316,169           88,759             318,068           100,600           34,675             79,782             938,053 176,403           28,948             1,143,404        
Bad Debt/Tax 752,984           215,796           5,089               243,109           22,642             2,974               1,242,594        -                       2,179               1,244,773        



Total Operating Expenses 4,237,912        1,106,462        635,605           1,807,932        510,365           505,690           8,803,966        911,293           126,027           9,841,286        



Total Direct Expenses 12,032,044      3,058,888        2,027,297        5,078,041        1,202,307        1,992,232        25,390,809      2,535,255        144,947           28,071,011      



ALLOCATED EXPENSES
Administration 1,085,343        331,611           268,483           538,235           123,974           187,609           2,535,255        (2,535,255)       -                       -                       



Total Allocated Expenses 1,085,343        331,611           268,483           538,235           123,974           187,609           2,535,255        (2,535,255)       -                       -                       



Total Expenses 13,117,387$    3,390,499$      2,295,780$      5,616,276$      1,326,281$      2,179,841$      27,926,064$    -$                     144,947$         28,071,011$    



Program Services Support Services
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2016 2015



CASH FLOWS FROM OPERATING ACTIVITIES
Cash Received from Contracts, Client Fees and Donations 30,286,535$      28,892,813$      
Cash Payments for Program and Support Services (27,199,275)       (26,145,060)       
Cash Received for Interest 7,495                 6,586                 
Cash Payments for Interest (470,003)            (440,455)            
(Increase) Decrease in Inventories (28,987)              7,051                 
(Increase) Decrease in Prepaid Expenses (20,845)              (3,523)                



Net Cash Provided by Operating Activities 2,574,920          2,317,412          



CASH FLOWS FROM INVESTING ACTIVITIES
Purchases of Property and Equipment (952,170)            (436,006)            
Proceeds From Sale of Property and Equipment 43,660               -                         
Proceeds on Sale of Investments 25,290               -                         
Net Change in Restricted Cash Deposits 1,292                 (88,008)              



Net Cash Used by Investing Activities (881,928)            (524,014)            



CASH FLOWS FROM FINANCING ACTIVITIES
Payments of Notes Payable (352,648)            (334,035)            



NET INCREASE (DECREASE) IN CASH AND CASH EQUIVALENTS 1,340,344        1,459,363         



Cash and Cash Equivalents - Beginning of Year 3,246,240          1,786,877          



CASH AND CASH EQUIVALENTS - END OF YEAR 4,586,584$       3,246,240$       



 
RECONCILIATION OF CHANGE IN NET ASSETS TO NET CASH
  PROVIDED BY OPERATING ACTIVITIES



Change in Net Assets 551,806$           (304,901)$          
Adjustments to Reconcile Change in Net Assets to
 Net Cash Provided by Operating Activities:   



Depreciation 1,254,045          1,275,109          
Amortization of Debt Issuance Costs 12,208               23,738               
Loss on Disposal of Assets 49,965               4,926                 
Pledges for Capital Projects 14,670               14,972               
Unrealized (Gain) Loss on Derivative Financial Instrument 131,185             (888)                   
Net Realized/Unrealized (Gain) Loss on Investments 2,523                 (21,596)              
(Increase) Decrease  in:



Accounts Receivable, Net 380,751             327,098             
Contract and Other Receivables (428,244)            773,216             
Other Assets (44,270)              4,133                 



Increase (Decrease) in:
Accounts Payable 421,550             199,382             
Deferred Revenue (12,945)              11,823               
Accrued Liabilities 241,676             10,400               



Total Adjustments 2,023,114          2,622,313          



Net Cash Provided by Operating Activities 2,574,920$        2,317,412$        
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NOTE 1 NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



Nature of Organization 



SalusCare, Inc. and LMHC Properties, Inc. (collectively referred to as SalusCare) are related 
nonprofit corporations formed for the promotion and treatment of behavioral health and 
related issues for Southwest Florida. These organizations plan, develop, and implement 
services which are designed to promote mental health, provide counseling, and prevent 
substance abuse for the citizens of Southwest Florida. SalusCare’s support comes primarily 
from state and local government grants. 
 
The board of directors of Lee Mental Health Center, Inc. (LMH) and Southwest Florida 
Addiction Services, Inc. (SWFAS) entered into a plan of merger effective July 1, 2013. In 
accordance with the provisions of the Florida Not For Profit Corporation Act, SWFAS 
merged with and into LMH, the separate existence of SWFAS ceased, and LMH shall 
continue to exist as the surviving entity. The surviving corporation changed its name to 
SalusCare, Inc.  
 
Significant Accounting Policies 



The accounting and reporting policies of SalusCare conform to accounting principles 
generally accepted in the United States of America, and are in accordance with the Audit 
and Accounting Guide issued by the American Institute of Certified Public Accountants, Not-
for-Profit Organizations. A summary of the significant accounting policies followed by 
SalusCare is set forth below: 
 
Basis of Presentation 



SalusCare is required to report information regarding its financial position and activities 
according to three classes of net assets: unrestricted, temporarily restricted, or permanently 
restricted, depending on the nature of any donor restrictions. Unrestricted net assets include 
those net assets whose use is not restricted by donors, even though their use may be 
limited in other respects, such as by contract or by board designation. Temporarily restricted 
net assets include those net assets whose use by SalusCare has been limited by donors to 
either later periods of time or after specified dates or specified purposes. Permanently 
restricted net assets include those net assets whose use is restricted to investment in 
perpetuity. 
 
Principles of Consolidation 



The consolidated financial statements of SalusCare include the accounts of SalusCare, Inc. 
and LMHC Properties, Inc., after elimination of all material intercompany accounts and 
transactions.  
 
Basis of Accounting 



SalusCare prepares its financial statements on the accrual basis of accounting. Grant 
revenues are recorded as support when performance occurs under the terms of the grant 
agreement. Grant revenue includes all resources received from another entity in accordance 
with a contract, entitlement, or grant document. Net client fee revenue is recognized when 
services are provided. 
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NOTE 1 NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



(CONTINUED) 



Basis of Accounting (Continued) 



The cost of providing the various programs and other activities have been detailed in the 
consolidated statements of functional expenses and summarized on a functional basis in the 
consolidated statements of activities. Salaries and other expenses that are associated with a 
specific program are charged directly to that program. Salaries and other expenses that 
benefit more than one program are allocated to the various programs based on the relative 
benefit provided. Administrative expenses are allocated to the various programs based on 
each program’s full time positions. Occupancy costs are allocated to the various programs 
based on square footage occupied by each program. SalusCare does not actively engage in 
fundraising activities; therefore, no fundraising expenses are included in the accompanying 
consolidated financial statements. 
 
Reclassification 
Certain accounts in the prior-year financial statements have been reclassified for 
comparative purposes to conform with the presentation in the current-year financial 
statements.  Such reclassification had no effect on previously reported net assets or 
changes in net asset amounts. 
 
Cash and Cash Equivalents  



For purposes of reporting consolidated cash flows, SalusCare considers all highly liquid debt 
instruments with an initial maturity of less than three months to be cash equivalents. The 
balances are insured by the Federal Deposit Insurance Corporation up to certain limits. At 
times, cash in bank may exceed FDIC insurable limits. Cash and cash equivalents for the 
purpose of the consolidated statements of cash flows exclude restricted cash and cash 
equivalents. 
 
Accounts and Contracts Receivable 



Accounts and contracts receivable are stated at net realizable value. The allowance for 
doubtful accounts is SalusCare’s best estimate of the amount of probable credit losses in 
SalusCare’s existing accounts and contracts receivable; however, changes in circumstances 
relating to accounts and contracts receivable may result in a requirement for additional 
allowances in the future. SalusCare determines the allowance based on historical write-off 
experience and current economic factors. SalusCare continually reviews its allowance for 
doubtful accounts. Past due balances over 90 days and other higher risk amounts are 
reviewed individually for collectability.  
 
Based on management’s assessment, SalusCare provides for estimated uncollectible 
amounts through a charge to bad debt expense and a credit to a valuation allowance. 
Account balances are charged against the allowance after all collection efforts have been 
exhausted and the potential for recovery is considered remote. 
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NOTE 1 NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



(CONTINUED) 



Investments 



Investments in common stocks with readily determinable fair values are stated at fair value 
based on quoted market rates. The investments held by the Southwest Florida Community 
Foundation are measured at the values reported to SalusCare by the Foundation, which 
approximates fair market value. The investments with Prestige Health Choice are measured 
at cost. These investments with Prestige Health Choice amounted to $-0- and $5,000 for the 
years ended June 30, 2016 and 2015, respectively. Unrealized gains/(losses) on 
investments amounted to $(22,813) and $2,049 for the years ended June 30, 2016 and 
2015, respectively. Realized gains on investments totaled $20,290 and $19,547 for the 
years ended June 30, 2016 and 2015, respectively.  
 
The preceding methods described may produce a fair value calculation that may not be 
indicative of net realizable value or reflective of future fair values. Furthermore, although 
SalusCare believes its valuation methods are appropriate and consistent with other market 
participants, the use of different methodologies or assumptions to determine the fair value of 
certain financial instruments could result in a different fair value measurement at the 
reporting date. 
 
Property and Equipment  



Property and equipment are capitalized at cost when purchased or at fair value at the date 
of gift, if contributed. Depreciation is computed on the straight-line method over the 
estimated useful lives of the assets. The lives of the various assets range from 3 to 40 
years. The cost of assets retired or sold, together with the related accumulated depreciation, 
is removed from the accounts and any gain or loss is recognized. Disposition of items 
acquired from certain state contracts require state approval. Expenditures for major 
renewals and betterments that extend the useful lives of property and equipment are 
capitalized. Expenditures for maintenance and repairs are charged to expense as incurred. 
 
Property and equipment classified as held for sale are measured at their carrying value and 
expected to be sold within one year. Assets are classified as held for sale if their carrying 
amounts will be recovered through a sale transaction rather than through continuing use. 
Property and equipment once classified as held for sale are not depreciated. 



 
Debt Issuance Costs 



Issuance costs related to long–term debt are capitalized and amortized over the life of the 
debt using the effective interest method. Issuance costs capitalized total $118,691 and are 
shown net of accumulated amortization of $118,691 and $106,483 for the years ended  
June 30, 2016 and 2015, respectively, in the consolidated statements of financial position. 
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NOTE 1  NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



(CONTINUED) 



Impairment of Long-Lived Assets  



Recoverability of assets to be held and used is measured by a comparison of the carrying 
amount of an asset to future net cash flows expected to be generated by the asset. If such 
assets are considered to be impaired, the impairment to be recognized is measured by the 
amount by which the carrying amount of the assets exceeds the fair value of the assets. 
Assets to be disposed of are reported at the lower of the carrying amount or fair value less 
cost to sell. 
 
SalusCare periodically reviews its long-lived assets for impairment. Management has 
determined that no adjustment to the carrying value is required. 
 
Compensated Absences 



SalusCare’s policy allows for the accumulation of employee leave time based on the 
employee’s years of service. This policy does not allow the payment of this amount when 
the employee terminates employment. SalusCare allows for employee accrual of a 
maximum of 240 hours of paid time off to be carried at any time.  
 
Income Taxes 



The Internal Revenue Service has determined that SalusCare and Lee Mental Health 
Center Properties, Inc. are exempt from federal income tax under Section 501(c)(3) of the 
Internal Revenue Code. SalusCare and Lee Mental Health Center Properties Inc. are both 
nonprofit Florida corporations and, therefore, are not subject to state income taxes.  
 
SalusCare and Lee Mental Health Center Properties Inc. are in compliance with the income 
tax standard regarding the recognition and measurement of uncertain tax positions. This 
guidance clarifies the accounting for uncertainty in income taxes recognized in the 
consolidated financial statements.  
 
Contributions 



As required, SalusCare records contributions received as increases in unrestricted, 
temporarily restricted, or permanently restricted net assets, depending on the existence or 
nature of any donor restrictions. All donor-restricted contributions are reported as increases 
in temporarily or permanently restricted net assets depending on the nature of the 
restrictions. When a restriction expires, temporarily restricted net assets are reclassified to 
unrestricted net assets and reported in the consolidated statements of activities as net 
assets released from restrictions. 
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NOTE 1 NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



(CONTINUED) 



Contributions (Continued) 



Unconditional promises to give (pledges) are recognized as support in the period received. 
Promises to give are recorded at net realizable value if expected to be collected in one year. 
Conditional promises to give are recognized when the conditions on which they depend are 
substantially met. Unconditional promises to give to be received after one year are 
discounted at an appropriate discount rate commensurate with the risks involved. 
Amortization of discounts is recorded as additional contribution revenue in accordance with 
donor-imposed restrictions, if any, on the contributions. 
 
Contributions of assets other than cash are recorded at their estimated fair value on the date 
received. Contributions of donated services that create or enhance non-financial assets or 
that require specialized skills are provided by individuals possessing those skills, and would 
typically need to be purchased, if not provided by donation, are recorded at their estimated 
fair values in the period received. Contributions of non cash items primarily consisted of 
medicines for clients of SalusCare. 
 
Deferred Revenue 



Amounts received, but not yet earned, relating to grant income received in a lump sum, are 
reported as deferred revenue. 
 
Fair Value of Financial Instruments 



SalusCare’s financial instruments are cash and cash equivalents, contracts receivable, 
accounts receivable, contributions receivable, investments, accounts payable, deferred 
revenue, accrued expenses, and long-term debt. The recorded values of cash and cash 
equivalents, accounts receivable, accounts payable, certain accrued expenses, and 
deferred revenue approximate their fair values based on their short-term nature. The 
carrying value of contributions receivable and certain accrued expenses are based on 
discounted cash flows, which approximates fair value at June 30, 2016 and 2015. The fair 
value of the interest rate swap is estimated based on the current rates at June 30, 2016 and 
2015. The fair value of the SalusCare’s long-term debt is estimated based on the current 
rates offered to SalusCare for debt of similar terms and maturities. Under this method, the 
fair value of the SalusCare’s long-term debt at June 30, 2016 and 2015 were $10,304,311 
and $10,525,755, respectively. The fair value of long-term debt is determined using Level 3 
inputs. 
 
Concentrations 



SalusCare receives substantially all of its revenue from government sources. If a significant 
reduction in the level of funding were to occur, it could have an adverse effect on 
SalusCare’s programs and activities. 
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NOTE 1 NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



(CONTINUED) 



Estimates 



The preparation of consolidated financial statements, in conformity with accounting 
principles generally accepted in the United States of America, requires management to 
make estimates and assumptions that affect certain reported amounts and disclosures in the 
financial statements. Such estimates primarily relate to unsettled transactions and events as 
of the date of the consolidated financial statements. Accordingly, upon settlement, actual 
results may differ from estimated amounts. 
 
Fair Value Measurements 



SalusCare measures fair value using a three-level hierarchy for fair value measurements 
based upon the transparency of inputs to the valuation of an asset or liability. Inputs may be 
observable or unobservable and refer broadly to the assumptions that market participants 
would use in pricing the asset or liability. 
 
Observable inputs reflect the assumptions market participants would use in pricing the asset 
or liability based on market data obtained from sources independent of the reporting entity. 
Unobservable inputs reflect the reporting entity’s own assumptions about the assumptions 
that market participants would use in pricing the asset or liability developed based on the 
best information available in the circumstances. 
 
The objective of a fair value measurement is to determine the price that would be received 
to sell an asset or paid to transfer a liability in an orderly transaction between market 
participants at the measurement date (an exit price). Accordingly, the fair value hierarchy 
gives the highest priority to quoted prices (unadjusted) in active markets for identical assets 
or liabilities (Level 1) and the lowest priority to unobservable inputs (Level 3). SalusCare 
may use valuation techniques consistent with the market, income, and cost approaches to 
measure fair value. 
 
The inputs used to measure fair value are categorized into the following three categories:  
 



Level 1 - Inputs that reflect unadjusted quoted prices in active markets for identical 
investments, such as stocks, corporate, and government bonds that SalusCare has 
the ability to access as of the measurement date.  



Level 2 - Inputs, other than quoted prices, that are observable for the asset or liability 
either directly or indirectly, including inputs from markets that are not considered to be 
active.  



Level 3 - Inputs that are unobservable. Unobservable inputs reflect SalusCare’s own 
assumptions about the factors market participants would use in pricing an investment, 
and is based on the best information available in the circumstances.  
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NOTE 1 NATURE OF ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 



(CONTINUED) 



Fair Value Measurements (Continued) 



Professional standards allow entities the irrevocable option to elect to measure certain 
financial instruments and other items at fair value for the initial and subsequent 
measurement on an instrument-by-instrument basis. SalusCare adopted the policy to value 
certain financial instruments at fair value. SalusCare has not elected to measure any 
existing financial instruments at fair value; however, it may elect to measure newly acquired 
financial instruments at fair value in the future.  
 
Subsequent Events 



In preparing these consolidated financial consolidated, SalusCare has evaluated events and 
transactions for potential recognition or disclosure through February 27, 2017, the date the 
consolidated financial statements were available to be issued. 
 
 



NOTE 2 CONTRACTS RECEIVABLE, NET 



Contracts receivable consisted of the following at June 30:  
 



2016 2015
Lee County 803,942$         410,504$         
State of Florida, Department of Children and Families 1,397,139 1,429,126
Other 99,094             35,901             



Total 2,300,175        1,875,531        
Less: Allowance for Doubtful Accounts -                       (3,600)              



Total 2,300,175$      1,871,931$      
 



 
 



NOTE 3 ACCOUNTS RECEIVABLE, NET 



Accounts receivable consisted of the following at June 30: 
 



2016 2015
Self-Pay and Insurance 693,235$         720,134$         
Medicaid 701,591 1,182,185
Medicare 174,121           102,056           
Other 19,921             27,006             



Total 1,588,868        2,031,381        
Less: Allowance for Doubtful Accounts (663,098)          (724,860)          



Total 925,770$         1,306,521$      
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NOTE 4 CONTRIBUTIONS RECEIVABLE, NET 



Contributions receivable consisted of the following at June 30: 
 



2016 2015
Contributions Receivable - Fair Value of Land Lease 616,148$         630,818$         



Amounts Due in:
Less Than One Year 14,670$           14,670$           
One to Five Years 73,350             73,350             
More than Five Years 528,128           542,798           



Total 616,148$         630,818$         
 



 
 



NOTE 5 PROPERTY AND EQUIPMENT 



Property and equipment consisted of the following at June 30: 
 



2016 2015
Land 1,541,898$        1,541,898$        
Buildings and Improvements 26,003,347 25,534,989
Furniture and Equipment 4,208,880          4,116,971          
Vehicles 329,251             376,735             
Construction in Progress 6,722                 21,887               



Total 32,090,098        31,592,480        
Less: Accumulated Depreciation (13,659,460)       (12,766,342)       



Total 18,430,638$      18,826,138$      
 



 
Depreciation expense for the years ended June 30, 2016 and 2015 was $1,254,045 and 
$1,275,109, respectively. 
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NOTE 6 FAIR VALUE MEASUREMENTS 



The following table sets forth by level, within the fair value hierarchy, SalusCare’s assets 
and liabilities at fair value as of June 30: 
 



Level 1 Level 2 Level 3 Total
Assets:



Common Stocks 48,433$      -$                -$                 48,433$      
Pooled Investment with Southwest



Florida Community Foundation -                 -                 97,697        97,697       
Total Assets at Fair Value 48,433$       -$                 97,697$       146,130$     



Liabilities:
Derivative Instrument - Interest



Rate Swap -$                808,210$    -$                 808,210$    
Total Liabilities at Fair Value -$                 808,210$     -$                 808,210$     



2016



 
 
The following table sets forth by level, within the fair value hierarchy, SalusCare’s assets 
and liabilities at fair value as of June 30: 
 



Level 1 Level 2 Level 3 Total
Assets:



Common Stocks 68,084$      -$                -$                 68,084$      
Pooled Investment with Southwest



Florida Community Foundation -                 -                 100,860      100,860     
Total Assets at Fair Value 68,084$      -$                100,860$     168,944$    



Liabilities:
Derivative Instrument - Interest



Rate Swap -$                677,025$    -$                 677,025$    
Total Liabilities at Fair Value -$                 677,025$     -$                 677,025$     



2015



 
 
The following table sets forth a summary of changes in the fair value of SalusCare’s Level 3 
assets for the year ended June 30: 
 



2016 2015
Balance - Beginning of Year 100,860$          99,786$            



Unrealized Gains (3,163)              1,074                
Balance - End of Year 97,697$             100,860$           
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NOTE 7 ACCRUED EXPENSES 



Accrued expenses consisted of the following at June 30: 
 



2016 2015
Payroll and Payroll Taxes 976,037$          754,113$          
Other Accrued Expenses 154,167           127,024            



Total 1,130,204$        881,137$           
 



 
 



NOTE 8 LONG-TERM OBLIGATIONS 



Long-term obligations consist of the following at June 30: 
 
Description 2016 2015



Mortgage payable to a financial institution, bearing interest at 
one month LIBOR rate plus 2.75%, with monthly payments of 
$38,985 including interest, due October 2023; collateralized by 
first mortgage on land and building. SalusCare has entered an
interest rate swap agreement for $4.9 million of this obligation. 
The effective date of the swap was October 1, 2013. (See Note 9) 4,471,706$     4,712,406$     



Bonds payable to a financial institution, bearing variable interest at 
6.37% of the one month LIBOR rate plus 1.17%, with monthly
payments of $23,761, including interest, due February 2039; 
collateralized by the Detox & Administration Facility real estate 
carried at $6,076,120 at June 30, 2016. SalusCare has entered
an interest rate swap agreement for $4.2 million of this obligation. 
The effective date of the swap was February 1, 2009. (See Note 9) 4,025,996       4,137,944       



The Capital Advance Mortgage note, sponsored by HUD, requires 
no monthly mortgage payment as long as the project is in 
regulatory compliance; the note does not have an amount for any 
current portion. Any payment of principal or accrued interest 
requires prior approval of HUD; maturity date of the capital 
advance is March 23, 2033.  This debt is not included in the 
principal payment table as the debt will be forgiven. 998,400          998,400          



Total 9,496,102       9,848,750       
Less: Current Portion (371,868)         (352,222)         



Total 9,124,234$     9,496,528$     











SALUSCARE, INC. 
NOTES TO CONSOLIDATED FINANCIAL STATEMENTS 



JUNE 30, 2016 AND 2015 
 
 
 



(19) 



 
NOTE 8 LONG-TERM OBLIGATIONS (CONTINUED) 



Scheduled principal maturities of debt payable are approximately as follows: 
 



Year Ending June 30, Amount
2017 371,868$           
2018 393,091             
2019 423,095             
2020 460,987             
2021 481,739             



Thereafter 6,366,922          
Total 8,497,702$       



 
 
SalusCare had available a $1,000,000 revolving line of credit with Bank of America, N.A. at 
June 30, 2016. The line of credit has a current maturity date of January 31, 2017. Interest is 
charged at 2.93% in excess of the one-month LIBOR rate (2.90%) for the year ended 
June 30, 2016. The line is collateralized by all business assets of SalusCare, Inc. other than 
real estate and non-titled vehicles. As of June 30, 2016, there was no outstanding balance 
on this line of credit. 
 
The mortgage and line of credit agreements contain covenants pertaining to cash flow and 
debt coverage. SalusCare is required to maintain on a consolidated basis a debt coverage 
ratio of at least 1.40 to 1.00 for the mortgage and the line of credit at all times during each 
fiscal year. In addition, SalusCare shall not report interim period year to date cash flow of 
less than $-0- on a consolidated basis. At June 30, 2016, SalusCare was in compliance with 
these covenants. 
 
The bond purchase and construction financing agreement contains covenants pertaining to 
the maintenance of working capital and unrestricted net assets. SalusCare is required to 
maintain a Debt Coverage Ratio equal to or exceeding 1.40 to 1.00 at the end of each fiscal 
year. In addition, SalusCare must maintain unrestricted net assets of at least $3,500,000 at 
all times. At June 30, 2016, SalusCare was in compliance with these covenants. 
 
 



NOTE 9 DERIVATIVE FINANCIAL INSTRUMENT 



SalusCare holds two derivative financial instruments for the purpose of managing the risk 
associated with interest rates on its variable rate borrowing. During the year ended June 30, 
2014, SalusCare entered into a pay fixed interest rate swap agreement in connection with 
the mortgage debt discussed in Note 8. The original notional value of the agreement was 
$4,866,691. The notional amount of the swap agreement was $4,471,706 and $4,712,406 at 
June 30, 2016 and 2015, respectively.  
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NOTE 9 DERIVATIVE FINANCIAL INSTRUMENT (CONTINUED)  



In addition, SalusCare holds a derivative financial instrument for the purpose of managing 
the risk associated with interest rates on its variable rate borrowing. SWFAS originally 
entered an interest rate swap agreement in connection with the Series 2007A Bonds 
discussed above (see Note 8). The notional amount of the swap agreement was $3,671,484 
and $3,762,109 at June 30, 2016 and 2015, respectively. The effective date of this 
agreement was February 1, 2009, at which time $4,250,000 of the variable rate debt was 
converted to a fixed rate of 4.50%.  
 
SalusCare uses fair value measurements to record the fair value adjustment of the 
derivative instrument. The fair value of these agreements total $808,210 and $677,025 for 
the years ended June 30, 2016 and 2015, respectively, and is reported in long-term 
liabilities in the consolidated statements of financial position. Changes in the fair value of 
derivatives are reported in the consolidated statements of activities. See Note 6 for more 
information on fair value measurements. 
 
 



NOTE 10 NET ASSETS 



Net asset components consist of the following at June 30: 
 



2016 2015
Unrestricted Net Assets:



SalusCare, Inc. 14,558,233$    13,998,759$    
LMHC Properties, Inc. (581,662)          (586,784)          



Total Unrestricted Net Assets 13,976,571      13,411,975      
Temporarily Restricted Net Assets:



Special Purpose Funds 551,842           549,962           
Donated Land Lease 616,150           630,820           



Total Temporarily Restricted Net Assets 1,167,992        1,180,782        
Permanently Restricted Net Assets:



SalusCare, Inc. 20,000             20,000             
Total Net Assets 15,164,563$   14,612,757$    



 
 
 



NOTE 11 PENSION PLAN 



SalusCare offers its employees a defined contribution retirement plan under Section 403(b) 
of the Internal Revenue Code. The plan covers all employees subject to a minimum 
employment requirement. The plan permits SalusCare to provide discretionary employer 
contributions. 
 
Employer contributions, including administrative costs to the plan for the years ended  
June 30, 2016 and 2015 were $413,383 and $433,392, respectively. 
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NOTE 12 COMMITMENTS AND CONTINGENCIES 



SalusCare leases certain equipment, office space, and two apartments under various 
noncancelable operating leases. The future minimum lease payments under these leases 
are as follows: 
 



Year Ending June 30, Amount
2017 117,625$           
2018 -                     
Total 117,625$          



 
 
Rent expense was $146,812 and $151,149 for the years ended June 30, 2016 and 2015, 
respectively. 
 
SalusCare receives grants and other reimbursements from state and local agencies subject 
to special compliance audit requirements. These audits have resulted in refunds in amounts 
that were not material in relation to the financial statements. Future audits may also result in 
disallowed expense amounts. Disallowed amounts, if any, constitute a contingent liability to 
SalusCare. Management does not believe any resulting contingent liabilities would be 
material to the financial position of SalusCare. 
 
 



NOTE 13 SUPPORT FROM THE STATE OF FLORIDA WHICH REQUIRES MATCH 



During the years ended June 30, 2016 and 2015, SalusCare received support from the state 
of Florida, under grant contracts with the Department of Children and Families, Alcohol, 
Drug Abuse, and Mental Health Program. These contracts are renegotiated annually. The 
income from these contracts is earned by providing services to patients. The contracts 
required a local match of $2,282,511 and $30,439 in 2016 and 2015, respectively, for 
certain program services.  
 
SalusCare incurred and funded allowable program costs in excess of the required match 
during the fiscal years ended June 30, 2016 and 2015. 
 
 



NOTE 14 SUPPORT FROM LEE COUNTY 



Financial support of $5,829,113 and $4,920,919 was received from Lee County for the years 
ended June 30, 2016 and 2015, respectively, as part of its annual award to SalusCare. 
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NOTE 15 CONFLICT OF INTEREST POLICY 



The board of directors has adopted a conflict of interest policy. Every officer and director is 
required to disclose any potential conflicts of interest. Any officer or director with a potential 
conflict of interest is required to refrain from participating in any decision by the board of 
directors on any issue involving the potential conflict of interest. SalusCare, Inc. may, with 
proper notice and disclosure, from time to time do business with firms with who board of 
directors members or corporate officers are affiliated. Such business arrangements are to be 
made on an arm’s length basis and on terms not less favorable to SalusCare, Inc. than other 
transactions with unrelated parties. 
 
Currently, management is not aware of any business relationships in effect that would 
constitute a conflict of interest with any officer or board member of SalusCare, Inc. 
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Adult Detox



Crisis Crisis
Stabilization Incidentals Stabilization Detox Detox Total



STATE SAMH FUNDING
SAMH 2,253,489$  128,106$     374,851$     257,366$     912,509$     3,926,321$  
DCF -                   -                   -                   -                   -                   -                   
State IDP Credit -                   -                   -                   -                   -                   -                   



Total State SAMH Funding 2,253,489    128,106       374,851       257,366       912,509       3,926,321    



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                   -                   -                   -                   -                   -                   
Medicaid 793,419       -                   963,476       -                   319,170       2,076,065    
Local Government 670,794       -                   293,000       -                   1,065,284    2,029,078    
Federal Grants and Contracts -                 -                 -                  -                 -                 -                 



Total Other Government Funding 1,464,213    -                   1,256,476    -                   1,384,454    4,105,143    



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments 335,616       -                   72,875         -                   187,899       596,390       
Third Party Payments (Except Medicare) 549,805       -                   197,271       -                   247,684       994,760       
Medicare 93,169         -                   -                   -                   -                   93,169         
Contributions and Donations -                   -                   -                   -                   97,240         97,240         
Other -                   -                   4,700           -                   -                   4,700           
In-Kind Revenue 400              -                   -                   -                   1,171           1,571           



Total Nongovernmental Funding 978,990       -                   274,846       -                   533,994       1,787,830    



Total All Funding and Revenue 4,696,692$  128,106$     1,906,173$  257,366$     2,830,957$  9,819,294$  



Adult Crisis Stabilization Unit Child Crisis Stabilization Unit
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Medical Case Medical
Res LII Services Aftercare Management Day/Night Services Res L1



STATE SAMH FUNDING
SAMH 824,942$     49,008$       739$            166,949$     7,499$         25,750$       1,186,380$  
DCF -                   -                   -                   -                   -                   -                   -                   
State IDP Credit -                   -                   -                   -                   -                   -                   -                   



Total State SAMH Funding 824,942       49,008         739              166,949       7,499           25,750         1,186,380    



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                   -                   -                   -                   -                   -                   -                   
Medicaid 29,068         -                   2,745           -                   -                   -                   15,700         
Local Government 782              -                   -                   143,063       -                   -                   168,000       
Federal Grants and Contracts 61,193       -                 -                 -                  -                 -                 -                 



Total Other Government Funding 91,043         -                   2,745           143,063       -                   -                   183,700       



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments 45,500         -                   -                   -                   7,084           -                   68,252         
Third Party Payments (Except Medicare) 39,900         -                   -                   -                   -                   -                   61,531         
Medicare -                   -                   -                   -                   -                   -                   -                   
Contributions and Donations 15,397         -                   -                   -                   19,759         -                   1,619           
Other 977              -                   -                   -                   -                   -                   -                   
In-Kind Revenue 3,817           -                   -                   -                   -                   -                   -                   



Total Nongovernmental Funding 105,591       -                   -                   -                   26,843         -                   131,403       



Total All Funding and Revenue 1,021,576$  49,008$       3,484$         310,012$     34,342$       25,750$       1,501,483$  



Child Substance Abuse Residential Adult Substance Abuse Residential
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Case Supported Supported 
Res L4 Incidentals Aftercare Total Management House/Living Incidentals Employment Outreach



STATE SAMH FUNDING
SAMH 470,240$    17,500$      43,234$      2,792,241$  592,240$    425,000$    38,852$      6,032$        48,668$      
DCF -                 -                 -                 -                   -                  -                  -                 -                  -                 
State IDP Credit -                 12,897        -                 12,897         -                  -                  -                 -                  -                 



Total State SAMH Funding 470,240      30,397        43,234        2,805,138    592,240      425,000      38,852        6,032          48,668        



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                 -                 -                 -                   -                  -                  -                 -                  -                 
Medicaid -                 -                 844             48,357         143,881      -                  -                 -                  -                 
Local Government 108,017      -                 -                 419,861       -                  -                  -                 -                  -                 
Federal Grants and Contracts 62,346        -               -               123,539     -                -                -               -                -               



Total Other Government Funding 170,363      -                 844             591,757       143,881      -                  -                 -                  -                 



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments 103,213      -                 -                 224,049       200             -                  -                 -                  -                 
Third Party Payments (Except Medicare) -                 -                 -                 101,431       -                  -                  -                 -                  -                 
Medicare -                 -                 -                 -                   -                  -                  -                 -                  -                 
Contributions and Donations 9,481          -                 -                 46,256         -                  -                  -                 -                  -                 
Other 781             -                 -                 1,758           -                  -                  -                 -                  -                 
In-Kind Revenue 25,495        -                 -                 29,312         -                  -                  -                 -                  -                 



Total Nongovernmental Funding 138,969      -                 -                 402,806       200             -                  -                 -                  -                 



Total All Funding and Revenue 779,572$    30,397$      44,078$      3,799,701$  736,321$    425,000$    38,852$      6,032$        48,668$      



Adult Substance Abuse Residential Adult Community Services



 
 











SALUSCARE, INC. 
SCHEDULE OF REVENUES BY COST CENTER (CONTINUED) 



YEAR ENDED JUNE 30, 2016 
(SEE INDEPENDENT AUDITORS’ REPORT) 



 
 
 



(26) 



 



Forensic Case Forensic Case Recovery 
Management Forensic SHL Outreach Management Support TBOS CAT Total



STATE SAMH FUNDING
SAMH 115,609$     90,000$       -$                 229,100$     6,500$         70,712$       -$                 1,622,713$     
DCF -                   -                   -                   -                   -                   -                   374,424       374,424          
State IDP Credit -                   -                   -                   -                   -                   -                   -                   -                      



Total State SAMH Funding 115,609       90,000         -                   229,100       6,500           70,712         374,424       1,997,137       



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                   -                   -                   -                   -                   -                   -                   -                      
Medicaid -                   -                   -                   425,509       -                   297,913       118,306       985,609          
Local Government 172,234       -                   51,415         122,718       -                   88,163         -                   434,530          
Federal Grants and Contracts -                 -                 -                 -                  -                 -                 -                 -                     



Total Other Government Funding 172,234       -                   51,415         548,227       -                   386,076       118,306       1,420,139       



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments -                   -                   -                   -                   -                   3,335           -                   3,535              
Third Party Payments (Except Medicare) -                   -                   -                   17,075         -                   3,952           660              21,687            
Medicare -                   -                   -                   -                   -                   -                   -                   -                      
Contributions and Donations -                   -                   -                   -                   -                   -                   -                   -                      
Other -                   -                   -                   -                   -                   -                   -                   -                      
In-Kind Revenue -                   -                   -                   -                   -                   -                   -                   -                      



Total Nongovernmental Funding -                   -                   -                   17,075         -                   7,287           660              25,222            



Total All Funding and Revenue 287,843$     90,000$       51,415$       794,402$     6,500$         464,075$     493,390$     3,442,498$     



Adult Community Services Child Community Services
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Crisis/Support Adult & Child



Emergency Medical Outpatient 
Program Services Therapy Prevention FIS CM FIS OR Total



STATE SAMH FUNDING
SAMH 1,186,651$  2,822,486$  -$                 117,180$     48,590$       105,352$     271,122$     
DCF -                   -                   -                   -                   -                   -                   -                   
State IDP Credit -                   62,638         -                   -                   -                   -                   -                   



Total State SAMH Funding 1,186,651    2,885,124    -                   117,180       48,590         105,352       271,122       



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                   -                   -                   -                   -                   -                   -                   
Medicaid 5,322           1,317,876    920,301       -                   -                   -                   -                   
Local Government 343,886       779,548       730,265       -                   -                   -                   -                   
Federal Grants and Contracts -                 -                 -                 -                  -                 -                 -                 



Total Other Government Funding 349,208       2,097,424    1,650,566    -                   -                   -                   -                   



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments (8)                 401,525       433,611       -                   -                   -                   -                   
Third Party Payments (Except Medicare) 1,309           199,180       149,035       -                   -                   -                   -                   
Medicare (626)             185,540       85,539         -                   -                   -                   -                   
Contributions and Donations -                   5,025           253,893       -                   -                   -                   -                   
Other -                   20,800         4,219           -                   -                   -                   -                   
In-Kind Revenue -                   -                   -                   -                   -                   -                   -                   



Total Nongovernmental Funding 675              812,070       926,297       -                   -                   -                   -                   



Total All Funding and Revenue 1,536,534$  5,794,618$  2,576,863$  117,180$     48,590$       105,352$     271,122$     



Prevention Services
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Total for all 



Family State
Intensive Total for State Non-State Designated



Treatment SAMH-Funded Funded SAMH SAMH Non-SAMH Direct Support Administrative
Team (FITT) Cost Centers Cost Centers Cost Centers Cost Centers Cost Centers Cost Centers



STATE SAMH FUNDING
SAMH 752,316$     13,373,850$  -$                 13,373,850$  -$                 -$                 -$                 
DCF -                   374,424         -                   374,424         -                   -                   -                   
State IDP Credit -                   75,535           -                   75,535           -                   -                   -                   



Total State SAMH Funding 752,316       13,823,809    -                   13,823,809    -                   -                   -                   



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                   -                    -                   -                    -                   -                   -                   
Medicaid -                   5,353,530      -                   5,353,530      -                   -                   -                   
Local Government -                   4,737,168      853,578       5,590,746      62,845         474,446       -                   
Federal Grants and Contracts -                 123,539       -                 123,539         -                 -                 -                 



Total Other Government Funding -                   10,214,237    853,578       11,067,815    62,845         474,446       -                   



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments -                   1,659,102      66,680         1,725,782      21,838         -                   -                   
Third Party Payments (Except Medicare) -                   1,467,402      -                   1,467,402      -                   -                   -                   
Medicare -                   363,622         -                   363,622         -                   -                   -                   
Contributions and Donations -                   402,414         -                   402,414         -                   -                   129,691       
Other -                   31,477           -                   31,477           290,957       -                   (113,343)      
In-Kind Revenue -                   30,883           -                   30,883           5,364           -                   -                   



Total Nongovernmental Funding -                   3,954,900      66,680         4,021,580      318,159       -                   16,348         



Total All Funding and Revenue 752,316$     27,992,946$  920,258$     28,913,204$  381,004$     474,446$     16,348$       
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Indirect Support LMHC Total 



Cost Centers Properties, Inc. Funding



STATE SAMH FUNDING
SAMH -$                          -$                          13,373,850$         
DCF -                            -                            374,424                
State IDP Credit -                            -                            75,535                  



Total State SAMH Funding -                            -                            13,823,809           



OTHER GOVERNMENT FUNDING
Other State Agency Funding -                            -                            -                            
Medicaid -                            -                            5,353,530             
Local Government -                            -                            6,128,037             
Federal Grants and Contracts -                          73,757                 197,296              



Total Other Government Funding -                            73,757                  11,678,863           



ALL OTHER FUNDING AND REVENUE
First and Second Party Payments -                            -                            1,747,620             
Third Party Payments (Except Medicare) -                            -                            1,467,402             
Medicare -                            -                            363,622                
Contributions and Donations -                            -                            532,105                
Other 201,832                83,326                  494,249                
In-Kind Revenue -                            -                            36,247                  



Total Nongovernmental Funding 201,832                83,326                  4,641,245             



Total All Funding and Revenue 201,832$              157,083$              30,143,917$         
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Crisis Crisis 
Stabilization Incidentals Stabilization Detox Detox Total



PERSONNEL EXPENSES
Salaries 2,531,853$      -$                     429,819$         429,819$         1,431,352$      4,822,843$      
Fringe Benefits 529,306           -                       104,225           104,225           321,629           1,059,385        



Total Personnel Expenses 3,061,159        -                       534,044           534,044           1,752,981        5,882,228        



OPERATING EXPENSES
Building Occupancy 129,082           -                       35,897             28,493             218,332           411,804           
Professional Services 968,224           -                       202,886           202,886           42,505             1,416,501        
Travel 10,556             -                       469                  436                  1,816               13,277             
Equipment Costs 69,924             -                       19,701             14,745             60,411             164,781           
Food Services 65,140             -                       10,694             10,680             68,874             155,388           
Medicine and Pharmacy 15,242             128,106           16,153             10,784             61,331             231,616           
Insurance 63,995             -                       13,158             8,874               53,202             139,229           
Interest Paid -                       -                       -                       -                       -                       -                       
Operating Supplies and Expenses 170,860           -                       21,675             18,553             79,540             290,628           
Bad Debt/Taxes 219,302           -                       50,106             33,071             136,599           439,078           



Total Operating Expenses 1,712,325        128,106           370,739           328,522           722,610           3,262,302        



Total Direct Expenses 4,773,484        128,106           904,783           863,566           2,475,591        9,144,530        



ALLOCATED EXPENSES
Administration 261,403           -                       74,758             32,039             179,208           547,408           



Total Allocated Expenses 261,403           -                       74,758             32,039             179,208           547,408           



Total Expenses 5,034,887        128,106           979,541           895,605           2,654,799        9,691,938        



State Excluded Costs 219,302           -                       50,106             33,071             136,599           439,078           



Total Allowable Operating Expenses 4,815,585$      128,106$         929,435$         862,534$         2,518,200$      9,252,860$      



Adult Crisis Stabilization Unit Child Crisis Stabilization Unit Adult Detox
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Medical Case Medical 
RES LII Services Aftercare Management Day/Night Services Res L1 Res L4



PERSONNEL EXPENSES
Salaries 569,871$      -$                  2,016$          136,246$      34,723$        -$                  553,211$      318,236$      
Fringe Benefits 159,367        -                    504               39,335          10,178          -                    160,862        93,180          



Total Personnel Expenses 729,238        -                    2,520            175,581        44,901          -                    714,073        411,416        



OPERATING EXPENSES
Building Occupancy 168,361        -                    -                    41,149          42                 -                    164,262        100,911        
Professional Services 29,788          44,248          -                    -                    (10,459)         21,730          47,243          16,391          
Travel 851               -                    -                    5,924            24                 -                    5,918            12,469          
Equipment Costs 28,868          -                    -                    10,835          718               -                    39,028          21,730          
Food Services 78,616          -                    -                    -                    1,892            -                    49,685          101,921        
Medicine and Pharmacy 13,638          -                    -                    14                 19                 -                    12,053          28,118          
Insurance 36,516          -                    -                    16,451          20                 -                    35,532          21,758          
Interest Paid -                    -                    -                    -                    -                    -                    -                    -                    
Operating Supplies and Expenses 42,635          -                    -                    6,865            790               -                    56,191          12,901          
Bad Debt/Taxes 22,112          -                    -                    -                    5,898            -                    35,010          14,521          



Total Operating Expenses 421,385        44,248          -                    81,238          (1,056)           21,730          444,922        330,720        



Total Direct Expenses 1,150,623     44,248          2,520            256,819        43,846          21,730          1,159,994     743,135        



ALLOCATED EXPENSES
Administration 69,055          -                    -                    3,942            4,473            -                    136,684        41,098          



Total Allocated Expenses 69,055          -                    -                    3,942            4,473            -                    136,684        41,098          



Total Expenses 1,219,678     44,248          2,520            260,761        48,319          21,730          1,296,678     784,233        



State Excluded Costs 22,112          -                    -                    -                    5,898            -                    35,010          14,521          



Total Allowable Operating Expenses 1,197,566$   44,248$        2,520$          260,761$      42,421$        21,730$        1,261,668$   769,712$      



Child Substance Abuse Residential Adult Substance Abuse Residential
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Case Supported Supported
Incidentals Aftercare Total Management Housing/Living Incidentals Employment Outreach



PERSONNEL EXPENSES
Salaries -$                    24,883$          1,639,186$   488,872$      223,526$      -$                  3,283$          47,424$        
Fringe Benefits -                      7,216              470,642        138,690        63,473          -                    952               13,753          



Total Personnel Expenses -                      32,099            2,109,828     627,562        286,999        -                    4,235            61,177          



OPERATING EXPENSES
Building Occupancy -                      -                      474,725        13,656          5,189            -                    -                    -                    
Professional Services -                      -                      148,941        7,505            2,136            -                    -                    -                    
Travel -                      -                      25,186          16,172          9,479            36,132          -                    -                    
Equipment Costs -                      -                      101,179        31,322          17,292          -                    -                    -                    
Food Services -                      -                      232,114        -                    -                    -                    -                    -                    
Medicine and Pharmacy -                      -                      53,842          196               123               -                    -                    -                    
Insurance -                      -                      110,277        10,214          5,930            -                    -                    -                    
Interest Paid -                      -                      -                    -                    -                    -                    -                    -                    
Operating Supplies and Expenses 30,397            -                      149,779        28,928          10,266          -                    -                    -                    
Bad Debt/Taxes -                      -                      77,541          3,515            -                    -                    -                    -                    



Total Operating Expenses 30,397            -                      1,373,584     111,508        50,415          36,132          -                    -                    



Total Direct Expenses 30,397            32,099            3,483,412     739,070        337,414        36,132          4,235            61,177          



ALLOCATED EXPENSES
Administration -                      -                      255,252        190,027        81,440          -                    -                    -                    



Total Allocated Expenses -                      -                      255,252        190,027        81,440          -                    -                    -                    



Total Expenses 30,397            32,099            3,738,664     929,097        418,854        36,132          4,235            61,177          



State Excluded Costs -                      -                      77,541          3,515            -                    -                    -                    -                    



Total Allowable Operating Expenses 30,397$          32,099$          3,661,123$   925,582$      418,854$      36,132$        4,235$          61,177$        



Adult Community ServicesAdult Substance Abuse Residentia
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Forensic Case Forensic Case Recovery 
Management Forensic SHL Outreach Management Support TBOS CAT Total



PERSONNEL EXPENSES
Salaries 167,158$      67,359$        56,233$        377,319$      3,600$          405,431$      449,010$      2,289,215$   
Fringe Benefits 44,186          18,238          16,070          117,070        900               117,887        112,649        643,868        



Total Personnel Expenses 211,344        85,597          72,303          494,389        4,500            523,318        561,659        2,933,083     



OPERATING EXPENSES
Building Occupancy 12,664          6,386            7,944            20,487          -                    8,289            13,961          88,576          
Professional Services 2,047            1,951            3,827            88,060          -                    4,857            5,818            116,201        
Travel 10,485          3,670            2,099            14,806          -                    22,535          41,191          156,569        
Equipment Costs 13,281          5,831            5,931            29,821          -                    30,333          28,368          162,179        
Food Services -                    -                    -                    -                    -                    -                    -                    -                    
Medicine and Pharmacy 77                 27                 14                 3                   -                    68                 68                 576               
Insurance 7,772            2,673            1,424            11,751          -                    13,145          7,448            60,357          
Interest Paid -                    -                    -                    -                    -                    -                    -                    -                    
Operating Supplies and Expenses 7,299            6,701            12,941          23,598          -                    32,455          26,554          148,742        
Bad Debt/Taxes -                    -                    -                    11,763          -                    11,282          3,022            29,582          



Total Operating Expenses 53,625          27,239          34,180          200,289        -                    122,964        126,430        762,782        



Total Direct Expenses 264,968        112,836        106,483        694,678        4,500            646,282        688,089        3,695,865     



ALLOCATED EXPENSES
Administration 26,979          26,979          53,958          129,443        -                    122,733        123,293        754,852        



Total Allocated Expenses 26,979          26,979          53,958          129,443        -                    122,733        123,293        754,852        



Total Expenses 291,947        139,815        160,441        824,121        4,500            769,015        811,382        4,450,717     



State Excluded Costs -                    -                    -                    11,763          -                    11,282          3,022            29,582          



Total Allowable Operating Expenses 291,947$      139,815$      160,441$      812,358$      4,500$          757,733$      808,360$      4,421,135$   



Adult Community Services Child Community Services
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Crisis/Support Adult & Child



Emergency Medical Outpatient 
Program Services Therapy Prevention FIS CM FIS OR Total



PERSONNEL EXPENSES
Salaries 675,054$      2,601,047$   1,260,125$   64,515$        46,841$        104,490$      215,846$      
Fringe Benefits 192,561        445,233        354,611        17,703          13,337          29,479          60,519          



Total Personnel Expenses 867,615        3,046,280     1,614,736     82,218          60,178          133,969        276,365        



OPERATING EXPENSES
Building Occupancy 26,718          52,464          93,896          699               1,069            1,852            3,620            
Professional Services 10,095          603,221        33,768          -                    (778)              (2,677)           (3,455)           
Travel 945               15,019          5,358            2,108            1,683            4,041            7,832            
Equipment Costs 42,849          77,987          73,805          3,486            3,187            7,088            13,761          
Food Services 8,420            (946)              75                 -                    -                    -                    -                    
Medicine and Pharmacy 10,949          37,564          33,768          27                 22                 53                 102               
Insurance 11,671          64,236          37,615          1,334            1,048            2,541            4,923            
Interest Paid -                    -                    -                    -                    -                    -                    -                    
Operating Supplies and Expenses 41,763          142,597        73,589          799               2,306            3,200            6,305            
Bad Debt/Taxes 377               403,698        192,628        -                    -                    -                    -                    



Total Operating Expenses 153,787        1,395,840     544,502        8,453            8,537            16,098          33,088          



Total Direct Expenses 1,021,402     4,442,120     2,159,238     90,671          68,715          150,067        309,453        



ALLOCATED EXPENSES
Administration 204,649        346,393        338,845        -                    -                    -                    -                    



Total Allocated Expenses 204,649        346,393        338,845        -                    -                    -                    -                    



Total Expenses 1,226,051     4,788,513     2,498,083     90,671          68,715          150,067        309,453        



State Excluded Costs 377               403,698        192,628        -                    -                    -                    -                    



Total Allowable Operating Expenses 1,225,674$   4,384,815$   2,305,455$   90,671$        68,715$        150,067$      309,453$      



Prevention Services
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Total for all



Family State



Intensive Total for State Non-State Designated



Treatment SAMH-Funded Funded SAMH SAMH Cost Non-SAMH Direct Support Administrative 
Team (FITT) Cost Centers Cost Centers Centers Cost Centers Cost Centers Cost Centers



PERSONNEL EXPENSES
Salaries 298,678$        13,801,994$   551,100$        14,353,094$   219,597$        20,924$          1,456,238$     
Fringe Benefits 92,972            3,319,791       169,521          3,489,312       56,037            6,562              349,044          



Total Personnel Expenses 391,650          17,121,785     720,621          17,842,406     275,634          27,486            1,805,282       



OPERATING EXPENSES
Building Occupancy 24,452            1,176,255       32,352            1,208,607       86,465            160,560          32,016            
Professional Services 176,793          2,502,065       16,490            2,518,555       61,431            22,874            263,279          
Travel 34,623            258,809          6,342              265,151          6,089              368                 16,724            
Equipment Costs 22,426            658,967          37,400            696,367          17,724            8,756              17,194            
Food Services -                      395,051          -                      395,051          -                      -                      5,038              
Medicine and Pharmacy 3,213              371,630          64,359            435,989          1                     -                      6,044              
Insurance 9,978              438,286          15,308            453,594          14,094            15,841            1,119              
Interest Paid -                      -                      -                      -                      -                      -                      470,003          
Operating Supplies and Expenses 32,851            886,254          43,324            929,578          28,611            12,889            179,051          
Bad Debt/Tax -                      1,142,904       21,514            1,164,418       609                 -                      -                      



Total Operating Expenses 304,336          7,830,221       237,089          8,067,310       215,024          221,288          990,468          



Total Direct Expenses 695,986          24,952,006     957,710          25,909,716     490,658          248,774          2,795,750       



ALLOCATED EXPENSES
Administration 126,647          2,574,046       161,036          2,735,082       60,668            -                      (2,795,750)      



Total Allocated Expenses 126,647          2,574,046       161,036          2,735,082       60,668            -                      (2,795,750)      



Total Expenses 822,633          27,526,052     1,118,746       28,644,798     551,326          248,774          -                      



State Excluded Costs -                      1,142,904       21,514            1,164,418       609                 -                      -                      



Total Allowable Operating Expenses 822,633$        26,383,148$   1,097,232$     27,480,380$   550,717$        248,774$        -$                    
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LMHC



Properties, Inc. Total



PERSONNEL EXPENSES
Salaries 17,450$                16,067,303$         
Fringe Benefits -                            3,900,955             



Total Personnel Expenses 17,450                  19,968,258           



OPERATING EXPENSES
Building Occupancy 62,464 1,550,112             
Professional Services 20,715 2,886,854             
Travel -                            288,332                
Equipment Costs -                            740,041                
Food Services -                            400,089                
Medicine and Pharmacy -                            442,034                
Insurance 14,434 499,082                
Interest Paid -                            470,003                
Operating Supplies and Expenses 31,037 1,181,166             
Bad Debt/Taxes 1,113 1,166,140             



Total Operating Expenses 129,763                9,623,853             



Total Direct Expenses 147,213                29,592,111           



ALLOCATED EXPENSES
Administration -                            -                            



Total Allocated Expenses -                            -                            



Total Expenses 147,213                29,592,111           



State Excluded Costs 1,113                    1,166,140             



Total Allowable Operating Expenses 146,100$              28,425,971$         
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1. Total Expenditures 29,592,111$      



2. Less Other State and Federal Funds (7,101,150)         



3. Less Non-Match SAMH Funds (5,549,448)         



4. Less Unallowable Costs per 65E-14, FAC (1,166,140)         



5. Total Allowable Expenditures 15,775,373$      



6. Total Amount of State Earnings 11,831,530$      
(Line 5 times 75%)



7. Amount of State Funds Required Match 6,851,418          



8. Amount Due to Department 4,980,112$        
(Subtract Line 7 from Line 6.  If negative, the amount
of the difference is due the Department up to the amount
of Line 8.)
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Total Units of



Service Paid for
by Third Party Maximum   Amount Owed



Contracts, Local Number to Department
State Total Units Government, or of Units Eligible Amount Paid Maximum Dollar (G less H or $-0-



Contracted of Service Other State     for Payment by for Services by Value of Units Whichever is
Program Cost Center Rate Provided Agencies Department the Department in Column F Greater)



(A) (B) (C) (D) (E) (F) (G) (H) (I)



AMH CSU 391.24$       10,950         2,545                  8,405                  2,253,290$         3,288,372$         -$                        



ASA Res Lvl 1 240.67         5,734           185                     5,549                  1,085,278           1,335,478           -                          



ASA Res Lvl 4 49.72           7,669           262                     7,407                  332,684              368,276              -                          



ASA Detox 285.47         10,585         3,169                  7,416                  912,509              2,117,046           -                          



CMH CSU 391.24         2,904           805                     2,099                  374,851              821,213              -                          



CSA JARF 285.47         1,476           409                     1,067                  139,077              304,596              -                          



CSA Res Lvl 2 174.03         5,363           743                     4,620                  799,180              804,019              -                          



Total Amount Owed to Department -$                        
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Children's Adult Adult Crisis/Support
Related Adult Crisis Crisis Mental Substance Emergency
Entities Stabilization Stabilization Total Health Abuse Total Services



Revenues From Grantee:
Rent -$                -$                -$                -$                -$                -$                -$                -$                



Total Revenue from Grantee -$                -$                -$                -$                -$                -$                -$                -$                



Expenses Associated with 
Grantee Transactions:



Depreciation -$                -$                -$                -$                -$                -$                -$                -$                
Interest -                  -                  -                  -                  -                  -                  -                  -                  
Professional Services -                  -                  -                  -                  -                  -                  -                  -                  



Total Associated Expenses -$                -$                -$                -$                -$                -$                -$                -$                
Related Party Transactions



Adjustment -$                -$                -$                -$                -$                -$                -$                -$                



There were no related party transaction adjustments for the year ended June 30, 2016.
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Child Adult Supported Forensic Child
Medical Case Independent Housing/ Case Case Child
Services Management Living Team Employment Management Management TBOS Total



Revenues From Grantee:
Rent -$                -$                -$                -$                -$                -$                -$                -$                



Total Revenue from Grantee -$                -$                -$                -$                -$                -$                -$                -$                



Expenses Associated with 
Grantee Transactions:



Depreciation -$                -$                -$                -$                -$                -$                -$                -$                
Interest -                  -                  -                  -                  -                  -                  -                  -                  
Professional Services -                  -                  -                  -                  -                  -                  -                  -                  



Total Associated Expenses -$                -$                -$                -$                -$                -$                -$                -$                



Related Party Transactions
Adjustment -$                -$                -$                -$                -$                -$                -$                -$                



There were no related party transaction adjustments for the year ended June 30, 2016.



Comprehensive Community Service Team
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State Non-State Total for All



Misc. SAMH SAMH State Designated Direct
SAMH Funded Funded SAMH Non-SAMH Support Administrative



Programs Cost Centers Cost Centers Cost Centers Cost Centers Cost Centers Cost Centers
Revenues From Grantee:



Rent -$                 -$                 -$                 -$                   -$                 -$                 -$                 
Total Revenue from Grantee -$                 -$                 -$                 -$                   -$                 -$                 -$                 



Expenses Associated with 
Grantee Transactions:



Depreciation -$                 -$                 -$                 -$                   -$                 -$                 -$                 
Interest -                   -                   -                   -                     -                   -                   -                   
Professional Services -                   -                   -                   -                     -                   -                   -                   



Total Associated Expenses -$                 -$                 -$                 -$                   -$                 -$                 -$                 



Related Party Transactions
Adjustment -$                 -$                 -$                 -$                   -$                 -$                 -$                 



There were no related party transaction adjustments for the year ended June 30, 2016.
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Indirect
Support LMHC Total 



Cost Centers Properties, Inc. Funding
Revenues From Grantee:



Rent -$                       -$                       -$                       
Total Revenue from Grantee -$                       -$                       -$                       



Expenses Associated with 
Grantee Transactions:



Depreciation -$                       -$                       -$                       
Interest -                         -                         -                         
Professional Services -                         -                         -                         



Total Associated Expenses -$                       -$                       -$                       



Related Party Transactions Adjustment -$                       -$                       -$                       



There were no related party transaction adjustments for the year ended June 30, 2016.  











SALUSCARE, INC. 
CONSOLIDATING SCHEDULE OF FINANCIAL POSITION 



JUNE 30, 2016 
(SEE INDEPENDENT AUDITORS’ REPORT) 



 
 
 



(43) 



 
LMHC



SalusCare, Inc. Properties, Inc. Eliminations Totals
ASSETS



CURRENT ASSETS
Cash and Cash Equivalents 4,474,003$      1,201$             -$                     4,475,204$      
Contracts Receivable, Net 2,300,175        -                       -                       2,300,175        
Accounts Receivable, Net 1,149,049        2,978               (226,257)          925,770           
Contribution Receivable 14,670             -                       -                       14,670             
Other Current Assets 233,523 400 -                       233,923



 Total Current Assets 8,171,420        4,579               (226,257)          7,949,742        



CONTRIBUTIONS RECEIVABLE, LESS 
CURRENT PORTION 601,478           -                       -                       601,478           



INVESTMENTS 146,130           -                       -                       146,130           



PROPERTY AND EQUIPMENT, NET 17,779,522 651,116 -                       18,430,638



OTHER ASSETS
Restricted Cash Deposits 590,953           16,476             -                       607,429           
Debt Issuance Costs, Net -                       -                       -                       -                       
Other Assets 115,031           2,135               -                       117,166           



Total Assets 27,404,534$    674,306$         (226,257)$        27,852,583$    



LIABILITIES AND NET ASSETS



CURRENT LIABILITIES
Accounts Payable 1,190,238 255,266$         (226,257)$        1,219,247$      
Deferred Revenue 30,416             2,302               -                       32,718             
Accrued Expenses 1,130,204        -                       -                       1,130,204        
Current Portion of Long-Term Debt 371,868           -                       -                       371,868           



Total Current Liabilities 2,722,726        257,568           (226,257)          2,754,037        



LONG-TERM LIABILITIES
Long-Term Debt, Net of Current Portion 8,125,834        998,400           -                       9,124,234        
Derivative Financial Instrument 808,210           -                       -                       808,210           
Compensated Absences 1,539               -                       -                       1,539               



Total Long-Term Liabilities 8,935,583        998,400           -                       9,933,983        



Total Liabilities 11,658,309      1,255,968        (226,257)          12,688,020      



NET ASSETS
Unrestricted 14,558,233      (581,662)          -                       13,976,571      
Temporarily Restricted 1,167,992        -                       -                       1,167,992        
Permanently Restricted 20,000             -                       -                       20,000             



Total Net Assets 15,746,225      (581,662)          -                       15,164,563      



Total Liabilities and Net Assets 27,404,534$    674,306$         (226,257)$        27,852,583$    
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LMHC



SalusCare, Inc. Properties, Inc. Eliminations Totals
ASSETS



CURRENT ASSETS
Cash and Cash Equivalents 3,245,323$      917$                -$                     3,246,240$      
Contracts Receivable, Net 1,871,931        -                       -                       1,871,931        
Accounts Receivable, Net 1,526,690        2,128               (222,297)          1,306,521        
Contribution Receivable 14,670             -                       -                       14,670             
Other Current Assets 183,690           400 -                       184,090           



 Total Current Assets 6,842,304        3,445               (222,297)          6,623,452        



CONTRIBUTIONS RECEIVABLE, LESS 
CURRENT PORTION 616,148 -                       -                       616,148           



INVESTMENTS 173,944           -                       -                       173,944           



PROPERTY AND EQUIPMENT, NET 18,151,876 674,262           -                       18,826,138      



OTHER ASSETS
Restricted Cash Deposits 595,590 13,131             -                       608,721           
Debt Issuance Costs, Net 12,208 -                       -                       12,208             
Other Assets 120,593           2,135 -                       122,728           



Total Assets 26,512,663$    692,973$         (222,297)$        26,983,339$    



LIABILITIES AND NET ASSETS 



CURRENT LIABILITIES
Accounts Payable 739,827$         280,167$         (222,297)$        797,697$         
Deferred Revenue 43,701             1,962               -                       45,663             
Accrued Expenses 881,909           (772)                 -                       881,137           
Current Portion of Long-Term Debt 352,222 -                       -                       352,222           



Total Current Liabilities 2,017,659        281,357           (222,297)          2,076,719        



LONG-TERM LIABILITIES
Long-Term Debt, Net of Current Portion 8,498,128 998,400           -                       9,496,528        
Derivative Financial Instrument 677,025 -                       -                       677,025           
Compensated Absences 8,930               -                       -                       8,930               



Total Long-Term Liabilities 9,184,083        998,400           -                       10,182,483      



Total Liabilities 11,201,742      1,279,757        (222,297)          12,259,202      



NET ASSETS
Unrestricted 13,998,759      (586,784)          -                       13,411,975      
Temporarily Restricted 1,180,782        -                       -                       1,180,782        
Permanently Restricted 20,000 -                       -                       20,000             



Total Net Assets 15,199,541      (586,784)          -                       14,612,757      



Total Liabilities and Net Assets 26,401,283$    692,973$         (222,297)$        26,871,959$    
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LMHC 



SalusCare, Inc. Properties, Inc. Eliminations Totals
UNRESTRICTED NET ASSETS



Support and Revenue:
Support:



State Grants 13,754,929$    -$                     -$                     13,754,929$    
Other Governmental 6,251,576        -                       -                       6,251,576        
Contributions and In-Kind Revenue 614,516           -                       -                       614,516           



Total Support 20,621,021      -                       -                       20,621,021      
Revenue:



Net Client Fee Revenue 8,932,592        -                       -                       8,932,592        
Interest Income 7,483               12                    -                       7,495               
Gain on the Disposal of Assets -                       -                       -                       -                   
Unrealized Loss on Derivative 



Financial Instrument (131,185)          -                       -                       (131,185)          
Unrealized/Realized Loss on Investments (2,523)              -                       -                       (2,523)              
Other Income 534,822           157,075           (4,752)              687,145           



Total Revenue 9,341,189        157,087           (4,752)              9,493,524        
Net Assets Released From Restrictions:
Satisfaction of Program Restrictions 42,162             -                       -                       42,162             



Total Unrestricted Support and Revenue 30,004,372      157,087           (4,752)              30,156,707      



Expenses and Losses:
Program Services:



Adult Mental Health 14,677,139      -                       -                       14,677,139      
Children's Mental Health 3,471,787        -                       -                       3,471,787        
Children and Family Services 1,943,462        -                       -                       1,943,462        
Adult Substance Abuse 5,646,509        -                       -                       5,646,509        
Children's Substance Abuse 1,266,445        -                       -                       1,266,445        
Other Support Services 2,439,556        -                       -                       2,439,556        



Total Program Services 29,444,898      -                       -                       29,444,898      
Support Services:



Real Estate Holding Company -                       151,965           (4,752)              147,213           
Total Support Services -                       151,965           (4,752)              147,213           
Total Unrestricted Expenses 29,444,898      151,965           (4,752)              29,592,111      



NET DECREASE IN UNRESTRICTED NET ASS 559,474           5,122               -                       564,596           



TEMPORARILY RESTRICTED NET ASSETS
Contributions 29,372             -                       -                       29,372             
Interest -                       -                       -                       -                       
Net Assets Released From Restrictions:
Satisfaction of Program Restrictions (42,162)            -                       -                       (42,162)            



Decrease in Temporarily 
Restricted Net Assets (12,790)            -                       -                       (12,790)            



CHANGE IN NET ASSETS 546,684           5,122               -                       551,806           



Net Assets - Beginning of Year 15,199,541      (586,784)          -                       14,612,757      



NET ASSETS - END OF YEAR 15,746,225$    (581,662)$        -$                     15,164,563$    
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LMHC 



SalusCare, Inc. Properties, Inc. Eliminations Totals
UNRESTRICTED NET ASSETS



Support and Revenue
Support:
State Grants 13,126,236$       -$                       -$                        13,126,236$       
Other Governmental 5,371,052          -                        -                         5,371,052           
Contributions and In-Kind Revenue 725,411             -                        -                         725,411              



Total Support 19,222,699        -                        -                         19,222,699         
Revenue:



Net Client Fee Revenue 7,911,538          -                        -                         7,911,538           
Interest Income 6,578                 8                       -                         6,586                  
Gain on the Disposal of Assets -                        -                        -                         -                         
Unrealized Loss on Derivative 



Financial Instrument 888                    -                        -                         888                     
Unrealized/Realized Gain on Investments 21,596 -                        -                         21,596                
Other Income (Loss) 460,872             120,863             (4,752)                576,983              



Total Revenue 8,401,472          120,871             (4,752)                8,517,591           
Net Assets Released From Restrictions:



Satisfaction of Program Restrictions 49,061               -                        -                         49,061                
Total Unrestricted Support and Revenue 27,673,232        120,871             (4,752)                27,789,351         



Expenses
Program Services:



Adult Mental Health 13,117,387        -                        -                         13,117,387         
Children's Mental Health 3,390,499          -                        -                         3,390,499           
Children and Family Services 2,295,780          -                        -                         2,295,780           
Adult Substance Abuse 5,616,276          -                        -                         5,616,276           
Children's Substance Abuse 1,326,281          -                        -                         1,326,281           
Other Support Services 2,179,841          -                        -                         2,179,841           
Total Program Services 27,926,064        -                        -                         27,926,064         



Support Services:
Real Estate Holding Company -                        149,699             (4,752)                144,947              
Total Support Services -                        149,699             (4,752)                144,947              
Total Unrestricted Expenses 27,926,064        149,699             (4,752)                28,071,011         



Loss on Disposal of Assets -                        -                        -                         -                         
Total Unrestricted Expenses 27,926,064        149,699             (4,752)                28,071,011         



NET DECREASE IN UNRESTRICTED
NET ASSETS (252,832)            (28,828)              -                         (281,660)             



TEMPORARILY RESTRICTED NET ASSETS
Contributions 25,820               -                        -                         25,820                
Interest -                        -                        -                         -                         
Net Assets Released From Restrictions:



Satisfaction of Program Restrictions (49,061)              -                        -                         (49,061)               
Decrease in Temporarily Restricted Net Assets (23,241)              -                        -                         (23,241)               



CHANGE IN NET ASSETS (276,073)            (28,828)              -                         (304,901)             



Net Assets - Beginning of Year 15,475,614 (557,956)            -                         14,917,658         



NET ASSETS - END OF YEAR 15,199,541$        (586,784)$            -$                        14,612,757$        
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INDEPENDENT AUDITORS’ REPORT ON INTERNAL CONTROL OVER FINANCIAL 



REPORTING AND ON COMPLIANCE AND OTHER MATTERS BASED ON AN AUDIT 
OF FINANCIAL STATEMENTS PERFORMED IN ACCORDANCE WITH 



GOVERNMENT AUDITING STANDARDS 
 
 
 
Board of Directors 
SalusCare, Inc. 
Fort Myers, Florida 
 
 
We have audited, in accordance with the auditing standards generally accepted in the United States of 
America and the standards applicable to financial audits contained in Government Auditing Standards 
issued by the Comptroller General of the United States, the consolidated financial statements of 
SalusCare, Inc., which comprise the consolidated statement of financial position as of June 30, 2016, 
and the related consolidated statements of activities, functional expenses, and cash flows for the year 
then ended, and the related notes to the consolidated financial statements, and have issued our report 
thereon dated February 27, 2017. Our report includes a reference to other auditors who audited the 
financial statements of LMHC Properties, Inc., as described in our report on SalusCare’s consolidated 
financial statements. This report does not include the results of the other auditors’ testing of internal 
control over financial reporting or compliance and other matters that are reported on separately by 
those auditors. 
 
Internal Control Over Financial Reporting 



In planning and performing our audit of the consolidated financial statements, we considered 
SalusCare’s internal control over financial reporting (internal control) to determine the audit procedures 
that are appropriate in the circumstances for the purpose of expressing our opinion on the consolidated 
financial statements, but not for the purpose of expressing an opinion on the effectiveness of 
SalusCare’s internal control. Accordingly, we do not express an opinion on the effectiveness of 
SalusCare’s internal control. 
 
A deficiency in internal control exists when the design or operation of a control does not allow 
management or employees, in the normal course of performing their assigned functions, to prevent, or 
detect and correct, misstatements on a timely basis. A material weakness is a deficiency, or a 
combination of deficiencies, in internal control, such that there is a reasonable possibility that a material 
misstatement of the entity’s financial statements will not be prevented, or detected and corrected on a 
timely basis. A significant deficiency is a deficiency, or a combination of deficiencies, in internal control 
that is less severe than a material weakness, yet important enough to merit attention by those charged 
with governance. 
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Internal Control Over Financial Reporting (Continued) 



Our consideration of internal control was for the limited purpose described in the first paragraph of this 
section and was not designed to identify all deficiencies in internal control that might be material 
weaknesses or significant deficiencies. Given these limitations, during our audit we did not identify any 
deficiencies in internal control that we consider to be material weaknesses. However, material 
weaknesses may exist that have not been identified. We did identify certain deficiencies in internal 
control, described in the accompanying schedule of finding and questioned costs that we consider to be 
significant deficiencies as items 2016-001.  
 
Compliance and Other Matters 



As part of obtaining reasonable assurance about whether SalusCare’s consolidated financial 
statements are free from material misstatement, we performed tests of its compliance with certain 
provisions of laws, regulations, contracts, and grant agreements, noncompliance with which could have 
a direct and material effect on the determination of financial statement amounts. However, providing an 
opinion on compliance with those provisions was not an objective of our audit, and accordingly, we do 
not express such an opinion. The results of our tests disclosed an instance of noncompliance or other 
matters that are required to be reported under Government Auditing Standards and which are 
described in the accompanying schedule of findings and questioned costs – state projects as 2016-001. 
 
Saluscare, Inc.’s Response to Findings 



Saluscare, Inc.’s response to the findings identified in our audit is described in the accompanying 
schedule of findings and questioned costs. Saluscare, Inc.’s response was not subjected to the auditing 
procedures applied in the audit of the financial statements and, accordingly, we express no opinion on 
it. 
 
Purpose of this Report 



The purpose of this report is solely to describe the scope of our testing of internal control and 
compliance and the result of that testing, and not to provide an opinion on the effectiveness of the 
entity’s internal control or on compliance. This report is an integral part of an audit performed in 
accordance with Government Auditing Standards in considering the entity’s internal control and 
compliance. Accordingly, this communication is not suitable for any other purpose. 
 
 
 



 
CliftonLarsonAllen LLP 



Fort Myers, Florida 
February 27, 2017 
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INDEPENDENT AUDITORS’ REPORT ON COMPLIANCE FOR EACH MAJOR FEDERAL 



PROGRAM AND STATE FINANCIAL ASSISTANCE PROJECT AND REPORT ON INTERNAL 
CONTROL OVER COMPLIANCE REQUIRED BY THE UNIFORM GUIDANCE AND CHAPTER 



10.650, RULES OF THE AUDITOR GENERAL 
 
 
 
Board of Directors 
SalusCare, Inc.  
Fort Myers, Florida 
 
 
Report on Compliance for Each Major Federal Program and State Financial Assistance Project 



We have audited SalusCare, Inc.’s compliance with the types of compliance requirements described in 
the OMB Compliance Supplement and the requirements described in the Florida Department of 
Financial Services State Projects Compliance Supplement that could have a direct and material effect 
on each of SalusCare’s major federal programs and state financial assistance for the year ended  
June 30, 2016. SalusCare’s major federal programs and state financial assistance are identified in the 
summary of auditors’ results section of the accompanying schedule of findings and questioned costs. 
 
Management’s Responsibility 



Management is responsible for compliance with federal statutes, regulations, and the terms and 
conditions of its federal awards applicable to its federal programs. 
 
Auditors’ Responsibility 



Our responsibility is to express an opinion on compliance for each of SalusCare’s major federal 
programs based on our audit of the types of compliance requirements referred to above. We conducted 
our audit of compliance in accordance with auditing standards generally accepted in the United States 
of America; the standards applicable to financial audits contained in Government Auditing Standards, 
issued by the Comptroller General of the United States; and the audit requirements of Title2 U.S. Code 
of Federal Regulations Part 200, Uniform Administrative Requirements, Cost Principals, and Audit 
Requirements for Federal Awards (Uniform Guidance); and Chapter 10.650, Rules of the Auditor 
General. Those standards, the Uniform Guidance, and Chapter 10.650, Rules of the Auditor General 
require that we plan and perform the audit to obtain reasonable assurance about whether 
noncompliance with the types of compliance requirements referred to above that could have a direct 
and material effect on a major federal program or state financial assistance project occurred. An audit 
includes examining, on a test basis, evidence about SalusCare’s compliance with those requirements 
and performing such other procedures as we considered necessary in the circumstances. 
 
We believe that our audit provides a reasonable basis for our opinion on compliance for each major 
federal program and state financial assistance project. However, our audit does not provide a legal 
determination of SalusCare’s compliance. 
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Opinion on Each Major Federal Program  



In our opinion, SalusCare complied, in all material respects, with the types of compliance requirements 
referred to above that could have a direct and material effect on each of its major federal programs and 
state financial assistance projects for the year ended June 30, 2016. 
 
Other Matters 



The results of our auditing procedures disclosed instances of noncompliance, which are required to be 
reported in accordance with the Uniform Guidance and Chapter 10.650, Rules of the Auditor General 
and which are described in the accompanying schedule of findings and questioned costs as item 2016-
001. Our opinion on the major federal programs is not modified with respect to this matter.  
 
SalusCare’s response to the noncompliance finding identified in our audit is described in the 
accompanying schedule of findings and questioned costs. SalusCare’s response was not subjected to 
the auditing procedures applied in the audit of compliance, and, accordingly, we express no opinion on 
the response. 
 
Report on Internal Control Over Compliance 



Management of SalusCare is responsible for establishing and maintaining effective internal control over 
compliance with the types of compliance requirements referred to above. In planning and performing 
our audit of compliance, we considered SalusCare’s internal control over compliance with the types of 
requirements that could have a direct and material effect on each major federal program and state 
financial assistance project to determine the auditing procedures that are appropriate in the 
circumstances for the purpose of expressing an opinion on compliance for each major federal program 
and state financial assistance project and to test and report on internal control over compliance in 
accordance with the Uniform Guidance and Chapter 10.650, Rules of the Auditor General, but not for 
the purpose of expressing an opinion on the effectiveness of internal control over compliance. 
Accordingly, we do not express an opinion on the effectiveness of SalusCare’s internal control over 
compliance. 
 
A deficiency in internal control over compliance exists when the design or operation of a control over 
compliance does not allow management or employees, in the normal course of performing their 
assigned functions, to prevent, or detect and correct, noncompliance with a type of compliance 
requirement of a federal program or state financial assistance project on a timely basis. A material 
weakness in internal control over compliance is a deficiency, or combination of deficiencies, in internal 
control over compliance, such that there is a reasonable possibility that material noncompliance with a 
type of compliance requirement of a federal program or state financial assistance project will not be 
prevented, or detected and corrected, on a timely basis. A significant deficiency in internal control over 
compliance is a deficiency, or a combination of deficiencies, in internal control over compliance with a 
type of compliance requirement of a federal program or state financial assistance project that is less 
severe than a material weakness in internal control over compliance, yet important enough to merit 
attention by those charged with governance. 
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Our consideration of internal control over compliance was for the limited purpose described in the first 
paragraph of this section and was not designed to identify all deficiencies in internal control over 
compliance that might be material weaknesses or significant deficiencies and therefore, material 
weaknesses or significant deficiencies may exist that were not identified. We did not identify any 
deficiencies in internal control over compliance that we consider to be material weaknesses. However, 
we identified certain deficiencies in internal control over compliance, as described in the accompanying 
schedule of findings and questioned costs as items 2016-001, that we consider to be significant 
deficiencies. 
 
SalusCare, Inc.’s responses to the internal control over compliance findings identified in our audit are 
described in the accompanying schedule of findings and questioned costs. SalusCare’s responses 
were not subjected to the auditing procedures applied in the audit of compliance and, accordingly, we 
express no opinion on the responses. 
 
The purpose of this report on internal control over compliance is solely to describe the scope of our 
testing of internal control over compliance and the results of that testing based on the requirements of 
the Uniform Guidance and Chapter 10.650, Rules of the Auditor General. Accordingly, this report is not 
suitable for any other purpose. 
 
 
 



 
CliftonLarsonAllen LLP 



Fort Myers, Florida 
February 27, 2017 
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Grant/



Pass-through Entity CFDA Contract



Federal Program Number Number Expenditures



U.S. DEPARTMENT OF HEALTH
  AND HUMAN SERVICES



Passed Through Central Florida Behavioral Health Network



Block Grants for Prevention and Treatment of Substance Abuse 93.959 QA023 2,333,533$      
Block Grants for Community Mental Health Services 93.958 QA023 868,777           
Temporary Assistance for Needy Families 93.558 QA023 97,198             
Projects for Assistance in Transition from Homelessness (PATH) 93.150 QA023 108,740           



Total Programs - U.S. Department of Health and Human Services 3,408,248        



U.S. DEPARTMENT OF AGRICULTURE
Passed through the State of Florida Department of Education



Supplemental Nutrition Assistance Program 10.551 None 31,080             
National School Lunch Program 10.555 None 30,113             



Total Programs - U.S. Department of Agriculture 61,193             



U.S. DEPARTMENT OF HOUSING AND URBAN 
  DEVELOPMENT



Passed through Lee County Board of Commissioners



Community Development Block Grant - Nonprofit Capital Improvement 14.218 7104             309,912 



Supportive Housing Program - Chrysalis 14.267 6898 4,169               
14.267 7245 14,496             



Supportive Housing Program - Fresh Start II 14.267 7173 80,839             
14.267 7501 32,987             



Supportive Housing Program - Fresh Start II-2 14.267 7217 32,178             
Supportive Housing Program - Fresh Start I 14.267 6934 702                  



14.267 7246 70,707             
236,078           



Supportive Housing Program
Shelter Plus Care 14.238 7172 53,683             
Shelter Plus Care 14.238 7494 9,162               



62,845             



Emergency Solutions Grant Program 14.231 7064 34,987             
Emergency Solutions Grant Program 14.231 7244 100,632           



135,619           



Total Programs - U.S. Department of Housing
  and Urban Development 744,454           



U.S. DEPARTMENT OF VETERAN AFFAIRS
Direct



VA Homeless Providers Grant and Per Diem Program 64.024 10-126-FL 62,346             



TOTAL EXPENDITURES OF FEDERAL AWARDS 4,276,241$      
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Federal /State Agency CFDA/ Grant
Pass-through Entity CSFA Contract



Federal Program / State Project Number Number Expenditures



STATE OF FLORIDA,
DEPARTMENT OF CHILDREN AND FAMILIES



Direct



Community Action Teams 60.150 QH5CF 625,000$         



Passed Through Central Florida Behavioral Health Network



Community Forensic Beds and Competency Restoration Training 60.114 QB023 205,609           
Community Services 60.153 QB023 300,000           



Total Programs - State of Florida, Department of Children
and Families 1,130,609        



STATE OF FLORIDA, DEPARTMENT OF CORRECTIONS
Direct



Substance Abuse Services 70.016 C2772 3,459               



TOTAL EXPENDITURES OF STATE FINANCIAL ASSISTANCE 1,134,068        



TOTAL EXPENDITURES OF FEDERAL AWARDS AND 
STATE FINANCIAL ASSISTANCE 5,410,309$     
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NOTE 1  PURPOSE OF SCHEDULE 



The accompanying schedule of expenditures of federal awards and state financial 
assistance (the Schedule) includes the federal and state award activity of Saluscare, Inc. 
under programs of the federal government for the year ended June 30, 2016. The 
information in this Schedule is presented in accordance with the requirements of 2 CFR 
Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements 
for Federal Awards (Uniform Guidance) and in accordance with Chapter 10.650, Rules of 
the Auditor General. Because the Schedule presents only a selected portion of the 
operations of Saluscare, Inc., it is not intended to and does not present the financial 
position, changes in net assets, or cash flows of Saluscare, Inc.  
 
 



NOTE 2  SUMMARY OF SIGNIFICANT ACCOUNTING 



Basis of Presentation 



The accompanying Schedule includes the federal and state grant activity of SalusCare and 
controlled entities (excluding certain operations as noted below). 
 
SalusCare’s consolidated financial statements include the operations of the SalusCare’s 
controlled housing corporation, which received $1,072,155 in federal awards that are not 
included in the Schedule of Expenditures of Federal Awards for the year ended June 30, 
2016. Our audit did not include the operations of the SalusCare’s controlled housing 
corporations because the U.S. Department of Housing and Urban Development requires 
separate single audits to be performed on these entities in accordance with the Uniform 
Guidance 
 
Basis of Accounting 



Expenditures reported on the Schedule are reported on the accrual basis of accounting. 
Such expenditures are recognized following the cost principles contained in the Uniform 
Guidance, wherein certain types of expenditures are not allowable or are limited as to 
reimbursement. Negative amounts shown on the Schedule represent adjustments or 
credits made in the normal course of business to amounts reported as expenditures in prior 
years. Saluscare, Inc. has not elected to use the 10-percent de minimis indirect cost rate as 
allowed under the Uniform Guidance. During the year ended June 30, 2016, there were no 
funds passed through to subrecipients. 
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Section I – Summary of Auditors’ Results  



 
FINANCIAL STATEMENTS 
 



Type of auditors’ report issued:  Unmodified  
 



Internal control over financial reporting: 
 



 Material weakness(es) identified?   yes         X        no 
 



 Significant deficiency(ies) identified 
 that are not considered to be 
  material weakness(es)?          X  yes      none reported 
 
 Noncompliance material to financial  
 statements noted?   yes          X  no 
 
FEDERAL AND STATE AWARDS  
 
 Internal control over major federal programs 
 and state projects: 
 



 Material weakness(es) identified?           yes          X  no 
 



 Significant deficiency(ies) identified 
 that are not considered to be 
 material weakness(es)?         X  yes               none reported 
 



Type of auditors’ report issued on compliance for  
 major federal programs and state projects:  Unmodified 
 



Any audit findings disclosed that are required 
 to be reported in accordance with 
 2 CFR 200.516(a)?         X  yes       no 
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Section I – Summary of Auditors’ Results (Continued)  
 
Identification of major programs: 
 
 CFDA Numbers Name of Federal Program or Cluster 
 
 93.959 Block Grants for Prevention and Treatment of 
  Substance Abuse  
 



93.958 Block Grants for Community Mental Health     
Services 



 
 



 CSFA Numbers Name of State Project 
 
   60.150 Community Action Teams 
 
 
   60.153 Substance Abuse and Mental Health – 



Community Services 
 
Dollar threshold used to distinguish between 
 Type A or Type B programs/projects was: 
  Major Federal Program $ 750,000 
   
   
Auditee qualified as low-risk auditee?          yes           X         no 
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Section II - Financial Statement Findings  
 
This section identifies the material weaknesses, significant deficiencies, and instances of 
noncompliance related to the financial statements that are required to be reported in accordance with 
Government Auditing Standards. 
 
CURRENT YEAR COMMENTS 
 
2016-002   
Credit Card Acceptance and Policy Acknowledgement Form 
 
Criteria: Each employee who receives a credit card needs to sign a ‘Credit Card Acceptance and Policy 
Acknowledgement Form’, which specifies what the card should be used for. 
 
Condition: During our testing, we noted that these forms were not being signed. 
 
Questioned Costs: None 
 
Context: A sample of 13 credit card disbursements were selected for testing from a population of 1,409 
and 13 items did not include the signed Credit Card Acceptance and Policy Acknowledgement Form. 
 
Cause: Saluscare has not been requiring employees to sign this form. 
 
Effect: Employees can make inappropriate expenditures and not be held liable for their purchases, 
thus leaving Saluscare liable to pay for the inappropriate expenditures. 
 
Recommendation: CLA recommends for Saluscare to either remove this requirement from the 
disbursement policy, or require the employees who receive a credit card to sign this form. 
 
Views of responsible officials and planned corrective actions: Saluscare will esnsure all credit card 
holders will sign an updated acknowledgment form and will keep the forms on file. 
 
Person responsible for corrective action: Ronne Apicella, CFO 
 
Anticipated completion date: April 1, 2017 
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Section III - Findings and Questioned Costs - Major Federal Programs and State Projects 
 
This section identifies the significant deficiencies, material weaknesses, and instances of 
noncompliance, including questioned costs, related to the audit of major federal programs and state 
financial assistance, as required to be reported by the Uniform Guidance and Chapter 10.650, Rules of 
the Auditor General. 
 
Our audit disclosed the following findings required to be reported in accordance with the Uniform 
Guidance and Chapter 10.650, Rules of the Auditor General. 
 
2016-001  
  
Substance Abuse and Mental Health – Community Services 
CSFA # 60.153 
Pass-through entity: Central Florida Behavioral Network, Inc. 
Grant No. QA023; Grant Period July 1, 2015 – June 30, 2016 
 
Type of Finding: Significant deficiency in internal control and other matters in activities allowed. 
 
Criteria: All client records, financial records, and supporting documents pertinent to the agreements 
must be maintained for a period of six years. 
 
Condition: During our testing, we noted certain documents were unable to be located. 
 
Questioned costs: None  
  
Context: A sample of 60 units of service was selected for testing from a population of 2,378 units of 
service, and 5 items were in error.  
 
Cause: Certain required documentation such as Treatment Consent Forms, Financial Agreements, 
and/or Progress Notes was not in the patient files. 
 
Effect: Incomplete records could result in non-compliance with requirements with a possible loss of 
funding.	
 
Prior Year Finding: Yes, 2015-001. 
 
Recommendation: Before service is performed, verify that the patient file includes the required 
documentation. After the service is performed, verify that the patient files have been updated properly 
with the required documents. 
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Section III - Findings and Questioned Costs - Major Federal Programs (Continued) 
 
2016-001 (Continued) 
 
Views of responsible officials and planned corrective actions: SalusCare, Inc. currently uses an 
electronic medical record system. This system contains all required patients documents including both 
clinical (medical, psychiatric) and administrative (financial, demographic). This electronic system helps 
to significantly diminish incidents of missing documentation but cannot completely eliminate this 
problem. In addition, SalusCare also makes use of a compliance paperwork (documentation) audit 
which will further help to facilitate a reduction of errors. 
 
Person responsible for corrective action: 
Ronne Apicella, CFO 
 
Anticipated completion date: March 1, 2017 
 
 
Section IV – Other Issues 
 
The Corrective Action Plans are reported in Part III for those items required to be reported under the 
Federal Single Audit Acts. 
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PRIOR YEAR FINDINGS AND QUESTIONED COSTS –  
MAJOR FEDERAL PROGRAMS 
 
2015-001  
U.S. Department of Health and Human Services 
Block Grants for Prevention and Treatment of Substance Abuse 
CFDA # 93.959 
Pass-through entity: Central Florida Behavioral Network, Inc. 
Grant No. QA023; Grant Period July 1, 2014 – June 30, 2015 
 
Current Status: Corrective action was not taken. See current year finding 2016-001. 
 
Reason for finding’s recurrence: SalusCare, Inc. currently uses an electronic medical record system. 
This system contains all required patients documents including both clinical (medical, psychiatric) and 
administrative (financial, demographic). This electronic system helps to significantly diminish incidents 
of missing documentation but cannot completely eliminate this problem.  
 
 
2015-002  
U.S. Department of Housing and Urban Development 
Continuum of Care Program 
CFDA # 14.267 
Pass-through entity: Lee County Board of Commissioners 
Grant No. 6898; Grant Period September 28, 2014 – September 27, 2015 
Grant No. 6861; Grant Period August 1, 2014 – July 31, 2015 
Grant No. 6824; Grant Period February 1, 2014 – January 31, 2015 
Grant No. 6834; Grant Period October 1, 2014 – September 30, 2015 
 
Current Status: Corrective action was taken. 
 
 
2015-003 
Department of Housing and Urban Development 
Continuum of Care Program 
CFDA # 14.267 
Passed through entity: Lee County Board of Commissioners 
Grant No. 6861; Grant Period August 1, 2014 – July 31, 2015 
Grant No. 6824; Grant Period February 1, 2014 – January 31, 2015 
 
Current Status: Corrective action was taken. 
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PURPOSE 
The purpose of this manual will help to clarify how to enter information into and complete a 



coordinated assessment. 



 



WHAT IS HMIS? 
A Homeless Management Information System (HMIS) is a local information technology system 



used to collect client‐level data as well as data on the provision of housing and services to 



homeless individuals and families and persons at risk of homelessness. Each Continuum of Care 



(CoC) is responsible for selecting an HMIS software solution that complies with the data 



collection, management, and reporting standards given by the Department of Housing and 



Urban Development (HUD). Client Services Network (CSN) from Bell Data Systems is the HMIS 



software used in Lee County. 



 



WHAT IS A COORDINATED ASSESSMENT? 
A coordinated assessment is defined as a centralized process or system designed to coordinate 



program participant intake, assessment, and provision of referrals in a CoC. In this system, all 



programs within a CoC work together to assure that services are accessible and well‐targeted to 



the immediate needs of the client. 



 



HAVE ANY QUESTIONS? 
Please take the time to familiarize yourself with who the agency administrators are for your 



agency in CSN. They will be your first point of contact for any questions you may have regarding 



the system. However, if there are any questions they are not able to answer or if you require 



any other assistance with CSN, please e‐mail Eric Pateidl (epateidl@leegov.com) or Juan Albino 



(jalbino@leegov.com) at the Department of Human Services.
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LOGGING IN 
1. Go to https://csn.leegov.com. 



2. Type your user ID in the appropriate field. This field is not case sensitive. 



 



In most cases, your user ID will be your first initial and last name together. For example, 



if the user’s name is John Williams, his user ID would be JWILLIAMS. 



 



3. Type your password in the appropriate field. This field IS case sensitive. 



 



If this is your first time logging in or your password has been reset, your password will 



be “PASSWORD” in all capital letters. Again, this field is case sensitive so please be 



careful. After three failed attempts, your account will be locked and must be reset by an 



administrator. 



 
For only those logging in for the first time or who had their password reset, the screen 



that follows after the initial log‐in will require you to reset your password. Type 



“PASSWORD” again in the “Old Password” field, and then create a new password in the 



following fields using the criteria in the top section of the screen. 



 



NOTE: Please verify that a user account has been created for you in CSN before 



attempting to log in. You may check with an administrator at your agency or you may 



contact Eric Pateidl or Juan Albino at Lee County Department of Human Services as well.
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THE BASICS 
After logging in, you will find yourself at the Client Search screen. This is also known as the 



Home screen. Before we proceed, we will take a moment to get familiarized with the layout of 



the Coordinated Assessment program in CSN. 



 



The layout of CSN is broken down into three sections: the header, the menu, and the 



content/screen. 



 
The header will always contain your name, the program you’re working in, as well as the 



current date and time. If the user has not loaded a new screen in 10 minutes, the header will 



also flash a message in red counting down the seconds until the system will log you out due to 



inactivity. This is a mandatory security feature. If this occurs, do not panic. Simply save your 



work or click to a different screen within CSN to restart the inactivity timer. 



 



 



The menu on the left side of the screen contains four 
buttons: Home, Main, Clients, and Logout (Note: The menu 
options may change depending on your specific agency and 
requirements). You will also see a blue arrow button that 
allows you to minimize and maximize this menu at your 
convenience. Clicking the Main or Client button will reveal a 
submenu for each section containing links to specific screens. 
The Home button will take you to the client search screen 
while clicking the Logout button will take you to a screen 
asking you to confirm your desire to log out of the system. 
NOTE: For security reasons, it is highly recommended for 
each user to log out of CSN before leaving to go to another 
website or closing the browser. 



   
The content/screen section is the largest and displays the appropriate content related to the 



link selected in the menu bar on the left. Please note that all coordinated assessment screens 



are attached to a client’s record and require for a client to be searched for and selected before 



displaying any content.  
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CLIENT SEARCH 



 
At the very top of the client search screen, you will find a section called Agency Notices. If there 



is any relevant program‐wide news regarding CSN that needs to be shared with all users, you 



will find it in this section.  



 



Next is the Client Search section. It is very important that a thorough search is done for each 



client to minimize creating a duplicate client in the system. CSN provides a few different ways 



to search for a client: by Social Security number, first and last name, date of birth, or card ID.  



 



SSN/DOB: Social Security number and date of birth are typically very accurate methods of 



searching for a client in a system where each are required at entry. However, because some 



agencies only require partial information or none at all when it comes to SSN/DOB, they are not 



the most reliable method of conducting a search in CSN. If you search for a client using these 



fields to no avail, please try searching by name as well. 



 



First and Last Name: Each name field allows only five characters. For more accurate and 



expedient searching, it is best to use at least two letters in each name field. Please be mindful 



that aliases or nicknames may have been used by the client at other agencies in the system 



where he/she received services. For example, you may be searching for a client named Charles 



who was seen at another agency using the name Chuck. For this name, using “ch” in the first 



name field would be most appropriate. Use your best judgment in these circumstances when it 



comes to searching by name. 



 



Card ID: When a client is entered into CSN, the system assigns the client a unique identifying 



number called a card ID. When available, this is the fastest and most accurate method of pulling 



up a client in CSN. However, the client may not know their card ID so if you do not have prior 



record of this number, you will want to use the previous methods of searching for a client.
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CLIENT SEARCH (CONT.) 



 
 



When the desired fields are filled out, click the Search Now button to view the results. If the 



system finds matches, you will see them listed as seen above. Please keep in mind that you may 



find duplicate names listed with the same date of birth, SSN, and date of birth but with 



different entries listed under “Program”. It is likely that these entries are all the same client and 



selecting any of them will take you to the same demographics screen for that client. For 



duplicate clients please contact your agency administrator or the CSN staff. 



 



DEMOGRAPHICS 



 
Selecting a client or hitting the Add button will take you to the Demographics screen. If the 



client already exists in the system, you will see all of the demographics information already 



entered for the client (this information can be edited by clicked the Edit button). If the client is 



new in the system, you will see a screen with fields for you to fill out. Every field on this screen 



with the exception of Suffix and Date Of Death are required fields so please fill them out 



accurately and appropriately and click the Save button (or Update button if you are editing an 



entry). CSN will not allow you to save the record without each field being completed. You will 



see a red asterisk next to field on the left. Afterwards, you may click on the Coordinated 



Assessment link in the menu on the left to proceed to the next screen.
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COORDINATED ASSESSMENT 



 
 



Once the demographics screen has been completed you can then move onto the Coordinated 



Assessment screen. After entering the date, marital status, and form of identification, the 



coordinated assessment screen is broken up into five sections:  



 



1. Veteran Status: In this section, you will enter whether the client served in the U.S. 



Armed Forces or not. If the client did serve, please proceed to enter if they have a DD 



214 available, if and how they were discharged, and their length of service. 



2. Housing Situation: Please proceed to ask and answer the questions based on client 



response. You may determine Homeless Status at Entry for the client based on where 



the client is currently staying.  



3. Income or Benefits: Please enter the client’s total monthly income and mark the 



applicable checkboxes for any sources of income listed the client currently receives. 



4. Disabling Condition: Please enter any disabling conditions the client is experiencing.  



5. Additional Info: Mark the checkbox next to any question the client answers “yes” to in 



this section. The notes section is available for you to enter any additional relevant 



information to the client’s current homeless situation.  



 



After all fields are completed, please click the Save button. Please double check your entries for 



accuracy. Once done, you may proceed to the next screen by clicking the Household Members 



link in the menu on the left.
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HOUSEHOLD MEMBERS 



 
 



The household members screen shows a summary of all persons who are currently in the 



household or, in some cases, may have been in the household at one time. From left to right, 



you will see the card ID numbers, names, dates of birth, genders, relationship to the applicant, 



and whether the person currently lives in the same household as the applicant. 



 



 
 



To add a person to the household, click the Add button. You will see a screen very similar to the 



client search on the Home page. This screen will allow you to search for the household member 



to see if the person is already in the system. If so, you may select the person in the results list 



and see the entry added to the household. If not, please click the Add button and proceed to 



complete a demographics screen for the person being added. 
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To make edits to the information or to simply view the household members’ information in 



more detail, click the Detail button at the top of the page. In this detail section, you can edit 



household members to update their demographic information, to reflect their relationship and 



if the person is currently residing in the household, or simply add a comment. 



 



PROGRAM SUMMARY 
The program summary lists all of the programs the client has entered into at your agency as 



well as other agencies currently in CSN. 



 



NOTE: Entries will only appear on this screen from agencies where the client has approved and 



signed a release. This will be explained in further detail (See Release Pages 13 & 14). 



 



SERVICE SUMMARY 
The service summary lists all of the services the client has received at your agency as well as 



other agencies currently in CSN. Adding more services to this summary must be done through 



the Services screen. 



 



NOTE: Entries will only appear on this screen where the client has approved and signed a 



release and the services have not been marked as confidential.  
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SERVICES 



 
The services screen is used to document services provided to the client. This screen can be 



customized for each agency, although the layout is similar for all.  



 



To make an entry, you must first select the household member who is receiving the service. 



Next, select the date the service was provided. Quantity can be used to reflect units, whether 



that represents time or occurrences. Each agency can determine how to quantify their services. 



After entering the quantity, you may select the service provided. The services list will be 



customized to reflect the services your agency provides. The comments field can be used to 



document any information associated with the service provided and may be used at each 



agency’s discretion. 



 



NOTES 



 
The notes screen is used to document any information or comments regarding the client and 



can be used as needed by each agency. This screen may be used as needed for each agency. 



Simply select the program associated with the note and enter the date of entry before typing.  



 



Notes on this screen are ordered in descending order from newest to oldest. You will see a 



checkbox labeled “Important” to the right of the Date field. Checking this box will cause the 



note being entered to remain static on top of all notes regardless of date. Use this box to 



ensure important notes are seen first before all others. The Incident field is used to reflect any 



incidents between the agency and the client that you may desire to attach to the note. This list 



is customizable for each agency. Some examples of incidents agencies have used include 



abusive behavior towards staff, banning of the client, and fraud. 
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SUCCESSFUL LINKAGE 



 
The successful linkage screen allows entry to show whether a client was successfully linked to a 



certain resource by their case manager. The resource list will be customized to your specific 



agency. 



 



On this screen one will first enter the date of entry and select the name of the case manager. 



Then, select the resource the client was linked to, whether the client was successfully linked, 



the date this linkage occurred, and finally type any comments you wish to add to the entry. 



These steps must be repeated for each individual resource that linkage was attempted for the 



client. A linkage can be edited and updated at the point the client has been successfully linked 



to a resource.  



 



HMIS AGENCY REFERRAL 



 
The HMIS Agency Referral screen is designed to allow users to track client referrals made to 



Non HMIS agencies and make direct referrals to HMIS participating agencies. Referrals made to 



Non HMIS agencies are only tracked in the system and intended for case management 



purposes. Referrals made to a HMIS participating agency will send a direct referral to the 



participating agency. The referral made to the HMIS participating agency will be sent to the 



participating agencies HMIS Referral queue (Please see HMIS Referral section).  The HMIS 
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agency referral screen collects the date of the referral, the agency the referral has been made 



from, the agency referred to, case manager, client phone number, reason for referral, 



service/resource, and notes field.  



 



HMIS REFERRAL 



 



Clients with a HMIS referral will come up in a queue under the referral agencies “HMIS 



Referral” screen in the Main subgroup tab. Depending on the participating agencies policies and 



procedures what is done with agencies in the queue may vary. An agency may choose to 



contact the client and set up and appointment or wait for the client to appear. In either case 



the user can edit the referral record, make notes, and check if the client was or was not 



successfully linked. The agency queue list will maintain referrals for a set period of time for 



each specific agency. This period of time can be set to vary for each agency the current default 



is 30 days. If client has not made contact with the agencies within the set time period the client 



will be removed the queue.   



 



RELEASE 



 
 



The Release screen is an essential part of the coordinated assessment process. The release 



allows other agencies within the HMIS system to see the information that has been entered on 
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the client. Each client entering into CSN must have a HMIS “Client Informed Consent & Release 



of Information Authorization” form signed (See below image).  



 



 
 



To move forward with the Coordinated Assessment the client must have checked the Yes 



checkbox and properly sign and date the document. The default for clients is to release 



information to all HMIS participating agencies. In this case the user only has to enter the date 



from the form into the “Enter release date from confidentially form:” Field and click the 



“Release to All” button. Once this has been accomplished the clients coordinated assessment 



will be release to all participating agencies in the system. User’s also have the option to only 



release to specific agencies and also to remove a release from other agencies at the client’s 



request or the user’s discretion.  
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Lee County Centralized Intake for Coordinated Assessment:
Your answers to the following questions will help us understand how we can better meet your housing needs.  You may choose not 
to answer questions and you may also stop answering at any time.  The more information we obtain the better we will be able to 
make appropriate referrals to assist you.  If you chose not to answer any questions, a referral may still be made based upon the 
limited information you provide. 
 



Last Name:    First Name:    Middle:   



Date of Birth:     Male        Female                         Are you a US citizen?      Yes    No 



Race: (Select all that apply)  White      Black      Asian      American Indian/Alaskan Native      Native Hawaiian/ Pacific Islander  



Ethnicity:   Hispanic/Latino      Non Hispanic/Latino               Marital Status:  Single     Married     Divorced     Widowed



Do you have any form of ID?    Drivers License     State ID     Passport     Other Photo ID 



Have you served in U.S. Armed Forces?   Yes        No              Do you have your DD 214 available?    Yes        No 



Discharge Status:    How long were you in service?   



Where are you currently staying: 



 Non‐housing (street, park, car, etc.)   Home owned by client   Staying with family 



 Emergency shelter, including hotel   Rental by client   Staying with friends 



 Transitional housing for homeless persons   Rental by client with VASH subsidy    Foster care 



 Psychiatric facility   Rental by client, with subsidy   Jail/Prison 



 Substance abuse treatment facility   Halfway House   Other(Please Specify)   



How long have you been at this location?     How long can you stay at the above location?   



Number of times homeless in the past 3 years:    If homeless, how long have you been homeless?   
   



       



Do you receive any of the following? (Select all that apply)                                               Total Monthly Income:   



 Food Stamps   Social Security Retirement   Employment Income   Retirement / Pension 



 Medicaid   Supplemental Security Income   Unemployment    Child Support 



 Medicare   Social Security Disability   Veterans Benefits   Other Non Cash Source(s) 



Some providers specialize in serving individuals with specific conditions.  In order to better assist you, are you impacted by any of the 
following:   



 Physical Disability      Chronic Health Condition      Substance Abuse     Mental Health     HIV/AIDS     Domestic Violence 



Were you ever in foster care?     Yes        No                                      Do you currently have any pets?      Yes        No   



Do you have an arrest history?     Yes        No                                       Are you currently on probation?      Yes        No  



Do you have access to transportation, to get to a referral source?    Yes        No 



List any unmet needs:   



 



 



 



 











 



Household Members: (Please list all household members currently living with you)   
Race: (Enter all that apply)   W = White        B = Black        A = Asian        AI = American Indian/Alaskan Native   
                                                   NH = Native Hawaiian/Pacific Islander        HL = Hispanic/Latino 
Relationship: Husband/Wife, Sister/Brother, Parent, Son/Daughter, Grandchild, grandparent, aunt/uncle, niece, friend, etc. 



First:  Middle:  Last: 
Gen:
M/F 



Race/
Ethnicity:  Date of Birth:  Relationship: 



             



             



             



             



             



             



             



             



Notes/Comments:   



 



 



 



Referrals made by:     Manual/paper referral     Electronic referral 



Referred to:    Service/Resource:    Comments: 



         



         



         



         



Proof of Homelessness 
This is to certify that the above named individual or household is currently homeless based on observation of their current living 
situation.  The person(s) named above is/are currently living in (or, if currently in hospital or other institution, was living in 
immediately prior to hospital/institution admission) a public or private place not designed for, or ordinarily used as a regular sleeping 
accommodation for human beings, including a car, park, abandoned building, bus station, airport, or camp ground. 



Authorized agency:          



Authorized agency representative:  Signature:     Date:   



In person interview – Please review Client Informed Consent form and signed by client. 
Phone Referrals ‐ Please Read the following informed consent statement to client: 
We are asking for permission to share information with one or more agencies in the planning and delivery of services to you.  If not 
restricted by you, your name and other basic identifying information will be available to Partner Agencies for one year.  Your verbal 
confirmation authorizes the release and exchange of information collected with Partnering Agencies.   



Verbal Confirmation acquired     Yes        No   Date:     Caseworker:   
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PRINT 
NAME ___________________________________________________AGENCY_______________________________________________ 
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USER POLICY, RESPONSIBILITY STATEMENT,  
& CODE OF ETHICS 



For Client Services Network of Lee County 
 
USER POLICY 
 
Partner Agencies shall share information for provision of services to clients with their informed consent through a networked 
infrastructure that establishes electronic communication among the Partner Agencies. 



Partner Agencies shall at all times have rights to the data pertaining to their clients that was created or entered by them in 
Client Services Network.  Partner Agencies shall be bound by all restrictions imposed by clients pertaining to the use of 
personal data that they do not formally release. 



It is a Client's decision about which information, if any, entered into Client Services Network shall be shared and with 
which Partner Agencies. The Client Services Network Client Consent/Release of Information shall be signed if the Client 
agrees to share information with Partner Agencies.   
 
Minimum data entry on each consenting Client will be: 



▪ Basic demographic information including name, date of birth, Social Security Number, gender, etc. 
 Data necessary for the development of aggregate reports of services, including services requested, services provided, 



referrals and Client goals and outcomes should be entered to the greatest extent possible. 
 
Client Services Network is a tool to assist agencies in focusing services and locating alternative resources to help homeless 
and other clients.  Therefore, agency staff should use the Client information in Client Services Network to target services to 
the Client’s needs.  
 
USER RESPONSIBILITY 
 
Your User ID and Password give you access to Client Services Network. Initial each item below to indicate your 
understanding and acceptance of the proper use of your User ID and password. Failure to uphold the confidentiality standards 
set forth below is grounds for immediate termination from Client Services Network.  
 
__________ My User ID and Password are for my use only and must not be shared with anyone. 
 
__________ I must take all reasonable steps to keep my Password physically secure. 



 
__________ I understand that the only individuals who can view information in Client Services Network are authorized 



users and the Clients to whom the information pertains. 
 
__________ I may only view, obtain, disclose, or use the database information that is necessary to perform my job. 
 
 
__________ If I am logged into Client Services Network and must leave the work area where the  



computer is located, I must log-off of Client Services Network and the Internet Browser 
before leaving the work area.   



 
__________ A computer that has Client Services Network or the Internet Browser  “open and 



running” shall never be left unattended. 
 
__________ Failure to log off of Client Services Network and the Internet Browser 



appropriately may result in a breach of client confidentiality and system security. 
 
__________ Hard copies of Client Services Network printouts must be kept in a secure file. 
 











PRINT 
NAME ___________________________________________________AGENCY_______________________________________________ 
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__________ When hard copies of information generated using Client Services Network are no longer needed, they must 
be properly destroyed to maintain confidentiality. 



 
__________ If I notice or suspect a security breach, I must immediately notify the Agency Administrator for Client 



Services Network or the System Administrator (DHS). 
 
 
USER CODE OF ETHICS 
 
A. Client Services Network Users must treat Partner Agencies with respect, fairness, and good faith.   
 
B. Each Client Services Network User should maintain high standards of professional conduct in their capacity as a Client 



Services Network User. 
 
C. Each Client Services Network User has primary responsibility for his/her Client(s). 
 
D. Client Services Network Users have the responsibility to relate to the Clients of other Partner Agencies with full 



professional consideration. 
 
 
I understand and agree to comply with all the statements listed above. 
 
 
               
Client Services Network User Signature     Date 
 
 
               
Agency/System Administrator       Date 
 
 
 
NOTE:   The Agency Administrator must sign all User Policy forms for the agency’s Client Services Network Users.   



Staff at the Department of Human Services will sign the User Policy forms for Agency Administrators. 
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Lee County HMIS Privacy Notice 
 



Brief Summary 
 



March 5, 2007 
Version 1.0 



 
This notice describes the privacy policy of the Lee County HMIS and the agencies participating in 
the Homeless Management Information System (HMIS).  We may amend this policy at any time.  
We collect personal information only when appropriate.  We may use or disclose your information 
to provide you with services.  We may also use or disclose it to comply with legal and other 
obligations.  We assume that you agree to allow us to collect information and to use or disclose it 
as described in this notice.  You can inspect personal information about you that we maintain.  You 
can also ask us to correct inaccurate or incomplete information.  You can ask us about our privacy 
policy or practices.  We respond to questions and complaints.  Read the full notice for more details.  
Anyone can have a copy of the full notice upon request. 
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Lee County HMIS Privacy Notice 
 



Full Notice 
 



September 30, 2005 
Version 2.0 



 
A. What This Notice Covers 



1. This notice describes the privacy policy and practices of the Lee County HMIS and the agencies 
participating in the Homeless Management Information System (HMIS).  The HMIS participating 
agencies are listed in the appendix of this document.  



The policy and practices in this notice cover the processing of protected personal information for 
clients of the Lee County HMIS and agencies participating in the Homeless Management Information 
System (HMIS). 



2. Protected Personal information (PPI) is any information we maintain about a client that: 



a. allows identification of an individual directly or indirectly  



b. can be manipulated by a reasonably foreseeable method to identify a specific individual, or  



c. can be linked with other available information to identify a specific client.  When this notice 
refers to personal information, it means PPI. 



3. We adopted this policy because of standards for Homeless Management Information Systems issued 
by the Department of Housing and Urban Development. 



4. This notice tells our clients, our staff, and others how we process personal information.  We follow 
the policy and practices described in this notice.  



We may amend this notice and change our policy or practices at any time.  Amendments may affect 
personal information that we obtained before the effective date of the amendment.  



 
5. We give a written copy of this privacy notice to any individual who asks. 



 
6. We maintain a copy of this policy on our website at https://hmis.lee-county.com  
 
B. How and Why We Collect Personal Information  
 
1. We collect personal information only when appropriate to provide services or for another specific 
purpose of our organization or when required by law.  We may collect information for these purposes:  



a.   to provide or coordinate services to clients 



b. to locate other programs that may be able to assist clients 



c. for functions related to payment or reimbursement from others for services that we provide 



d. to operate our organization, including administrative functions such as legal, audits, personnel, 
oversight, and management functions 
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e. to comply with government reporting obligations  



f. when required by law 



 



2. We only use lawful and fair means to collect personal information.  
 
3. We normally collect personal information with the knowledge or consent of our clients.  If you seek 
our assistance and provide us with personal information, we assume that you consent to the collection of 
information as described in this notice. 



4.  We may also get information about you from:   



a. Individuals who are with you 



b. Other private organizations that provide services  



c.  Government agencies 



d.  Telephone directories and other published sources 



 



5.  We post a sign at our intake desk or other location explaining the reasons we ask for personal 
information.  The sign says: 



ENGLISH: 
We collect personal information directly from you for reasons that are discussed in our privacy 
statement. Anyone can request a copy of our privacy statement: Lee County HMIS Privacy 
Notice. We may be required to collect some personal information by law or by organizations that 
give us money to operate this program.  Other personal information that we collect is important 
to run our programs, to improve services for homeless individuals, and to better understand the 
need of homeless individuals.  We only collect information that we consider to be appropriate. 



 
C. How We Use and Disclose Personal Information 
 
1. We use or disclose personal information for activities described in this part of the notice.  We may or 



may not make any of these uses or disclosures with your information.  We assume that you consent to 
the use or disclosure of your personal information for the purposes described here and for other uses 
and disclosures that we determine to be compatible with these uses or disclosures: 



a. to provide or coordinate services to individuals   



b. for functions related to payment or reimbursement for services 



c. to carry out administrative functions such as legal, audits, personnel, oversight, and 
management functions  



d. to create de-identified (anonymous) information that can be used for research and statistical 
purposes without identifying clients 



e. when required by law to the extent that use or disclosure complies with and is limited to the 
requirements of the law 



f. to avert a serious threat to health or safety if  
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(1) we believe that the use or disclosure is necessary to prevent or lessen a serious and imminent 
threat to the health or safety of an individual or the public, and 



(2) the use or disclosure is made to a person reasonably able to prevent or lessen the threat, 
including the target of the threat 



g. to report about an individual we reasonably believe to be a victim of abuse, neglect or 
domestic violence to a governmental authority (including a social service or protective services 
agency) authorized by law to receive reports of abuse, neglect or domestic violence  



(1) under any of these circumstances:   



(a) where the disclosure is required by law and the disclosure complies with and is limited 
to the requirements of the law 



(b) if the individual agrees to the disclosure, or  



(c) to the extent that the disclosure is expressly authorized by statute or regulation, and  



(I) we believe the disclosure is necessary to prevent serious harm to the individual or 
other potential victims, or  



(II) if the individual is unable to agree because of incapacity, a law enforcement or other 
public official authorized to receive the report represents that the PPI for which 
disclosure is sought is not intended to be used against the individual and that an 
immediate enforcement activity that depends upon the disclosure would be 
materially and adversely affected by waiting until the individual is able to agree to 
the disclosure.   



and 



(2) when we make a permitted disclosure about a victim of abuse, neglect or domestic violence, 
we will promptly inform the individual who is the victim that a disclosure has been or will be 
made, except if:  



(a) we, in the exercise of professional judgment, believe informing the individual would 
place the individual at risk of serious harm, or  



(b) we would be informing a personal representative (such as a family member or friend), 
and we reasonably believe the personal representative is responsible for the abuse, 
neglect or other injury, and that informing the personal representative would not be in the 
best interests of the individual as we determine in the exercise of professional judgment.  



h. for academic research purposes  



(1) conducted by an individual or institution that has a formal relationship with the CHO if the 
research is conducted either:  



(a) by an individual employed by or affiliated with the organization for use in a research 
project conducted under a written research agreement approved in writing by a 
designated CHO program administrator (other than the individual conducting the 
research), or  
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(b) by an institution for use in a research project conducted under a written research 
agreement approved in writing by a designated CHO program administrator.   



and 



(2) any written research agreement: 



(a) must establish rules and limitations for the processing and security of PPI in the course of 
the research  



(b) must provide for the return or proper disposal of all PPI at the conclusion of the research 



(c) must restrict additional use or disclosure of PPI, except where required by law  



(d) must require that the recipient of data formally agree to comply with all terms and 
conditions of the agreement, and 



(e)  is not a substitute for approval (if appropriate) of a research project by an Institutional 
Review Board, Privacy Board or other applicable human subjects protection institution.   



i. to a law enforcement official for a law enforcement purpose (if consistent with applicable law 
and standards of ethical conduct) under any of these circumstances:  



(1) in response to a lawful court order, court-ordered warrant, subpoena or summons issued by a 
judicial officer, or a grand jury subpoena 



(2) if the law enforcement official makes a written request for PPI that:  



(a) is signed by a supervisory official of the law enforcement agency seeking the PPI  



(b) states that the information is relevant and material to a legitimate law enforcement 
investigation  



(c) identifies the PPI sought  



(d) is specific and limited in scope to the extent reasonably practicable in light of the purpose 
for which the information is sought, and  



(e) states that de-identified information could not be used to accomplish the purpose of the 
disclosure. 



(3) if we believe in good faith that the PPI constitutes evidence of criminal conduct that 
occurred on our premises 



(4) in response to an oral request for the purpose of identifying or locating a suspect, fugitive, 
material witness or missing person and the PPI disclosed consists only of name, address, 
date of birth, place of birth, Social Security Number, and distinguishing physical 
characteristics, or 



(5) if  



(a) the official is an authorized federal official seeking PPI for the provision of protective 
services to the President or other persons authorized by 18 U.S.C. 3056, or to foreign 
heads of state or other persons authorized by 22 U.S.C. 2709(a)(3), or for the conduct of 
investigations authorized by 18 U.S.C. 871 and 879 (threats against the President and 
others), and  
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(b) the information requested is specific and limited in scope to the extent reasonably 
practicable in light of the purpose for which the information is sought. 



and 



j. to comply with government reporting obligations for homeless management information 
systems and for oversight of compliance with homeless management information system 
requirements. 



 
2. Before we make any use or disclosure of your personal information that is not described here, we 



seek your consent first. 



D. How to Inspect and Correct Personal Information 
 
1. You may inspect and have a copy of your personal information that we maintain.  We will offer to 



explain any information that you may not understand. 



2. We will consider a request from you for correction of inaccurate or incomplete personal information 
that we maintain about you.  If we agree that the information is inaccurate or incomplete, we may 
delete it or we may choose to mark it as inaccurate or incomplete and to supplement it with additional 
information. 



To inspect, get a copy of, or ask for correction of your information you may contact the appropriate 
participating agency (see appendix) and make this request. 
 



Access and Correction 



Any individual wishing to review and/or correct his/her information may contact Lee County 
HMIS at the below address or phone number and make this request. 
 



Lee County Department of Human Services 
2440 Thompson Street 
Fort Myers, FL 33919 



(239) 533 7925 
 



3. We may deny your request for inspection or copying of personal information if: 



a. the information was compiled in reasonable anticipation of litigation or comparable proceedings 



b. the information is about another individual (other than a health care provider or homeless 
provider) 



c. the information was obtained under a promise or confidentiality (other than a promise from a 
health care provider or homeless provider) and if the disclosure would reveal the source of the 
information, or 



d. disclosure of the information would be reasonably likely to endanger the life or physical safety of 
any individual. 
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4. If we deny a request for access or correction, we will explain the reason for the denial.  We will also 
include, as part of the personal information that we maintain, documentation of the request and the 
reason for the denial  



5. We may reject repeated or harassing requests for access or correction. 



 



 



E. Data Quality 
 
1. We collect only personal information that is relevant to the purposes for which we plan to use it.  To 



the extent necessary for those purposes, we seek to maintain only personal information that is 
accurate, complete, and timely. 



2. We are developing and implementing a plan to dispose of personal information not in current use 
seven years after the information was created or last changed.  As an alternative to disposal, we may 
choose to remove identifiers from the information.   



3. We may keep information for a longer period if required to do so by statute, regulation, contract, or 
other requirement. 



F. Complaints and Accountability 
 
1. We accept and consider questions or complaints about our privacy and security policies and practices.  



Complaint Procedures 



To file a complaint an individual should submit, in writing, a description of the grievance. This 
written complaint must be submitted to the appropriate participating agency who will in turn 
submit it to the HMIS Oversight Committee for consideration. A response to the complaint will be 
provided within 30 days of its submission to the appropriate agency. 
 



2. All members of our staff (including employees, volunteers, affiliates, contractors and associates) are 
required to comply with this privacy notice.  Each staff member must receive and acknowledge 
receipt of a copy of this privacy notice.
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Client Services Network of Lee County 
 
POLICIES AND PROCEDURES MANUAL 
 
 
 
 



Client Services Network of Lee County 



 
Overview 
Congress has established a national goal that all communities should be collecting an array of data about 
homelessness, including unduplicated counts of individuals who are homeless, their use of services and the 
effectiveness of local assistance systems.  In order to achieve this objective, the Department of Housing and Urban 
Development (HUD) encouraged communities to develop a Homeless Management Information System and has 
provided funding through the Supportive Housing Program, Continuum of Care process to assist in the 
implementation of systems to collect this data.   
 
Client Services Network software was selected for implementation to meet these requirements for participants within 
the Lee County collaborative, known herein as Client Services Network (CSN) of Lee County. Participating agencies 
in the collaborative include Abuse Counseling and Treatment Center (ACT), After the Rain, Community Cooperative 
Ministries Inc. (CCMI), House of Hope, Lee County Homeless Coalition, Lee County Department of Human Services 
(DHS), Lee Mental Health/Ruth Cooper Center, Our Mother’s Home, New Life Centers, Renaissance Manor, The 
Salvation Army, South West Florida Addiction Services, United Way, and We Care Outreach.  The Lee County 
Department of Human Services (DHS) is the continuum lead-agency and its staff will act as Group Administrator for 
Client Services Network. 
 
Implementation 
The Client Services Network of Lee County implementation structure includes a Project Team and a User Group.   
 



The Project Team is compromised of staff from the DHS, HMIS System Administrator, and Client Services 
Network, Inc. (software provider). 
 
The User Group is compromised of staff from each participating agency in the Client Services Network of Lee 
County collaborative.  The User Group meetings serve as a forum for collaborative members to discuss their 
implementation needs and status, raise questions, participate in problem resolution regarding system 
implementation and on-going operations, and to participate in the policy setting process.    
  



The Client Services Network of Lee County Policies and Procedures Manual was adapted from The Maricopa 
Homeless Management Information System’s Policy and Procedures Manual with their permission - many thanks to 
The Maricopa Homeless Management Information System and Symmetric Solutions! The Policies and Procedures 
Manual is designed to support implementation and on-going operation of the system to ensure strict client 
confidentiality, security of information, and consistent application of the functions provided by Client Services Network.  
The Project Team and User Group will continue to update these Policies and Procedures as needed. 
 
For information regarding the implementation of Client Services Network, contact Eric Pateidl, Lee County 
Department of Human Services, at epateidl@leegov.com or (239) 533-7925.   
 
 
 
 
 
 
 
 
 
 
Eric Pateidl, HMIS System Administrator 
Lee County Department of Human Services 
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GLOSSARY OF TERMS 
 
1. Anonymous client:  A client entered into the database with a unique computer generated identifying code acting 



as a reference for that client. 



2. Client:  Any person who received, applied for, or was denied services by a Provider Agency. 



3. Client Identifying Information:  Any information or a combination of data that would allow an individual client to be 
identified, including, but not limited to name, nick name, Social Security number, military identification number, 
health insurance carrier number.  



4. Client Services Network:  A web-based information management system for service providers of an agency, 
coalition, or region which provides client tracking, case management, and reporting – all in a real-time 
environment.   



5. Client’s guardian:  Any person legally responsible for a minor or an adult, according to Florida Statutes.  All 
references to “client” in this policy also apply to “client’s guardian.” 



6. Close to real-time:  Data entry within one business day. 



7. Computer virus:  A self-replicating piece of computer code, which resides in active memory and partially or fully 
attaches itself to files and/or applications.   



8. Computer worm:  Similar to viruses, worms reside in active memory of computers and replicate themselves and 
will usually interfere with normal computer use or a computer program.  Unlike viruses, worms exist as separate 
entities and do not attach themselves to other files or programs. 



9. Consultation:  A discussion, usually by phone, reminding the End-user or Provider Agency of proper security 
and/or confidentiality practices(s) following confirmed inappropriate action(s). 



10. End-user: Any person given access to CSN including staff and volunteers 



11. Error: A documented occurrence that prevents and end-user from proceeding further. 



12. Firewall: A system or group of systems that enforces an access control policy between two networks.  The system 
may contain a pair of mechanisms:  one that exists to block Internet traffic, and the other that exists to permit 
Internet traffic. 



13. Homeless Management Information System (HMIS):  A software application used to track information regarding 
services provided to homeless individuals and families as required by HUD and for other client tracking and 
service provision purposes. 



14. Malicious code:  An illegitimate computer code, which produces an undesired effect including Trojan horses, 
viruses, and worms. 



15. Outside source(s):  Organization(s) who are not current Provider Agencies.. 



16. Performance:  The lack of execution and/or operation of the software. 



17. Probation:  A trial period of time, not greater than one hundred and eighty days (180), in which an End-user or 
Provider Agency addresses and corrects inappropriate actions(s). 



18. Provider Agency:  An agency authorized to participate in CSN. 



19. Quality of Data Issue:  Any concern that decreases the accuracy and completeness of the data as defined by the 
Minimum Data Requirement. 



20. Real-time:  Immediate data entry upon seeing a client. 



21. Reinstatement Corrective Action Plan:  A modified Corrective Action Plan developed specifically for the purpose 
of preparing and assessing the appropriateness of reinstating a previously terminated Agency as a Provider 
Agency. 



22. Restricted client:  A client whose name is known by only the entering Provider Agency, the Group Administrator, 
and those agencies the client grants access to his/her name and information. 



23. Sanctions:  Penalties for noncompliance specified by the Project Team and Steering Committee. 



24. Self-replicate:  Makes copies of itself. 



25. Technical Support Staff:  Include, in ascending order, Agency Administrator, Agency Administrator, and CSN 
support personnel 



 











 



I - AGENCY & STAKEHOLDER INVOLVEMENT 
 
Policy: CSN implementation and ongoing operations provides agency and stakeholder involvement at all levels to 
ensure broad community participation.   
 
Purpose: To define participants’ roles and responsibilities in the Client Services Network of Lee County 
 



DHS 
As the recipient of the HUD funds and other matching funds and the legal contractor for access to the software, the 
DHS oversees implementation, management, and maintenance of Client Services Network.  
 



Responsibilities: 
-Acquires HMIS software, which meets HUD requirements 
-Oversees the preparation of a detailed implementation plan 
-Participates in Project Team and User Group 
-Determines guiding principles for Agencies and client participation with regard to implementation. 
-Establishes minimal data elements to be collected by all Agencies consistent with the HUD data standards 
-Oversees security, confidentiality and accountability of CSN 
-Provides staff support to CSN users 
-Identifies and applies for public and private funds to continue future operations 
-Works with the User Group in developing strategies to market CSN to other Services providers 



 Encourages client, services provider, and community involvement 
 Responds to community questions about the homeless community 



 



User Group 
Comprised of Voluntary, non-paid positions: 



 Provider Agency representatives 
 DHS Staff 
 Project Team Members 



 
Responsibilities: 
-Provides policy assistance 
-Develops and assists in: 



1. Policies and procedures 
2. Information sharing agreements 
3. Decisions on data access by external parties 
4. Information sharing agreements 
5. Decisions on data access by external parties 
6. Soliciting feedback from all Users about proposed system changes 



-Serves as a Review in regards to Provider Agency violations and grievances 
-Assists DHS in developing and implementing strategies to market CSN 
-Defines criteria, standards, and parameters for releasing aggregate data 
-Oversees security and confidentiality in the CSN Policies and Procedures manual 
-Reviews reports and makes decisions about training, system, and/or oversight issues 



 



System Administrator 
 
 Responsibilities: 



 
Database 



 -Oversees CSN and or Lee County ITG in the following areas: 
 Monitor functionality, speed, and database backup procedures of SQL server 2005 database 
 Audit Usage and access of database 
 Responds to system needs as needed to implement disaster recovery plan 



 
Implementation 
-Advises Agencies of implementation schedule 
-Works with each Agency to identify implementation issues 
-Attends Project Team and User Group meetings 











 
Training 
-Oversees, coordinates, and provides training to Agency Administrators and End-users 
 
Support 
-Provides support to Agency Administrators/User and coordinates with CSN Staff 



 Supervises internal and external security protocols 
 Addresses technical operation issues 



 
Data Integrity 
-Monitors operation of CSN 
-Monitors and evaluates the quality, timeliness, and accuracy of data input, data management, data reports 
-Identifies and addresses potential operational issues with individual Agencies and User Group 
 
Reports 
-Oversees system-wide reporting 
-Assists Agencies with query and report development and documentation 
-Documents work on the database and development of reports/queries 



 
Provider Agency’s Executive Director Or Designee  
Each Provider Agency may choose an Executive Director to administer the following 
responsibilities. If there is not a designated Executive Director or if they delegate the 
responsibilities, these tasks fall to the Agency Administrator. (Position may not be appropriate in smaller 
agencies system administrator will take over this task in this situation) 
  



Responsibilities 
 -Assumes responsibilities for integrity and protection of client information entered into CSN 
 -Establishes and ensures business controls and practices which will adhere to the CSN Policies & Procedures 
 -Develops internal policies and procedures to ensure: 



 New and continues staff training 
 Timely and accurate input of data into CSN 
 Personnel procedures addressing violation of CSN code of Ethics and Policies & Procedures 
 Protocols for data access and reporting 



-Communicates security and confidentiality requirements to End-users. 
-Monitors End-user compliance in regards to security, confidentiality, and data integrity 
-Is responsible for insuring appropriate use of CSN by staff 
-Allows CSN access only to qualified, trained End-users based upon job description and need to access 
-Addresses CSN concerns with System Administrator and User Group as appropriate, in a timely and 
professional manner 



 
Agency Administrator  
Each Provider Agency appoints one to two persons (Maximum) as Agency Administrator (Position may not be 
appropriate in smaller agencies system administrator will take over this task in this situation) 



 
Responsibilities 
-Creates User Id’s and initial password for personnel authorized to access the system by the Agency 
Executive Director 
-Assures new staff training on CSN 
-Reviews CSN Policies and Procedures 
-Reviews security and confidentiality of client information with authorized staff 
-Allows access to CSN only after authorized staff complete necessary training and sign User Policy 
agreement 
-Notifies all agency End-users of interruptions in service 
-Updates Agency and End-users on decisions made during User Group Meetings 
-Administers and monitors access to CSN 
-Provides technical support assistance to agency’s End-users. 



 
End-User 
The Agency End-user is defined as only those parties authorized to access CSN for the following reasons: 



 Data entry 
 Editing Client records 











 Viewing Client records 
 Generating Reports 
 Other essential activities associated with Agency business use. 



 
Responsibilities 
-Adhere to CSN and Agency Policies & Procedures 
-Protect CSN and Agency data and information 
-Prevent unauthorized disclosure of data 
-Report security violation to Agency Administrator or System Administrator 
-Remain accountable for all action undertaken with his/her user name and password 



 
 



II - DATA AND SYSTEM INTEGRITY 
 



1. Database Access and Data Entry 
 
Policy: Participating Agencies and/or System Administrator will regulate and monitor End-User access and data entry 
into CSN 
 
Participating Agencies 



 
Responsibilities 
 
CSN Access Participating Agencies will 



 -Sign CSN Agency Participation Agreement 
 -Set up End-user identification and grant access to the CSN based on job description 
 -Never transmit End-user ID and password in any for of communication. They must be transmitted separately 



-Inactivate and End-user including the Agency Administrator immediately upon termination of his/her 
employment or a change in job duties/position 
-Notify the System Administrator when the Agency Administrator is leaving the position 
 
Security Participating Agencies will 
-Monitor End-user access to CSN 
-Provide reviews of security procedures 
-Assume responsibility for staff and End-user’s compliance with security 
-Notify the designated Agency Administrator or System Administrator immediately of any suspected security 
breach 
-Update virus protection software on agency computers used to access CSN 
-Participating agencies will provide client consent form(s) as required by the Agency, State and/or Federal 
laws and CSN standards 



  
Data Entry Participating Agencies will 



 Assume responsibility for End-user’s data entry and accuracy 
-View, obtain, disclose, or use CSN data only for business purposes related to serving the agency’s clients 
-Monitor End-user data entered into CSN, in accordance with Agency’s policies and CSN Data Standards 
-Correct duplicate client entries 
-Correct inaccurate information and missing required data elements 
-Not misrepresent the number of clients served or the types of services/beds provided 
 
Legal Parameters 
-Agencies will not transit any material in violation of US Federal or State law which includes, but is not limited 
to: copyright material, material legally judged to be threatening or obscene, and material considered protected 
by Trade Street 
-Agencies will not use CSN with intent to defraud the Federal, State, or local government or an individual 
entity, or to conduct any illegal activity 



 
End User’s  
  
 Responsibilities 



CSN Access End-user’s will 
-Be given limited access to CSN based upon End-user’s job description 











-Read and abide by CSN User Policy Agreement 
-Create a unique password for CSN 
-Not shared ID and or password with any person for any reason 
-Not transmit ID or password in any form (Verbal, written, or electronic) 
 
Security End-user’s will 



 -Access CSN only from authorized workstations 
-Change their password to a unique password between 8 and 16 characters, combination upper and lower 
case, including a number and or special character. Passwords must not include the user’s name, date of birth, 
or any other password that can be easily guessed by others. 



 -Log-off CSN and close the Internet browser before leaving a work terminal 
 -Log-off CSN and close the Internet browser prior to browsing the Internet 
 -Never leave and open CSN screen unattended 
 -Notify Agency Administrator or System Administrator immediately of any suspected security breach 
  



Data Entry End-user’s will 
-Offer the client the opportunity to input and share additional client information with other Agencies beyond 
basic identifying data and non-confidential service information 
-Only view, obtain, disclose or use CSN data for business purposes related to service the Agency’s clients 
-Enter data into CSN in accordance to the Agency’s policies and CSN minimum data standards 
-Not enter any fictitious or misleading client data 
-Save data entered at regular intervals. (If the system remains inactive for longer than twenty-minutes, it will 
automatically log the End-user off) 
-Strive for real-time or close to real-time data entry 
-Not enter offensive language or profanity into CSN unless direct client quotes are deemed essential for 
assessment, service and treatment purposes 



 
Legal Parameters End-user’s will 
-Obtain or confirm the presence of signed client consent form(s) as required by the Agency, State and/or 
Federal Laws and the CSN standards prior to entering client data into CSN 
-Be aware of specific protections afforded under Federal Law for persons receiving certain types of services 
such as domestic violence services, HIV or AIDS treatment, substance abuse services, or mental health 
services. 
-Obtain client consent for additional client information and communicate what information will be shared and 
with whom. 
-Will not transmit any material in violation of US Federal, or State law which includes, but is not limited to: 
copyrighted material, material legally judged to be threatening or obscene, or material considered protected 
by trade secret 
-Will not use CSN with intent to defraud the Federal, State or local government or an individual entity, or to 
conduct any illegal activity 



 
Agency Administrator (Also follow all End-User and Agency procedures) 
 
Requirements 



 -Notify System Administrator of duplicate client records that need to be deleted 
 -Monitor possible duplication of records, at least every two weeks 



 
System Administrator (Also follow all End-User and Agency procedures) 
 
Requirements 
-Generate, periodically, a Client Duplication Report and assist Agency Administrators in correcting 
duplications 



 
Management of End-User Access Privileges 
  
 Administration of End-user Access 
 -Determine End-user’s database access level based upon End-user’s job description 
 -Authorize Agency Administrator to generate user ID 
 -Assume responsibility for adding, updating, inactivating, and re-activating user ID and password 
  
 End-user ID format 
 -User ID’s will include the initial of the first name and the full last name. Example John Smith JSmith 











 -If client name already exists in system include middle initial 
 
 Passwords 
 -CSN automatically generates a temporary password for the new End-user 
 -Agency or System administrator exchanges the password to the new End-user 
 -End-user will be required to change password after initial log on 



-The End-user creates a unique password between 8 and 16 characters, combination upper and lower case, 
including a number and or special character. Passwords must not include the user’s name, date of birth, or 
any other password that can be easily guessed by others. 
 
Termination or Extended Leave from Employment 
-The Agency Administrator or System Administrator will inactivate the End-user account immediately. 
-When user returns from extended leave reactivate user account 



 
End-User Access Levels 



CSN has system-wide access levels and agency-defined access levels.  Only agency staff and volunteers 
who need access to CSN for client data entry qualify for an End-user license. The level determines the 
information the End-user has access to and whether or not the user can add, edit, or delete records. The 
System Administrator and/or Agency Administrator will determine the level of access an End-user requires 



 
2. Local Data Storage 
 
Policy:  Any client information held in a location other then CSN is the responsibility of the Agency (Including: 
information stored on Agencies computers, files, and reports).  CSN and DHS assume no responsibility for the 
management, protection, and transmission of client-identifying information stored on Agencies computers, files, and 
reports. 
 



Agency  
 



Responsibilities   
-Agency will develop a policy for protection and management of client information that meets security policies 
outlined in CSN Policies and Procedures Manual 



 
 
3. Virus Control Management 
 
Policy: Lee County ITG will provide and maintain virus protection software and maintain secure firewall on all CSN 
servers. Participating Agencies will maintain there own virus protection on all workstations accessing CSN.  
 
4. Monitoring Provider Agency Compliance 
 
Policy: Lee County DHS and CSN monitor and review participating Agencies and assure that they adhere to CSN 
security, confidentiality regulations, and quality standards. 
 
Agency Administrator  
 
 Responsibilities 
 -Assist participating Agencies with compliance when necessary 
 -Monitor participating Agencies to assure they are complying with CSN Policies and Procedures 
 -Produce quality assurance reports and data quality reports 
 
5. Infractions 
 
Policy: In the event an individual uses CSN inappropriately depending on the severity of the situation the individual 
may loose privileges to access CSN. If the infraction leads to access loss it will be the decision of the System 
Administrator and participating agency involved to readmit individual to CSN. Depending on the severity of the 
infraction it will be the discretion of the System Administrator to notify DHS staff and/or User Group. 
 
 
 
6. Disaster Recovery 











 
Policy: It is the responsibility of Lee County ITG to develop, maintain, and initiate a disaster recovery plan.  
 
 



III – Privacy and confidentiality 
 
Maintenance of Client Confidentiality 
 
Policy: Participating Agencies will adhere to relevant Federal, State and local confidentiality regulation and laws that 
protect client records and only releases confidential client record with written consent by the client, or the client’s 
guardian, unless otherwise provided for in Federal, State or local regulations or laws. 
 
Participating Agencies 
  
 Responsibilities 
  
 Laws and Regulations: 
 -Participating Agencies will abide by: 



 All Federal Confidentiality Regulations including those contained in the Code of Federal Regulations, 
42 CFR Part 2 (regarding disclosure of alcohols and/or drug abuse records) 



 Health Insurance Portability and Accountability Act of 1996 (HIPPA) when applicable 
 Florida State Statutes and Federal laws related to confidentiality and security of medical, mental 



health and substance abuse information 
 
Client Consent 
-Participating Agencies will: 



 Provide verbal explanation of CSN and arrange for, when possible, a qualified interpreter or translator 
for a client not literate in English or having difficulty understanding the consent form(s) 



 Be prepared to explain (to the client) security measures used to maintain confidentiality 
 Explain the client’s right to entered as an anonymous client or as client or as a restricted client, if 



client denies authorization to share basic identifying information or non-confidential service date 
 Obtain from the client a current, signed Client Acknowledgement of Data Entry into the CSN form, 



when applicable to Participating Agency’s policy and procedures 
 Prior to release of any client information beyond the basic client profile, obtain from the client a signed 



release of information form that meets the participating Agencies standard release of medical, 
financial and/or any other information regarding the client 



 Place all client authorization forms in an on-site filing system for periodic audits 
 Retain all client authorization forms for a five-year period upon expiration 
 Insure that all Participating Agencies End-Users will comply with the requirements for informed 



consent and client confidentiality 
 
Client Information/Data 
-Participating Agencies will: 



 Enter client information into CSN only after obtaining current a signed client consent form 
 Share client information in CSN with other participating Agencies only after obtaining a signed client 



consent form 
 Not solicit or input client information into CSN unless the information proves to be useful in providing 



services, developing reports and providing data, and /or conducting evaluation and research 
 Not divulge any confidential information received from the client or CSN to any organization or 



individual without a current client release form, unless otherwise permitted by relevant regulations or 
laws. 



-Participating Agencies will enter in the minimum data required by the CSN. Any or all client data including 
client identifiable and confidential information may be restricted to other Participating Agencies. 
 
Provider Agency’s Client Rights 
-A client has the right to: 



 Decline entrance into CSN. However, the Participating agency determines whether or not to provide 
services to the client 



 Authorize sharing of personal information to other CSN participating Agencies 
 Determine what type of information will be shared and with whom (other CSN Agencies) 
 Request entrance into CSN as an anonymous client or a restricted client 











 If a reason arises to completely remove a client and the client’s data from CSN, a request must be 
forwarded to the System Administrator 



 
 



IV – SOFTWARE SUPPORT 
 
Hours of System Operation 
 
Policy: The System Administrator, CSN technical staff, and Lee County ITG assure minimal CSN down time and will 
post all downtime and maintenance. The CSN database will be backed up and stored on a regularly bases by Lee 
County ITG. CSN will be available through internet access twenty-four hours a day, seven days a week. 
 
 
Technical Support 
Policy: The System Administrator oversees support to all Participating Agencies. 
  
 Requirements 



-Non - Emergency issues including questions, technical/task assistance, data correction, training concerns, 
reportable database problems and suggestions for future enhancements will be addressed to the System 
administrator through email, phone and primarily through the CSN ticketing system. 



 -The CSN ticketing system will be used as the primary source for all CSN related problems 
 
 
 
Emergency Technical Support 
 
Policy: The System Administrator and CSN support staff provide emergency CSN technical support to Participating 
Agencies. 
 
A situation where an emergency response is required is defined as “any major system or component failure, which 
proves critical to a CSN Participating Agency’s business practice not including trouble shooting issues due to the 
Participating Agency’s network, Internet connectivity, browser issues, individual PC problems, or other specific non 
CSN issues.  
 In the event of an Emergency 
 -The System Administrator should be contacted immediately. 
 



V – System Hardware 
 
Hardware Acquisition 
 
Policy: The Lee County Department of Human Services and the System Administrator assist CSN Participating 
Agencies in acquiring computer hardware on an as-needed basis during the CSN implementation process. The 
available funding supplements those agencies with inadequate or obsolete hardware but will not fulfill all of a 
Participating Agencies computer hardware needs.  
 



Hardware Acquisition Process 
-The System Administrator will 



 Conduct and inventory of hardware at Participating Agency prior to implementation of CSN 
 Find the total need for hardware, network equipment, and software licenses 
 Create a cost estimate for approval by DHS staff 
 Upon approval purchase equipment and after shipment distribute to Participating Agency  



 
-Participating Agency will 



 Acknowledge that Lee County HMIS is not responsible for ongoing operating cost or replacement 
costs for the equipment 



 
 



VI – Growth 
 











New Agencies 
 



HMIS Agency Criteria 
1. Membership with COC. 
2. Primarily serve clients that are homeless/At Risk. 
3. Provide Case management/Services (May be through use of other agencies). 
4. If legally able to share client level data then it is required with the consent of the client.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 











CLIENT INFORMED CONSENT & RELEASE OF INFORMATION AUTHORIZATION 
For Client Services Network of Lee County (CSN) 



 
THIS NOTICE DESCRIBES HOW INFORMATION ABOUT YOU MAY BE USED AND DISCLOSED AND HOW 
YOU CAN GET ACCESS TO THIS INFORMATION.  PLEASE REVIEW IT CAREFULLY. IF YOU HAVE ANY 
QUESTIONS OR DESIRE ANY FURTHER INFORMATION REGARDING THIS FORM, PLEASE CONTACT THE CSN 
SYSTEM ADMINISTRATOR AT (239) 533-7925. 
 
In order to best serve your needs at (Insert Agency’s Name Here) to develop meaningful treatment plans, to determine your 
continuing eligibility for services, and to monitor your progress in complying with the terms of your shelter, housing or other 
services, (Insert Agency’s Name Here) and the Continuum of Care need to exchange, share, and/or release data, information or 
records they may collect about you. 
 
The information contained in your case records with any Agency is considered confidential and privileged and cannot be 
exchanged, shared and or/released without your express and informed written consent, except where otherwise authorized by law. 
Please understand that access to shelter, housing and services is available without your consent for the release of the information. 
However, your consent, although optional, is a critical component of our community’s ability to provide the most effective 
services and housing possible. 
 
I understand that: 
 This Agency may not condition the provision of services to me on my signing this consent/authorization (this Agency may 



not refuse to serve me simply because I do not want my information shared with other agencies). 
 This form specifically authorizes the use of information about me in research conducted using information maintained in 



CSN.  I will not be personally identified by name, social security number, or any other unique characteristic in published 
research reports.  The type of research that will be conducted using this information includes reports on the number and 
characteristics of people using different types of services, the effectiveness of services, and changes in patterns over time.   



 If I give permission, the CSN allows information about me, including my photograph, to be shared with other CSN Partner 
Agencies. This may include, but is not limited to, information regarding my education history and employment background, 
income, program eligibility and participation, and personal history. The purpose of sharing information this way is to help the 
agencies that I seek services from obtain information about me more quickly, assist with my case management, and to help 
connect me with the services I need. 



 Agencies that join CSN after I sign this consent/authorization also will have access to the personal information that I 
authorize for data sharing. This Agency must make reasonable accommodations to allow me to view the updated list of CSN 
Partnering Agencies. 



 I understand that I have the right to inspect, copy, and request all records maintained by Agency relating to the provision of 
services provided by Agency to me and to receive copy of this form unless specifically denied under federal or state law. I 
understand that my records are protected by federal, state, and local regulations governing confidentiality of client records 
and cannot be disclosed without my written consent unless otherwise authorized by law. I may revoke this authorization at 
any time verbally or by written request, but the cancellation will not be retroactive.  I understand that this release is valid for 
one year. 



 
I give my consent to the exchange of information on CSN:  Yes   No  
I have read this document or it was read and/or explained to me and I fully understand and agree with the terms of this document. 
 
 



Signature of client or guardian: 
 



 
 



Date: 
 



 
 



Signature of witness: 
 



 
 



Date: 
 



Printed name of client or guardian:  Printed name of witness: 
Current Partnering Agencies in CSN 



After the Rain 2580 First Street, Fort Myers (239) 334 6261 
Ann’s Restoration House 599 Carolina Ave, Fort Myers (239) 694 0877 
Community Cooperative Ministries Inc. P.O. Box 2143 Fort Myers (239) 332 7687 
Eternal Homes We Care Outreach 4231 Desoto Ave. Fort Myers (239) 693 7311 
House of Hope 2314 Unity Ave, Fort Myers (239) 810 5917 
Lee County Department of Human Services 2440 Thompson Street, Fort Myers  (239) 533 7930 
Lee Mental Health / Ruth Cooper Center 2789 Ortiz Avenue, Fort Myers   (239) 275 3222 
New Life Centers 2150 Collier Ave, Fort Myers  (239) 274 8881 
Renaissance Manor 2789 Ortiz Ave, Fort Myers (239) 334 2600 
Southwest Florida Addiction Services3763 Evans Avenue, Fort Myers (239) 332 6937 
The Salvation Army 2400 Edison Avenue, Fort Myers (239) 334 3745 
Triage Outreach Center 2789 Ortiz Avenue, Fort Myers  (239) 791 1543 
United Way 211 7275 Concourse Drive, Fort Myers (239) 433 3900 











 
 
Universal Data Elements 



1. Name 
2. SS 
3. Date of Birth 
4. Ethnicity and Race 
5. Gender 
6. Veteran Status 
7. Disabling Condition 
8. Residence Prior to Program Entry 
9. Zip Code of Last Permanent Address 
10. Program Entry Date 
11. Program Exit Date 
12. Personal ID Number (Generated by CSN) 
13. Program ID Number (Generated by CSN) 
14. Household Identification Number (Generated by CSN) 



Disabling condition 
 Needed to determine which clients are chronically homeless and to learn more about their service patterns. 
 Several ways to collect information 
 Unless required for program eligibility, must wait until after intake to ask 



 
SSN, Ethnicity, and Race 
 Unless SSN is required by a program, a provider may not refuse service to someone who refuses to give an 



SSN 



 Ethnicity and Race follow OMB standards (OMB Standards for Federal Data on Race and Ethnicity for more information 
http://www.hhs.state.ne.us/fia/nhap/RaceAndEthnicityDefinitions.pdf) 



 
Residency Prior to Program Entry 
 Applies to night before admission. 



 
Zip Code of last permanent address  
 Used to see geographic trends in homelessness 
 Are homeless individuals traveling here from other States or Counties 



 
What is Homeless 
The term “homeless” or “homeless individual or homeless person” includes—  
 
(1) an individual who lacks a fixed, regular, and adequate nighttime residence; and  
 
(2) an individual who has a primary nighttime residence that is—  



(A) a supervised publicly or privately operated shelter designed to provide temporary living accommodations 
(including welfare hotels, congregate shelters, and transitional housing for the mentally ill);  



 
(B) an institution that provides a temporary residence for individuals intended to be institutionalized; or  



 
(C) a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for 
human beings.  



 
 
Chronic Homelessness is defined as: 
The Joint federal initiative defined a chronically homeless person as 
“An unaccompanied homeless individual with a disabling condition who has either been continuously 
homeless for a year or more OR has had at least (4) episodes of homelessness in the past three (3) years.” 
 
 
 
 











 
 
Program-Level Data Elements 
These elements are to be collected from clients served by programs that include an assessment of client’s needs as a 
basic element in their provision of service 
 



 Income and Sources 
 Non-Cash Benefits 
 Physical Disability 
 Developmental Disability 
 General Health Status 
 Pregnancy Status 
 HIV / Aids Status 
 Behavioral Health Status 
 Domestic Violence 
 Education 
 Employment 
 Veterans 
 Services Received 
 Destination 
 Follow-up After Program Exit 
 Children’s Education 
 Other Children’s Questions 



- Child’s Physical Disability 
- Child’s Developmental Disability 
- Child’s General Health Status 
- Services Received 
- Destination 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 











 



USER POLICY, RESPONSIBILITY STATEMENT,  



& CODE OF ETHICS 



For Client Services Network of Lee County 
 



USER POLICY 



 
Partner Agencies shall share information for provision of services to clients with their informed consent 
through a networked infrastructure that establishes electronic communication among the Partner Agencies. 
Partner Agencies shall at all times have rights to the data pertaining to their clients that was created or entered by them in Client 



Services Network.  Partner Agencies shall be bound by all restrictions imposed by clients pertaining to the use of personal data 



that they do not formally release. 



It is a Client's decision about which information, if any, entered into Client Services Network shall be shared and with which Partner Agencies. The Client 
Services Network Client Consent/Release of Information shall be signed if the Client agrees to share information with Partner Agencies.   



 



Minimum data entry on each consenting Client will be: 



▪ Basic demographic information including name, date of birth, Social Security Number, gender, etc. 
 Data necessary for the development of aggregate reports of services, including services requested, services provided, 



referrals and Client goals and outcomes should be entered to the greatest extent possible. 
 



Client Services Network is a tool to assist agencies in focusing services and locating alternative resources to help homeless and 
other clients.  Therefore, agency staff should use the Client information in Client Services Network to target services to the 
Client’s needs.  



 



USER RESPONSIBILITY 



 
Your User ID and Password give you access to Client Services Network. Initial each item below to indicate 
your understanding and acceptance of the proper use of your User ID and password. Failure to uphold the 
confidentiality standards set forth below is grounds for immediate termination from Client Services 
Network.  
 
__________ My User ID and Password are for my use only and must not be shared with anyone. 
 
__________ I must take all reasonable steps to keep my Password physically secure. 



 
__________ I understand that the only individuals who can view information in Client Services Network 



are authorized users and the Clients to whom the information pertains. 
 
__________ I may only view, obtain, disclose, or use the database information that is necessary to 



perform my job. 
 
 
__________ If I am logged into Client Services Network and must leave the work area where the  











computer is located, I must log-off of Client Services Network and the Internet Browser 
before leaving the work area.   



 
__________ A computer that has Client Services Network or the Internet Browser  “open and 



running” shall never be left unattended. 
 
__________ Failure to log off of Client Services Network and the Internet Browser 



appropriately may result in a breach of client confidentiality and system security. 
 
__________ Hard copies of Client Services Network printouts must be kept in a secure file. 
 
__________ When hard copies of information generated using Client Services Network are no longer 



needed, they must be properly destroyed to maintain confidentiality. 
 
__________ If I notice or suspect a security breach, I must immediately notify the Agency Administrator 



for Client Services Network or the System Administrator (DHS). 
 
 
USER CODE OF ETHICS 
 
A. Client Services Network Users must treat Partner Agencies with respect, fairness, and good faith.   
 
B. Each Client Services Network User should maintain high standards of professional conduct in their 



capacity as a Client Services Network User. 
 
C. Each Client Services Network User has primary responsibility for his/her Client(s). 
 
D. Client Services Network Users have the responsibility to relate to the Clients of other Partner Agencies 



with full professional consideration. 
 
 
I understand and agree to comply with all the statements listed above. 
 
 
               
Client Services Network User Signature     Date 
 
 
               
Agency/System Administrator       Date 
 
 
 
NOTE:   The Agency Administrator must sign all User Policy forms for the agency’s Client Services 
Network Users.   



Staff at the Department of Human Services will sign the User Policy forms for Agency 
Administrators. 



 
 
 
 
 
 











AGENCY PARTNER AGREEMENT  



For Client Services Network  
 
Client Services Network is a client information system that provides a standardized assessment of consumer needs, 
creates individualized service plans, and records the use of housing and services which communities can use to 
determine the utilization of services of participating Agencies, identify gaps in the local service continuum, and 
develop outcome measurements.   
 
The signature of the Executive Director of the Partner Agency indicates agreement with the terms set forth before a 
Client Services Network account can be established for (Insert Your Agency’s Name Here). 
 
The Lee County Department of Human Services is the primary coordinating Agency and shall be the group 
administrator. In this Agreement, Human Services is an Agency participating in The Client Services Network of Lee 
County, and (Insert Your Agency’s Name Here) is a consumer of services. 
 
I. Confidentiality 
  



A. (Insert Your Agency’s Name Here) shall uphold relevant Federal and State confidentiality regulations and 
laws that protect Client records and (Insert Your Agency’s Name Here) shall only release client records 
with written consent by the client, unless otherwise provided for in the regulations.  



 
1. (Insert Your Agency’s Name Here) shall abide specifically by Federal confidentiality regulations as 



contained in the Code of Federal Regulations, 42 CFR Part 2 and or HIPAA regulations, whichever 
are more stringent, regarding disclosure of alcohol and/or drug abuse records.  In general terms, the 
Federal and HIPAA rules prohibit the disclosure of alcohol and/or drug abuse records unless 
disclosure is expressly permitted by written consent of the person to whom it pertains or as otherwise 
permitted by 42 CFR Part 2.  A general authorization for the release of medical or other information 
is not sufficient for this purpose.  (Insert Your Agency’s Name Here) understands the Federal rules 
restrict any use of the information to criminally investigate or prosecute any alcohol or drug abuse 
patients.  



  
2. (Insert Your Agency’s Name Here) shall provide to each client a verbal explanation of the use of 



Client Services Network, the terms of consent, and shall arrange for a qualified interpreter or 
translator in the event that an individual is not literate in English or has difficulty understanding the 
consent form. 



 
3. (Insert Your Agency’s Name Here) shall not solicit or input information from Clients into Client 



Services Network unless it is essential to provide services, or to conduct evaluation or research. 
 



4. (Insert Your Agency’s Name Here) agrees not to release any confidential information received from 
the Client Services Network of Lee County to any organization or individual without proper Client 
consent.  



 
5. (Insert Your Agency’s Name Here) shall ensure that all staff, volunteers, and other persons issued a 



User ID and password for Client Services Network receive basic confidentiality training. 
 



6. (Insert Your Agency’s Name Here) understands the file server, which will contain all Client 
information, including encrypted identifying Client information, will be co-located at Lee County 
Information Technology Group offices at 3434 Hancock Bridge Parkway, North Fort Myers, Florida. 



 
7. (Insert Your Agency’s Name Here) shall maintain appropriate documentation of Client consent to 



participate in Client Services Network.    
 



8. (Insert Your Agency’s Name Here) shall not be denied access to Client data entered by (Insert Your 
Agency’s Name Here) Partner Agencies are bound by all restrictions placed upon the data by the 











client of any Partner Agency.  (Insert Your Agency’s Name Here) shall diligently record in Client 
Services Network all restrictions requested. (Insert Your Agency’s Name Here) shall not knowingly 
enter false or misleading data under any circumstances.  



 
9. If this Agreement is terminated, remaining Partner Agencies shall maintain their right to the use of all 



Client data previously entered by the terminating Partner Agency; this use is subject to any 
restrictions requested by the Client. 



 
10. (Insert Your Agency’s Name Here) will utilize Client Services Network Client Consent/Information 



Release form, as developed in conjunction and coordination with Partner Agencies, for all clients 
providing information for the Client Services Network database.  The Client Consent/Information 
Release form, once signed by the Client, authorizes Client data to be entered into Client Services 
Network and authorizes information sharing with Client Services Network Partner Agencies. 



 
11. If a Client withdraws consent for release of information, (Insert Your Agency’s Name Here) remains 



responsible to ensure that Client’s information is unavailable to all other Partner Agencies from that 
point forward. 



 
12. (Insert Your Agency’s Name Here) shall keep signed copies of the Client Consent Form/Information 



Release forms for Client Services Network for a period of three years. 
 



13. (Insert Your Agency’s Name Here) shall not require or imply that services are contingent upon a 
Client's authorization to share their information with Partner Agencies in Client Services Network.   



 
 



 



II. Client Services Network of Lee County Use and Data Entry 



 
A. (Insert Your Agency’s Name Here) shall follow, comply with and enforce the User Policy, Responsibility 



Statement & Code of Ethics (Attachment A).  Modifications to the User Policy, Responsibility Statement 
& Code of Ethics shall be established in consultation with Partner Agencies and may be modified as 
needed for the purpose of the smooth and efficient operation of Client Services Network.  The 
Department of Human Services will announce approved modifications in a timely manner via NewsFlash 
in Client Services Network or via e-mail. 



 
1. (Insert Your Agency’s Name Here) shall only enter individuals in Client Services Network that exist 



as Clients under (Insert Your Agency’s Name Here) jurisdiction. (Insert Your Agency’s Name Here) 
shall not misrepresent (Insert Your Agency’s Name Here) its Client base in Client Services Network 
by entering known, inaccurate information.  



 
2. (Insert Your Agency’s Name Here) shall use Client information in Client Services Network, as 



provided to them or Partner Agencies, to assist in providing adequate and appropriate services to the 
Client.   



 
B. (Insert Your Agency’s Name Here) shall consistently enter information into Client Services Network and 



will strive for real-time, or close to real-time1 data entry.    
 



C. (Insert Your Agency’s Name Here) will not alter information in Client Services Network that is entered 
by another Agency with known, inaccurate information.  (I.e. Agency will not purposefully enter 
inaccurate information to over-ride information entered by another Agency).  



 
D. (Insert Your Agency’s Name Here) shall not include profanity or offensive language in Client Services 



Network.   



                                                 
1 Real-time or close to real-time is defined by either immediate data entry upon seeing a Client, or data entry into the Client 
Services Network of Lee County database within three (3) business days.    











 
E. (Insert Your Agency’s Name Here) shall utilize Client Services Network for business purposes only.  



 
F. The Department of Human Services may provide or coordinate initial training and periodic updates to that 



training to select Agency Staff on the use of Client Services Network.  
 
G. The Department of Human Services will be available for technical assistance within reason (i.e. 



troubleshooting and report generation).  There will also be an on-line work order system. 
 



H. The transmission of material in violation of any Federal or State regulations is prohibited.  This includes, 
but is not limited to, copyright material, material legally judged to be threatening or obscene, 
pornography, and material considered protected by trade secret. 



 
I. (Insert Your Agency’s Name Here) shall not use Client Services Network with intent to defraud Federal, 



State or local governments, individuals or entities, or to conduct any illegal activity. 
 



 



III. Reports 



 
A. (Insert Your Agency’s Name Here) shall retain access to identifying and statistical data on the Clients 



it serves.     
 



B. (Insert Your Agency’s Name Here) access to data on Clients it does not serve shall be limited to non-
identifying and statistical data via reports generated at the Group or System Administrator level.      



 
C. (Insert Your Agency’s Name Here) may make aggregate data available to other entities for funding or 



planning purposes pertaining to providing services to clients.  However, such aggregate data shall not 
directly identify individual Clients. 



 
D. The Lee County Department of Human Services will use only unidentified, aggregate Client Services 



Network data for homeless policy and planning decisions, in preparing Federal, State or local 
applications for homelessness funding, to demonstrate the need for and effectiveness of programs and 
to obtain a system-wide view of program utilization in the State. 



 
 



 
 
IV.  Proprietary Rights of Client Services Network, Inc. 
 



A. (Insert Your Agency’s Name Here) shall not give or share assigned passwords and access codes of 
Client Services Network with any other Agency, business, or individual. 



 
B. (Insert Your Agency’s Name Here) shall not cause in any manner, or way, corruption of Client 



Services Network in any manner.  
  
  
VI. Terms and Conditions 
 



A. No Partner Agency shall transfer or assign any rights or obligations without the written consent of the 
other parties.   



 
B. This Agreement shall be in-force until revoked in writing by either party provided funding is 



available.   
 



C. This Agreement may be terminated with 30 days written notice. 
 











              
Signature of Executive Director      Date 



 
              



AGENCY          



              



STREET ADDRESS 
         FL     



CITY          ZIP CODE 



            



MAILING ADDRESS  --  LEAVE BLANK IF SAME AS ABOVE 
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CITY          ZIP CODE 
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Introduction  



To end homelessness, a community must know the scope of 
the problem, the characteristics of those who find themselves 
homeless, and understand what is working in their community 
and what is not.  Solid data enables a community to work 
confidently towards their goals as they measure outputs, 
outcomes, and impacts. 



A Homeless Management Information System (HMIS) is the 
information system designated by a local Continuum of Care 
(CoC) to comply with the requirements of CoC Program interim 
rule 24 CFR 578.  It is a locally-administered data system used 
to record and analyze client, service and housing data for 
individuals and families who are homeless or at risk of 
homelessness.  HMIS is a valuable resource because of its 
capacity to integrate and unduplicate data across projects in a 
community.  Aggregate HMIS data can be used to understand 
the size, characteristics, and needs of the homeless population 
at multiple levels:   project, system, local, state, and national.  
The Annual Homeless Assessment Report (AHAR) is HUD’s 
annual report that provides Congress with detailed data on 
individuals and households experiencing homelessness across 
the country each year.  This report could not be written if 
communities were not able to provide HUD with reliable, 
aggregate data on the clients they serve.  



In 2010 the U.S. Interagency Council on Homelessness (USICH) 
affirmed HMIS as the official method of measuring outcomes in 
its Opening Doors:  Federal Strategic Plan to Prevent and End 
Homelessness.  Since then many of the federal agencies that 
provide McKinney-Vento Act and other sources of funding for 
services to specific homeless populations have joined together 
and are working with HUD to coordinate the effort.   



HMIS is now used by the federal partners and their respective 
programs in the effort to end Homelessness, which include:   



• U.S. Department of Health and Human Services (HHS) 
• U.S. Department of Housing and Urban Development 



(HUD) 
• U.S. Department of Veterans Affairs 



The HMIS Data Standards (published in the 2014 HMIS Data 
Dictionary and HMIS Data Manual) provide communities with 



“Data is one of the most 
powerful tools we have 
in our toolkit to end 
homelessness” 



 Mark Johnston,  
Retired Assistant 



Secretary U.S. Department of 
Housing & Urban Development 



Office of Community Planning 
and Development 
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baseline data collection requirements developed by each of these federal partners.   



This manual is designed for CoCs, HMIS Lead Agencies, HMIS System Administrators, and HMIS Users to 
help them understand the data elements that are required in an HMIS to meet participation and 
reporting requirements established by HUD and the federal partners. 



HUD is responsible for coordinating the collection of data, oversee HMIS rules and regulations, and 
report to Congress through the AHAR, and will continue to manage the HMIS regulations, provide 
support and guidance to local CoCs and HMIS Lead Agencies, and provide guidance to users in 
collaboration with the federal partner agencies.  The 2014 release of the Data Dictionary and Manual is 
the first joint publication of HUD and the federal partners and is intended to provide guidance to 
communities around federal expectations for HMIS.   
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About this Manual 



 



This Manual is intended to serve as a reference and provide basic guidance on HMIS data elements for 
CoCs, HMIS Lead Agencies, HMIS System Administrators and users.  The companion document to the 
HMIS Data Manual is the HMIS Data Dictionary which defines all of the data elements and requirements 
for HMIS compliance for HMIS Vendors and System Administrators.  In addition to the HMIS Data 
Dictionary and the HMIS Data Manual, HUD and its federal partners will release program specific 
handbooks that provide instructions on data collection and reporting specific to each federal partner.  All 
of these documents will be posted in the HMIS Resource page of www.HUDExchange.info. 



There are many software products on the market that communities across the county have chosen to use 
as their HMIS.  Each product has unique features and was built to meet the different data collection 
needs of each community.  Each software vendor should provide the guidance, support, and 
documentation necessary for the CoC to understand the system they are using.  CoCs are responsible for 
ensuring their HMIS is compliant with the HMIS Rule and the HMIS Notices published by HUD. 



This manual is structured as follows: 



1. The Key Issues and Concepts section provides guidance on key issues, concepts, and 
information necessary for system administration of projects that participate in HMIS. 



2. HMIS Project Setup section provides information for system administrators in utilizing the 
Project Descriptor Data elements for project setup and optional Housing Inventory Count 
(HIC) reporting. 



3. The Universal Data Elements section provides information on data elements required to be 
collected by all projects using an HMIS as part of a CoC implementation.  This includes all 
projects funded by any of the HMIS federal partners and those projects that receive other 
funding, including those who receive no federal funding. 



4. The Program-Specific Data Elements section is broken into multiple subsections that 
describe:  program specific elements required by more than one federal partner and 
elements various HMIS Federal Partner Programs require just for their projects.  Not every 
Program-Specific Data Element is required by every federal partner.  



Communities may choose to incorporate additional data elements they may find useful for local or state 
reporting purposes. 



Key Issues and Concepts 



Project vs Program 



Across the federal agencies the terms project and program are used differently.  In this document, and 
for the purposes of data collection in HMIS, a program refers to the federal funding source (e.g., HUD 
CoC, HHS PATH, VA SSVF, etc).  



A project refers to a distinct unit of an organization, which may or may not be funded by HUD or the 
federal partners, that provides services and/or lodging and is identified by the CoC as part of its service 
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system. A continuum project can be classified as one that provides lodging (lodging project) or one that 
does not provide lodging (services project).  



Lodging Project: Provides overnight accommodations and whose primary purpose is to meet 
the specific needs of people who are homeless. This includes projects classified as the 
following under the data element Project Type: Emergency Shelter, Safe Haven, Transitional 
Housing, Rapid Re-Housing, Permanent Supportive Housing, Permanent Housing with Services, 
and Permanent Housing: Housing Only. 



Services Project: Does not provide lodging and whose primary purpose is to provide services 
that meet the specific needs of people who are homeless or at risk of homelessness. This 
includes projects classified as the following under the data element Project Type: Coordinated 
Assessment, Homelessness Prevention, Street Outreach, Day Shelter, Services Only, and 
Other.  



Federal Partners and Programs 



The HMIS Federal Partners worked collaboratively to develop the 2014 HMIS Data Standards.  HUD has 
worked with program staff of the federal partners to align the data elements required for each program 
funding source and determine how and when data is to be collected.  The federal partners and their 
programs include: 



• U.S. Department of Housing and Urban Development (HUD) 
o Office of Special Needs Assistance Programs (SNAPS) 



 Continuum of Care (CoC) Program  
 Emergency Solutions Grants (ESG)Program  
 Housing Opportunities for Persons with AIDS program (HOPWA) 
 HUD-Veterans Affairs Supportive Housing (HUD/VASH)  
 Rural Housing Stability Assistance Program (RHSP) 



• U.S. Department of Health and Human Services (HHS) 
o Administration for Children and Families (ACYF) – Family and Youth Service Bureau (FYSB) 



 Runaway and Homeless Youth (RHY) 
o Substance Abuse and Mental Health Services Administration (SAMHSA) 



 Projects for Assistance in Transition from Homelessness (PATH) 
• U.S. Department of Veteran Affairs (VA) 



 Supportive Services for Veteran Families Program (SSVF) 
 Community Contract Emergency Housing (HCHV/EH)* 
 Community Contract Residential Treatment Program (HCHV/RT)* 
 Domiciliary Care (HCHV/DOM)* 
 VA Community Contract Safe Haven Program (HCHV/SH)* 
 Grant and Per Diem Program (GPD)* 
 Compensated Work Therapy Transitional Residence (CWT/TR)* 



*Participation in HMIS is not required as part of a funding requirement except for SSVF.  The 
federal partners recognize that communities record Project Descriptor Data Elements and 
Universal Data Elements in order to facilitate completion of the HIC and PIT. 



7 | P a g e  



 











 



Element Information 



The 2014 HMIS Data Standard data elements do not constitute a client assessment tool.  The federal 
partners expect CoCs to work to develop their own data collection protocols in order to properly assess 
client housing and service needs. 



The following key concepts about each data element are outlined in this manual: 
 



1. Rationale – provides a basic rationale for data collection for the element. 
 



2. Collection Point(s) defines when data collection is required for each element.  There are five 
different collection points: 



 
Record creation – Indicates the element is required to be collected when the client record is 
created.  Certain data elements such as personal identifiers are necessary to create a unique 
client record.  Data elements that must be collected at the point of “client record creation” 
are those that will have only one value for each client in the HMIS (e.g., Name).  The 
information is collected and entered into HMIS when the client record is first created in the 
system.  Data must be reviewed at each project entry and can be edited at any time to 
correct errors or to improve data quality.  



Project entry – Indicates the element is required to be collected at every project entry.  
These data elements are associated with a discreet project entry.  A client might have 
multiple entries for the same data element, but each will be associated with a different 
project entry and there should only be one value for each data element for each project 
entry.  Data elements that must be collected at the point of “project entry” are those that 
must be collected at every project entry and must reflect the client’s circumstances on the 
date of that project entry.  Regardless of the exact date these data elements are collected or 
entered into HMIS, the information date associated with the elements should correspond to 
the project entry date and data should be accurate for that date.  Edits made to correct 
errors, enter additional information related to project entry but provided by the client later 
(e.g., social security number), or improve data quality will not change the data collection 
stage or the information date.  Data collected at project entry must have an Information Date 
that matches the client’s Project Entry Date.  Information must be accurate as of the Project 
Entry Date.  There must should be only one record with a Data Collection Stage of ‘project 
entry’ for each relevant data element for any given project entry.   



Update –These data elements represent information that is either collected at multiple 
points during project enrollment in order to track changes over time (e.g., Income and 
Sources) or is entered to record project activities as they occur (e.g., Services Provided).  The 
frequency with which data must be collected depends on the data element and the funder 
requirements.  Additional guidance for each funder and data element is provided in Program-
Specific Manuals.  These elements are transactional and historical records must be 
maintained, along with the dates associated with their collection.  The Information Date must 
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reflect the date on which the information is collected and/or the date for which the 
information is relevant for reporting purposes.  Information must be accurate as of the 
Information Date, regardless of when it is actually collected or entered into HMIS.   



Annual assessment – Is a specialized subset of the ‘update’ collection point.  The annual 
assessment must be recorded no more than 30 days before or after the anniversary of the 
client’s Project Entry Date, regardless of the date of the most recent ‘update’ or ‘annual 
assessment’, if any [annually].  Information must be accurate as of the Information Date. 



For HUD-funded programs and HUD reporting purposes, the implementation of ‘annual 
assessment’ as a data collection stage by vendors is mandatory; the data collection stage 
must not be inferred from the Information Date, although the field must  have an 
Information Date recorded with it.  In order to be considered reportable to HUD as an annual 
assessment, data must be stored with a Data Collection Stage of ‘annual assessment.’   



There must be only one record for each data element annually with a Data Collection Stage 
recorded as ‘annual assessment’ associated with any given client and project entry ID within 
the 60-day period surrounding the anniversary of the client’s Project Entry Date.  Regardless 
of whether the responses have changed since project entry or the previous annual 
assessment, a new record must be created for each subsequent annual assessment such that 
it is possible to view a history, by date, of the values for each data element.  



Project exit - Indicates the element is required to be collected at every project exit.  Data 
elements identified with the “project exit” stage must be collected at every project exit.  Like 
project entry data, a client must have only one value for each of these data elements in 
relation to a specific project enrollment, but a client could have multiple project exits and 
exit data associated with each.  Regardless of the exact date that it is collected or entered 
into HMIS, the data must accurately reflect the client’s response or circumstance as of the 
date of project exit; the information date must correspond to the project exit date.  Edits 
made to correct errors or improve data quality will not change the data collection stage or 
the information date.  Elements collected at project exit must have an Information Date that 
matches the client’s Project Exit Date and a Data Collection Stage of ‘project exit.’  
Information must be accurate as of the Project Exit Date.  



Data associated with the “Annual Assessment” and “Update” collection points requires the user to 
add new information while the system maintains the historical data.    Data associated with the other 
stages can be edited to correct errors or to improve data quality at any time, but only the most 
current value is expected to be stored and used for reporting purposes.  A series of examples is 
provided below to illustrate the difference between an update and a correction. 



Example 1:  A client who was not receiving any benefits on the date of project entry begins receiving 
Medicaid during the project stay.  It is important to retain information about the client’s status at 
project entry, so the record showing no Non-Cash Benefits at that time should remain unchanged and 
a new entry of Non-Cash Benefits created to show that the client is receiving Medicaid as of a specific 
date.  The data collection stage of the new record will be ‘Update.’  The information date of the new 
record could be entered as the date the client started receiving Medicaid, the date the information 
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was collected, or some other date as long as the data in the record accurately reflects the Non-Cash 
Benefits a client was receiving on that date. 



Example 2:  A client enters a project that has required collection points for income information at 
project entry and update (every 90 days).  At the time of project entry, the client had no income.  The 
caseworker documents this in a record with a data collection stage of ‘Project Entry’ and an 
Information Date that matches the Project Entry Date.  When the client is interviewed 90 days later, 
the client still has no income.  Even though there is no change in the client’s income, a new entry 
must be created with a data collection stage of ‘Update’ and an Information Date that is 90 days after 
the project entry date.  The new entry indicates that the information is current and the client’s 
income has not changed.  If a new entry is not created, it is not possible to use HMIS data to 
determine whether the information is current. 



Example 3:  A caseworker notices that a client’s Total Monthly Income was incorrectly entered as 
$100 at project entry, when the client’s income was actually $1,000.  The appropriate action is to edit 
the record to change the $100 to $1,000.  As long as the record accurately reflects the client’s income 
as of the Project Entry Date, the data collection stage remains ‘Project Entry’ and the Information 
Date matches the project entry date.  A separate metadata element, Date Updated, is used to track 
the date of the edit for audit purposes. 



Example 4:  A client refused to respond to Developmental Disability at intake but later discloses that 
they were diagnosed with a developmental disability as a child.  The appropriate action is to edit 
Developmental Disability to change ‘Client Refused’ to ‘Yes.’ The client was disabled as of the date of 
project entry.  The data collection stage is ‘Project Entry’ and the information date must match the 
Project Entry Date.  A separate metadata element, Date Updated, is used to track the date of the edit 
for audit purposes. 



3. Subjects identifies the persons for whom data collection is required.   



Head of household:  data collection is limited to the head of household.  Head of household 
is the term used in these standards for consistency with other guidance previously developed 
and does not necessarily indicate the individual’s status in the household.  CoCs and HMIS 
Lead Agencies may elect to further define the head of household for their jurisdiction or may 
also substitute the concept of “primary client” for the term.   



Head of household and other adults in the household:  data must be collected about the 
head of household and each additional adult in the household.  If the household is composed 
of an unaccompanied child, that child is the head of household.  If the household is 
composed of two or more minors, data must be collected about the minor that has been 
designated as the head of household. 



Where a group of persons apply for services together (as a household or family), information 
about any children under the age of 18 may be provided by the head of household who is 
applying for services.  The children are not required to be present at the time the head of 
household applies for services.  However, information should not be recorded for children 
under age 18 if it is indicated that these children will not be entering the project on the same 
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day as the head of household.  Information for these children should be recorded when the 
children join the project.  Information on any other adults (18 years of age or older) who are 
enrolled in the project as part of the household should be obtained directly from that adult.  
As a general rule, one adult should not provide information for another adult.  A project 
should edit the project entry record of a client who turns 18 after entry, but before exit, to 
add a response for data elements only relevant to the head of household and other adults in 
the household in order to improve the reported overall data quality for the project or if 
required by a funder. 



All clients:  data must be collected about each adult and child in a household. 



4. Data Collection Instructions provides overall instructions for data collection and entry.  Collection 
instructions specific to an HMIS Federal Partner Program can be found in the HMIS Program 
Specific Manuals.   



Most data elements include a ‘Client doesn’t know’ or ‘Client refused’ response category.  These 
are considered valid responses if the client does not know or the client refuses to respond to the 
question.  It is not the intention of the federal partners that clients be denied assistance if they 
refuse or are unable to supply the information.  However, some information may be required by 
projects or public or private funders to determine eligibility for housing or services, or to assess 
needed services.  The ‘Client doesn’t know’ or ‘Client refused’ responses should not be used to 
indicate that the case manager or data entry person does not know the client’s response.  The 
HMIS Data Standards assume that fields for which data are not collected will be left blank (i.e., 
‘missing’).  In situations where a system requires a response to all data fields before saving a 
record, the system must use a specific response category to indicate that data were not 
collected.  In such cases, that response category must be treated as missing data for reporting 
purposes.  These response categories are specified in the HMIS Data Dictionary. 



 
5. Data Element Fields identifies the specific fields and response required.  More detailed element 



information for programming purposes can be found in the HMIS Data Dictionary. 
 
For each data element provided in this manual, response categories are provided.  For any data 
element, projects may choose to capture more detailed information as long as this information 
can be exactly mapped to the required response categories provided.  
 



6. Response Category Descriptions provide the general definitions and descriptions of fields and 
responses.  Program specific categories descriptions can be found in the HMIS Program Specific 
Manuals.   



 
7. Special Considerations identifies special points of clarification an element may require. 



 
8. Changes from Previous Data Standards identifies any change in the element from the HMIS 2010 



Data Standards. 
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Metadata 



The term metadata is often defined as ‘data about data.’  Instead of capturing information about a 
project or a client, Metadata Elements capture information about the data itself; when it was collected, 
when it was entered into HMIS, who entered it, and which project is responsible for it.  



The Metadata Elements are intended to facilitate reporting from HMIS, to simplify the writing of 
programming specifications, and to provide an audit trail.  The intent behind each of these Metadata 
Elements is explained in the Rationale section for each.  These elements do not represent an attempt to 
standardize the way that HMIS solutions store data.  As long as an HMIS solution is able to accomplish the 
purposes identified in the rationale for the Metadata Elements, the solution is not required to use the 
exact metadata elements listed here.  Future programming specifications for reports will reference these 
Metadata Elements.  A complete list of metadata elements and logic for those elements can be found in 
the HMIS Data Dictionary .  



Project Setup Guidance 
Project Descriptor Data Elements (formerly Program Descriptor Data Elements) 



In the 2004 and 2010 Data Standards, these were referred to as Program Descriptor Data Elements. The 
updated Data Standards begin to refer to these elements as Project Descriptor because they describe the 
project (or the unit of an organization which is providing the service or lodging).   



The CoC must record project information in the HMIS on all projects within its implementation.  In 
general, the HMIS Lead Agency should be the party with overall responsibility for adding, editing, and 
updating the Project Descriptor Data Elements.  The HMIS Lead Agency in consultation with the CoC 
should also develop a plan and timeline for updating this information.   



One of the most critical steps in accurate data collection and reporting is ensuring that a project is set up 
properly in an HMIS.  If project setup is done incorrectly, this will jeopardize the ability to produce 
accurate, reliable reports.  Guidance around project setup for each federal partner program type will be 
published separately as part of the Program Specific Manuals.   



For example, one project might provide homelessness prevention services to some clients and rapid 
rehousing services to other clients.  Further, each type of service could be funded through different 
funding streams and have separate reporting requirements.  In these cases, in order to produce accurate 
reports, the HMIS Lead might need to set up two projects in the HMIS. 



Additionally, projects required to produce an Annual Performance Report (APR), Consolidated Annual 
Performance and  Evaluation Report (CAPER), or other federal report must include only clients who were 
served under the particular program or particular grant among many grants a single project could be 
awarded from a federal funder.  If a project record is set up in HMIS to include projects receiving funding 
from more than one federal program, including those that might receive multiple concurrent or non-
concurrent grants from a single federal program, then it must be possible to identify, for each client 
served, the specific federal program and grant award under which the client was served.   
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The following Project Descriptor Data elements are required to be completed for all projects entering 
data into the HMIS: 



Organization Identifier – The name of the organization must be entered.    It is highly 
recommended that the legal name of the organization, as it is shown on the grant agreement, is 
entered in the HMIS.  An Organization ID must be assigned to each project via an HMIS generated 
number or code.  Each organization must receive a distinct identifier that is consistently 
associated with that organization.   



Project Identifier – The name of each project must be entered.  A Project ID must be assign to 
each project via an HMIS generated number or code.  Each project must receive a distinct 
identifier that is consistently associated with that project. 



Continuum of Care Code – The CoC code, as published annually by HUD in the CoC NOFA 
(https://www.HUDExchange.info/coc/ ) must be assigned to each project for every geographic 
area in which the project operates.  Projects might be funded to provide for housing and/or 
services to clients residing in only one CoC (e.g., CoC: Transitional Housing), or they might be 
funded for housing and/or services across multiple CoCs.  The CoC codes selected for the project 
must be consistent with the area served by the project according to the grant agreement with 
the federal funding partner.  For example, a VA SSVF project providing services to clients  in both 
a balance of state and urban CoC, must select the CoC code for both the balance of state AND the 
urban CoC. 



Project Type – A single project type must be assigned to each project.  General rules of project 
typing:  



1. A project is to be assigned a type based on the lodging or service it is providing. 
2. If a project has more than one residential project type, each type must be set up in HMIS 



as a separate project.  (For example, an emergency shelter and a transitional housing 
project must be set up as two separate projects in HMIS, even if there is a single funding 
source for both). 



3. A residential project that is funded under one or more separate grants to provide 
supportive services to 100% of clients of the residential project may be set up as a single 
project with the appropriate residential project type.  All federal funding sources must be 
identified in 2.6 Federal Partner Funding Sources. 



4. A project that provides street outreach must be typed “4 – Street Outreach”.  (Note:  a 
street outreach project that also has a direct service component serving persons other 
than “street homeless” will require two separate projects to be set up in an HMIS – a “4- 
Street Outreach” and a “6- Services Only”). 



5. A project that provides only services (other than outreach), has associated housing 
outcomes, and is not limited to serving clients of one or more specific residential project 
should be typed as “6 – Services Only” and Affiliated with a Residential Project will be 
“No.” 



6. A project that provides only services (other than outreach), has associated housing 
outcomes, and is restricted by its grant agreement to serve only clients of one or more 
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specific residential projects should be typed as “6 – Services Only” and Affiliated with a 
Residential Project will be “Yes.”  Each of the residential projects with which the services 
only project is associated must be identified. 



7. A project that provides only services (other than outreach) that are “stand alone 
supportive services” and have no associated housing outcomes should be typed as “7 – 
Other.” (For example, a project funded to provide child care for persons in permanent 
housing or a dental care project funded to serve homeless clients should be typed “7 – 
Other.”  A project funded to provide ongoing case management should be typed “6 – 
Services Only.”) 



Method for Tracking Emergency Shelter Utilization – Each emergency shelter project must be 
associated with one method of tracking residence.  Careful selection of the method is critical for 
outcome reporting.   



The entry/exit method should be used for all shelters requiring an entry, a continuous 
stay, and an exit.  The length of stay will be calculated based on the number of nights 
between project entry and project exit and performance will include changes from 
project entry and project exit data collection stages.  Funder preference for emergency 
shelter projects is the use of the project entry/exit date method except for projects 
where clients are permitted to enter and exit on an irregular basis (e.g., mass shelter). 



The night-by-night method should be used for shelters that allow clients to enter and exit 
on an irregular basis and do not require a continuous stay and must instead rely on a 
method of tracking “bed nights”.  In this method:  (1) all data required to be collected at 
project entry is collected; (2) the project records every discrete date or series of dates 
that the client utilizes a bed; (3) the system maintains historical data on the nights 
sheltered; (4) the duration of each stay can be accurately determined and aggregated to 
calculate each client’s total length of stay in the project; and (5) the client may be exited 
or the system may be designed to automatically generate an exit after an extended 
absence.  Length of stay is calculated on bed nights used in this method.   



Utilization of the night-by-night method does not mean that an HMIS must identify a 
client in a specific bed.  If the HMIS supports a custom module that identifies clients in a 
bed that module may continue to be used.  However, use of that module does not 
necessarily equate with the new night-by-night model. 



Federal Partner Funding Source – All projects that are funded by a federal partner must have 
each grant associated with the project recorded in the HMIS.  The federal funding source 
information must include:  the name of the federal partner program and component the grant is 
provided for; a grant identifier (grant number or other identification associated with the specific 
funding source); grant start date; and grant end date. 



Note:  Projects which only provide services and are funded under the HUD CoC Program after FY 
2014 which provide services exclusively to clients of a single residential project type (other than 
emergency shelter) will be identified in 2.6 Federal Partner Funding Sources with the component 
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type of the residential project(s) and not “Services Only”.   These projects must still be classified 
with a Project Type of “Services Only.” 



Bed and Unit Inventory Information - Communities must be able to identify household types 
served, bed types, Availability of the beds and units, and the number of beds and units for each 
continuum lodging project.    Some systems enable a single record creation for each project with 
multiple options; others required a separate record for each option.  For example, a project that 
serves both households without children and households with at least one adult and one child 
might have a single record or two records for the two different types of Bed and Unit Inventory 
information in order to track inventory information by household type.  If a project operates 
different types of beds (e.g., year-round and seasonal) then a separate record could be required 
for each bed type.  For example, a project that serves single adults and has 100 beds, of which 20 
are seasonal, might have two bed and unit inventory records.  One record is for the 80 facility-
based year-round beds for households without children and a second record is for the 20 facility-
based seasonal beds for households without children. 



The logic for the Project Descriptor Data Elements can be found HMIS Data Dictionary [link].  



Generation of the HUD Housing Inventory Count (HIC) from an HMIS is optional.  Various HMIS systems 
have the capacity to generate the HIC.  Guidance for the HIC is published by HUD under HIC/PIT 
Submission Guidance on the HUD Exchange. 



If the HMIS is used to generate the HIC, then every project in the CoC regardless of whether the project is 
operated by a contributing HMIS organization or a non-contributing HMIS organization must have all of 
the Project Descriptor data elements entered.  If the HIC is generated then the following elements are 
required: 



Site Information identifies if the project is at the principal site, the HUD Geocode for each project, 
and site address. 



Target Population identifies the target population associated with a HUD grant. 



The general purpose of these requirements is to ensure that the HMIS is the central repository of 
information about homelessness in the CoC, including information about projects and clients.  Including 
Project Descriptor data in the HMIS ensures that uniform information about each CoC project is available 
to:  



1. Complete required reports including the AHAR, and the HIC;  



2. Track bed utilization;  



3. Calculate rates of HMIS participation; and  



4. Monitor data quality.  



Complete Project Descriptor information can also enhance the HMIS as a tool for supporting information 
and referral services.  
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Universal Data Elements 



HMIS Universal Data Elements are elements required to be collected by all 
projects participating in HMIS, regardless of funding source.   



The Universal Data Elements establish the baseline data collection 
requirements for all contributing CoC projects.  They are the basis for 
producing unduplicated estimates of the number of people experiencing 
homelessness, accessing services from homeless assistance projects, basic 
demographic characteristics of people experiencing homeless, and patterns 
of service use, including information on shelter stays and homelessness 
over time.  



The Universal Data Elements are the foundation on which the Annual 
Homeless Assessment Report (AHAR) is developed.  The AHAR provides 
Congress the national estimates of the current state of homelessness 
across the United States and the use of homeless assistance programs.  It is 
used locally to inform state and local communities on how their specific 
homeless information compares nationally.  The AHAR is used by the U.S. 
Interagency Council on Homelessness to measure progress towards goals 
specified in Opening Doors and by all of the federal partners to inform 
departmental homelessness policy.  Universal Data Elements also helps 
local communities to better target resources, and position programs to end 
homelessness.   



The following are the Universal Data Elements: 



3.1 Name 
3.2  Social Security Number 
3.3 Date of Birth 
3.4  Race 
3.5 Ethnicity 
3.6  Gender 
3.7  Veteran Status 
3.8 Disabling Condition 
3.9 Residence Prior to Project Entry 
3.10 Project Entry Date 
3.11 Project Exit Date 
3.12 Destination 
3.13 Personal ID 
3.14 Household ID 
3.15 Relationship to Head of Household 
3.16 Client Location 
3.17 Length of Time on Street, in an ES or Safe Haven  
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3.1      Name  



Rationale:  The first, middle, last names, and suffix should be collected to support the unique 
identification of each person served. 



Collection Point(s):  At client record creation.  



Subjects:  All clients. 



Data Collection Instructions:  Projects should obtain and enter the full names and avoid aliases or 
nicknames. 



Data Element Fields: 



3.1 Name 
Field Names Data Types/Response Categories 
First (text) 
Middle (text) 
Last (text) 
Suffix (text) 
Name Data Quality Full name reported 



Partial, street name, or code name reported 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• “Full name reported” should be selected for Name Data Quality as long as complete, full first and 
last names have been recorded.  To avoid duplicate record creation, the full first name should be 
used (e.g., James vs. Jim) and the last name should be recorded as the individual has it recorded 
on their official legal documents (driver’s license, social security card, etc.) 



• Select “Partial, street name or code name reported” in the following circumstances:  1) a partial, 
short, or nickname was used instead of the full first name; 2) a street name or code name was 
used for street outreach clients at initial intake and until the client was able to supply their full 
legal name; 3) a name modification was used for victims of domestic violence for security 
reasons; and 4) for any other reason the name does not match the clients full name as it would 
appear on identification.  



• Select “Client doesn’t know” when client does not know their name.  Use “Client doesn’t know” 
vs. “Partial, street name or code name reported” if you entered a false name/made up name in 
order to create a record in the system solely because the client did not know or was unable to 
provide their name.  



• Select “Client refused” when client refuses to provide their name.  Use “Client refused” vs. 
“Partial street name or code name reported” if you entered a false name/made up name in order 
to create a record in the system solely because the client refused to tell you their name. 



Special Considerations:  None.   
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Changes from Previous Data Standards:  A data quality field has been added to assist in accurate 
reporting on data quality. 



 



3.2      Social Security Number 



Rationale:  The collection of a client’s Social Security number (SSN) and other personal identifying 
information are required for two important reasons.  First, unique identifiers are critical to producing an 
accurate, unduplicated local count of homeless persons accessing services covered by HMIS.  This is 
particularly true in jurisdictions where continuum projects do not share data at the local level and are, 
therefore, unable to use a Personal ID (Data Element 3.13) to de-duplicate (at intake) across all the 
continuum projects participating in the CoC’s HMIS.  Where data are not shared, CoCs must rely on a set 
of unique identifiers to produce an unduplicated count in the central server once the data are sent to the 
HMIS Lead.  Name and date of birth are useful unique identifiers, but these identifiers alone do not 
facilitate an unduplicated count of homeless persons as accurately as the SSN since names change and 
people share the same date of birth.  Where data are shared across projects, the SSN greatly facilitates 
the process of identifying clients who have been served and allows projects to de-duplicate upon project 
entry.   



Second, an important objective for ending homelessness is to increase access and utilization of 
mainstream programs by persons who are homeless or at-risk of homelessness.  Since SSN is a required 
data element for many mainstream programs, such as Temporary Assistance for Needy Families (TANF), 
Medicaid, Supplemental Security Income (SSI), etc., projects may need the SSN along with the other 
personal identifiers in order to access mainstream services for their clients. 



Collection Point(s):  At client record creation.  



Subjects:  All clients. 



Data Collection Instructions:  In one field, record the nine-digit SSN.  In another field, select the 
appropriate SSN Data Quality indicator.  If a partial social security number is obtained an ‘x’ may be 
entered as a placeholder for any missing digit. 



Data Element Fields: 



3.2 Social Security Number 
Field Names Data Types/Response Categories 
Social Security 
Number 



(9 character text field) 



SSN Data Quality Full SSN reported 
Approximate or partial SSN reported 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• Select “Full SSN reported” for SSN Data Quality when a complete and valid SSN is provided.   
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• Select “Approximate or partial SSN reported” when any SSN other than a complete and valid 9 
digit SSN, regardless of the reason, is provided. 



• Select “Client doesn’t know” when a client does not know or does not have a SSN. 



• Select “Client refused” when a client refuses to provide any part of their SSN. 



Special Considerations:  The federal statute at 5 U.S.C. Section 552a prohibits a government agency from 
denying shelter or services to clients who refuse to provide their SSN, unless the requirement was in 
effect before 1975 or SSN is a statutory requirement for receiving services from the project.   



Changes from Previous Data Standards:  The response category “Partial SSN reported” has been changed 
to “Approximate or partial SSN reported”.  This change should not discourage collection of a full and 
accurate SSN. Also, “Client doesn’t know” has replaced “Don’t know or don’t have SSN”. 



 



3.3      Date of Birth 
Rationale:  The date of birth is used to calculate the age of persons served at time of project entry or at 
any point during project enrollment.  It also supports the unique identification of each person served. 



Collection Point(s):  At client record creation.  



Subjects:  All clients. 



Data Collection Instructions:  Collect the month, day, and year of birth for every person served.     



Data Element Fields: 



3.3 Date of Birth 
Field Names Data Types/Response Categories 
Date of Birth (date) 
Date of Birth Type Full DOB reported 



Approximate or partial DOB reported 
Client doesn’t know  
Client refused 



Response Category Descriptions:  



• “Full DOB reported” must be selected for Date of Birth Type when the complete date of birth is 
provided by the client.    



• “Approximate or partial DOB reported” must be selected if a client cannot remember their full or 
exact date of birth.  If the client cannot remember their birth year it may be estimated by asking 
the person’s age and calculating the approximate year of birth.  If a client cannot remember the 
month or day of birth, record an approximate date of “01” for month and “01” for day.  CoCs that 
already have a policy of entering another approximate date may continue their existing policy.  



• Select “Client doesn’t know” if the client is unable to recall their age within one year.  Use “Client 
doesn’t know” vs. “Approximate or partial DOB reported” if you entered an approximate or 
partial date of birth because the client did not know their date of birth within one year. 
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• Select “Client refused” when a client refuses to provide their DOB. Use “Client refused” vs. 
“Approximate or partial DOB reported” if you entered a partial or approximate date of birth in 
order to create a record in the system because the client refused to provide their date of birth or 
their age for you to approximate.   



Special Considerations: None.  



Changes from Previous Data Standards:  Data quality responses have been clarified. 



 



3.4      Race  



Rationale:  Race is used to count the number of persons who identify themselves within one or more of 
five different racial categories.  In the October 30, 1997 issue of the Federal Register (62 FR 58782), the 
Office of Management and Budget (OMB) published “Standards for Maintaining, Collecting, and 
Presenting Federal Data on Race and Ethnicity.”  All existing federal recordkeeping and report 
requirements must be in compliance with these Standards as of January 1, 2003.  These data standards 
follow the OMB guidelines. 



Collection Point(s):  At client record creation.  



Subjects:  All clients. 



Data Collection Instructions:  In separate data fields, collect the self-identified race(s) of each client 
served.  Allow clients to identify as many racial categories as apply (up to five).  Staff observations should 
not be used to collect information on race.     



Data Element Fields: 



3.4 Race 
Field Names Data Types/Response Categories 
Race American Indian or Alaska Native 



Asian 
Black or African American 
Native Hawaiian or Other Pacific Islander 
White 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• “American Indian or Alaska Native” is a person having origins in any of the original peoples of 
North and South America, including Central America, and who maintains tribal affiliation or 
community attachment. 



• “Asian” is a person having origins in any of the original peoples of the Far East, Southeast Asia or 
the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, 
Pakistan, the Philippine Islands, Thailand and Vietnam. 



• “Black or African American” is a person having origins in any of the black racial groups of Africa.  
Terms such as “Haitian” can be used in addition to “Black or African American.” 
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• “Native Hawaiian or Other Pacific Islander” is a person having origins in any of the original 
peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 



• “White” is a person having origins in any of the original peoples of Europe, the Middle East or 
North Africa. 



• “Client doesn’t know” or “Client refused” should only be selected when a client does not know or 
refuses to identify their race(s) from among the five listed races.  Neither “Client doesn’t know” 
nor “Client refused” should be used in conjunction with any other response. 



Special Considerations:  None.   



Changes from Previous Data Standards:  None. 



 



3.5      Ethnicity  



Rationale:  Ethnicity is used to count the number of persons who do and do not identify themselves as 
Hispanic or Latino.  



Collection Point(s):  At client record creation.  



Subjects:  All clients. 



Data Collection Instructions:  Collect the self-identified ethnicity of each client served.  Staff observations 
should not be used to collect information on ethnicity.   



Data Element Fields: 



3.5 Ethnicity 
Field Names Data Types/Response Categories 
Ethnicity Non-Hispanic/Non-Latino 



Hispanic/Latino 
Client doesn’t know 
Client refused 



Response Category Descriptions: The definition of Hispanic or Latino ethnicity is a person of Cuban, 
Mexican, Puerto Rican, South or Central American or other Spanish culture of origin, regardless of race. 



Special Considerations:  None.   



Changes from Previous Data Standards:  None. 



 



3.6      Gender  



Rationale:  Gender is used to count the number of men, women, transgender, and other gender clients. 



Collection Point(s):  At client record creation.  



Subjects:  All clients. 



Data Collection Instructions: Record the self-reported gender of each client served. Staff observations 
should not be used to collect information on gender. 
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Data Element Fields:  



3.6 Gender 
Field Names Data Types/Response Categories 
Gender Female 



Male 
Transgender male to female 
Transgender female to male 
Other 
Client doesn’t know 
Client refused 



(if Other) 
Specify (text) 



Response Category Descriptions: Transgender is defined as persons with a gender identity that is different 
from the sex assigned to them at birth.  “Other” may include intersex individuals or persons who prefer 
not to identify a specific gender. 



Special Considerations:  None.   



Changes from Previous Data Standards:  “Transgendered” has been changed to “Transgender”. 
Clarification has been provided about the response category “Other” and a text field Specify has been 
added for “Other”. 



 



3.7      Veteran Status 



Rationale:  Veteran status is used to count the number of clients who are veterans of the United States 
armed forces. 



Collection Point(s):  At client record creation.  



Subjects:  All adults. 



Data Collection Instructions: Record whether or not the client is a veteran.  Asking additional questions 
may result in more accurate information as some clients may not be aware that they are considered 
veterans.  Examples include:  “Have you ever been on active duty in the military?”  



Data Element Fields: 



3.7 Veteran Status 
Field Names Data Types/Response Categories 
Veteran Status No 



Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions: Respond “Yes” to Veteran Status if the person is someone who has 
served on active duty in the armed forces of the United States.  This does not include inactive military 
reserves or the National Guard unless the person was called up to active duty. 
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Special Considerations:  A project may collect this data element at entry for clients who are expected to 
turn 18 while enrolled or add a response to the data element to indicate the record is for a client who will 
turn 18 during enrollment in order to improve the overall data quality for the project or if required by a 
funder. An HMIS may automatically populate the Veteran Status field for clients who turn 18 during 
enrollment with a “No” response. 



Changes from Previous Data Standards: Collection Point was changed from “At project entry” to “At 
client record creation” enabling the response to carry forward from project entry to project entry. 
Additional explanation has been added to the data collection instruction section regarding alternative or 
additional questions that may be asked to ascertain Veteran Status. Clarifications were made about 
entering data for clients turning 18 during project stay. 



 



3.8      Disabling Condition 



Rationale: Disabling condition is used to count the number of clients who have a disabling condition at 
project entry.  This data element is to be used with other information to identify whether a client meets 
the criteria for chronic homelessness. 



Collection Point(s):  At project entry. 



Subjects:  All adults. 



Data Collection Instructions: Record whether the client has a disabling condition based on one or more of 
the following: 



• A physical, mental, or emotional impairment, including an impairment caused by alcohol or drug 
abuse, post-traumatic stress disorder, or brain injury that:  



(1) Is expected to be long-continuing or of indefinite duration;  
(2) Substantially impedes the individual's ability to live independently; and  
(3) Could be improved by the provision of more suitable housing conditions.  
 



• A developmental disability, as defined in section 102 of the Developmental Disabilities 
Assistance and Bill of Rights Act of 2000 (42 U.S.C. 15002); or  
 



• The disease of acquired immunodeficiency syndrome (AIDS) or any condition arising from the 
etiologic agency for acquired immunodeficiency syndrome (HIV).  



 



Additionally for veterans note:  if the client is a veteran who is disabled by an injury or illness that was 
incurred or aggravated during active military service and whose disability meets the disability definition 
defined in Section 223 of the social security act. 
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Data Element Fields: 



3.8 Disabling Condition 
Field Names Data Types/Response Categories 
Disabling Condition No 



Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions: Select “Yes” for Disabling Condition if any of the disabling condition 
criteria have been met.   



Special Considerations: A project may wish to edit the record of a client who turns 18 during enrollment 
to add a response for this data element in order to improve the reported overall data quality for the 
project or if required by a funder.   



A client receiving Supplemental Security Income (SSI), Social Security Disability Insurance (SSDI), VA 
Service-Connected Disability Compensation or VA Non-Service-Connected Disability Pension should be 
noted as a potential “Yes” for Disabling Condition. 



For residential homeless assistance programs, client intake as part of the program admission process 
must be separated from the collection of disability information in order to comply with Fair Housing laws 
and practices, unless this information is required to determine program eligibility or is needed to 
determine whether applicants need units with special features or if they have special needs related to 
communication. 



Changes from Previous Data Standards: Clarification has been added regarding determining the disability 
status for veterans. 



 



3.9      Residence Prior to Project Entry 



Rationale:  To identify the type of residence and length of stay at that residence just prior to (i.e., the 
night before) project entry. 



Collection Point(s):  At project entry. 



Subjects:  Head of household and adults. 



Data Collection Instructions:  Record the type of living arrangement of the head of household and each 
adult household member just prior to entry into the project.  Members of the same household may have 
different residences prior to project entry.  
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Data Element Fields: 



3.9 Residence Prior to Project Entry 
Field Names Data Types/Response Categories 
Type of Residence Emergency shelter, including hotel or motel paid for with emergency 



shelter voucher 
Foster care home or foster care group home 
Hospital or other residential non-psychiatric medical facility 
Hotel or motel paid for without emergency shelter voucher 
Jail, prison or juvenile detention facility 
Long-term care facility or nursing home 
Owned by client, no ongoing housing subsidy 
Owned by client, with ongoing housing subsidy 
Permanent housing for formerly homeless persons (such as: CoC 



project; HUD legacy programs; or HOPWA PH) 
Place not meant for habitation (e.g., a vehicle, an abandoned 



building, bus/train/subway station/airport or anywhere outside) 
Psychiatric hospital or other psychiatric facility 
Rental by client, no ongoing housing subsidy 
Rental by client, with VASH subsidy 
Rental by client, with GPD TIP subsidy 
Rental by client, with other ongoing housing subsidy 
Residential project or halfway house with no homeless criteria 
Safe Haven 
Staying or living in a family member’s room, apartment or house 
Staying or living in a friend’s room, apartment or house 
Substance abuse treatment facility or detox center 
Transitional housing for homeless persons (including homeless 



youth) 
Other 
Client doesn’t know 
Client refused 



(if Other) 
Specify 



(text) 



Length of Stay in 
Previous Place 



One day or less  
Two days to one week 
More than one week, but less than one month 
One to three months 
More than three months, but less than one year 
One year or longer 
Client doesn’t know 
Client refused 



Response Category Descriptions: Select the residence prior to project entry being careful to identify the 
correct subsidy, tenant based or project based housing, if the client had subsidized housing prior to entry. 



Special Considerations: A project may wish to edit the record of a client who turns 18 during enrollment 
to add a response for this data element in order to improve the reported overall data quality for the 
project or if required by a funder. An HMIS may be set up to automatically populate this data element for 
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clients who turn 18 during enrollment with the same response as that recorded for the head of 
household. 



Changes from Previous Data Standards:   



• Under the previous data standards, this data element was required for all adults and 
unaccompanied youth.  This has been changed so that data collection is required for all heads of 
household and adult household members, which will require collection for at least one member 
of a household composed of only children.  



• The “Hospital (non-psychiatric)” response has been expanded to include other residential non-
psychiatric medical facilities.  Three response categories have been added:  “Long-term care 
facility or nursing home,” “Residential project or halfway house with no homeless criteria,” and 
“Rental by client, with GPD TIP subsidy.”  



• Language has been added to the “Permanent housing for formerly homeless persons” response 
to incorporate HOPWA programs. 



• The “Place not meant for habitation” response category was clarified. 
• Clarifications were made about updating records for clients turning 18 during project stay. 
• Data collection instructions were clarified. 
• Length of stay in previous place was revised to meet federal partner requirements. 



 



3.10 Project Entry Date 



Rationale: To determine the start of a client’s period of participation with a project. All projects need this 
data element for reporting; residential continuum projects need it to measure lengths of stay, and 
services-only continuum projects need it to determine the amount of time spent participating in the 
project.  



Collection Point(s): At project entry. 



Subjects:  All clients. 



Data Collection Instructions:  Project staff record the month, day, and year of project entry.  The project 
entry date indicates a client is now being assisted by the project.   



• For residential projects, with the exception of Permanent Housing-Rapid Re-Housing (PH-RRH) 
projects, this should be the first date of occupancy in the project.  



• For PH-RRH projects and non-residential projects this should be the date on which the client 
began receiving services from the project or would otherwise be considered by the project 
funder to be a project participant for reporting purposes. 



• For Street Outreach projects this should be the date of first contact with the client. 



If there is a gap in occupancy (except for gaps allowed in Permanent Supportive Housing projects and 
Emergency Shelters using a night-by-night method), clients should be exited from the project; a return to 
the project should be recorded as a new residential/service record with a new project entry date.   
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Data Element Fields: 



3.10 Project Entry Date 
Field Names Data Types/Response Categories 
Project Entry Date (date) 



Response Category Descriptions:  None 



Special Considerations: For residential projects that have activities or information the project needs to 
collect prior to occupancy a project may have a “pre-entry” project established to facilitate segregation of 
information for point-in-time and housing inventory count purposes. 



Changes from Previous Data Standards: None. 



 



3.11 Project Exit Date 



Rationale:  To determine the end of a client’s period of participation with a project.  All projects need this 
data element for reporting; residential continuum projects need it to measure lengths of stay, and 
services-only continuum projects need it to determine the amount of time spent participating in the 
project. 



Collection Point(s):  At project exit.  



Subjects:  All clients. 



Data Collection Instructions:  Project staff record the month, day and year of last day of occupancy or 
service.  For residential projects this date would represent the last day of continuous stay in the project 
before the client transfers to another residential project or otherwise stops residing in the project.  For 
example, if a person checked into an overnight shelter on January 30, 2014, stayed overnight and left in 
the morning, the exit date for that shelter stay would be January 31, 2014. 



For non-residential projects the exit date may represent the last day a service was provided or the last 
date of a period of ongoing service.  The exit date should coincide with the date the client is no longer 
considered a project participant.  Projects must have a clear and consistently applied procedure for 
determining when a client who is receiving supportive services is no longer considered a client.  For 
example, if a person has been receiving weekly counseling as part of an ongoing treatment project and 
either formally terminates their involvement or fails to return for counseling, the last date of service is 
the date of the last counseling session.  If a client uses a service for just one day (i.e., starts and stops 
before midnight of same day), then the Project Exit Date may be the same as the Project Entry Date. 



Data Element Fields: 



3.11 Project Exit Date 
Field Names Data Types/Response Categories 
Project Exit Date (date) 



Response Category Descriptions:  None 



Special Considerations: To minimize staff and client burden at shelters that require most (or all) clients to 
reapply for service on a nightly basis, the project can record the entry and exit date at the same time or 
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an HMIS application can automatically record the exit date as the day after the entry date for clients of 
the overnight project.  



A client with an open record (i.e. project entry without a project exit) for a community-defined extensive 
length of time in a shelter, outreach, or prevention project may be either automatically exited from the 
project or may be flagged for HMIS end user intervention and exit, depending on the functionality the 
HMIS supports.  The actual exit date should be based on the last date of lodging or service provision.  The 
length of time without client contact or activity that triggers a project exit should be locally determined 
based on project design and client profile. The CoC must be involved in the determination of “extensive 
length of time” and which projects the solution is to be applied. 



For residential projects with data collection requirements after project exit, a project may have a 
separate follow-up project established. 



Changes from Previous Data Standards:  Clarification on dates has been provided. 



 



3.12 Destination 



Rationale:  To identify where a client will stay just after exiting a project for purposes of tracking and 
outcome measurement. 



Collection Point(s):  At project exit. 



Subjects:  Head of household and adults. 



Data Collection Instructions:  Select the response category that best describes where the client will be 
living after the date on which they exit the project.  For non-lodging projects this may be the same as the 
place where the client was living during project participation.   



Data Element Fields: 



3.12 Destination 
Field Names Data Types/Response Categories 
Destination Type Deceased 



Emergency shelter, including hotel or motel paid for with emergency 
shelter voucher 



Foster care home or foster care group home 
Hospital or other residential non-psychiatric medical facility 
Hotel or motel paid for without emergency shelter voucher 
Jail, prison or juvenile detention facility 
Long-term care facility or nursing home 
Moved from one HOPWA funded project to HOPWA PH  
Moved from one HOPWA funded project to HOPWA TH 
Owned by client, no ongoing housing subsidy 
Owned by client, with ongoing housing subsidy 
Permanent housing for formerly homeless persons (such as:  CoC 



project;  or HUD legacy programs; or HOPWA PH) 
Place not meant for habitation (e.g., a vehicle, an abandoned 



building, bus/train/subway station/airport or anywhere outside) 
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Psychiatric hospital or other psychiatric facility 
Rental by client, no ongoing housing subsidy 
Rental by client, with VASH housing subsidy 
Rental by client, with GPD TIP housing subsidy 
Rental by client, with other ongoing housing subsidy 
Residential project or halfway house with no homeless criteria 
Safe Haven 
Staying or living with family, permanent tenure 
Staying or living with family, temporary tenure (e.g., room, 



apartment or house) 
Staying or living with friends, permanent tenure 
Staying or living with friends, temporary tenure (e.g., room 



apartment or house) 
Substance abuse treatment facility or detox center 
Transitional housing for homeless persons (including homeless 



youth) 
Other 
No exit interview completed 
Client doesn’t know 
Client refused 



(if Other) 
Specify 



(text) 



Response Category Descriptions:  



• For clients who will be staying with family or friends select the response that includes the 
expected tenure of the destination (permanent or temporary).   



• For “Rental by client” and “Owned by client,” select the response that includes the type of 
housing subsidy, if any, the client will be receiving.  A housing subsidy may be tenant-, project-, or 
sponsor-based and provides ongoing assistance to reduce rent burden.  This includes housing 
subsidies provided through HUD-funded subsidies (e.g., public housing, Housing Choice Voucher 
or “Section 8”) or other housing subsidy (e.g., state rental assistance voucher).  



• If a client exits without providing destination information to project staff, the “No exit interview 
completed” response value should be used; in such instances, destination information will be 
considered missing. 



Special Considerations:  None.   



Changes from Previous Data Standards:  



• Destination has been re-classified as a Universal Data Element.   
• Under the previous data standards, this data element was required for all adults and 



unaccompanied youth.  This has been changed so that data collection is required for all heads of 
household and adult household members, which will require collection for at least one member 
of a household composed of two or more minors.   



• The “Hospital (non-psychiatric)” response has been expanded to include other residential non-
psychiatric medical facilities. 
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• Changed response category “Permanent supportive housing…” to “Permanent housing….” 
• Two HOPWA specific destinations have been added. 
• There are four new categories:  “Long-term care facility or nursing home,” “Residential project or 



halfway house with no homeless criteria,” “Rental by client with GPD TIP housing subsidy,” and 
“No exit interview completed.” 
 



3.13 Personal ID 



Rationale: To obtain an unduplicated count of persons served within a CoC. Every client entered into an 
HMIS is assigned a Personal ID, which is a permanent and unique number generated by the HMIS 
application.   



Collection Point(s):  At client record creation. 



Subjects:  All clients. 



Data Collection Instructions:  Before creating a client record in HMIS, users must first search the HMIS 
application for an existing record for that client.  If an existing record is found, enrollment and service 
data should be added to that record.  If there is no existing record, a new record must be created; the 
HMIS application will generate a Personal ID for the new client record at the time it is added to the HMIS.   



Data Element Fields: 



3.13 Personal ID 
Field Names Data Types/Response Categories 
Personal ID There is no specified format for this data element 



Response Category Descriptions:  This element requires the HMIS to generate the Personal ID; a user 
should not have to manually enter the Personal ID. 



Special Considerations:  None.   



Changes from Previous Data Standards: The data element name has been updated from Personal 
Identification Number to Personal ID.  Additional clarifications have been added to the data collection 
instructions. 



 



3.14 Household ID 



Rationale:  To count the number of households served in a project. 



Collection Point(s):  At project entry.  



Subjects:  All clients. 



Data Collection Instructions:  A Household ID will be assigned to each household at project entry and 
applies, for the duration of that project stay, to all members of the household served.  The Household ID 
is automatically generated by the HMIS application. 



If it is not evident to project staff whether others are applying for assistance with the person who is being 
interviewed, then project staff should ask if anyone else is applying for assistance with that person. 
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A common Household ID should be assigned to each member of the same household.  Persons in a 
household (either adults or children) who are not present when the household initially applies for 
assistance and later join the household should be assigned the same Household ID that links them to the 
rest of the persons in the household.  The early departure of a household member should have no impact 
on the Household ID. 



Data Element Fields: 



3.14 Household ID 
Field Names Data Types/Response Categories 
Household ID There is no specified format for this data element 



Response Category Descriptions: A household is a single individual or a group of persons who apply 
together to a continuum project for assistance and who live together in one dwelling unit (or, for persons 
who are not housed, who would live together in one dwelling unit if they were housed).  The HMIS 
should generate the Household ID.  HMIS system instructions should be carefully reviewed to determine 
how a user is to identify the household within the system. 



Special Considerations:  An HMIS may track households at a global level over time as part of the HMIS 
system functionality.  HMIS system instructions should clarify how a user identifies persons in the 
household using a more global system.  This global system is allowed but is not required. 



Changes from Previous Data Standards: The data element name has been updated from Household 
Identification Number to Household ID.  Additional clarifications have been added to the data collection 
instructions. 



 



3.15 Relationship to Head of Household 



Rationale:  Identification of the heads of household for each household recorded in HMIS facilitates the 
identification, tracking and enumeration of households served by projects.  In addition, specifying the 
relationship of household members to the head of household facilitates reporting on household 
composition. 



Collection Point(s):  At project entry. 



Subjects:  All clients. 



Data Collection Instructions: The term “Head of Household” is not intended to mean the leader of the 
house; it is intended to identify one client to whom all other household members can be associated.  
There cannot be more than one head of household for any given project entry. Identify the head of 
household and the relationship of all other household members to the head of household for each 
household at project entry.  If the head of household leaves the project while other household members 
remain, another member of the household currently participating in the project should be designated as 
the head of household and the other members’ relationship to head of household should be revised to 
reflect each individual’s relationship to the newly designated head of household in the event that it 
differs from the relationship to whoever was previously identified as the head of household.  
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Data Element Fields: 



3.15 Relationship to Head of Household 
Field Names Data Types/Response Categories 
Relationship to Head 
of Household 



Self (head of household) 



 Head of household’s child 
 Head of household’s spouse or partner 
 Head of household’s other relation member (other relation to head 



of household) 
 Other: non-relation member 



Response Category Descriptions: A household is a single individual or a group of persons who apply 
together to a continuum project for assistance and who live together in one dwelling unit (or, for persons 
who are not housed, who would live together in one dwelling unit if they were housed).   



Each CoC must develop guidelines for defining and designating a household member as the head of 
household and seek to ensure that those guidelines are applied consistently across participating 
continuum projects.  Heads of household may be alternatively thought of as the “primary client,” the 
“eligible individual” etc., rather than as a fixed designation. A particular funder may provide instructions 
for determining which household member should be designated as the head of household in projects 
that they fund; in the event that the funder’s instructions are in conflict with CoC guidance, the 
requirements of the funder should supersede CoC guidance for the relevant projects.   



Special Considerations: None 



Changes from Previous Data Standards:  This is a new data element. 



 



3.16 Client Location   



Rationale:  The Client Location (HUD-assigned CoC Code) is used to link project client data to the relevant 
CoC and is necessary for projects that operate across multiple CoCs for data export purposes and to 
ensure accurate counts of persons who are served within a CoC. 



Collection Point(s): At project entry. 



Subjects: Head of household. 



Data Collection Instructions:  Select or enter the CoC code assigned to the geographic area where the 
head of household is staying at the time of project entry.  If a client changes residence during the course 
of a project stay and moves into a different CoC then the CoC number must be updated; the Information 
Date for the update should be the effective date of the move   



Data Element Fields: 



3.16 Client Location 
Field Names Data Types/Response Categories 
Information Date (date) 
HUD-assigned CoC 
Code  



(response categories must correlate to the responses provided to 
Project Descriptor Data Element 2.3 Continuum of Care Code) 
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Response Category Descriptions: None.   



Special Considerations:  An HMIS may automatically populate this field for projects that operate in only 
one CoC. 



 Changes from Previous Data Standards:  This is a new data element. 



 



3.17 Length of Time on Street, in an Emergency Shelter, or Safe Haven 



Rationale: Chronic homeless status is determined by a client’s history of homelessness, disability status, 
and the length of time spent on the street, in an emergency shelter or a Safe Haven. The addition of this 
data element enables identification of chronically homeless persons in an HMIS.  



Collection Point(s): At project entry.  



Subjects: Head of Household and adults. 



Data Collection Instructions: In separate data fields, indicate whether or not the client meets the 
threshold for length of time on the street, in an emergency shelter, or Safe Haven as of the date of 
project entry for purposes of determining chronic homeless status (in combination with other factors).  



Data Element Fields:  



3.17 Length of Time on Street, in an Emergency Shelter, or Safe Haven 
Field Names Data Types/Response Categories 
Continuously 
Homeless for at Least 
One Year 



No 
Yes 
Client doesn’t know 
Client refused 



Number of Times the 
Client has been 
Homeless in the Past 
Three Years 



0 (not homeless – Prevention only) 
1 (homeless only this time) 
2 
3 
4 or more 
Client doesn’t know 
Client refused 



(If 4 or more) 
Total Number of 
Months Homeless in 
the Past Three Years 



[integers 0-12] 
More than 12 months 
Client doesn’t know 
Client refused 



Total number of 
months continuously 
homeless 
immediately prior to 
project entry 



[numeric field] 



Status Documented No 
Yes 
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Response Category Descriptions:  



• Continuously homeless for at least one year: The client has been homeless and living or residing 
in a place not fit for human habitation, an emergency shelter, and/or a Safe Haven continuously 
for at least one year as of the date of project entry.   Stays in institutions of 90 days or less do not 
constitute a break in homelessness, provided the client was homeless prior to entering the 
institution. 



• Number of Times the Client has been Homeless in the Past Three Years:  Enter “0 (not homeless – 
Prevention only)” if the client did not experience homelessness in the past three years, including 
today. For example, the client is entering a homeless prevention project and has not been 
homeless in the past three years. If the client is entering a housing project for the homeless, “0 
(not homeless – Prevention only)” may not be used.  Enter “1 (homeless only this time)”, “2”, “3” 
or “4 or more” based on the number of times the client was homeless and living or residing in a 
place not fit for human habitation, an emergency shelter, and/or a Safe Haven over the past 
three years. Count an episode of homelessness that begins as of project entry. For example, a 
client is staying with a friend, is asked to leave, and then enters an emergency shelter.  The client 
had not previously stayed on the streets or in a shelter, so the number of times homeless in past 
three years would be “1 (homeless only this time)”. 



• Total Number of Months Homeless in the Past Three Years: If the number of times the client has 
been homeless in the past three years is 4 or more, count months the client was homeless and 
living or residing in a place not meant for human habitation, an emergency shelter, and/or Safe 
Haven in the past three years.  Any single day or part of a month spent homeless should be 
counted as one month. 



• Total Number of Months Continuously Homeless Immediately Prior to Project Entry: Indicate the 
number of months the client has been continuously homeless including the day of project entry. 
For partial months, 1 day to 30 days = 1 month. For example, a client is living on the street from 
mid-July  to the day the client enters emergency shelter on August 5th. This would count as two 
months.  



• Status Documented: Indicate if there is documentation in the client’s paper file or in the HMIS of 
the client’s length of homelessness (either continuously homeless, the number of times 
homeless, or the number of months homeless in the past three years).  



Special Considerations: None 



Changes from Previous Data Standards: This is a new data element. 
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Program Specific Data Elements 



Program Specific Data Elements differ from the Universal Data 
Elements in that no one project must collect every single 
element in this section. Which data elements are required is 
dictated by the reporting requirements set forth by each 
Federal partner for each of their programs.  A Partner may 
require all of the fields or response categories in a data 
element or may specify which of the fields or response 
categories are required for their report.  This section is 
organized to illustrate which Program Specific Data Elements 
are required by more than one Federal Partner and which are 
required by only one of the Federal Partners.   



Local CoCs may elect to require all contributing continuum 
projects to collect a subset of the data elements contained in 
this section to obtain consistent information across a range of 
projects that can be used to plan service delivery, monitor the 
provision of services, and identify client outcomes. However, 
these data elements do not constitute a client assessment tool, 
and projects must develop their own data collection protocols 
in order to properly assess client service needs. 



The following Program Specific Data Elements are required by 
more than one Federal Partner: 



4.1 Housing Status 
4.2 Income and Sources 
4.3 Non-Cash Benefits 
4.4 Health Insurance 
4.5 Physical Disability 
4.6 Developmental Disability 
4.7 Chronic Health Condition 
4.8 HIV/AIDS 
4.9 Mental Health Problem 
4.10 Substance Abuse 
4.11 Domestic Violence 
4.12 Contact 
4.13 Date of Engagement 
4.14 Services Provided 
4.15 Financial Assistance Provided 
4.16  Referrals Provided 
4.17 Residential Move-In Date 
4.18 Housing Assessment Disposition 
4.19 Housing Assessment at Exit  
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4.1      Housing Status 



Rationale:  To identify the housing status and risk for homelessness for persons just prior to project entry, 
including whether persons are homeless, housed and at risk of homelessness, or in a stable housing 
situation.  This data element allows projects to identify persons according to homeless and at risk criteria 
established by HUD.    



Collection Point(s):  At project entry.  



Subjects:  Head of household and adults. 



Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  For each client, determine the appropriate Housing Status according to the 
definitions below based on the client’s housing and related conditions just prior to project entry as 
determined in accordance with the verification and documentation procedures established under the 
applicable program rules.  A client must be coded to a single homeless and at risk of homelessness status 
response category.  In addition, in cases where an individual or family meets the definition of homeless 
under Categories 1 or 2 or meets the at risk definition AND is fleeing domestic violence, they should only 
be coded to Category 1, 2 or At Risk.  Category 4 should only be used when the household does NOT 
meet any other category but is homeless because of domestic violence.   



Data Element Fields: 



4.1 Housing Status  
Field Names Data Types/Response Categories 
Homeless and At-Risk 
of Homelessness 
Status 



Category 1 – Homeless 
Category 2 – At imminent risk of losing housing 
Category 3 – Homeless only under other federal statutes 
Category 4 – Fleeing domestic violence 
At-risk of homelessness 
Stably housed 
Client doesn’t know 
Client refused 



Response Category Descriptions: 



• “Category 1 – Homeless” 



An individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(i) An individual or family with a primary nighttime residence that is a public or private place not 
designed for or ordinarily used as a regular sleeping accommodation for human beings, including 
a car, park, abandoned building, bus or train station, airport, or camping ground; OR 
(ii) An individual or family living in a supervised publicly or privately operated shelter designated 
to provide temporary living arrangements (including congregate shelters, transitional housing, 
and hotels and motels paid for by charitable organizations or by federal, state, or local 
government programs for low income individuals); OR 
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(iii) An individual who is exiting an institution where he or she resided for 90 days or less and who 
resided in an emergency shelter or place not meant for human habitation immediately before 
entering that institution. 



• “Category 2 – At imminent risk of losing housing” 



Housing Loss in 14 Days:  An individual or family who will imminently lose their primary nighttime 
residence1 provided that: 
(i) The primary nighttime residence will be lost within 14 days of the date of application for 
homeless assistance; AND 
(ii) No subsequent residence has been identified; AND  
(iii) The individual or family lacks the resources or support networks, e.g., family, friends, faith-
based or other social networks needed to obtain other permanent housing.  



• “Category 3 – Homeless only under other federal statutes” 



Unaccompanied youth under 25 years of age, or families with children and youth, who do not 
otherwise qualify as homeless under this definition, but who:  
(i) Are defined as homeless under section 387 of the Runaway and Homeless Youth Act (42 U.S.C. 
5732a), section 637 of the Head Start Act (42 U.S.C. 9832), section 41403 of the Violence Against 
Women Act of 1994 (42 U.S.C. 14043e–2), section 330(h) of the Public Health Service Act (42 
U.S.C. 254b(h)), section 3 of the Food and Nutrition Act of 2008 (7 U.S.C. 2012), section 17(b) of 
the Child Nutrition Act of 1966 (42 U.S.C. 1786(b)), or section 725 of the McKinney-Vento 
Homeless Assistance Act (42 U.S.C. 11434a); AND 
(ii) Have not had a lease, ownership interest, or occupancy agreement in permanent housing at 
any time during the 60 days immediately preceding the date of application for homeless 
assistance; AND 
(iii) Have experienced persistent instability as measured by two moves or more during the 60-day 
period immediately preceding the date of applying for homeless assistance; AND  
(iv) Can be expected to continue in such status for an extended period of time because of chronic 
disabilities, chronic physical health or mental health conditions, substance addiction, histories of 
domestic violence or childhood abuse (including neglect), the presence of a child or youth with a 
disability, or two or more barriers to employment, which include the lack of a high school degree 
of General Education Development (GED), illiteracy, low English proficiency, a history of 
incarceration or detention for criminal activity, and a history of unstable employment. 



• “Category 4 – Fleeing domestic violence” 



Category 4 should only be used when the household does NOT meet any other category but is 
homeless solely because they are fleeing domestic violence.  Category 4 includes any individual 
or family who: 
(i) Is fleeing, or is attempting to flee, domestic violence, dating violence, sexual assault, stalking, 
or other dangerous or life-threatening conditions that relate to violence against the individual or 



1 A primary nighttime residence may include housing an individual or family owns, rents, or lives in without paying rent, are 
sharing with others, and rooms in hotels or motels not paid for by federal, state, or local government programs for low-income 
individuals or by charitable organizations. 
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a family member, including a child, that has either taken place within the individual’s or family’s 
primary nighttime residence or has made the individual or family afraid to return to their primary 
nighttime residence; AND 
(ii) Has no other residence; AND 
(iii) Lacks the resources or support networks, e.g., family, friends, faith based or other social 
networks, to obtain other permanent housing. 



• “At-Risk of Homelessness”  



At project entry, this category is only a valid response for clients being served by Homelessness 
Prevention or Coordinated Assessment projects.  This category includes: 
(1) An individual or family who: 



(i) Has an annual income below 30 percent of median family income for the area, as 
determined by HUD; AND 
(ii) Does not have sufficient resources or support networks, e.g., family, friends, faith-based 
or other social networks, immediately available to prevent them from moving to an 
emergency shelter or another place described in Homeless Category 1 above; AND 
(iii) Meets one of the following conditions: 



(A) Has moved because of economic reasons two or more times during the 60 days 
immediately preceding the application for homelessness prevention assistance; 
(B) Is living in the home of another because of economic hardship; 
(C) Has been notified in writing that their right to occupy their current housing or living 
situation will be terminated within 21 days after the date of application for assistance; 
(D) Lives in a hotel or motel and the cost of the hotel or motel stay is not paid by 
charitable organizations or by Federal, State, or local government programs for low-
income individuals; 
(E) Lives in a single-room occupancy or efficiency apartment unit in which there reside 
more than two persons or lives in a larger housing unit in which there reside more than 
1.5 persons reside per room, as defined by the U.S. Census Bureau; 
(F) Is exiting a publicly funded institution, or system of care (such as a health-care facility, 
a mental health facility, foster care or other youth facility, or correction program or 
institution); or 
(G) Otherwise lives in housing that has characteristics associated with instability and an 
increased risk of homelessness, as identified in the recipient’s approved consolidated 
plan (for ESG projects) or the jurisdiction’s approved consolidated plan (for non-ESG 
projects); OR 



(2) A child or youth who does not qualify as ‘‘homeless’’ under the categories described above, 
but qualifies as ‘‘homeless’’ under section 387(3) of the Runaway and Homeless Youth Act (42 
U.S.C. 5732a(3)), section 637(11) of the Head Start Act (42 U.S.C. 9832(11)), section 41403(6) of 
the Violence Against Women Act of 1994 (42 U.S.C. 14043e–2(6)), section 330(h)(5)(A) of the 
Public Health Service Act (42 U.S.C. 254b(h)(5)(A)), section 3(m) of the Food and Nutrition Act of 
2008 (7 U.S.C. 2012(m)), or section 17(b)(15) of the Child Nutrition Act of 1966 (42 U.S.C. 
1786(b)(15)); OR 
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(3) A child or youth who does not qualify as ‘‘homeless’’ under the categories described above, 
but qualifies as ‘‘homeless’’ under section 725(2) of the McKinney-Vento Homeless Assistance 
Act (42 U.S.C. 11434a(2)), and the parent(s) or guardian(s) of that child or youth if living them. 



 



• “Stably Housed” 



An individual or family who is not otherwise experiencing homelessness or at risk of 
homelessness according to the categories above. 
 



Special Considerations: If the project collecting the data houses homeless and non-homeless persons in 
the same project AND uses HMIS for their Point-in-Time count for this project then data collection is 
required for all persons, not just the Head of Household and Adults. 



Changes from Previous Data Standards:  Housing Status has been moved from a Universal Data Element 
to a Program-Specific Data Element. Housing Status has been updated to reflect HUD’s new definitions 
for “homeless” and “at risk of homelessness” and to facilitate reporting.  The requirement to collect 
Housing Status at project exit has been removed.   



 



4.2      Income and Sources 



Rationale:  Income and sources of income are important for determining service needs of people at the 
time of project entry, determining whether they are accessing all income sources for which they are 
eligible, describing the characteristics of the population experiencing homelessness, and allow analysis of 
changes in the composition of income between entry and exit from the project and annual changes prior 
to project exit.  Increase in income is a key performance measure of most federal partner programs. 



Collection Point(s):  At project entry, annual assessment, and project exit. Update as income and/or 
sources change. 



Subjects:  Head of household and adults. 



Federal Partner Requiring Collection:  HUD, HHS, VA [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  Data on Income and Sources collected at project entry and project exit are 
to reflect the information as of the date of entry and exit.  Data collected at project entry and exit are to 
be dated the same date as the date of project entry and the date of project exit. 



An annual assessment is required for all persons residing in the project one year or more.  Income and 
sources must be recorded in the HMIS as an Annual Assessment even if there is no change in either the 
income or sources. 



When a client has income, but does not know the exact amount, a “Yes” response should be recorded for 
both the overall income question and the specific source, and the income amount should be estimated. 
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Income received by or on behalf of a minor child should be recorded as part of household income under 
the Head of Household, unless the federal funder in the HMIS Program Specific Manual instructs 
otherwise.  



Income should be recorded at the client-level for heads of household and adult household members.  
Projects may choose to collect this information for all household members including minor children, as 
long as this does not interfere with accurate reporting per funder requirements.  Projects collecting data 
through client interviews should ask clients whether they receive income from each of the sources listed 
rather than asking them to state the sources of income they receive.  



Updates are required for persons aging into adulthood.  



Income data should be recorded only for sources of income that are current as of the information date 
(i.e. have not been specifically terminated).  As an example, if a client’s employment has been terminated 
and the client has not yet secured additional employment, the response for Earned income would be 
“No.”  As a further example, if a client’s most recent paycheck was 2 weeks ago from a job in which the 
client was working full time for $15.00/hour, but the client is currently working 20 hours per week for 
$12.00 an hour, record the income from the job the client has at the time data are collected (i.e. 20 hours 
at $12.00 an hour). 



Data Element Fields: 



4.2 Income and Sources 
Field Names Data Types/Response Categories 
Information Date (date) 
Income from Any Source No 



Yes  
Client doesn’t know 
Client refused 



(if yes, indicate all sources and dollar amounts for the sources that apply) 
Earned income (i.e., employment 
income) 



No 
Yes 



(if yes) Monthly amount (currency) 



Unemployment Insurance No 
Yes 



(if yes) Monthly amount (currency) 



Supplemental Security Income (SSI) No 
Yes 



(if yes) Monthly amount (currency) 
Social Security Disability Income 
(SSDI) 



No 
Yes 



(if yes) Monthly amount (currency) 
VA Service-Connected Disability 
Compensation 



No 
Yes 



(if yes) Monthly amount (currency) 
VA Non-Service-Connected Disability 
Pension 



No 
Yes 



(if yes) Monthly amount (currency) 
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Private disability insurance No 
Yes 



(if yes) Monthly amount (currency) 



Worker’s Compensation No 
Yes 



(if yes) Monthly amount (currency) 
Temporary Assistance for Needy 
Families (TANF) (or use local name) 



No 
Yes 



(if yes) Monthly amount (currency) 
General Assistance (GA) (or use local 
name) 



No 
Yes 



(if yes) Monthly amount (currency) 
Retirement Income from Social 
Security 



No 
Yes 



(if yes) Monthly amount (currency) 
Pension or retirement income from a 
former job 



No 
Yes 



(if yes) Monthly amount (currency) 



Child support No 
Yes 



(if yes) Monthly amount (currency) 



Alimony or other spousal support No 
Yes 



(if yes) Monthly amount (currency) 



Other source No 
Yes 



(if yes) Monthly amount (currency) 
(if other source) Specify source (text) 
Total Monthly Income (currency) 



Response Category Descriptions:  



• Information Date: The date of project entry or exit, the date the annual assessment was 
completed or the date updated information was collected. 



• Income from any Source, specific Sources, and Amounts: If the response to Income from any 
Source is “No” then no further data collection is required.  If the response is “Yes” then record (1) 
whether or not the client receives income from each of the listed sources, (2) the amount of 
income received from each source on a monthly basis and (3) the client’s total monthly income 
(rounded to the nearest U.S. dollar) based on income currently being received by the client.  The 
“Client doesn’t know” and “Client refused” responses should only be used when clients do not 
know or refuse to answer whether they have any income.  



• VA service-connected disability compensation refers to a benefit paid to veterans with a service-
connected disability. 



• VA non-service-connected disability pension refers to a benefit paid to wartime veterans who 
have limited or no income and who are ages 65 or older or, if under 65, who are permanently 
and totally disabled. 



41 | P a g e  



 











• Military retirement pay should be reported under Pension or retirement income from a former 
job. 



Special Considerations:  None 



Changes from Previous Data Standards:   



• Information date is a new field.   
• Under the previous data standards, collection of this information was required for all clients; 



recording income for minor children on the minor child’s record is no longer required.  
• Previously, projects were required to identify all sources of income received during the past 30 



days, regardless of whether the client was still receiving income from a particular source on the 
date the information was collected; this has been changed.  Projects are now required to record 
only sources of income that are current as of the information date.   



• Under the previous data standards, there was no requirement to collect specific amounts for 
income sources other than earned income; an amount is now required for each income source 
and the total monthly income should be equal to the sum of the amounts entered for each 
source.   



• Under the previous data standards income estimation was not allowed.  It is now required if the 
actual amount of income is not certain. 



• Two response categories have been changed.  Veteran’s disability payment is now VA Service-
Connected Disability Compensation and Veteran’s pension is now VA Non-Service-Connected 
Disability Pension. 
 



4.3      Non-Cash Benefits 



Rationale:  Non-cash benefits are important to determine whether clients are accessing all mainstream 
program benefits for which they may be eligible and to develop a more complete picture of their 
economic circumstances.   



Collection Point(s):  At project entry, annual assessment, and project exit. Update as Non-cash benefits 
change. 



Subjects:  Head of household and adults. 



Federal Partner Requiring Collection:  HUD, HHS, VA [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:   Data on Non-Cash Benefits collected at project entry and project exit are to 
reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit. 



An annual assessment is required for all persons residing in the project one year or more.  Non-Cash 
Benefits must be recorded in the HMIS as an Annual Assessment even if there is no change in the 
benefits. 



Record whether or not the client is receiving each of the listed benefits.  A “Yes” response should be 
recorded only for current benefits.  As an example, if a client received food stamps on the first of the 
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month and expects to receive food stamps again on the first of the next month, record “Yes” for 
Supplemental Nutritional Assistance Program (SNAP).  If a client received food stamps on the first of the 
month but is not eligible to receive food stamps on the first of next month, then the client would not be 
considered to be currently receiving food stamps and “No” should be recorded for Supplemental 
Nutritional Assistance Program (SNAP).  Clients may identify multiple sources of non-cash benefits.  
Benefits received by a minor child should be assigned to the head of household.  In the event that a 
minor child enters or leaves the household and the non-cash benefits received by the household change 
as a result, an update to the head of household’s record should be entered to reflect that change.   



Updates are required for persons aging into adulthood. 



To reduce data collection and reporting burden, if a client reports receiving no non-cash benefit from any 
source, no additional data collection is required.  If Non-cash benefit from any source is “Yes,” however, 
project staff should ask clients to respond with a “Yes” or “No” for each of the listed benefits.   



Data Element Fields: 



4.3 Non-Cash Benefits 
Field Names Data Types/Response Categories 
Information Date (date) 
Non-Cash Benefit from Any Source No 



Yes 
Client doesn’t know 
Client refused 



(if yes, indicate all sources that apply) 
Supplemental Nutrition Assistance 
Program (SNAP)  



No 
Yes 



Special Supplemental Nutrition 
Program for Women, Infants, and 
Children (WIC) 



No 
Yes 



TANF Child Care services (or use 
local name) 



No 
Yes 



TANF transportation services (or use 
local name) 



No 
Yes 



Other TANF-funded services (or use 
local name) 



No 
Yes 



Section 8, public housing, or other 
ongoing rental assistance 



No 
Yes 



Other source No 
Yes 



Temporary rental assistance No 
Yes 



(if other source) 
Specify source 



(text) 



Response Category Descriptions: 



• Information Date: The date of project entry or exit, the date the annual assessment was 
completed or the date updated information was collected. 
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• Non-Cash Benefit from Any Source and specific Sources: If the response to Non-Cash Benefit from 
Any Source is “No” then no further data collection is required.  If the response is “Yes” then 
record which source(s) is being received. The “Client doesn’t know” and “Client refused” 
responses should only be used when clients do not know or refuse to answer whether they have 
non-cash benefits. 



Special Considerations:  None 



Changes from Previous Data Standards:   



• Information date is a new field. 



• Under the previous data standards, this data element was required for all clients.  This has been 
changed so that data collection is required for all heads of household and adult household 
members.  



• Previously, projects were required to document any non-cash benefits the client had received in 
the past 30 days, regardless of whether the client was still receiving the benefit on the date that 
the information was being collected; this has been changed so that projects are only required to 
collect information on benefits that are expected to be ongoing.   



• Health insurance coverage sources have been moved into a separate data element. 
 



4.4      Health Insurance 



Rationale:  Health insurance information is important to determine whether clients currently have health 
insurance coverage and are accessing all mainstream project medical assistance benefits for which they 
may be eligible, and to ascertain a more complete picture of their economic circumstances.   



Collection Point(s):  At project entry, annual assessment, and project exit.  Update as health insurance 
changes. 



Subjects:  All clients. 



Federal Partner Requiring Collection:  HUD, HHS, VA [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  Data on Health Insurance collected at project entry and project exit are to 
reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit. 



An annual assessment is required for all persons residing in the project one year or more.  Health 
Insurance must be recorded in the HMIS as an Annual Assessment even if there is no change. 



Updates are required for persons aging into adulthood. 
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Data Element Fields: 



4.4 Health Insurance  
Field Names Data Types/Response Categories 
Information Date (date) 
Covered by Health Insurance No 



Yes 
Client doesn’t know 
Client refused 



(if yes, indicate all sources that apply) 
MEDICAID  No 



Yes 
(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



MEDICARE  No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



State Children’s Health Insurance  
Program (or use local name) 



No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



Veteran’s Administration (VA) 
Medical Services 



No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



Employer-Provided Health 
Insurance 



No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
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Client doesn’t know 
Client refused 



Health insurance obtained through 
COBRA 



No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



Private Pay Health Insurance No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



State Health Insurance for Adults 
(or use local name) 



No 
Yes 



(Required for HOPWA only)  
 (if no) Reason 



Applied; decision pending 
Applied; client not eligible  
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



Response Category Descriptions: 



• Information Date: The date of project entry or exit, the date the annual assessment was 
completed or the date updated information was collected. 



• Covered by Health Insurance and specific Sources: If the response to Covered by Health Insurance 
is “No” then no further data collection is required.  If the response is “Yes” then record whether 
or not the client is covered by each of the listed insurance types.  If required by a funder, enter 
the reason why such insurance is not being received for each health insurance source.  To reduce 
data collection and reporting burden, if a client reports having no health insurance coverage, no 
additional data collection is required unless required by a specific funder.  



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element; however Medicaid, Medicare, State 
Children’s Health Insurance Program and Veterans Administration Medical Services were previously 
collected as part of the Non-Cash Benefit element. 
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4.5      Physical Disability 



Rationale:  To count the number of physically disabled persons served, determine eligibility for disability 
benefits, and assess the need for services.   



Collection Point(s):  At project entry and project exit. Update if information changes anytime during 
project stay. 



Subjects:  All clients. 



Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:   Data on Physical Disability collected at project entry and project exit are to 
reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit.  Data 
should be reviewed and updated as necessary any time the information has been known to change.   



In separate fields, determine (1) if the client has a physical disability, (2) if the disability is expected to be 
of long-continued and indefinite duration and impairs the client’s ability to live independently, (3) if there 
is documentation of the disability on file, and (4) if the client is currently receiving services or treatment 
for this disability or received services or treatment prior to exiting the project.  



Data Element Fields: 



4.5 Physical Disability 
Field Names Data Types/Response Categories 
Information Date (date) 
Physical Disability  No 



Yes 
Client doesn’t know 
Client refused 



(If yes for physical disability) 
Expected to be of long-continued and 
indefinite duration and substantially 
impairs ability to live independently 



No 
Yes 
Client doesn’t know 
Client refused 



(If yes for physical disability) 
Documentation of the disability and 
severity on file 



No 
Yes 



(If yes for physical disability) 
Currently receiving services/treatment 
for this disability 
 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• For the purposes of these Data Standards, a physical disability means a physical impairment. 



• Information date is the date of project entry, project exit, or the date updated information was 
collected. 
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• Expected to be of long-continued and indefinite duration and substantially impairs ability to live 
independently means (1) expected to be of long, continued and indefinite duration, (2) 
substantially impedes an individual’s ability to live independently, and (3) of such a nature that 
such ability could be improved by more suitable housing conditions. 



• Documentation of the disability and severity on file requirements vary by federal funding program 
so specific guidance around acceptable documentation will be provided in the Program Specific 
Manuals.  



Special Considerations:  Projects should be especially sensitive to the collection of disability information 
from clients under the age of 18.  In households with children accompanied by an adult, children’s 
disabilities should be determined based on an interview with the adult in the household. 



Changes from Previous Data Standards:  Information date, Expected to be of long-continued and 
indefinite duration and substantially impairs ability to live independently, and Documentation of the 
disability and severity on file are new fields. Also, Currently receiving services/treatment for this disability 
is to be used at all collection points. 



 



4.6      Developmental Disability 



Rationale:  To count the number of developmentally disabled persons served, determine eligibility for 
disability benefits, and assess their need for services.   



Collection Point(s):  At project entry and project exit. Update if information changes anytime during 
project stay. 



Subjects: All clients. 



Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions: Data collected on Developmental Disability at project entry and project exit 
are to reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit.  Data 
should be reviewed and updated as necessary any time the information has been known to change. 



In separate fields, determine (1) if the client has a physical disability, (2) if the disability is expected to 
substantially impair the client’s ability to live independently, (3) if there is documentation of the disability 
on file, and (4) if the client is currently receiving services or treatment for this disability or received 
services or treatment prior to exiting the project.  



Data Element Fields: 



4.6 Developmental Disability 
Field Names Data Types/Response Categories 
Information Date (date) 
Developmental Disability No 



Yes 
Client doesn’t know 
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Client refused 
(If yes for developmental disability) 
Expected to substantially impair 
ability to live independently 



No 
Yes 
Client doesn’t know 
Client refused 



(If yes for developmental disability) 
Documentation of the disability and 
severity on file 



No 
Yes 



(If yes for developmental disability) 
Currently receiving services/ 
treatment for this disability 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• For the purposes of these Data Standards, a developmental disability means a severe, chronic 
disability that is attributed to a mental or physical impairment (or combination of physical and 
mental impairments) that occurs before 22 years of age and limits the capacity for independent 
living and economic self-sufficiency. 



• Information date is the date of project entry, project exit, or the date updated information was 
collected. 



• Expected to substantially impair ability to live independently means (1) substantially impedes an 
individual’s ability to live independently and (2) of such a nature that such ability could be 
improved by more suitable housing conditions. 



• Documentation of the disability and severity on file requirements vary by federal funding program 
so specific guidance around acceptable documentation will be provided in the Program Specific 
Manuals.  



Special Considerations:  Projects should be especially sensitive to the collection of disability information 
from clients under the age of 18.  In households with children accompanied by an adult, children’s 
disabilities should be determined based on an interview with the adult in the household. 



Changes from Previous Data Standards:  Information date, Expected to substantially impair ability to live 
independently, and Documentation of the disability and severity on file are new fields. Also, Currently 
receiving services/treatment for this disability is to be used at all collection points. 



 



4.7      Chronic Health Condition 



Rationale:  To count the number of persons served with severe health conditions and assess their need 
for healthcare and other medical services.  



Collection Point(s):  At project entry and project exit. Update if information changes anytime during 
project stay. 



Subjects:  All clients. 
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Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  Data on Chronic Health Condition collected at project entry and project exit 
are to reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit.  Data 
should be reviewed and updated as necessary any time the information has been known to change.  



In separate fields, determine (1) if the client has a chronic health condition, (2) if the condition is 
expected to be of long-continued and indefinite duration and impairs the client’s ability to live 
independently, (3) if there is documentation of the condition on file, and (4) if the client is currently 
receiving services or treatment for this condition or received services or treatment prior to exiting the 
project.  



Data Element Fields: 



4.7 Chronic Health Condition 
Field Names Data Types/Response Categories 
Information Date (date) 
Chronic Health Condition No 



Yes 
Client doesn’t know 
Client refused 



(If yes for chronic health condition) 
Expected to be of long-continued 
and indefinite duration and 
substantially impairs ability to live 
independently 



No 
Yes 
Client doesn’t know 
Client refused 



(If yes for chronic health condition) 
Documentation of the disability and 
severity on file 



No 
Yes 



(If yes for chronic health condition) 
Currently receiving services/ 
treatment for this condition 
 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• For the purposes of these Data Standards, a chronic health condition means a diagnosed 
condition that is more than 3 months in duration and is either not curable or has residual effects 
that limit daily living and require adaptation in function or special assistance.  Examples of 
chronic health conditions include, but are not limited to: heart disease (including coronary heart 
disease, angina, heart attack and any other kind of heart condition or disease); severe asthma; 
diabetes; arthritis-related conditions (including arthritis, rheumatoid arthritis, gout, lupus, or 
fibromyalgia); adult onset cognitive impairments (including traumatic brain injury, post-traumatic 
distress syndrome, dementia, and other cognitive related conditions); severe headache/migraine; 
cancer; chronic bronchitis; liver condition; stroke; or emphysema. 
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• Information date is the date of project entry, project exit, or the date updated information was 
collected. 



• Expected to be of long-continued and indefinite duration and substantially impairs ability to live 
independently means (1) expected to be of long, continued and indefinite duration, (2) 
substantially impedes an individual’s ability to live independently, and (3) of such a nature that 
such ability could be improved by more suitable housing conditions. 



• Documentation of the disability and severity on file requirements vary by federal funding program 
so specific guidance around acceptable documentation will be provided in the Program Specific 
Manuals.  



Special Considerations:  Projects should be especially sensitive to the collection of disability information 
from clients under the age of 18.  In households with children accompanied by an adult, children’s 
disabilities should be determined based on an interview with the adult in the household.  



Changes from Previous Data Standards:  Information date, Expected to be of long-continued and 
indefinite duration and substantially impairs ability to live independently, and Documentation of the 
disability and severity on file are new fields. Also, Currently receiving services/treatment for this disability 
is to be used at all collection points. 



 



4.8      HIV/AIDS 



Rationale: To count the number of persons served who have been diagnosed with AIDS or have tested 
positive for HIV and assess their need for services. 



Collection Point(s):  At project entry and project exit. Update if information changes anytime during 
project stay. 



Subjects:  All clients. 



Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  Data on HIV/AIDS collected at project entry and project exit are to reflect 
the information as of the date of entry and exit.  Data collections for project entry and exit information 
are to be dated the same date as the date of project entry and the date of project exit.  Data should be 
reviewed and updated as necessary any time the information has been known to change.  



In separate fields, determine (1) if the client has HIV/AIDS, (2) if the disability is expected to substantially 
impair the client’s ability to live independently, (3) if there is documentation of the disability on file, and 
(4) if the client is currently receiving services or treatment for this condition or received services or 
treatment prior to exiting the project.  
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Data Element Fields: 



4.8 HIV/AIDS 
Field Names Data Types/Response Categories 
Information Date (date) 
HIV/ AIDS No 



Yes 
Client doesn’t know 
Client refused 



(If yes for HIV/AIDS) 
Expected to substantially impair 
ability to live independently 



No 
Yes 
Client doesn’t know 
Client refused 



(If yes for HIV/AIDS) 
Documentation of the disability and 
severity on file 



No 
Yes 



(If yes for HIV/AIDS) 
Currently receiving 
services/treatment for this 
condition 
 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• Information date is the date of project entry, project exit, or the date updated information was 
collected. 



• Expected to substantially impair ability to live independently means (1) substantially impedes an 
individual’s ability to live independently and (2) of such a nature that such ability could be 
improved by more suitable housing conditions. 



• Documentation of the disability and severity on file requirements vary by federal funding program 
so specific guidance around acceptable documentation will be provided in the Program Specific 
Manuals.  



Special Considerations:  Such information is covered by confidentiality requirements.  As in other areas 
involving sensitive or protected client information, information should be recorded only when a project 
has data confidentiality protections that conform to the standards specified in the HMIS Final Rule, to be 
published. These protections include agency policies and procedures and staff training to ensure that 
HIV-related information cannot be accessed by anyone without the proper authorization. 



Projects should be especially sensitive to the collection of disability information from clients under the 
age of 18.  In households with children accompanied by an adult, children’s disabilities should be 
determined based on an interview with the adult in the household. 



Changes from Previous Data Standards:  Information date, Expected to substantially impair ability to live 
independently, and Documentation of the disability and severity on file are new fields. Also, Currently 
receiving services/treatment for this disability is to be used at all collection points. 
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4.9      Mental Health Problem  



Rationale:  To count the number of persons with mental health problems served and to assess the need 
for treatment.  



Collection Point(s):  At project entry and project exit. Update if information changes anytime during 
project stay. 



Subjects:  All clients. 



Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  Data on Mental Health Problem collected at project entry and project exit 
are to reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit.  Data 
should be reviewed and updated as necessary any time the information has been known to change.  



In separate data fields, determine:  (1) if the client has a mental health problem, (2) if the problem is 
expected to be of long-continued and indefinite duration and substantially impedes a client’s ability to 
live independently, (3) if there is documentation of the problem on file, and (4) if the client is currently 
receiving services or treatment for the problem or received services or treatment prior to exiting the 
project.   



If required by a funder, identify how the mental health problem was confirmed, whether the mental 
health problem qualifies as a serious mental illness (SMI) and, if so, how SMI was confirmed. 



Data Element Fields: 



4.9 Mental Health Problem 
Field Names Data Types/Response Categories 
Information Date (date) 
Mental Health Problem No 



Yes 
Client doesn’t know 
Client refused 



(If yes for mental health problem) 
Expected to be of long-continued 
and indefinite duration and 
substantially impairs ability to live 
independently 



No 
Yes 
Client doesn’t know 
Client refused 



(If yes for mental health problem) 
Documentation of the disability and 
severity on file 



No 
Yes 



(If yes for mental health problem) 
Currently receiving services/ 
treatment for this condition 
 



No 
Yes 
Client doesn’t know 
Client refused 



(Required for PATH only)  Unconfirmed; presumptive or self-report 
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(If yes for mental health problem) 
How confirmed 



Confirmed through assessment and clinical 
evaluation 



Confirmed by prior evaluation or clinical records 
(Required for PATH only)  
(If yes for mental health problem) 
Serious mental illness (SMI) and, if 
SMI, how confirmed 



No 
Unconfirmed; presumptive or self-report 
Confirmed through assessment and clinical 



evaluation 
Confirmed by prior evaluation or clinical records 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• Information date is the date of project entry, project exit, or the date updated information was 
collected. 



• Mental Health Problem select “Yes” if the mental health problem was a cause of homelessness, a 
significant issue for the individual, or is of a serious nature. A mental health problem may range 
from situational depression to serious mental illnesses.  The dependent fields are designed to 
gauge the severity of the mental health problem.  



• Expected to be of long-continued and indefinite duration and substantially impairs ability to live 
independently means (1) expected to be of long, continued and indefinite duration, (2) 
substantially impedes an individual’s ability to live independently, and (3) of such a nature that 
such ability could be improved by more suitable housing conditions. 



• Documentation of the disability and severity on file requirements vary by federal funding program 
so specific guidance around acceptable documentation will be provided in the Program Specific 
Manuals.  



Special Considerations:  Projects should be especially sensitive to the collection of disability information 
from clients under the age of 18.  In households with children accompanied by an adult, children’s 
disabilities should be determined based on an interview with the adult in the household. 



Changes from Previous Data Standards:  Information date and Documentation of the disability and 
severity on file are new fields.  Currently receiving services/treatment for this disability is to be used at all 
collection points. Fields pertaining to how staff determined the client’s mental health status and serious 
mental illness have been added and are required by some federal programs. 



 



4.10 Substance Abuse 



Rationale: To count the number of persons served with substance abuse problems and to assess the need 
for treatment.  



Collection Point(s):  At project entry and project exit. Update if information changes anytime during 
project stay. 



Subjects:  All clients. 
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Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions: Data on Substance Abuse collected at project entry and project exit are to 
reflect the information as of the date of entry and exit.  Data collections for project entry and exit 
information are to be dated the same date as the date of project entry and the date of project exit.  Data 
should be reviewed and updated as necessary any time the information has been known to change.  



In separate data fields, determine:  (1) if the client has an alcohol or drug abuse problem or both, (2) if 
the problem is expected to be of long-continued and indefinite duration and substantially impedes a 
client’s ability to live independently, (3) if there is documentation of the problem on file, and (4) if the 
client is currently receiving services or treatment for the condition or received services or treatment prior 
to exiting the project.  If required by a funder, identify how the substance abuse problem was confirmed. 



Data Element Fields: 



4.10 Substance Abuse 
Field Names Data Types/Response Categories 
Information Date (date) 
Substance Abuse Problem No 



Alcohol abuse 
Drug abuse 
Both alcohol and drug abuse 
Client doesn’t know 
Client refused 



(If alcohol abuse, drug abuse, or both 
alcohol and drug abuse for substance 
abuse problem) 
Expected to be of long-continued 
and indefinite duration and 
substantially impairs ability to live 
independently 



No 
Yes 
Client doesn’t know 
Client refused 



(If alcohol abuse, drug abuse, or both 
alcohol and drug abuse for substance 
abuse problem) 
Documentation of the disability and 
severity on file 



No 
Yes 



(If alcohol abuse, drug abuse, or both 
alcohol and drug abuse for substance 
abuse problem) 
Currently receiving services/ 
treatment for this condition 
 



No 
Yes 
Client doesn’t know 
Client refused 



(Required for PATH only) 
(If alcohol abuse, drug abuse, or both 
alcohol and drug abuse for substance 
abuse problem) 
How confirmed 



Unconfirmed; presumptive or self-report 
Confirmed through assessment and clinical 



evaluation 
Confirmed by prior evaluation or clinical records  
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Response Category Descriptions:  



• Information date is the date of project entry, project exit, or the date updated information was 
collected. 



• Expected to be of long-continued and indefinite duration and substantially impairs ability to live 
independently means:  (1) expected to be of long, continued and indefinite duration, (2) 
substantially impedes an individual’s ability to live independently, and (3) of such a nature that 
such ability could be improved by more suitable housing conditions. 



• Documentation of the disability and severity on file requirements vary by federal funding program 
so specific guidance around acceptable documentation will be provided in the Program Specific 
Manuals.  



Special Considerations:  Projects should be especially sensitive to the collection of disability information 
from clients under the age of 18.  In households with children accompanied by an adult, children’s 
disabilities should be determined based on an interview with the adult in the household.  



Changes from Previous Data Standards: Information date and Documentation of the disability and 
severity on file are new fields.  Currently receiving services/treatment for this disability is to be used at all 
collection points. Field pertaining to how staff determined the client’s substance use/abuse status has 
been added and is required by some federal programs. 



 



4.11 Domestic Violence 



Rationale:  Ascertaining whether a person is a victim of domestic violence is necessary to provide the 
person with the appropriate services to prevent further abuse and to treat the physical and psychological 
injuries from prior abuse.  Also, ascertaining that a person may be experiencing domestic violence may be 
important for the safety of project staff and other clients.  At the aggregate level, knowing the size of the 
population experiencing homelessness that has experienced domestic violence is critical for determining 
the resources needed to address the problem in this population.  



Collection Point(s):  At project entry.  Update if information changes anytime during project stay. 



Subjects:  Head of household and adults. 



Federal Partner Requiring Collection:  HUD [refer to Federal Partner Program Specific pages throughout 
this document.] 



Data Collection Instructions: Data on Domestic Violence collected at project entry are to reflect the 
information as of the date of entry.  Data collected at project entry are to be dated the same date as the 
date of project entry.  Data should be reviewed and updated as necessary any time the information has 
been known to change.  



In separate fields, determine (1) if the client has ever been a victim of domestic violence, and (2), if so, 
when the client’s most recent experience of domestic violence occurred. 



Data Element Fields: 



56 | P a g e  



 











4.11 Domestic Violence 
Field Names Data Types/Response Categories 
Information date (date) 
Domestic Violence 
Victim/Survivor 



No 
Yes 
Client doesn’t know 
Client refused 



(If yes) When 
Experience 
Occurred 



Within the past three months 
Three to six months ago (excluding six months exactly) 
Six months to one year ago (excluding one year exactly) 
One year ago or more 
Client doesn’t know 
Client refused 



Response Category Descriptions:  



• Domestic Violence should be indicated as “Yes” if the Person “is fleeing, or is attempting 
to flee, domestic violence, dating violence, sexual assault, stalking, or other dangerous or 
life-threatening conditions that relate to violence against the individual or a family 
member, including a child, that has either taken place within the individual’s or family’s 
primary nighttime residence or has made the individual or family afraid to return to their 
primary nighttime residence  



 
• Information date is the date of project entry or the date updated information was 



collected. 
 



Special Considerations:  Projects should be especially sensitive to the collection of domestic violence 
information from clients and should implement appropriate interview protocols to protect client privacy 
and safety such as: asking this question in a private location and not in the presence of a romantic 
partner; delaying all entry of data about clients identified with a recent history of domestic violence; or 
choosing not to disclose data about clients with a history of domestic violence to other homeless 
projects. 



Changes from Previous Data Standards: Under the previous data standards, this data element was 
required for all adults and unaccompanied youth.  This has been changed so that data collection is 
required for all heads of household and adult household members. Information date is a new field and 
response categories have been clarified. 



 



4.12 Contact  



Rationale:  To record and count the number of contacts with homeless persons by street outreach and 
other service projects and to provide information on the number of contacts required to engage the 
client.   



Collection Point(s): At project entry, project exit and each contact between entry and exit. 



Subjects:  Head of household and adults. 
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Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions:  Record the date and location of each contact with a client. To record a 
contact in HMIS requires that a client record be established with at least minimal client descriptors 
included in the Universal Data Elements (e.g., name, gender, and race). This data element is required for 
all Street Outreach Projects. 



Data Element Fields: 



4.12 Contact 
Field Names Data Types/Response Categories 
Date of Contact (date) 



 
Location of Contact Place not meant for habitation 



Service setting, non-residential 
Service setting, residential 



Response Category Descriptions: A contact is defined as an interaction between a worker and a client.  
Contacts may range from simple a verbal conversation between the street outreach worker and the client 
about the client’s well-being or needs or may be a referral to service.   



• Place not meant for habitation could include a vehicle, abandoned building, bus/train/subway 
station/airport or anywhere outside that is not a Homeless Connect-type event. 



• Service setting, non-residential could include a Homeless Connect-type event, drop in center, day 
services center, soup kitchen, etc. 



• Service setting, residential could include emergency, transitional or permanent housing; 
treatment facility, including health, mental health, or substance abuse clinic or hospital; jail, 
prison, or juvenile detention facility; family or friend’s room, apartment, condo, or house; foster 
care or group home. 



Special Considerations: None 



Changes from Previous Data Standards:  Under the previous data standards, the time of contact was 
required; that field has been removed.   



 



4.13 Date of Engagement  



Rationale:  To count the number of homeless persons engaged by street outreach projects and night-by-
night shelters. 



Collection Point(s): Update. 



Subjects: Head of household and adults. 



Federal Partner Requiring Collection:  HUD, HHS [refer to Federal Partner Program Specific pages 
throughout this document.] 
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Data Collection Instructions:  Record the date a client became engaged.  Only one date of engagement is 
allowed between project entry and project exit.   



Data Element Fields: 



4.13 Date of Engagement 
Field Names Data Types/Response Category 
Date of Engagement (date) 



Response Category Descriptions: Date of engagement is defined as the date on which an interactive client 
relationship results in a deliberate client assessment or beginning of a case plan.  The date of 
engagement should be entered into HMIS at the point that the client has become engaged.  It may be on 
or after the project entry date and prior to project exit.  If the client exits without becoming engaged the 
engagement date should be left blank.   



For PATH projects only, the date of engagement must occur on or before the date of enrollment (PATH 
Status 4.20). 



Special Considerations: None 



Changes from Previous Data Standards: Collection point clarified. 



 



4.14 Services Provided 
Services are required to be collected in an HMIS by specific Federal Partners.  Each Federal Partner has its 
own specific requirements for what information they want collected and when to collect that 
information.  Refer to the Federal Partner section of this manual for details regarding the specific 
requirements for Services Provided. 



 4.14A Services Provided:  PATH Funded 
4.14B Services Provided:  RHY 
4.14C Services Provided:  HOPWA 
4.14D Services Provided:  SSVF 



 



Changes from Previous Data Standards: Under the previous data standards element 4.15H Services 
Provided was an optional data element.  Data element 4.14 has been revised to be funder specific and is 
now required for those funders. 



 



4.15 Financial Assistance Provided 
Financial Assistance information is required to be collected in an HMIS by specific Federal Partners.  Each 
Federal Partner has its own specific requirements for what information they want collected and when to 
collect that information.  Refer to the Federal Partner section of this manual for details regarding the 
specific requirements for Services Provided. 



4.15A Financial Assistance:  HOPWA   
4.15B Financial Assistance:  SSVF 
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Changes from Previous Data Standards:  This is a new data element. 



 



4.16 Referrals Provided  
Referrals Provided information is required to be collected in an HMIS by specific Federal Partners.  Each 
Federal Partner has its own specific requirements what information they want collected and when to 
collect that information.  Refer to the Federal Partner section of this manual for details regarding the 
specific requirements for Services Provided. 



4.16A Referrals Provided:  PATH 
4.16B Referrals Provided:  RHY  



 



Changes from Previous Data Standards:  This is a new data element. 



 



4.17 Residential Move-In Date 



Rationale:  To differentiate between clients who are awaiting placement in housing and those who have 
moved into permanent housing for Rapid Re-Housing projects.  This data is critical to point-in-time and 
housing inventory counts as it differentiates a client from a homeless status (in shelter) to a permanent 
housing status (in RRH housing unit). 



Collection Point(s): At project entry.  Edit as necessary to reflect changes during the course of enrollment.   



Subjects: All clients. 



Federal Partner Requiring Collection:  HUD, VA [refer to Federal Partner Program Specific pages 
throughout this document.] 



Data Collection Instructions: Indicate the date on which the client achieved placement in permanent 
housing.  In the event that the client returns to homelessness prior to the project exit date, edit  
(i.e., change the response to In Permanent Housing to “No”) to reflect the change. 



Data Element Fields: 



4.17 Residential Move-In Date 
Field Names Data Types/Response Categories 
Information Date (date) 
In Permanent 
Housing 



No 
Yes 



(if yes) 
Date of Move-In 



(date) 



Response Category Descriptions: All RRH clients at project entry must have recorded whether the client is 
residing in housing through the Rapid Re-Housing project by indicating “Yes” or “No”.  If “No” is recorded 
at project entry for In Permanent Housing a subsequent edit must be made to specify the date the client 
moves into housing.  For all clients who have answered “Yes” for In Permanent Housing, the date the 
client physically moved into housing must be entered. 



Special Considerations:  None 
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Changes from Previous Data Standards: This is a new data element.  



 



4.18 Housing Assessment Disposition 



Rationale:  To track client disposition following a brief assessment of critical housing needs. This data 
element may be used as part of a coordinated assessment system.  The disposition response categories 
represent the different types of continuum projects or other community assistance to which a client may 
be referred upon presenting to a coordinated assessment project or related point of contact with a 
request for assistance to address a housing a crisis. 



Collection Point(s): At project exit (or update as required based on model). 



Subjects: Head of household. 



Federal Partner Requiring Collection:  HUD [refer to Federal Partner Program Specific pages throughout 
this document.] 



Data Collection Instructions: Indicate the appropriate disposition of the client following a housing crisis 
assessment once at or before project exit. 



Data Element Fields: 



4.18 Housing Assessment Disposition 
Field Names Data Types/Response Categories 
 Assessment 
Disposition 



Referred to emergency shelter/safe haven 
Referred to transitional housing 
Referred to rapid re-housing 
Referred to permanent supportive housing 
Referred to homelessness prevention 
Referred to street outreach 
Referred to other continuum project type 
Referred to a homelessness diversion program 
Unable to refer/accept within continuum; ineligible for continuum 



projects 
Unable to refer/accept within continuum; continuum services 



unavailable  
Referred to other community project (non-continuum) 
Applicant declined referral/acceptance 
Applicant terminated assessment prior to completion 
Other/specify 



(if other/specify) 
Specify 



(text) 



Response Category Descriptions: None. 



Special Considerations:  None. 



Changes from Previous Data Standards: This is a new data element.  
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4.19 Housing Assessment at Exit  



Rationale:  To determine whether clients exiting prevention projects have remained stably housed. 



Collection Point(s):  At project exit. 



Subjects: All clients. 



Federal Partner Requiring Collection:  HUD [refer to Federal Partner Program Specific pages throughout 
this document.] 



Data Collection Instructions:  Determine the response value that best describes the client’s housing 
circumstances from project entry to project exit.   



Data Element Fields:  



4.19  Housing Assessment at Exit 
Field Names Data Types/Response Categories 
Housing Assessment 
at Exit 



Able to maintain the housing they had at project entry 
Moved to new housing unit 
Moved in with family/friends on a temporary basis 
Moved in with family/friends on a permanent basis 
Moved to a transitional or temporary housing facility or program 
Client became homeless – moving to a shelter or other place unfit 



for human habitation 
Client went to jail/prison 
Client died 
Client doesn’t know 
Client refused 



(if able to maintain 
the housing they had 
at project entry) 
Subsidy Information 



Without a subsidy 
With the subsidy they had at project entry 
With an on-going subsidy acquired since project entry 
Only with financial assistance other than a subsidy 



(if moved to new 
housing unit) 
Subsidy Information 



With an ongoing subsidy 
Without an ongoing subsidy 



Response Category Descriptions: “Moved into a transitional or temporary housing facility or program” 
includes transitional housing for homeless and non-homeless persons, treatment facilities, or institutions.  



Special Considerations: None. 



Changes from Previous Data Standards: This is a new data element.  
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HHS:  PATH Program Specific 



The elements shown are those in which least one PATH 
program component is required to collect information.  



X = data collection required         
∆ = data collection is pending approval as of publication of 
the Data Manual and collection is at the discursions of the 
grantee 
 
 



Number Element Street 
Outreach 



Services 
Only 



4.1 Housing Status x x 



4.2 Income and Sources ∆ ∆ 



4.3 Non-Cash Benefits ∆ ∆ 



4.4 Health Insurance ∆ ∆ 



4.5 Physical Disability x x 



4.6 Developmental Disability x x 



4.7 Chronic Health Condition x x 



4.8 HIV/AIDS ∆ ∆ 



4.9 Mental Health Problem x x 



4.10 Substance Abuse x x 



4.12 Contact x x 



4.13 Date of Engagement x x 



4.14 A Services Provided - PATH 
Funded x x 



4.16 A Referrals Provided - PATH x x 



4.20 PATH Status x x 



4.21 Connection with SOAR ∆ ∆ 



  



Projects for Assistance in 
Transition from 
Homelessness (PATH) 
A program of the U.S. 
Department of Health and 
Human Services (HHS) - 
Administered by the Center for 
Mental Health Services, a 
component of the Substance 
Abuse and Mental Health 
Services Administration 
(SAMHSA) 



 



For PATH Program 
information go to: 
http://pathprogram.samhsa.
gov 
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4.14A Services Provided:  PATH Funded 
 



Rationale:  To determine the services which PATH funded that were provided to clients during project 
participation.   



Collection Point(s):  Update as required – each time services are provided. 



Subjects:  Head of Households and adults 



Federal Partner Requiring Collection: HHS: PATH. 



Data Collection Instructions:  Services should be recorded for the individual client to whom they were 
provided; a service that benefits the whole household may be recorded solely for the head of household.  
For each service provided, projects should record the service date and service type.  



Data Element Fields: 



4.14A Services Provided: PATH funded 
Field Names Response Categories 
Date of Service (date) 
Type of PATH 
FUNDED Service 
Provided  



Outreach 
Screening/assessment 
Habilitation/rehabilitation 
Community mental health 
Substance use treatment 
Case management 
Residential supportive services 
Housing minor renovation 
Housing moving assistance 
Housing technical assistance 
Security deposits 
One-time rent for eviction prevention 
Other PATH funded service 



 



Response Category Descriptions: Services provided are those that PATH has funded in a local community 
and with which the client has been connected.  Descriptions of PATH funded services may be found 
at http://pathprogram.samhsa.gov/  



Special Considerations: PATH only records services that are PATH funded.  If providers want to collect 
other services provided then a separate element must be created to distinguish PATH funded services 
from non-PATH funded services.  



Changes from Previous Data Standards: This is a new data element.  



 



4.16A Referrals Provided:  PATH  



Rationale:  To record the number of referrals provided to clients during program participation.   
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Collection Point(s):  Update as required – each time referrals are provided. 



Subjects:  Head of household and adults. 



Federal Partner Requiring Collection: HHS: PATH. 



Data Collection Instructions:  The referrals to be recorded in HMIS are those which the project made for 
the benefit of the client being referred.  In separate fields record the date of referral, the type of referral, 
and outcome for each referral.   



Data Element Fields: 



4.16A Referrals Provided: PATH  
Field Names Data Types/Response Categories 
Date of  
Referral 



(date) 



Type of Referral Community Mental Health 
Substance Use Treatment 
Primary Health Services 
Job Training 
Educational Services 
Relevant Housing Services 
Housing Placement Assistance 
Income Assistance 
Employment Assistance 
Medical Assistance 



(if any referral 
made – for each) 
Select Outcome for 
each  



Attained 
Not attained 
Unknown 



Response Category Descriptions:   



• A PATH referral is recorded each time a referral is made.  If a worker makes three 
referrals for the same service between project entry and exit then all three referrals 
should be recorded.    



• “Attained” means the client was connected and received the service 
• “Not attained” means the client was referred to, but may not have ever been connected 



with, the service or did not actually receive the service 
• “Unknown” means the status of the client’s connection or receipt of service is unknown 



to the provider entering the data. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element.  
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4.20 PATH Status 



Rationale:    To determine the enrollment status for each PATH client in order to count the number of 
enrolled clients. 



Collection Point(s): Update. Collect once at or before exit when enrollment status is determined. 



Subjects: Head of household and adults 



Federal Partner Requiring Collection: HHS: PATH. 



Data Collection Instructions:  A PATH enrollment occurs at the point when a client has formally consented 
to participate in services provided by the PATH project.  PATH projects must report on the number of 
clients enrolled during each operating year.  The date of enrollment may be on or after the project entry 
date and on or after the date of engagement.   



Data Element Fields: 



4.20 PATH Status 
Field Names Data Types/Response Categories 
Date of Status 
Determination 



(date) 



Client Became 
Enrolled in PATH 



No 
Yes 



(if no) 
Reason Not Enrolled 



Client was found ineligible for PATH 
Client was not enrolled for other reason(s) 



Response Category Descriptions: A worker may enroll a client in PATH if the following has occurred: 



1. The worker determined the client to be PATH eligible (homeless or at imminent risk of 
homelessness and seriously mentally ill (SMI)). 



2. The worker recorded at least one contact with the client which could be the contact at 
project entry. [4.12 Contact] 



3. The worker has established a date of engagement with the client which is on or after the date 
of project entry. [4.13 Date of Engagement] 



4. The worker has opened an individual file on the client and the client has agreed to PATH 
enrollment. 



If the client’s case is closed and the client did not enroll in the PATH program, indicate the reason for 
non-enrollment as either “Client was found ineligible for PATH” (not homeless or at imminent risk of 
homelessness and/or not seriously mentally ill) or “Client was not enrolled for any other reason(s)” 
(including but not limited to the client declined enrollment, the client disappeared, etc.)   



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 
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4.21 Connection with SOAR    



Rationale: To identify persons who are connected to the SOAR (SSI/SSDI Outreach, Access and Recovery) 
program.  



Collection Point(s): At project exit.  



Subjects: Head of Household and adults 



Federal Partner Requiring Collection: HHS: PATH. 



Data Collection Instructions: Choose one response category to indicate whether the client has been 
connected to the SOAR program. 



Data Element Fields: 



4.21 Connection with SOAR 
Field Names Data Types/Response Categories 
Connection with 
SOAR 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions: None. 



Special Considerations:  This element will not be required for collection by PATH until OMB has approved 
a new PATH report which is expected in 2015. 



Changes from Previous Data Standards: This is a new data element. 
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HHS:  RHY Program Specific 



The elements shown are only those in which least one RHY program 
component is required to collect information.  



X = data collection is required 
# Element BCPes BCPp MGH SOP TLP DEMO 



4.2 Income and 
Sources   x  x x 



4.3 Non-Cash Benefits   x  x x 



4.4 Health Insurance x x x x x x 



4.5 Physical Disability x x x x x x 



4.6 Developmental 
Disability x x x x x x 



4.7 Chronic Health 
Condition x x x x x x 



4.9 Mental Health 
Problem x x x x x x 



4.10 Substance Abuse x x x x x x 



4.12 Contact    x   



4.13 Date of 
Engagement    x   



4.14 
B 



Services Provided - 
RHY x x x x x x 



4.16 
B 



Referrals Provided 
- RHY x x x x x x 



4.22 RHY:BCP Status x x     



4.23 Sexual Orientation x x x x x x 



4.24 Last Grade 
Completed x x x  x x 



4.25 School Status x x x  x x 



4.26 Employment 
Status x x x  x x 



4.27 General Health 
Status x x x  x x 



4.28 Dental Health 
Status x x x  x x 



4.29 Mental Health 
Status x x x  x x 



4.30 Pregnancy Status x x x x x x 



Runaway and 
Homeless Youth 
Program (RHY) 
A program of the U.S. 
Department of Health and 
Human Services (HHS) - 
Administered by the Family 
and Youth Service Bureau 
(FYSB), a component of the 
Administration for Children 
and Families (ACF) 



 



For RHY Program 
information go to: 
http://www.acf.hhs.gov/pro
grams/fysb/programs/runa
way-homeless-youth  
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# Element BCPes BCPp MGH SOP TLP DEMO 



4.31 



Formerly a Ward 
of Child 
Welfare/Foster 
Care Agency 



x x x  x x 



4.32 
Formerly a Ward 
of Juvenile Justice 
System 



x x x  x x 



4.33 Young Person's 
Critical Issues x x x  x x 



4.34 Referral Source x x x  x x 



4.35 Commercial Sexual 
Exploitation x x x x x x 



4.36 
Transitional, Exit-
care, or Aftercare 
Plan and Actions 



x x x  x x 



4.37 Project 
Completion Status x x x  x x 



4.38 
Family 
Reunification 
Achieved 



x x x  x x 
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4.14B Services Provided:  RHY 



Rationale:  To determine the services provided to youth during project participation.   



Collection Point(s):  Update as required – each time services are provided. 



Subjects:  All clients. 



Federal Partner Requiring Collection: HHS: RHY  



Data Collection Instructions:  Services should be recorded for the youth to whom they were provided; a 
service that benefits the whole household in TLP or MGH may be recorded solely for the youth head of 
household.  For each service provided, projects should record the service date and service type.  



Data Element Fields: 



4.14B Services Provided: RHY  
Field 
Names 



Response Categories BCP- 
Prev. 



BCP- 
ES 



TLP 
& 
MGH 



SOP Demo 



Date of 
Service 



(date) X X X X X 



Type of 
RHY 
Service 



Basic support services X X X  X 
Community service/service 



learning (CSL) 
X X X  X 



Counseling/therapy X X X  X 
Dental care X X X  X 
Education X X X  X 
Employment and training services X X X  X 
Criminal justice/legal services X X X  X 
Life skills training X X X  X 
Parenting education for parent of 



youth 
X X X  X 



Parenting education for youth 
with children 



X X X  X 



Peer (youth) counseling X X X  X 
Post-natal care   X  X 
Pre-natal care   X  X 
Health/medical care  X X X  X 
Psychological or psychiatric care X X X  X 
Recreational activities X X X  X 
Substance abuse assessment 



and/or treatment 
X X X  X 



Substance abuse prevention X X X  X 
Support group X X X  X 
Preventative – overnight interim, 



respite 
X     



Preventative – formal placement 
in an alternative setting 
outside of BCP 



X     
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Preventative – entry into BCP 
after preventative services 



X     



 Street Outreach – Health and 
Hygiene Products Distributed 



   X  



 Street Outreach – Food and Drink 
Items 



   X  



 Street Outreach – Services 
Information/Brochures 



   X  



 



Response Category Descriptions:  



• Components of the RHY program (BCP, TLP, etc.) are only required to collect those services 
indicated with an “X” above. 



• Services provided are those that are provided either by the grant organization or elsewhere in 
the local community and with which the client has been connected.    



•  “Basic support services”: Includes provision of food, clothing, shelter, transportation, etc. 
•  “Community service/service learning (CSL)”: Activities that involve youth in helping others or the 



community.  
• “Counseling/therapy”: The provision of guidance, support, and advice designed to address 



interfamilial problems or help youth decide on a future course of action. (Examples of 
counseling/therapy include crisis intervention, individual youth counseling, home-based services, 
group counseling, outdoor adventure/challenge activities, expressive/art therapy, and 
meditation.) 



• “Dental care”: Provision of dental services by a licensed dentist or other oral health specialist. 
• “Education”: Includes learning disability assessment, tutoring, GED preparation, local school 



enrollment, vocational education, etc. 
• “Employment and training services”: Includes services related to helping young people obtain 



and retain employment, such as assessment, coaching, filling out applications, interviewing, 
practicing and conducting job searches, referrals, and job maintenance skills. 



• “Criminal justice/legal services”: Legal services or guidance provided through an attorney or an 
attorney-supervised paralegal. 



• “Life skills training”: Includes formal and informal coaching and training in communications skills, 
health promotion, conflict/anger management, assertiveness, goal setting, budgeting, life 
planning, nutrition, hygiene, etc. 



• “Parenting education for parent of youth” and “Parenting education for youth with children”: 
Services designed to build improved parenting skills. 



• “Peer (youth) counseling”: Counseling provided by trained youth volunteers or youth staff to the 
young person. 



• “Post-natal care”: Service provided to teen parent. 
• “Pre-natal care”: Service provided to a pregnant teen. 
• “Health/medical care”: Provision of general health care or surgical services by licensed medical 



practitioners. May include prenatal testing, STD testing, and other types of health screening. 
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• “Psychological or psychiatric care”: Provision of assessment or treatment services by a 
licensed/certified medical mental health professional or professional psychologist. 



• “Recreational activities”: Includes sports, arts, and crafts, field trips, nature hikes, etc. 
• “Substance abuse assessment and/or treatment”: Comprehensive assessment of an individual’s 



current or past involvement with alcohol and/or drugs and/or provision of treatment, including 
screening, aimed at stopping their substance abuse. 



• “Substance abuse prevention”: includes activities related to alcohol and drug abuse prevention, 
such as education, group activities, peer coaching, refusal skills, etc. 



• “Support group”: Participation in one or more support groups, such as Alateen, Alcoholics 
Anonymous, Al-Anon, or a faith-based group. 



• “Preventative – overnight interim, respite”: The youth was provided not more than a few nights 
of interim, provisional accommodations at the BCP shelter (for respite, but not as a full program 
participant although within the care and supervision of the program.) This experience could be 
for a “cooling off” period or during transfer to an appropriate permanent living setting. The 
expectation is that the youth returns to the original household or alternative permanent living 
situation in the following day or few days. 



• “Preventative – formal placement in an alternative setting outside of BCP”: It was determined 
that the interests of the youth would be served by placement away from the household of 
residence and not in the BCP shelter. The new living situation should be safe, appropriate and 
suitable to the needs and development of the youth. 



• “Preventative – entry into BCP after preventative services”: The youth was provided more than 
one night of temporary shelter (full intake at the BCP shelter) after prevention efforts during a 
crisis intervention period, with anticipation of reunification with the family or in an alternative 
placement. The youth may have previously received any combination of preventative services. 



• “Street Outreach – Health and Hygiene Products Distributed”: Distribution of health and hygiene 
products such as First Aid or reproductive health products. 



• “Street Outreach – Food and Drink Items”: Distribution of food and drink items or packages. 
• “Street Outreach – Services Information/Brochures”: Distribution of written materials such as 



brochures or fliers. 



Special Considerations: None.  



Changes from Previous Data Standards: This is a new data element.  



 



4.16B Referrals Provided:  RHY  



Rationale:  To record the referrals provided to clients during program participation.   



Collection Point(s):  Update as required – each time referrals are provided. 



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY  
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Data Collection Instructions:  The referrals to be recorded in HMIS are those which the project made for 
the benefit of the client being referred.  In separate fields record the date of referral and the type of 
referral.   



Data Element Fields: 



4.16B Referrals Provided: RHY 
Field Names Data Types/Response Categories 
Date of  
Referral 



(date) 



Type of Referral Child Care Non-TANF 
Supplemental Nutritional Assistance Program (Food Stamps) 
Education – McKinney/Vento Liaison Assistance to Remain in 



School 
HUD Section 8 or Other Permanent Housing Assistance 
Individual Development Account 
Medicaid 
Mentoring Program Other than RHY Agency 
National Service (Americorp, VISTA, Learn and Serve) 
Non-Residential Substance Abuse or Mental Health Program 
Other Public – Federal, State, or Local Program 
Private Non-profit Charity or Foundation Support 
SCHIP 
SSI, SSDI, or other Disability Insurance 
TANF or other Welfare/Non-Disability Income Maintenance (all 



TANF Services) 
Unemployment Insurance 
WIC 
Workforce Development (WIA) 



Response Category Descriptions:  A RHY referral is provided after substantial interaction with the youth or 
family to promote healthy development or strengthen a youth’s assets.  Record all referrals made for the 
youth in HMIS.  A single youth may have multiple referrals of the same type. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element.  



 



4.22 RHY - BCP Status 



Rationale:  To determine the number of homeless persons eligible for FYSB in RHY BCP-funded 
emergency shelter projects. 



Collection Point(s):  In the course of client assessment for purposes of determining eligibility. 



Subjects: All clients. 



Federal Partner Requiring Collection: HHS: RHY. 
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Data Collection Instructions:  The RHY-BCP status occurs at the point which eligibility for FYSB has been 
determined.  The RHY-BCP status date may be on or after the project entry date.     



Data Element Fields: 



4.22 RHY - BCP Status 
Field Names Data Types/Response Categories 
Date of Status 
Determination 



(date) 



FYSB Youth No 
Yes 



(If no) 
Reason for not 
providing services 



Out of age range 
Ward of the State – Immediate Reunification 
Ward of the Criminal Justice System – Immediate Reunification 



   Other 



Response Category Descriptions: Identify as “Yes” as defined by RHY in other guidance. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element.  



 



4.23 Sexual Orientation 



Rationale:  To identify the sexual orientation of youth served in RHY programs. 



Collection Point(s):  At project entry.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category indicating how the client describes their 
sexual orientation. 



Data Element Fields: 



4.23 Sexual Orientation 
Field Names Data Types/Response Categories 
Sexual Orientation Heterosexual 



Gay 
Lesbian 
Bisexual 
Questioning/Unsure 
Client doesn’t know 
Client refused 



Response Category Descriptions: None. 



Special Considerations:  Any questions regarding a client’s sexual orientation must be voluntary and 
clients must be informed prior to responding of the voluntary nature of the question and that their 
refusal to respond will not result in a denial of services. 
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Changes from Previous Data Standards:  This is a new data element. 



 



4.24 Last Grade Completed 



Rationale:  To identify the educational attainment of youth served in RHY projects.   



Collection Point(s):  At project entry.  



Subjects: Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category describing the last grade level completed by 
the client. 



Data Element Fields: 



 4.24 Last Grade Completed 
Field Names Data Types/Response Categories 
Last Grade Completed Less than Grade 5 



Grades 5-6 
Grades 7-8 
Grades 9-11 
Grade 12 
School program does not have grade levels  
GED 
Some college 
Client doesn’t know 
Client refused 



Response Category Descriptions: None. 



Special Considerations: None. 



Changes from Previous Data Standards: Under the previous data standards, Optional Data Element 4.15B 
outlined collection of data pertaining to educational attainment.  The Optional Data Element has been 
retired in favor of the one defined here to meet the requirements of the Federal Partners. 



 



4.25 School Status  



Rationale:  To identify the educational status of youth served in RHY projects. 



Collection Point(s):  At project entry.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category describing the client’s school status.  If the 
client is currently in school and school is not in session at the time of the client’s project entry, this 
question pertains to the school year just completed. 
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Data Element Fields: 



4.25 School Status 
Field Names Data Types/Response Categories 
School Status Attending school regularly 



Attending school irregularly 
Graduated from high school 
Obtained GED 
Dropped out 
Suspended 
Expelled 
Client doesn’t know 
Client refused 



Response Category Descriptions: None. 



Special Considerations: None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.26 Employment Status 



Rationale:  To assess client’s employment status and need for employment services. 



Collection Point(s): At project entry and project exit. 



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Enter the date that the information was collected from the client or to 
which the information is relevant.  For example, if information is collected several days after project 
entry, it may be entered using an Information date that is the same as the entry date as long as the 
information accurately reflects the client’s income as of the entry date.  Select the response category that 
most accurately reflects the client’s employment status.  



Data Element Fields: 



4.26 Employment Status 
Field Names Data Types/Response Categories 
Information Date (date) 
Employed No 



Yes 
Client doesn’t know 
Client refused 



(if yes) 
Type of employment 



Full-time 
Part-time 
Seasonal/sporadic (including day labor) 



(if no) 
Why not employed 



Looking for work 
Unable to work 
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Not looking for work 



Response Category Descriptions:  



• “Seasonal/sporadic (including day labor)”:  Youth is employed occasionally, with periods of 
unemployment interspersed with employment.  This includes summer or holiday-specific 
employment. 



• “Looking for work”:  Youth is not employed and is actively looking for work. 



• “Unable to work”:  Youth is not employed because he or she is unable to work due to a physical 
disability, a developmental disability, or an illness. 



• “Not looking for work”: Youth is not employed and is not looking for employment. 



Special Considerations:  Projects may ask additional information about a person’s employment status, 
including more detailed information on the type of employment. 



Changes from Previous Data Standards:   



• Under the previous data standards, Optional Data Element 4.15A outlined collection of data 
pertaining to employment status.  The Optional Data Element has been retired in favor of the one 
defined here to meet the requirements of Federal Partners.   



• Under the previous data standards, this data element was optional; it has been re-classified as a 
Program-Specific Data Element. 



• Information date is a new field.   
• Under the previous data standards, this data element was collected for all adults and 



unaccompanied youth.  This has been changed so that data collection is required for all heads of 
household and youth. 
 



4.27 General Health Status  



Rationale:  Information on general health status is a first step to identifying what types of health services 
a client may need.  This element permits comparison between homeless youth to other youth their age. 



Collection Point(s):  At project entry and project exit. 



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection:  HHS: RHY. 



Data Collection Instructions:  Ask the youth to select one of the response options and record the option 
selected by the youth.  



Data Element Fields: 



4.27 General Health Status 
Field Names Data Types/Response Categories 
General Health 
Status 



Excellent 
Very good 
Good 
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Fair 
Poor 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.28 Dental Health Status 



Rationale:  To assess client’s dental health status.  This element permits comparison between homeless 
youth to other youth their age. 



Collection Point(s):  At project entry and project exit.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions: Ask the youth to select one of the response options and record the option 
selected by the youth.  



Data Element Fields: 



4.28 Dental Health Status 
Field Names Data Types/Response Categories 
Dental Health Status Excellent 



Very Good 
Good 
Fair 
Poor 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.29 Mental Health Status  



Rationale:  To assess client’s mental health status at exit. This element permits comparison between 
homeless youth to other youth their age. 



Collection Point(s):  At project entry and project exit.  



Subjects:  Head of household and youth age 18 or older. 
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Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Ask the youth to select one of the response options and record the option 
selected by the youth.  



Data Element Fields: 



4.29 Mental Health Status 
Field Names Data Types/Response Categories 
Mental Health Status Excellent 



Very good 
Good 
Fair 
Poor 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



  



4.30 Pregnancy Status  



Rationale:  To determine the number of women entering continuum projects while pregnant and to 
determine eligibility for benefits and need for services. 



Collection Point(s):  At project entry and update.  



Subjects:  All females. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  In separate fields, indicate if a client is pregnant and, if so, the due date.  If 
the exact date is unknown, projects are encouraged to record as much of the date as known.  Default to 
January, the first day of the month, and current year for any part of the due date not known.  
Communities that already have a policy of entering another approximate day may continue this policy.   



Data Element Fields: 



4.30 Pregnancy Status 
Field Names Data Types/Response Categories 
Pregnancy Status No 



Yes 
Client doesn’t know 
Client refused 



(If yes) Due Date (date) 



Response Category Descriptions:  If Due Date is unknown, default to January first of current year. 



Special Considerations:  None. 
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Changes from Previous Data Standards:  None. 



 



4.31 Formerly a Ward of Child Welfare/Foster Care Agency 



Rationale:  To identify clients with child welfare or foster care histories. 



Collection Point(s):  At project entry.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category to indicate whether the client was formerly 
the responsibility of the child welfare or foster care agency.   



Data Element Fields: 



4.31 Formerly a Ward of Child Welfare/Foster Care Agency 
Field Names Data Types/Response Categories 
Formerly a Ward of 
Child Welfare or 
Foster Care Agency 



No  
Yes 
Client doesn’t know 
Client refused 



(If yes) 
Number of Years 
 



Less than one year 
1 to 2 years   
3 to 5 or more years 



(If number of years is 
less than one year) 
Number of Months 



(a number between 1 and 11) 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.32 Formerly a Ward of Juvenile Justice System 



Rationale:  To identify clients with juvenile justice histories. 



Collection Point(s):  At project entry.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category to indicate whether the client was formerly 
the responsibility of the juvenile justice system.   
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Data Element Fields: 



4.32 Formerly a Ward of the Juvenile Justice System 
Field Names Data Types/Response Categories 
Formerly a Ward of 
the Juvenile Justice 
System 
 



No  
Yes 
Client doesn’t know 
Client refused 



(If yes) 
Number of Years 
 



Less than one year 
1 to 2 years  
3 to 5 or more years 



(If number of years is 
Less than one year) 
Number of Months 



(a number between 1 and 11) 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.33 Young Person’s Critical Issues 



Rationale:  To identify specific issues faced by youth in RHY programs. 



Collection Point(s):  Project Entry  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose appropriate response categories to identify the young person’s 
critical issues, as identified by staff and the young person.  These categories are for reporting purposes 
and are therefore general and broad.   



Data Element Fields: 



4.33 Young Person’s Critical Issues 
Field Names Data Types/Response Categories 
Household Dynamics  No 



Yes 
Sexual Orientation/Gender Identity – 
Youth 



No 
Yes 



Sexual Orientation/Gender Identity – 
Family member 



No 
Yes 



Housing Issues – Youth No 
Yes 



Housing Issues – Family member No 
Yes 



School or Educational Issues – Youth No 
Yes 
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School or Educational Issues – Family 
member 



No 
Yes 



Unemployment – Youth No 
Yes 



Unemployment – Family member No 
Yes 



Mental Health Issues – Youth No 
Yes 



Mental Health Issues - Family 
member 



No 
Yes 



Health Issues – Youth No 
Yes 



Health Issues – Family member No 
Yes 



Physical Disability – Youth No 
Yes 



Physical Disability - Family member No 
Yes 



Mental Disability – Youth No 
Yes 



Mental Disability – Family member No 
Yes 



Abuse and Neglect – Youth No 
Yes 



Abuse and Neglect - Family member No 
Yes 



Alcohol or other drug abuse – Youth No 
Yes 



Alcohol or other drug abuse – Family 
member 



No 
Yes 



Insufficient Income to support youth 
– Family member 



No 
Yes 



Active Military Parent – Family 
member 



No 
Yes 



Incarcerated Parent of Youth No  
Yes 



(If ‘Incarcerated Parent of Youth’ is 
yes) 
Please specify 



One parent/legal guardian is incarcerated 
Both parents/legal guardians are incarcerated 
The only parent/legal guardian is incarcerated 



Response Category Descriptions:   



• Household dynamics: Issues related to interactions and interrelationships within the household 
(for example, frequent arguments between household members.) 



• Housing Issues: Issues related to lack of sufficient housing or shelter. 



• Abuse and neglect: Physical, sexual, or emotional abuse, or neglect. 
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• Insufficient Income to support youth: Issues related to insufficient incomes of the parents/legal 
guardians to support the basic needs of the youth (e.g., food, clothing, and shelter.) 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.34 Referral Source 



Rationale:  To identify the source of referral for incoming clients. 



Collection Point(s):  At project entry.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category to indicate the individual or organization 
through which the client was advised about, sent, or directed to your project. 



Data Element Fields: 



4.34 Referral Source 
Field Names Data Types/Response Categories 
Referral Source Self-Referral 



Individual: Parent/Guardian 
Individual: Relative or Friend 
Individual: Other Adult or Youth 
Individual: Partner/Spouse 
Individual: Foster Parent 
Outreach Project: FYSB  
Outreach Project: Other 
Temporary Shelter: FYSB Basic Center Project 
Temporary Shelter: Other Youth Only Emergency Shelter 
Temporary Shelter: Emergency Shelter for Families 
Temporary Shelter: Emergency Shelter for Individuals 
Temporary Shelter: Domestic Violence Shelter 
Temporary Shelter: Safe Place 
Temporary Shelter: Other 
Residential Project: FYSB Transitional Living Project 
Residential Project: Other Transitional Living Project 
Residential Project: Group Home 
Residential Project: Independent Living Project 
Residential Project: Job Corps 
Residential Project: Drug Treatment Center 
Residential Project: Treatment Center 
Residential Project: Educational Institute 
Residential Project: Other Agency project 
Residential Project: Other Project 
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Hotline: National Runaway Switchboard 
Hotline: Other 
Other Agency: Child Welfare/CPS 
Other Agency: Non-Residential Independent Living Project 
Other Project Operated by your Agency 
Other Youth Services Agency 
Juvenile Justice 
Law Enforcement/Police 
Religious Organization 
Mental Hospital 
School 
Other Organization 
Client doesn’t know 
Client refused 



(If Outreach Project: 
FYSB was selected) 
Number of times 
approached by outreach 
prior to entering the 
project 



 
Integer response 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.35 Commercial Sexual Exploitation  



Rationale:  To assess the extent of sexual exploitation among homeless youth.   



Collection Point(s):  At project entry.  



Subjects:  Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Indicate if the client has been commercially exploited for sex prior to 
entering the project. If so, indicate the number of times and whether the client was asked or made to do 
so.   



Data Element Fields: 



4.35 Commercial Sexual Exploitation 
Field Names Data Types/Response Categories 
Received something 
in exchange for sex in 
the past three 
months 



No 
Yes 
Client doesn’t know 
Client refused 



(if yes) 1-3 
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Number of times 4-7 
8-30 
More than 30 
Client doesn’t know 
Client refused 



(if yes) 
Did someone 
ask/make you have 
sex? 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.36 Transitional, Exit-care, or Aftercare Plans and Actions 



Rationale: To identify the extent of transitional, exit and aftercare plans and actions which were afforded 
to RHY clients. 



Collection Point(s):  At project exit.  



Subjects: Head of household and youth age 18 or older. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Record a response for all plans and actions listed. 



Data Element Fields: 



4.36 Transitional, Exit-care, or Aftercare Plans and Actions 
Field Names Data Types/Response Categories 
A written transitional, aftercare or 
follow-up plan or agreement 
 



No 
Yes 
Client refused 



Advice about and/or referral to 
appropriate mainstream assistance 
programs 
 



No 
Yes 
Client refused 



Placement in appropriate, 
permanent, stable housing (not a 
shelter) 



No 
Yes 
Client refused 



Due to unavoidable circumstances or 
scarcities of appropriate housing, 
the youth must be transported or 
accompanied to a temporary shelter 



No 
Yes 
Client refused 



Exit counseling No 
Yes 
Client refused 



A course of further follow-up No 
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treatment or services Yes 
Client refused 



A follow-up meeting or series of 
staff/youth meetings or contacts has 
been scheduled 



No 
Yes 
Client refused 



A "package" of such things as maps, 
information about local shelters and 
resources 



No 
Yes 
Client refused 



Other No 
Yes 
Client refused 



Response Category Descriptions:   



• A written transitional, aftercare or follow-up plan or agreement: Plan or agreement has been 
worked out with the youth, understood, and agreed to. 



• Advice about and/or referral to appropriate mainstream assistance programs: Advice or referral 
has been provided. 



• Placement in appropriate, permanent, stable housing (not a shelter): This goes beyond mere 
referral to mainstream housing assistance and assumes the youth is eligible for and guaranteed 
an immediately available or reserved slot with a waiting period for reserved accommodations of 
no longer than 2 weeks and suitable interim arrangements. 



• Due to unavoidable circumstances or scarcities of appropriate housing, the youth must be 
transported or accompanied to a temporary shelter: The shelter must be able to provide age-
appropriate safety, security and services, and supervision if available. 



• Exit counseling: Exit counseling has been provided, including at a minimum, a discussion between 
staff and the youth of exit options, resources, and destinations appropriate for their well-being 
and continued progress, possibly including continued follow-up. 



• A course of further follow-up treatment or services: Follow-up treatment or services (e.g., 
incremental family reunification, formal or informal counseling, etc.) has been prescribed and 
scheduled, via referral, or on a non-residential, drop-in, or appointment basis. 



• A follow-up meeting or series of staff/youth meetings or contacts has been scheduled: To be held 
after youth has departed the program. 



• A "package" of such things as maps, information about local shelters and resources: “Package” 
may also include a phone card, fare tokens, healthy snacks, etc. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.37 Project Completion Status 



Rationale:  To identify whether the youth completed the project or exited without completion. 
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Collection Point(s): At project exit.  



Subjects: Head of household and youth. 



Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category that describes the youth’s project 
completion status.  If the youth left early, was expelled or was otherwise involuntarily discharged from 
the project, choose the major reason for leaving.  



Data Element Fields: 



4.37 Project Completion Status 
Field Names Data Types/Response Categories 
Project Completion 
Status 



Completed project 
Youth voluntarily left early 
Youth was expelled or otherwise involuntarily discharged from 



project 
(If Youth voluntarily left 
early) 



Select the major reason 



Left for other opportunities – Independent living 
Left for other opportunities - Education 
Left for other opportunities - Military 
Left for other opportunities - Other 
Needs could not be met by project 



(If Youth was expelled or 
otherwise involuntarily 
discharged from project) 



Select the major reason 



Criminal activity/destruction of property/violence 
Non-compliance with project rules 
Non-payment of rent/occupancy charge 
Reached maximum time allowed by project 
Project terminated 
Unknown/disappeared 



Response Category Descriptions:   



• “Completed project”: The youth completed the project. 



• “Youth voluntarily left early”: The youth voluntarily terminated from the program to pursue other 
opportunities or with no definite plan. 



• “Youth was expelled or otherwise involuntarily discharged from project”: The youth was 
involuntarily terminated from the program with no plan or invitation to return. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.38 Family Reunification Achieved 



Rationale:  To identify youth that achieved family reunification. 



Collection Point(s):  At project exit.  



Subjects:  Head of household and youth. 



87 | P a g e  



 











Federal Partner Requiring Collection: HHS: RHY. 



Data Collection Instructions:  Choose one response category to indicate whether family reunification was 
achieved at project exit.   



Data Element Fields: 



4.38 Family Reunification Achieved 
Field Names Data Types/Response Categories 
Family Reunification 
Achieved 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 
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HUD:  ESG Program Specific 



The elements shown are only those in which at least one ESG 
program component is required to collect information.  



X = data collection is required 
? = data collection is determined by how the CoC has structured 
the coordinated assessment in their area.   Placement of the 
element would be required for any project that is conducting a 
coordinated assessment.  This may be across multiple projects 
or sited in a central access point or coordinated intake center. 
 



# Element 
ES 
e/e 



ES 
nbn 



Homelessness 
Prevention 



RRH 
Street 
Outreach 



4.2 
Income and 
Sources 



x  x x x 



4.3 
Non-Cash 
Benefits 



x  x x x 



4.4 
Health 
Insurance 



x 
 



x x x 



4.5 
Physical 
Disability 



x x x x x 



4.6 
Developmental 
Disability 



x x x x x 



4.7 
Chronic Health 
Condition 



x x x x x 



4.8 HIV/AIDS x x x x x 



4.9 
Mental Health 
Problem 



x x x x x 



4.10 
Substance 
Abuse 



x x x x x 



4.11 
Domestic 
Violence 



x x x x x 



4.12 Contact  x   x 



4.13 
Date of 
Engagement 



 x   x 



4.17 
Residential 
Move-in Date 



   x  



  



Emergency Solutions 
Grant 
A program of the U.S. 
Department of Housing and 
Urban Development - 
Administered by the office of 
Special Needs Assistance 
Programs (SNAPS), a 
component of Community 
Planning and Development 
(CPD) 



 



For ESG Program 
information go to: 
https://www.HUDExchange.inf
o/esg/  
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# Element 
ES 
e/e 



ES 
nbn 



Homelessness 
Prevention 



RRH 
Street 
Outreach 



4.18 
Housing 
Assessment 
Disposition 



? ? ? ? ? 



4.19 
Housing 
Assessment at 
Exit 



  x   
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HUD:  CoC Program Specific 



The elements shown are only those in which least one CoC program 
component is required to collect information.  



X = data collection is required 
* = data collection is required only for Supportive Services Only 
components which are funded to provide Street Outreach 
? = data collection is determined by how the CoC has structured the 
coordinated assessment in their area.   Placement of the element would be 
required for any project that is conducting a coordinated assessment.  This 
may be across multiple projects or sited in a central access point or 
coordinated intake center. 
 



# Element 



Homeless-
ness 
Prevention
2 



PSH RRH 



Sup-
portive 
Services 
Only 



TH 



4.2 Income and 
Sources x x x x x 



4.3 Non-Cash 
Benefits x x x x x 



4.4 Health 
Insurance x x x x x 



4.5 Physical 
Disability x x x x x 



4.6 
Develop-
mental 
Disability 



x x x x x 



4.7 
Chronic 
Health 
Condition 



x x x x x 



4.8 HIV/AIDS x x x x x 



4.9 
Mental 
Health 
Problem 



x x x x x 



4.10 Substance 
Abuse x x x x x 



4.11 Domestic 
Violence x x x x x 



4.12 Contact    *  



4.13 Date of 
Engagement    *  



2 Only CoCs designated as “High Performing Communities” may use CoC Program funding for 
 homelessness prevention. 



Continuum of 
Care Program 
(CoC) 



 A 
program of the U.S. 
Department of 
Housing and Urban 
Development - 
Administered by the 
office of Special 
Needs Assistance 
Programs (SNAPS), a 
component of 
Community Planning 
and Development 
(CPD) 



 



For CoC Program 
information go to: 
https://www.HUDEx
change.info/coc/  
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# Element 
Homeless-
ness 
Prevention 



PSH RRH 



Sup-
portive 
Services 
Only 



TH 



4.17 
Residential 
Move-in 
Date 



  x   



4.18 
Housing 
Assessment 
Disposition 



? ? ? ? ? 



4.19 
Housing 
Assessment 
at Exit 



x     
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HUD:  HOPWA Program Specific 



The elements shown are only those in which least one HOPWA 
program component is required to collect information.  



X = data collection is required 



# Element Hotel 
Motel 



Housing 
Info PH 



PH  
Place- 
ment 



Short 
Term 
Housing 



STR
MU TH 



4.1 
Housing 
Status 



x x x x x x x 



4.2 
Income 
and 
Sources 



x x x x x x x 



4.3 
Non-Cash 
Benefits 



x x x x x x x 



4.4 
Health 
Insurance 



x x x x x x x 



4.5 
Physical 
Disability 



x x x x x x x 



4.6 
Develop-
mental 
Disability 



x x x x x x x 



4.7 
Chronic 
Health 
Condition 



x x x x x x x 



4.8 HIV/AIDS x x x x x x x 



4.9 
Mental 
Health 
Problem 



x x x x x x x 



4.10 
Substance 
Abuse 



x x x x x x x 



4.11 
Domestic 
Violence 



x x x x x x x 



4.14 
C 



Services 
Provided - 
HOPWA 



x x x x x x x 



4.15 
A 



Financial 
Assistance 
- HOPWA 



   x  x  



Housing 
Opportunities 
for Persons 
with AIDS 
(HOPWA) 



 A 
program of the U.S. 
Department of 
Housing & Urban 
Development 
(HUD) – HIV/AIDS 
Housing, a 
component of 
Community 
Planning & 
Development (CPD) 



 



For HOPWA 
Program 
information go to: 
https://www.HUDE
xchange.info/hopw
a/  
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# Element Hotel 
Motel 



Housing 
Info PH 



PH  
Place- 
ment 



Short 
Term 
Housing 



STR
MU TH 



4.19 
Housing 
Assessmen
t at Exit 



x x x x x x x 



4.39 
Medical 
Assistance 



x x x x x x x 



 



4.14C Services Provided:  HOPWA 



Rationale:  To determine the services provided to clients during project participation.   



Collection Point(s):  Update as services are provided – each time services are provided. HOPWA requires 
that all stayers at the end of the grant operating year, prior to the generation of their Annual Report 
(CAPER or APR), update services for all clients.  



Subjects:  All clients. 



Federal Partner Requiring Collection: HUD: HOPWA. 



Data Collection Instructions:  Services should be recorded for the client in the household with HIV/AIDS to 
whom they were provided; a service that benefits the whole household may be recorded solely for the 
head of household.  For each service provided, projects should record the service date and service type.  



Data Element Fields: 



4.14C Services Provided: HOPWA 
Field Names Response Categories 
Date of Service (date) 
Type of Service Adult day care and personal assistance 



Case management 
Child care 
Criminal justice/legal services 
Education 
Employment and training services 
Food/meals/nutritional services 
Health/medical care 
Life skills training 
Mental health care/counseling 
Outreach and/or engagement 
Substance abuse services/treatment 
Transportation 
Other HOPWA funded service 



 



Response Category Descriptions: HOPWA has identified the service responses as required by all HOPWA 
funded projects. 



94 | P a g e  



 











Special Considerations:  None 



Changes from Previous Data Standards: This is a new data element.  



 



4.15A Financial Assistance:  HOPWA 



Rationale:  To track financial assistance provided to clients in Permanent Housing Placement or STRMU 
during project participation. 



Collection Point(s): Update as required – each time financial assistance is provided. 



Subjects:  Head of household who receives Financial Assistance from HOPWA through Permanent 
Housing Placement (PHP) or Short-Term Rent, Mortgage, Utility Assistance (STRMU)  



Federal Partner Requiring Collection: HUD: HOPWA. 



Data Collection Instructions:  Financial Assistance records payments made by the project on behalf of or 
for the benefit of the client.  For each instance of financial assistance provided, there should be one and 
only one record created.  Records of financial assistance should be attached to the head of household.  



Data Element Fields: 



4.15A Financial Assistance: HOPWA  
Field Names Data Types/Response 



Categories 
PHP STRMU 



Date of 
Financial 
Assistance 



(date) X X 



Financial 
Assistance 
Types 



Rental assistance X X 



 Security deposits X  



 Utility deposits X  



 Utility payments X X 



 Mortgage assistance  X 



Financial 
Assistance 
Amount 



(currency) X X 



Response Category Descriptions:  Financial Assistance is to record HOPWA funding provided to a client.  
Components of the HOPWA program (PHP and STRMU) are only allowed to provide financial assistance 
to the items indicated with an “X” above.  For specific program information on HOPWA refer to guidance 
provided by the program at https://www.HUDExchange.info/hopwa/ 



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 
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4.39  Medical Assistance 



Rationale:  Medical assistance information is important to determine whether HIV positive clients are 
accessing medical assistance benefits for which they may be eligible. 



Collection Point(s): At project entry and project exit. Update during project stay as needed.     



Subjects: All household members with HIV/AIDS. 



Federal Partner Requiring Collection: HUD: HOPWA. 



Data Collection Instructions:  Enter the date on which the information was collected. For each source of 
medical assistance listed below, determine if the client is presently receiving the medical assistance 
specified.  Clients may identify multiple sources of medical assistance. If the client is not receiving 
medical assistance, enter the reason why such insurance is not being received. 



 Data Element Fields: 



4.39 Medical Assistance  
Field Names Data Types/Response Categories 
Information Date (date) 
Receiving Public 
HIV/AIDS Medical 
Assistance 



No 
Yes 
Client doesn’t know 
Client refused 



 (if no) Reason Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



Receiving AIDS Drug 
Assistance Program 
(ADAP) 



No 
Yes 
Client doesn’t know 
Client refused 



 (if no) Reason Applied; decision pending 
Applied; client not eligible 
Client did not apply 
Insurance type N/A for this client 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None 



Special Considerations: None 



Changes from Previous Data Standards:  This is a new data element. 
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HUD:  RHSP Program Specific 



4.40 Worst Housing Situation    



Rationale: To identify persons who are in the worst housing situations 
in a geographic area and are being served through the Rural Housing 
Stability Assistance Program (RHSP), when implemented.  



Collection Point(s): At project entry.  



Subjects: All clients. 



Federal Partner Requiring Collection: HUD: RHSP. 



Data Collection Instructions: Choose one response category to indicate 
whether the household is currently residing in a worst housing 
situation. 



Data Element Fields: 



4.40 Worst Housing Situation 
Field Names Data Types/Response Categories 
Worst Housing 
Situation 



No 
Yes 
Client doesn’t know 
Client refused 



Response Category Descriptions:  Worst Housing Situation will be 
defined by HUD upon funding; refer 
to https://www.HUDExchange.info/rhsp/ for detailed information. 



Special Considerations: None. 



Changes from Previous Data Standards: This is a new data element. 



  Rural Housing 
Stability Assistance 
Program (RHSP) 
A program of the U.S. 
Department of Housing 
and Urban Development - 
Administered by the office 
of Special Needs 
Assistance Programs 
(SNAPS), a component of 
Community Planning and 
Development (CPD) 



 



For RHSP Program 
information go to: 
https://www.HUDExcha
nge.info/rhsp/  
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VA Program Specific 



The elements shown are only those in which least one VA program 
component is required to collect information.  



X = data collection is required 
 



# Element HCHVEH 
HCHV  



RT 



HCHV 



DOM 



HCHV  



SH 
GPD 



CWT  



TR 
SSVF 



4.2 Income and 
Sources       x 



4.3 Non-Cash 
Benefits       x 



4.4 Health 
Insurance       x 



4.14 
D 



Services 
Provided – 
SSVF 



      x 



4.15 
B 



Financial 
Assistance - 
SSVF 



      x 



4.17 
Residential 
Move-in 
Date 



      
x 



(RRH 
only) 



4.41 Veteran's 
Information       x 



4.42 
Percent of 
AMI (SSVF 
Eligibility) 



      x 



4.43 
Last 
Permanent 
Address 



      x 



  



Veteran Affairs 
(VA) 



  
 



For VA Program 
information go to: 
http://www.va.gov/ho
meless/  
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4.14D Services Provided:  SSVF  
 



Rationale:  To determine the VA Funded services provided to clients during project participation.   



Collection Point(s):  Update as required – each time services are provided. 



Subjects:  All clients. 



Federal Partner Requiring Collection: VA [refer to VA Program Specific page] 



Data Collection Instructions:  SSVF services should be recorded for the individual client to whom they 
were provided; a service that benefits the whole household should be recorded solely for the head of 
household.  For each service provided, projects should record the service date and service type.  



Data Element Fields: 



4.14D Services Provided: SSVF 
Field Names Response Categories 
Date of Service (date) 
Type of Service Outreach services 



Case management services 
Assistance obtaining VA benefits 
Assistance obtaining/coordinating other public benefits 
Direct provision of other public benefits 
Other (non-TFA) supportive service approved by VA 



(If Assistance 
obtaining VA benefits) 
Specify 



VA vocational and rehabilitation counseling 
Employment and training services 
Educational assistance 
Health care services 



(If Assistance 
obtaining/coordinating 
other public benefits) 
Specify 



Health care services 
Daily living services 
Personal financial planning services 
Transportation services 
Income support services 
Fiduciary and representative payee services 
Legal services – child support 
Legal services – eviction prevention 
Legal services – outstanding fines and penalties 
Legal services – restore/acquire driver’s license 
Legal services – other 
Child care 
Housing counseling 



(If Direct provision of 
other public benefits) 
Specify 



Personal financial planning services 
Transportation services 
Income support services 
Fiduciary and representative payee services 
Legal services – child support 
Legal services – eviction prevention 
Legal services – outstanding fines and penalties 



99 | P a g e  



 











Legal services – restore/acquire driver’s license 
Legal services – other 
Child care 
Housing counseling 



(If Other (non-TFA) 
supportive service 
approved by VA) 
Specify 



(text box) 



Response Category Descriptions:  SSVF grantees should refer to guidance provided by VA for specific 
definitions. 



Special Considerations:  None. 



Changes from Previous Data Standards: This is a new data element. 



 



4.15B Financial Assistance: SSVF 



Rationale:  To track financial assistance provided to clients during project participation. 



Collection Point(s): Update as required – each time financial assistance is provided. 



Subjects:  All clients (limited to those who receive financial assistance). 



Federal Partner Requiring Collection: VA [refer to VA Program Specific page] 



Data Collection Instructions:  Financial Assistance records payments made by the project on behalf of or 
for the benefit of the client.  Unless the financial assistance provided was for the particular benefit of a 
single household member, records of financial assistance should be attached to the head of household.  



Data Element Fields: 



4.15B Financial Assistance Provided:  VA - SSVF 
Field Names Data Types/Response Categories 
Date of Financial 
Assistance 



(date) 



Financial 
Assistance Amount 



(currency) 



Financial 
Assistance Type 



Rental assistance 
Utility fee payment assistance 
Security deposit 
Utility deposit 
Moving costs 
Transportation services:  tokens/vouchers 
Transportation services:  vehicle repair/maintenance 
Child Care 
General housing stability assistance - emergency supplies 
General housing stability assistance - other 
Emergency housing assistance 
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Response Category Descriptions: SSVF grantees should refer to guidance provided by VA for specific 
definitions.  



Special Considerations:  None. 



Changes from Previous Data Standards:  This is a new data element. 



 



4.41 Veteran’s Information 



Rationale:  To collect a detailed profile of veterans experiencing homelessness and to help identify clients 
who may be eligible for VA projects and benefits.   



Collection Point(s):  At client record creation or at the first project entry entered by a project collecting 
this data element.  



Subjects:  All persons who answered “Yes” to HMIS Element 3.7 - Veteran Status. 



Federal Partner Requiring Collection: VA [refer to VA Program Specific page] 



Data Collection Instructions: In separate fields, record the years in which the client entered / separated 
from military service, experience in theatres of operations, branch of service, and discharge status.  For 
veterans who served in more than one branch of the military, select the branch in which the veteran 
spent the most time.  In the event that a client’s discharge status is upgraded during enrollment, the 
record should be edited to reflect the change. 



Data Element Fields: 



4.41 Veteran’s Information 



Field Names Data Types/Response Categories 
Year Entered 
Military Service 



(year) 



Year Separated 
from Military 
Service 



(year) 



Theatre of 
Operations: World 
War II 



No 
Yes 
Client doesn’t know 
Client refused 



Theatre of 
Operations: Korean 
War 



No 
Yes 
Client doesn’t know 
Client refused 



Theatre of 
Operations: 
Vietnam War 



No 
Yes 
Client doesn’t know 
Client refused 



Theatre of 
Operations: Persian 



No 
Yes 
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Gulf War (Operation 
Desert Storm) 



Client doesn’t know 
Client refused 



Theatre of 
Operations:  
Afghanistan 
(Operation Enduring 
Freedom) 
 



No 
Yes 
Client doesn’t know 



Client refused 



Theatre of 
Operations:  
Iraq (Operation Iraqi 
Freedom) 
 



No 
Yes 
Client doesn’t know 
Client refused 



Theatre of 
Operations:  
Iraq (Operation New 
Dawn) 
 



No 
Yes 
Client doesn’t know 
Client refused 



Theatre of 
Operations:  
Other Peace-
keeping Operations 
or Military 
Interventions (such 
as Lebanon, 
Panama, Somalia, 
Bosnia, Kosovo) 



No 
Yes 
Client doesn’t know 
Client refused 



Branch of the 
Military  
  
 



Army 
Air Force 
Navy 
Marines 
Coast Guard 
Client doesn’t know 
Client refused 



Discharge Status 
 



Honorable 
General under honorable conditions 
Under other than honorable conditions (OTH) 
Bad conduct 
Dishonorable 
Uncharacterized 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 
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Changes from Previous Data Standards:  Under the previous data standards, Optional Data Element 4.15E 
outlined collection of data pertaining to military service beyond the universal Veteran Status Data 
Element.  The Optional Data Element has been retired in favor of the one defined here to meet the 
requirements of Federal Partners. 



 



4.42 Percent of AMI  



Rationale:  To document eligibility for SSVF programs.   



Collection Point(s):  At project entry.  



Subjects:  Head of household. 



Federal Partner Requiring Collection: VA [refer to VA Program Specific page] 



Data Collection Instructions:  Indicate household income as a percentage of area median income (AMI), 
as published annually by HUD (http://www.huduser.org). 



Data Element Fields: 



4.42 Percent of AMI 
Field Names Data Types/Response categories 
Household Income 
as a Percentage of 
AMI 



Less than 30% 
30% to 50% 
Greater than 50%  



Response Category Descriptions:  None. 



Special Considerations: Percent of AMI may not be auto-calculated by the HMIS application; it must be 
entered by the user. 



Changes from Previous Data Standards: This is a new data element. 



 



4.43 Last Permanent Address 



Rationale:  To record the last address for persons experiencing homelessness or the current address for 
persons at-risk of homelessness.   



Collection Point(s):  At project entry.  



Subjects:  Head of household and adults. 



Federal Partner Requiring Collection: VA [refer to VA Program Specific page] 



Data Collection Instructions:  Record the street address, city, state, and ZIP code of the apartment, room, 
or house where the client last lived for 90 days or more.  Addresses of emergency shelters should NOT be 
recorded here.  In a separate field, record the address data quality.  
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Data Element Fields: 



4.43 Last Permanent Address 



Field Names Data Types/Response Categories 
Street Address (text) 
City    (text) 
State (text) 
ZIP Code (text) 
Address Data 
Quality 



Full address reported 
Incomplete or estimated address reported 
Client doesn’t know 
Client refused 



Response Category Descriptions:  None. 



Special Considerations:  None. 



Changes from Previous Data Standards: This is a new data element. 



 



104 | P a g e  



 











 



Exhibit 1:  Universal Data Element Collection Summary 



**Program Specific Data Element Collection Summaries will be available for each federal partner program in the HMIS Program Manuals. 



Data Element Collected For When Collected 
All HoH HoH and 



Adults 
Adults 



Record 
Creation 



Project 
Entry Update  



Project 
Exit 



3.1 Name X    X    
3.2 Social Security Number X    X    
3.3 Date of Birth X    X    
3.4 Race  X    X    
3.5 Ethnicity X    X    
3.6 Gender  X    X    
3.7 Veteran Status    X X    
3.8 Disabling Condition    X  X   
3.9 Residence Prior to Project Entry   X   X   



3.10 Project Entry Date X     X   
3.11 Project Exit Date X       X 
3.12 Destination   X     X 
3.13 Personal ID X    X    
3.14 Household ID X     X   
3.15 Relationship to Head of Household X     X   
3.16  Client Location  X    X X  
3.17 Length of Time on Street, in an Emergency 



Shelter or Safe Haven 
 



  X   X   
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Exhibit 2:  Federal Partner Grant Programs, Eligible Components/Activities and HMIS Project Types 
This table serves as a source reference for: 



1. Identification of all HMIS Federal Partner programs and components use of HMIS. 
2. Identification of the Program and Program Component/Activity Abbreviations used throughout the Data Manual. 
3. Identification of the HMIS Project Type [element 2.4] required association with each Component/Activity. 



 
Grant/Program Component/Activity HMIS PROJECT TYPE 



U.S. Department of Housing and Urban Development (HUD) 



Continuum of Care for the 
Homeless (CoC) 



Homelessness Prevention (HP) Homelessness Prevention 



Permanent Supportive Housing (PSH) 



[Includes CoC - Shelter Plus Care (S+C) and Supportive Housing Program(SHP) 
– permanent housing with active funding and/or use requirements] 



PH: - Permanent Supportive Housing (disability 
required for entry) 



Rapid Re- Housing (RRH) PH -  Rapid Re-Housing 



Supportive Services Only (SSO) Services Only (unless Street outreach is funded then 
Street Outreach) 



Transitional Housing (TH) 



[Includes CoC  SHP – transitional housing with active funding and/or use 
requirements] 



Transitional Housing 



Safe Haven (SH)   Safe Haven 



SRO [20 year use requirement] PH- Permanent Supportive Housing or PH - Housing 
Only (depending on whether services are provided). 



Emergency Solutions Grants 
(ESG) 



Emergency Shelter (ES) – 
Entry/Exit (ES-e/e) OR Night-by-Night (ES-nbn) 
[Includes ESG – Transitional Shelter (Housing)] 



Emergency Shelter 



(Transitional Shelter  = Transitional Housing program 
type, reported under Emergency Shelter) 



Homelessness Prevention (HP) Homelessness Prevention 



Rapid Re-Housing (RRH) PH - Rapid Re-Housing 



106 | P a g e  



 











 



Street Outreach (SO) Street Outreach 



Grant/Program Component/Activity HMIS PROJECT TYPE 



Housing Opportunities for 
Persons with AIDS 
(HOPWA) 



Hotel/Motel (H/M) Emergency Shelter 



Housing Information (HI) Services Only 



Permanent Housing (PH) PH - Permanent Supportive Housing 



Permanent Housing Placement (PHP) Services Only 



Short Term Housing (STH) Emergency Shelter 



Short Term Rent, Mortgage Utility Assistance (STRMU) Homelessness Prevention 



Transitional Housing (TH) Transitional Housing 



HUD/VASH (H/V) Permanent Supportive Housing (PSH) PH - Permanent Supportive Housing 



Rural Housing Stability 
Assistance Program (RHSP) Rural Assistance (RA) Undetermined at time of Data Standards Release 



U.S. Department of Health and Human Services (HHS) 



Administration for Children and Families (ACYF) -- Family and Youth Services Bureau (FYSB) 



Runaway and Homeless 
Youth (RHY) 



Basic Center Program (BCP) 



Emergency Shelter (BCP-es) OR Prevention (BCP-p) 



es = Emergency Shelter 



p=Homelessness Prevention 



Maternal Group Home (MGH) Transitional Housing 



Street Outreach Program (SOP) Street Outreach 



Transitional Living Program (TLP) Transitional Housing 



Demonstration Programs (D) Undetermined at time of Data Standards Release 



Substance Abuse and Mental Health Services Administration (SAMHSA) 



Projects for Assistance in 
Transition from 
Homelessness (PATH) 



Street Outreach (SO) Street Outreach 



Supportive Services (SSO) Services Only 
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U.S. Department of Veteran Affairs (VA) 



Health Care for Homeless 
Veterans (HCHV) 



Community Contract Emergency Housing (HCHV/EH)* Emergency Shelter 



Community Contract Residential Treatment Program (HCHV/RT)* Emergency Shelter 



Domiciliary Care (HCHV/DOM)* Emergency Shelter 



VA Community Contract Safe Haven Program (HCHV/SH)* Safe Haven 



VA Funded Transitional 
Housing 



Grant and Per Diem Program (GPD)* Transitional Housing 



Compensated Work Therapy Transitional Residence (CWT/TR)* Transitional Housing 



Supportive Services for 
Veteran Families (SSVF) 



Supportive Services for Veteran Families Homelessness Prevention 
(HP)Supportive Services for Veteran Families Rapid Re-Housing (RRH) 



Homelessness Prevention 



PH - Rapid Re-Housing 



*Participation in HMIS is not required as part of a funding requirement except for SSVF.  The federal partners recognize that communities record 
Project Descriptor Data Elements and Universal Data Elements in order to facilitate completion of the HIC and PIT. 
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Overview 
 



In accordance with 24 CFR 578.7(a)(8) and CPD-17-01, the Lee County Continuum of 



Care (CoC) has established and operates a coordinated Entry process that provides an 



initial, comprehensive assessment of the needs of individuals and families for housing 



and services. Coordinated Entry is designed to coordinate housing and services for 



individuals experiencing homelessness, and provide standardized access and assessment 



for all individuals. Coordinated Entry facilitates referrals and housing placements to 



ensure that people experiencing homelessness receive appropriate assistance with both 



immediate and long-term housing and service needs.  



The Lee County CoC embraces a no-wrong-door approach to ensure that any person 



who is homeless and seeking assistance has access to the Coordinated Entry System. 



There are currently 23 points of access for the Coordinated Entry System, which are 



located throughout the CoC geographic area and provide the same assessment approach 



for all persons.   



The Lee County CoC Coordinated Entry process has four distinct elements: assessment, 



scoring, prioritization, and eligibility determination. The assessment element is composed of 



a preliminary assessment which determines if a more in-depth assessment is necessary. 



If a more detailed assessment is necessary, the VI-SPDAT is used to evaluate risk 



factors, vulnerabilities and severity of service needs. Once scoring is completed, 



individuals are prioritized according to the CoC Written Standards, which have been 



established in accordance with 24 CFR 576.400(e) and 24 CFR 578.7(a)(9).  Eligibility is 



then determined based on prioritization and program requirements.  



The goals of the Coordinated Entry process are to: 



 Help people move through the homeless service system faster, by ensuring that 



persons with the greatest needs receive priority for housing and homeless 



assistances available in the CoC.  



 Reduce new entries into homelessness through prevention and diversion 



resources. 



 Improve data collection and quality to provide accurate information on what 
assistance consumers need.   
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NONDISCRIMINATION AND EQUAL OPPORTUNITIES  
 



The Lee County CoC operates the coordinated entry system in accordance with all 



federal statutes including, but not limited to: the Fair Housing Act, Title VI of the Civil 



Rights Act, Section 504 of the Rehabilitation Act, and Title II and Title III of the 



Americans with Disabilities Act. All service providers, where assistance is provided 



through Community Planning and Development (CPD) programs, including assistance 



under the: HOME Investment Partnerships program (24 CFR part 92), Housing Trust 



Fund program (24 CFR part 93), Community Development Block Grant program (24 



CFR part 570), Housing Opportunities for Persons With AIDS program (24 CFR part 



574), Emergency Solutions Grants program (24 CFR part 576), Continuum of Care 



program (24 CFR part 578), or Rural Housing Stability Assistance Program (24 CFR 



part 579)., must ensure equal access to the HUD-assisted program in accordance with 



all General HUD Program requirement as specified in 24 CFR Part 5.   



Lee County CoC requires service providers to practice a person-centered model that 



incorporates participant choice and inclusion of all homeless subpopulations present in 



Lee County, including homeless veterans, youth, and families with children, individual 



adults, seniors, victims of domestic violence, and Lesbian, Gay, Bisexual, Transgender, 



Queer or Questioning, and Intersex (LGBTQI) individuals and families. All CoC and 



ESG funded service providers must ensure that all people have fair and equal access to 



the coordinated entry process and all forms of assistance regardless of race, ethnicity, 



national origin, age, sex, familial status, religious preference, disability, type or amount 



of disability, gender identity, perceived gender identity, marital status, sexual 



orientation, or perceived sexual orientation. 



REASONABLE ACCOMMODATIONS 
 



The Lee County CoC ensures that persons with disabilities have equal access to the 



Coordinated Entry System through compliance with the requirements of Title II and 



Title III of the Americans with Disabilities Act. Lee County does not discriminate 



against individuals with disabilities on the basis of disability in the County's services, 



programs or activities. The CoC Written Standards require all CoC and ESG service 



providers have written non-discrimination polices in place. All coordinated entry access 



points must be accessible for persons with disabilities, include those who use 



wheelchairs and those who are least likely to access homeless assistance. Upon request, 



all agencies must provide appropriate and reasonable accommodations for persons with 



disabilities and/or Limited English Proficiency (LEP) so they can participate equally in 



the Coordinated Entry process, including qualified language interpreters, and other 
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ways of making information and communications accessible to people who have speech, 



hearing or vision impairments, disabilities, or those with LEP. 



PRIVACY PROTECTIONS & PARTICIPANT AUTONOMY 
 



The Lee County HMIS Privacy Notice describes the privacy policy of the Lee County 



HMIS and the agencies participating in the Homeless Management Information System 



(HMIS). The notice outlines that personal information is collected only when 



appropriate, and no information may be used or disclose for any purpose other than for 



that of the program. Information may only be used or disclosed to comply with legal 



and other obligations. Before conducting a Coordinated Entry, the Client Informed 



Consent and Release of Information Authorization form must first be signed, and the 



client must give consent to the exchange of information on Client Services Network 



(CSN).  



Individuals are free to decide what information they provide during the assessment 



process, and agencies are prohibited from denying assessment or services to individuals 



who refuse to provide specific information, unless that information is necessary to 



establish program eligibility according to the program regulation. Individuals shall be 



allowed to refuse to answer assessment questions and to refuse housing and service 



options without retribution or limitations on their access to assistance.  



Should an individual reject a housing or service option they will maintain their 



prioritization for the next available housing or service option. The housing or service 



option that was rejected shall be provided to the next individual according to the 



prioritizations outlined in the CoC Written Standards.   



Individuals who do not sign the release of information should not have a Coordinated 



Entry completed, and shall not be denied services unless Federal statute requires 



collection, use, storage, and reporting of the individuals personally identifiable 



information as a condition of program participation.  



No individual may be denied access to the coordinated entry process on the basis that an 



individual is or has been a victim of domestic violence, dating violence, sexual assault or 



stalking. Victims of domestic violence, dating violence, sexual assault, stalking or 



human trafficking are not maintained in HMIS within the Lee County CoC. 
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Assessment in the Homeless Management 
Information System (HMIS) 



 



All Lee County CoC HMIS participating agencies making client referrals into the 



system will be required to first complete the Coordinated Entry screen. On completion, 



the system will notify the user if a Vulnerability analysis (VI-SPDAT) is required. 



Individuals that are determined to be a homeless veteran, chronically homeless, or 



homeless households with children are required to complete a full vulnerability analysis. 



The vulnerability analysis score will determine the client’s and/or household’s needs 



and eligibility for permanent supportive housing and/or rapid re-housing.  



Whether the Coordinated Entry is first conducted on paper or directly input in HMIS, 



all assessments must be recorded in HMIS within 48 hours of when the information was 



first collected. At each Lee County Homeless Coalition BNL Committee meeting, the 



results will be provided and reviewed.  



The assessment tools may not produce a complete body of information necessary to 



determine household prioritization. For this reason, case workers or others working 



with homeless households may gather additional information relevant to the factors 



listed in the CoC Written Standards to make decisions.  



Information gathered and prioritizations made must be consistent with CoC Written Standards, 



which have been established in accordance with 24 CFR 576.400(e) and 24 CFR 



578.7(a)(9). 



PERMANENT HOUSING PRIORITIZATION 
 



The Coordinated Entry screen will advise users if a vulnerability analysis should be 



conducted. Homeless veterans, chronically homeless, and homeless households with 



children have prioritization. Once a vulnerability analysis has been completed, a 



vulnerability analysis score will be given to the client. That score will be used to 



categorize individuals into the appropriate intervention. Each prioritization will be 



made according to the approved Lee County CoC Written Standards, which have been 



established in accordance with 24 CFR 576.400(e) and 24 CFR 578.7(a)(9).    
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HOMELESSNESS PREVENTION SERVICES 
 



The Coordinated Entry Process will be utilized for persons seeking homelessness 



prevention services funded with the ESG Program in accordance with the CoC Written 



Standards, which have been established in accordance with 24 CFR 576.400(e) and 24 



CFR 578.7(a)(9). The Lee County CoC is not currently designated as a high-performing 



community and therefore does not feature a homelessness prevention program funded 



with CoC funds. The CoC Written Standards outline the basic requirements for 



homelessness prevention programs funded with other funds such as ESG (State and 



Federal Entitlement), TANF, and Challenge Grant, and for future reference should Lee 



County be designated as a high-performing community.   



SUPPORTIVE SERVICES FOR VETERAN FAMILIES (SSVF) 
 



Direct referrals will be made for veterans served through Supportive Services for 



Veteran Families (SSVF) due to the amount of funding currently available for the 



program. SSVF will continue to prioritize placements based on the vulnerability 



analysis scores, and continue to work with providers to streamline processes in order to 



make progress towards accepting referrals. 



STREET OUTREACH 
 



Street outreach efforts funded with ESG or CoC funds must be linked to the 



Coordinated Entry System. The Lee County CoC does not currently have any ESG or 



CoC funded street outreach programs. In the event that street outreach is funded in the 



future, the Lee County CoC will ensure that outreach workers have adequate access to 



both paper and electronic methods of administering a coordinated assessment survey 



with the same standardized processes offered at site-based access points. 
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Housing Navigation 
 



Housing navigators are those who currently work for agencies participating in 



Coordinated Entry. Navigators serve as the primary point of contact when a high-



priority individual has been matched to housing. The navigator will facilitate meetings 



between the individual and assigned housing agency and help collect any documentation 



needed for a voucher. Prior to and throughout the housing assignment process, the 



navigator may also conduct outreach to an individual in an effort to build rapport with 



him or her.  



To assign housing navigators, the vulnerability analysis report will be filtered from 



highest to lowest vulnerability analysis score. All individuals scoring 13+ will be 



assigned a housing navigator. If a housing navigator is unable to make contact with the 



individual following assignment, the individual may be unassigned from the housing 



navigator after noting in HMIS that they were unable to locate the client. After 90 days 



without client contact the referral will automatically be marked as unable to locate 



client and removed from the referral list.   



Housing navigator assignment will be prioritized as follows: 



1. Agency conducting the Coordinated Entry 



2. Additional agency involvement recorded through Coordinated Entry process 



3. Agencies that identify relationships with the individual outside of the 



Coordinated Entry assessment 



4. Agencies with housing navigation assessment resources 
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By-Name List (BNL) Committee  
 



The BNL Committee reviews particularly high risk individuals and those where the tool 



did not reveal the full depth and/or urgency of the situation. Assessors/case managers 



utilize the CoC Written Standards and professional judgment to evaluate housing and 



service options. Clients may be referred to the review panel for any of these reasons 



regardless of whether the individual participated in the vulnerability analysis process. 



A client MAY be referred to the BNL Committee if one or more of the following 



conditions are met: 



1. A severe medical condition 



2. A severe mental health condition. This may either be diagnosed or observed by 



the assessor/case manager/outreach worker. 



3. Evidence of self-neglect. Observation by the assessor/case manager/outreach 



worker is sufficient to meet this condition. 



4. The individual is 65 years of age or older. 



In the context of the coordinated entry process, determining eligibility is a project-level 



process governed by written standards as established in 24 CFR 576.400(e) and 24 CFR 



578.7(a)(9). Coordinated entry processes incorporate mechanisms for determining 



whether potential participants meet project-specific requirements of the projects for 



which they are prioritized and to which they are referred. The process of collecting 



required information and documentation regarding eligibility may occur at any point in 



the coordinated entry process as long as that eligibility information is not being used as 



part of prioritization and ranking (e.g. using documentation of a specific diagnosis or 



disability to rank a person). Projects or units may be legally permitted to limit 



eligibility, e.g., to persons with disabilities, through a Federal statute which requires 



that assistance be utilized for a specific population, e.g.., the HOPWA program, through 



State or local permissions in instances where Federal funding is not used and Federal 



civil rights laws are not violated. 



The BNL Committee strives to be person-centric, not program-centric (i.e., the end 



result will not always be PSH placement, but rather to match a highly vulnerable 



person to the appropriate housing resource). The Task Force will make every effort to 



consider the individuals strengths, goals, risks, lived experiences, and choices in the 



referral process. 
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BNL COMMITTEE REPRESENTATION 



The Committee will be comprised of representatives from the CoC Lead Agency, the 



HMIS Lead Agency, and agencies funded with CoC, ESG, TANF, and Challenge Grant 



Funds.  



Agencies funded through the Lee County Department of Human and Veterans Services with 



one of the funding sources identified above MUST attend each BNL Committee Meeting. 



Not all cases will have immediate placement. In some instances, the Committee may 



determine that the initial score and position on the registry is correct given the severity 



of other cases. In other situations, the Committee may determine that a higher score is 



warranted, though immediate placement is still not feasible. In still other situations, the 



Committee may determine that immediate placement is needed to reduce risk of death. 
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Assessor Training 
 



The HMIS Lead Agency will provide at least one annual training opportunity, which 



may be in-person, a live or recorded online session, or a self-administered training, to 



participating staff at organizations that serve as access points or otherwise conduct 



assessments. Annual training opportunities will be advertised on the Lee County 



Department of Human and Veteran Services and solicited directly to service providers 



in the CoC geographic area.  



TRAINING PROTOCOLS  
 



The purpose of the annual Coordinated Entry training is to provide all staff 



administering assessments with access to materials that clearly describe the methods by 



which assessments are to be conducted with fidelity to the CoC’s coordinated entry 



process, including its written policies and procedures. 



Coordinated entry training will include:  



 protocols for conducting assessments, including the CSN Policies and Procedures 



Manual which provides screen-by-screen instructions for completing an 



assessment;  



 a review of the Coordinated Entry Policies and Procedures, which include the 



requirements for prioritization and the criteria for uniform decision-making and 



referrals;  



 an overview of the requirements for use of assessment information to determine 



prioritization in accordance with CoC Written Standards 



All training is tailored to the individual needs of the service agencies. Training 



protocols may vary by on agency. The general Coordinated Entry System training 



curriculum will be reviewed and updated by the Coordinated Entry Committee 



annually. 
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Ongoing Planning and Stakeholder Consultation 
 



The Lee County CoC and HMIS Lead Agency facilitates ongoing planning and 



stakeholder consultation concerning the implementation of the Coordinated Entry 



System through Coordinated Entry Committee and BNL Committee meetings.  The 



Committees are intended to develop an accurate picture of the number and 



characteristics of Lee County persons who are homeless in order to provide targeted 



assistance. In addition to collecting information, objectives include developing a 



provider survey to establish resources and identify gaps, and provide a user group for 



HMIS users for training and updates. 



In addition to Committee meetings, the Lee County CoC solicits feedback annually from 



funded agencies and households that participated in coordinated entry to gather data 



regarding the quality and effectiveness of the entire coordinated entry experience.  Data 



is gathered through the following methods:  



1. Surveys available on the Lee County Department of Human Services website;  



a. A survey to gather data from individuals who have participated in the 



coordinated entry system will be made available at all times. Clients 



are notified by their caseworkers that the survey is available and 



feedback is appreciated.  



b. A survey to gather data from funded agencies is sent during the month 



of January by the Lee County Homeless Coalition. Agencies are 



notified via direct e-mail of the availability of the survey, and reminded 



that participation in the annual survey is mandatory.  



2. An annual focus session conducted during a Coordinated Entry Committee 



meeting, and at least one BNL Committee Meeting. 



The Lee County CoC and HMIS Lead Agency evaluate the feedback received and make 



necessary updates to the coordinated entry process written policies and procedures, if 



necessary to improve use experience.   
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Appeal Process 
 



The CoC Written Standards outline that the most severe service needs will be 



determined by the household’s Coordinated Assessment and VI-SPDAT, and will 



prioritize those with the highest scores within each category first. In the event that two 



or more homeless households within the same geographic area are identically prioritized 



for referral to the next available unit, and each household is also eligible for referral to 



that unit, the household that first presented for assistance will be referred to the next 



available unit.   



In the event that an individuals or family wishes to appeal a coordinated entry score, 



they shall make an appeal to the Lee County Department of Human and Veteran 



Services using the Applicant/Client Appeal and Grievance Policy. Appeals for program 



denial shall be made directly to the agency which conducts such program, according to 



the agencies appeal or grievance policy.  
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         CSFA #       



         CFDA #       



  Contract No.     



 STANDARD NONPROFIT/GOVERNMENT CONTRACT Funding Source:   



     



     



   



SUBRECIPIENT CONTRACT BETWEEN 



THE LEE COUNTY BOARD OF COUNTY COMMISSIONERS 



And 



 



THIS CONTRACT between Lee County, a political subdivision and Charter county of the State of 



Florida, hereinafter referred to as “COUNTY” and                                                         a Nonprofit 



Corporation/Government/Municipality registered under the laws of Florida Chapter 617, operating under 



the laws of the State of Florida and, hereinafter referred to as "PROVIDER" will become effective upon 



the date approved by the Board of County Commissioners (BOCC). 



 



WHEREAS, COUNTY believes it to be in the public interest to provide certain activities to the Lee 



County residents through the PROVIDER according to this Contract, the agency's intent as stated in 



the proposal and attachments and/or exhibits, and all other terms and conditions as specified. 



 



NOW THEREFORE, in consideration of the mutual covenants, promises, and representations 



contained herein COUNTY and the PROVIDER agree as follows: 



 



ARTICLE I   SCOPE OF SERVICES 



 



Any proposal/application submitted which resulted in this funding award are binding and incorporated 



as a part of this contract including all conditions and projected levels of service. 



 



For federally funded projects, all requirements and conditions as described in Attachment A, Program 



Guidelines must also be followed.  



 



All projects funded by Department of Housing and Urban Development (HUD) Homeless Assistance 



Grants must actively participate in the Centralized Intake/Coordinated Assessment process and input 



data into the Homeless Management Information System (HMIS). 



 



All activities funded with CDBG/HOME funds must benefit persons of income levels at or below 80% 



of the area median income and as defined in the pertinent program requirements.  Subrecipient certifies 



that the activity carried out under this Agreement will meet the CDBG/HOME income eligibility 



requirements. 



 



 



ARTICLE II  TERM OF CONTRACT 



 



This Contract shall begin 2016 and end, 2017 unless terminated as specified in Article VIII, 



Suspension/Termination.   



 



For unit rate contracts, programs must be operational within 45 days of contract begin date (identified 



above). 
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ARTICLE III  COMPENSATION AND REPORTS 



 



A. Contract Payment 



The COUNTY will make payments on a reimbursement basis to the PROVIDER and the 



PROVIDER agrees to accept as full compensation the total amount not to exceed $.00. 



Payments will be authorized only for work completed and/or services delivered during the term 



of the contract as stated in ARTICLE II: TERM OF CONTRACT, and prior to the payment 



request date.  Documentation of eligible expenses will be provided as stated in Article III C. 



Contract Deliverables.  Payment is subject to the provisions of Article III B Deferred 



Payment/Return of Funds and Article IX, Suspension/Termination.  Funding is contingent upon 



the availability of funds. 



 



The COUNTY has agreed to purchase the service(s) listed in Article I.  For unit rate contracts, 



this contract is for the payment of a fixed number of units of service at the fixed unit rate.  For 



line item contracts, this contract is for payment of line item amounts as identified in the 



approved budget. 



 



 



 



 



Program 



 Unit Rate: 



Unit Description 



 



 



 



Line Item:  



Approved Budget 



Category 



Unit Rate: 



Units purchased 



by County  



 



 



Line Item:  



Annual Budget 



Amount 



Unit Rate: 



Unit rate 



reimbursed 



by County 



 



Line Item: 



N/A 



 



 



 



Total 



        



        



          



 



For Partnering for Results (PFR) contracts, Lee County will fund no more than 25% of the 



program’s actual cash expenses.  The agency must be able to substantiate receipt of at least 75% 



of revenue from other sources or the amount of contract may be reduced.  Documentation of 



expenses may be required at any time during the contract term if the ratio of county funding to 



program expenses exceeds or is close to exceeding the 25/75% requirement.  In addition, Lee 



County may not fund program if revenues significantly exceed expenses. 



 



Once funding is approved and a contract issued by DHS it must be returned by the agency for 



execution within 30 days.  In addition, funds must begin to be drawn within 60 days of contract 



execution unless Contract Specialist authorizes additional time.  Failure to return signed 



contract or begin spending funds within allocated time frame may result in reduction or 



forfeiture of funds.  



 



B.   Deferred Payment/Return of Funds 



 



The COUNTY may defer payment to the PROVIDER for noncompliance with contract 



deliverables or program requirements.  



 



If, as a result of monitoring or audit, units of service provided are not documented a 
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payment may be deferred.  If units are found to be unallowable, no future payments will 



be made until the full amount of overpayment is remitted to Lee County or a repayment 



agreement is accepted by Lee County.   If the monitoring or audit occurs after the term 



of this contract, the PROVIDER will be required to remit funds to the COUNTY in 



accordance with the repayment conditions below. 



 



The PROVIDER agrees to return to the COUNTY any overpayments due to funds 



disallowed pursuant to the terms of this Contract and/or Federal requirements.  For 



contracts funded under the Partnering for Results (local general fund) process, 



repayment will be required if the amount paid exceeds 25% of program expenses.  Such 



funds shall be considered COUNTY funds and must be refunded to the COUNTY 



within thirty (30) days of receiving notice from the COUNTY in writing regarding the 



overpayment. Should repayment not be made in a timely manner, the COUNTY will 



charge interest of one (1) percent per month compounded on the outstanding balance 



after forty (40) calendar days after the date of notification or discovery. The 



PROVIDER will be required to reimburse the COUNTY for any acts of non-



compliance resulting in disallowed costs or fines. 



  



C. Contract Deliverables 



 



1. Required Reports (checked boxes are applicable) 



 



 EXHIBIT 1- Payment Request - Due:  Monthly by the 20
th



 of the following month.  All payments 



will be reimbursement for eligible expenses/services defined as uncompensated expenses rendered 



during the contract term and paid prior to final payment request due date as indicated in the Contract 



Closeout Section (Article III 2 D).  Copies of supporting documentation is required as part of the 



Payment Request for review of grant compliance and before payment will be authorized by Human and 



Veterans Services.  Reimbursement for eligible expenses will be made after review and authorization of 



a correct and complete Exhibit 1 and all required back up documentation.  Lee County must be payor of 



last resort, meaning that if services are eligible to be billed to any other entity including but not limited 



to: Medicaid, third party insurance or any other entity, then Lee County will not pay for that service. 



 



Appropriate back-up/supporting documentation may include: cancelled checks, vendor 



invoices, authorized purchase orders, attendance/service logs, other funder invoices, 



expenditure spreadsheets or other original documentation, as well as a copy of the 



PROVIDER’S check issued with authorized signature.  Two-sided copies of back-up 



documentation are preferred.  For Construction Contracts, inspection reports from 



qualified officials should be submitted with the appropriate monthly payment request.  



For PFR contracts, documentation of expenses may be required as back-up/supporting 



documentation if the ratio of county funding to program expenses exceeds or is close to 



exceeding the 25/75% requirement.   



 



The Exhibit 1 (Payment Request) must be submitted with an original, authorized 



signature.  An email or fax submission of Exhibit 1 is acceptable ONLY when there is 



no reimbursement requested.  Cancelled checks, bank statements and/or other 



documentation from vendor that expense has been paid or service provided may be 



verified during monitoring. 



 



Processing of payment requests is also subject to requirements and conditions as 



outlined in Attachment A, Program Guidelines.  
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  EXHIBIT 2- Program/Demographics/Beneficiary Report –Due: As indicated on 



Exhibit 2. 



 



  EXHIBIT 3 – Performance Outcomes Report – Due: As indicated on Exhibit 3. 



  



  EXHIBIT 4 - Quarterly Unit Rate & Revenue Analysis Report – Due:  30 days 



following the end of each quarter.  (Jan 31; April 30; July 31; Oct 31).  



Documentation to support expenditures and revenue MUST be attached i.e. 



QuickBooks; Profit/Loss Statement. 



 



  EXHIBIT 5- Annual Progress Report or Closeout Report- Due as indicated on 



Exhibit 5 and/or in Section D.   



 



  EXHIBIT 6 - Certificate of Insurance - Insert in contract. 



 



  EXHIBIT 7 – Statement of Work – Insert in contract. 



 



  EXHIBIT 8 - Equipment/Fixed Assets Inventory Form- Due: 30 days from 



purchase of equipment or fixed assets, and annually on October 1. 



 



 EXHIBIT 9 - Annual Certification of Continued Operation (ESG) - Due: As 



indicated on Exhibit 9. 



 



 EXHIBIT 10- Current Board of Directors Roster 



 



For all reports except the Exhibit 1 (Payment Request) either an email or hard copy of reports is 



acceptable.  The Exhibit 1 (Payment Request) must have original signatures.  Other reports requiring 



signatures can have an electronic signature or a scanned copy of the report with signature. 



 



2. Required Documents   



 



 Audited Financial Statement and Management Letter for fiscal year(s) in which contract 



funds are expended – Due Date: Non profits - 180 days following the end of 



PROVIDER’S fiscal year(s); Governments/municipalities - 270 days following the 



end of fiscal year(s). 



 



 Copy of latest Form 990 - Due Date: Non profits –  180 days following the end of 



PROVIDER’S fiscal year(s) 



 



  Monitoring Reports – A copy of monitoring reports issued from other sources that fund 



any program covered under this contract and copies of PROVIDER’S response to the 



funding agency are due to the COUNTY no later than 30 days after receipt by the 



PROVIDER.   



 



D. Contract Closeout 



   Partnering for Results:  Unit Rate Analysis Report -Due: 30 days after contract 



end.  



 Partnering for Results:  Final Payment Request –Due: 4 days after contract end. 



 Partnering for Results: Close Out Report – Due 30 days after contract end. 
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   State Mandated: Final Payment Request – Due: 4 days after contract end  



   HOME – Closeout package for each property –Due: 120 days after payment 



request. 



   Supportive Housing Program and Rental Assistance (COC) – Final Payment 



Request and Annual Progress Report – Due: 45 days end date of operating year. 



   CDBG – Final Payment Request and Beneficiary Reports – Due: 20
th



 of the month 



after term end. 



   Other Funding Source –  



      Final Closeout Payment Request – Due:   



      Final Closeout Report -   Due -     



 



 



ARTICLE IV  AUDITS, MONITORING, AND RECORDS 



 



A.  Monitoring 



 



The PROVIDER agrees to permit persons duly authorized by the COUNTY and the Federal or 



State grantor agency (if applicable) or any representatives to inspect all records, papers, 



documents, facility's goods and services of the PROVIDER and/or interview any clients and 



employees of the PROVIDER to be assured of satisfactory performance of the terms and 



conditions of this contract to the extent permitted by the law after giving the PROVIDER 



reasonable notice. The monitoring is a limited scope review of the contract and agency 



management and does not relieve the PROVIDER of its obligation to manage the grant in 



accordance with applicable rules and sound management practices.  



 



Following such monitoring the COUNTY will deliver to the PROVIDER a written report 



regarding the manner in which services are being provided.  The PROVIDER will rectify all 



noted deficiencies within the specified period of time indicated in the monitoring report or 



provide the COUNTY with a reasonable and acceptable justification for not correcting the 



noted shortcomings.  The PROVIDER’S failure to correct or justify the deficiencies within the 



time specified by the COUNTY may result in the withholding of payments, being deemed in 



breach or default, or termination of this Contract.  



 



B. Audits and Inspections 



 



The PROVIDER will make all records referenced in Article IV. C. and all items included on 



financial statements available for audit or inspection purposes at any time during normal 



business hours and as often as COUNTY deems necessary. 



 



The Clerk of Courts Internal Audit Division, the Federal or State grantor agency (if applicable), 



Lee County employees, or any of their duly authorized representatives have the right of timely 



and unrestricted access to any books, documents, papers, or other records of PROVIDER or 



Certified Public Accountant (CPA) that are pertinent to the contract, in order to make audits, 



examinations, excerpts, transcripts and copies of such documents. If contract non-compliance or 



material weaknesses in the organization are noted, the COUNTY or other authorized 



representatives have the right to unlimited access to records during an audit or inspection. This 



includes timely and reasonable access to a PROVIDER’S personnel for the purpose of 



interview and discussion related to such documents. 
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C. Records 



 



The PROVIDER shall retain all financial, client demographics, and programmatic records, 



supporting documentation, statistical records, and other records, which are necessary to 



document service provision, expenditures, income and assets of the PROVIDER by funding 



source, program, and functional expenses category during the term of this contract and a 



minimum of five (5) years from the date of contract expiration.  The retention period may be 



longer depending on the funding source.   If any litigation, claim, negotiation, audit, or other 



action involving the records has been initiated before the expiration of the retention period, the 



records shall be retained for one (1) year after the final resolution of the action and final 



resolution of all issues that arise from such action. 



 



PROVIDER specifically acknowledges its obligations to comply with §119.0701, F.S., with 



regard to public records, and shall: 



 



1) keep and maintain public records that ordinarily and necessarily would be required 



by the County in order to perform the services required under this Agreement; 



2) provide the public with access to public records on the same terms and conditions 



that the County would provide the records and at a cost that does not exceed the cost 



provided in Chapter 119, Florida Statutes, or as otherwise provided by law; 



3) ensure that public records that are exempt or confidential and exempt from public 



records disclosure requirements are not disclosed, except as authorized by law; and 



4) meet all requirements for retaining public records and transfer, at no cost to the 



County, all public records in possession of PROVIDER upon termination of this 



Agreement and destroy any duplicate public records that are exempt or confidential 



and exempt from public records disclosure requirements. All records stored 



electronically must be provided to the County in a format that is compatible with the 



information technology system of the County. 



 



IF THE PROVIDER HAS QUESTIONS REGARDING THE 



APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO THE 



PROVIDER’S DUTY TO PROVIDE PUBLIC RECORDS RELATING TO 



THE CONTRACT, CONTACT THE CUSTODIAN OF PUBLIC RECORDS 



AT 239-533-2221, 2115 SECOND STREET, FORT MYERS, FL 33901, 



http://www.leegov.com/publicrecords. 
 



 



D. Independent Audit 



A complete independent financial audit of the agency’s financial statements in accordance with 



Generally Accepted Accounting Principles (GAAP) and/or current Generally Accepted 



Government Auditing Standards (GAGAS) as applicable is required and must include the 



following: 



 



 auditor’s opinion 



 requisite reports on internal control and compliance, if required 



 management letter addressing internal controls  (Note:  If there were no items to be 



addressed, the letter must still be completed and state that no comments were noted.) 



 management’s response to such letter 
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 the programs that are funded by this Lee County contract either in the statement of 



functional expenses, revenues and expenditures, footnotes, schedule of Federal awards and 



State financial assistance or as supplemental data in the financial statements. The statement 



should be consistent with programs detailed in the corresponding proposal(s), exhibit(s), and 



attachment(s). 



 



An original, bound version must be submitted.  As an alternative an electronic format sent from 



the auditing firm is acceptable.  The audit must be submitted to the COUNTY no later than 



one hundred eighty (180) days following the end of a non profit PROVIDER'S fiscal year and 



two hundred seventy (270) days following the end of a government/municipality PROVIDER'S 



fiscal year.  If applicable, any corrective action plan must be submitted.  Failure to submit the 



report within the required time frame can result in the withholding of payment, or termination of 



the contract by the COUNTY. 



 



The audit must be conducted by an independent, licensed certified public accountant with an 



unmodified opinion on their current peer review and must be in accordance with the General 



Accounting Office (GAO) Yellow Book, Generally Accepted Government Auditing Standards, 



OMB Circular A-133 “Audits of States, Local Governments and Non-Profit Organizations” if 



applicable, the Florida Single Audit Act (F.S. 215.97) if applicable, and the Auditor General 



Rule 10.550 (Government) or 10.650 (Not For Profit) as applicable.   



 



Copy of the latest Form 990 must also be submitted no later than one hundred eighty (180) days 



following the end of a non profit PROVIDER'S fiscal year. 



 



ARTICLE V  AMENDMENTS 



 



PROVIDER must submit a written request (email is acceptable) for a contract amendment which details 



the nature of and justification for the requested change and the desired effective date of the change(s). 



The COUNTY reserves the right to approve or deny all contract amendments.  An approved amendment 



shall be documented on the contract amendment form and signed by both parties. 



 



The Department Director may approve amendments, which do not substantially change the original 



contracted scope of service and statement of work.  The Board of County Commissioners must approve 



amendments which increase or decrease contract funds; significantly change program design including 



target population or major changes in outcomes; change or add to the standard provider contract 



language which is not for the purpose of correcting original omissions or clarifying original contract 



intent. 



 



For federally funded projects, HUD must approve (24 CFR 583.405), in writing, any significant changes 



to an approved Homeless Continuum of Care program prior to initiating a contract amendment.  



Amendments to CDBG, HOME, or ESG which involve new or alteration of existing activities that will 



significantly change the scope, location, or objectives of the approved activities or beneficiaries must 



receive prior HUD approval. 



 



ARTICLE VI  CONTRACTOR STATUS 



 



A. Independent Contractor 



 



It is the Parties’ intention that the PROVIDER will be an independent contractor and not the 



County’s employee for all purposes, including, but not limited to, the application of the Fair 
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Labor Standards Act minimum wage and overtime payments, Federal Insurance Contribution 



Act, the Social Security Act, the Federal Unemployment Tax Act, the provisions of the Internal 



Revenue Code, Florida revenue and taxation law, Florida Worker’s Compensation law and 



Florida Unemployment Insurance Law.  The PROVIDER will retain sole and absolute 



discretion in the judgment of the manner and means of carrying out the PROVIDER’S 



activities and responsibilities hereunder.  The PROVIDER agrees that it is a separate and 



independent enterprise from the public employer, that it has made its own investment in its 



business, and that it will utilize a high level of skill necessary to perform the work.  This 



agreement shall not be construed as creating any joint employment relationship between the 



PROVIDER and COUNTY, and COUNTY will not be liable for any obligation incurred by 



the PROVIDER, including, but not limited to, unpaid minimum wages and/or overtime 



premiums. 
 



B. Subcontracts 



 



Primary roles and responsibilities of PROVIDER cannot be subcontracted.  It is mutually 



agreed that any program component that is subcontracted by PROVIDER must have a written 



contract upon execution of this contract.  Provider must provide written notice to the County of 



all subcontractors as well as provide copies of all contracts entered into with subcontractors 



upon the County’s request.  Procurement and/or bidding of non primary roles and 



responsibilities must be awarded on a fair and non collusive basis and must be in compliance 



with all applicable Lee County, State of Florida and Federal standards. The PROVIDER shall 



not enter into a transaction with a person or affiliate placed on the Florida Department of 



Management Services’ Convicted Vendor List.  For projects and services receiving federal 



funds, the PROVIDER shall also not enter into a transaction with debarred, suspended or 



ineligible contractors and participants included on the Federal Excluded Parties List.  The 



PROVIDER must ensure each subcontractor conforms to the terms and conditions of this 



contract and if applicable Attachment A, Program Guidelines and must be subject to 



indemnification as stated in Article VIII.  
 



ARTICLE VII  CONFLICT OF INTEREST 



The PROVIDER agrees that it presently has no interest and shall acquire no interest, either 



direct or indirect, which would conflict in any manner with the performance of services required 



in this contract.  The PROVIDER further agrees that no person having any such interest shall be 



employed or engaged for said performance.  The PROVIDER agrees that no employee, officer, 



agent of the provider or its sub-recipients shall participate in the selection, award or 



administration of a contract or construction bid if a conflict-of-interest, either real or implied, 



would be involved.  The PROVIDER or sub-recipient employees, officers and agents should 



refrain from accepting gratuities, favors or anything of monetary value from contractors or 



potential contractors based on the understanding that the receipt of such an item of value would 



influence any action or judgment of the PROVIDER.  



For federally-funded contracts, conflict of interest provisions described in 2 CFR 200.112 and all 



other HUD regulations currently in effect and as may be amended from time to time shall apply. 



 



ARTICLE VIII RISK MANAGEMENT 
 



A. Hold Harmless and Indemnity Clause 
 



To the fullest extent permitted by applicable law, PROVIDER shall protect, defend, indemnify, 



save and hold the County, the Board of County Commissioners, its agents, officials, and 
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employees harmless from and against any and all claims, demands, fines, loss or destruction of 



property, liabilities, damages, for claims based on the negligence, misconduct, or omissions of 



the PROVIDER resulting from the PROVIDER’S work as further described in this contract, 



which may arise in favor of any person or persons resulting from the PROVIDER’S 



performance or non-performance of its obligations under this contract except any damages 



arising out of personal injury or property claims from third parties caused solely by the 



negligence, omission(s) or willful misconduct of the County, its officials, commissioners, 



employees or agents, subject to the limitations as set out in Florida general law, Section 768.28, 



Florida Statutes, as amended.  Further, PROVIDER hereby agrees to indemnify the County for 



all reasonable expenses and attorney's fees incurred by or imposed upon the County in 



connection therewith for any loss, damage, injury or other casualty.  PROVIDER additionally 



agrees that the County may employ an attorney of the County's own selection to appear and 



defend any such action, on behalf of the County, at the expense of the PROVIDER.  The 



PROVIDER further agrees to pay all reasonable expenses and attorney's fees incurred by the 



County in establishing the right to indemnity. 



 



The PROVIDER further agrees that it is responsible for any and all claims arising from the 



hiring of individuals relating to activities provided under the Contract.  All individuals hired are 



employees of the PROVIDER and not of the COUNTY. 



  



B.  Insurance Requirements: 
 



Insurance – Non Profit Providers  



The PROVIDER agrees to secure and maintain the insurance coverage outlined below during 



the term of this Contract.  The PROVIDER agrees that this insurance requirement shall not 



relieve or limit PROVIDER'S liability and that the COUNTY does not in any way represent 



that the insurance required is sufficient or adequate to protect the PROVIDER'S interests or 



liabilities, but are merely minimums.  It is the responsibility of the PROVIDER to insure that 



all subcontractors comply with the insurance requirements. 



 



Certificate(s) of Insurance naming Lee County Board of County Commissioners as Certificate 



Holder and additional insured will be attached to this contract as an exhibit.  Name and address 



for Certificate Holder should be:  Lee County Board of County Commissioners, P.O. Box 398, 



Fort Myers, FL  33902.   Certificate(s) must be provided for the following coverage’s at the time 



of contract execution and upon policy renewal:  



 



1. Workers’ Compensation– Statutory benefits as defined by Florida Statute 440 



encompassing all operations contemplated by this contract or agreement to apply to all 



owners, officers, and employees. Employers’ liability will have minimum limits of: 



  $100,000 per accident 



  $500,000 disease limit 



  $100,000 disease limit per employee 



 



2. Commercial General Liability – Coverage shall apply to premises and/or operations, 



products and/or completed operations, independent contractors, contractual liability, and 



broad form property damage exposures with minimum limits of: 



  $300,000 bodily injury per person (BI) 



  $500,000 bodily injury per occurrence (BI)  



  $300,000 property damage (PD) or  



  $500,000 combined single limit (CSL) of BI and PD  
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The General Liability Policy Certificate shall name "Lee County, a political 



subdivision and Charter County of the State of Florida, its agents, employees, and 



public officials" as "Additional Insured". The PROVIDER agrees that the coverage 



granted to the Additional Insured applies on a primary basis, with the Additional 



Insured's coverage being excess.   



 



3. Business Auto Liability – The following Automobile Liability will be required and 



coverage shall apply to all owned, hired, and non-owned vehicles used with minimum 



limits of: 



  $100,000 bodily injury per person (BI) 



  $300,000 bodily injury per occurrence (BI) 



  $100,000 property damage (PD) or 



  $300,000 combined single limit (CSL) of BI and PD 



 



4. Directors & Officers Liability – Entity coverage to cover claims against the 



organization directly for wrongful acts with limits not less than $100,000. 



 



5. Fidelity Bonding – Covering all employees who handle the agency’s funds. The bond 



amount must be equivalent to the highest daily cash balance or a minimum amount of 



$50,000. 



 



Insurance – Government/Municipality 



Documentation of the above coverage requirements are not applicable to 



government/municipalities that are self insured. 



 



C.  Notice of cancellation or modification 



 



The COUNTY will be given thirty (30) days notice prior to cancellation or modification of any 



stipulated insurance. Such notification will be in writing by registered mail, return receipt 



requested and addressed to the Lee County Risk Manager, P. O. Box 398, Ft. Myers, FL 33902. 



 



 



ARTICLE IX  SUSPENSION/TERMINATION 



 



 A. Suspension 



 



The COUNTY reserves the right to suspend funding for failure to comply with the requirements 



of this contract.  Agencies that fail to submit required documents by the due date can be 



suspended, and payment will be withheld until all requirements are satisfied. 



 



In the event PROVIDER ceases operation for any reason or files for protection from creditors 



under bankruptcy law, any remaining unpaid portion of this Contract, less funds for 



expenditures already incurred, shall be retained by the COUNTY and the COUNTY shall have 



no further funding obligation to the PROVIDER with regard to those unpaid funds. 



 



If anticipated Program revenue from other sources exceeds expenses by 25%, Lee County 



reserves the right to suspend contract until final expenses/revenue is confirmed. 
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   B. Termination by COUNTY 



 



The COUNTY may at any time and for any reason cancel this Contract by giving twenty–four 



(24) hours written notice to the PROVIDER by Certified Mail following a determination by the 



Board of County Commissioners, at its sole discretion, that such cancellation is in the best 



interest of the people of the county.  From the date of cancellation, neither party shall have any 



further obligation unless specified in the termination notice. 



 



If the financing for this project is contingent upon funding sources other than Lee County as 



identified in the proposal/application of the contract and such funds become unavailable the 



obligations of each party hereunder may be terminated upon no less than twenty-four (24) hours 



written notice.  If confirmed Program revenue from other sources exceeds expenses by 25%, Lee 



County reserves the right to terminate contract upon no less than twenty four (24) hours written 



notice.   



 



For unit rate contracts, if program is not operational within 45 days from contract start date, 



funds for said program will be withdrawn and contract will be amended or terminated.   



 



C. Termination by PROVIDER 



 



The PROVIDER may at any time and for any reason cancel this Contract by giving seventy-two 



(72) hours prior written notice to the COUNTY by Certified Mail of such and specifying the 



effective date.   



 



COUNTY'S obligation to make any payments under any provision of this Contract shall cease 



on the effective date of termination.  



 



ARTICLE X  ASSURANCE, CERTIFICATIONS, AND COMPLIANCE 



 



The PROVIDER agrees that compliance with these assurances and certifications constitutes a 



condition of continued receipt of or benefit from funds provided through this Contract, and that 



it is binding upon the PROVIDER, its successors, transferees, and assignees for the period 



during which services are provided.  



 



IMMIGRATION LAWS: 



 



The COUNTY will not intentionally award contracts to any provider/contractor/vendor who 



knowingly employs unauthorized alien workers, constituting a violation of the employment 



provisions contained in 8 U.S.C. Section 1324 a(e) Section 274A(e) of the Immigration and 



Nationality Act (INA).  



 



The COUNTY shall consider the employment by any PROVIDER of unauthorized aliens a 



violation of Section 274A(e) of the INA.  Such violation by the recipient of the employment 



provisions contained in Section 274A(e) of the INA shall be grounds for unilateral cancellation 



of the contract by The COUNTY. 



 



OTHER REQUIREMENTS: 



 



The PROVIDER further assures that all contractors, subcontractors, or others with whom it 



arranges to provide services or benefits to participants or employees in connection with any of 
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its programs and activities are not discriminating against those participants or employees in 



violation of statutes, regulations, guidelines and standards. By acceptance of this funding, the 



PROVIDER assures and certifies the following: 



 



A. That they will comply with all applicable laws, ordinances, and regulations of the United 



States, the State of Florida, the COUNTY, and the municipalities as said laws, 



ordinances, and regulations exist and are amended from time to time.  In entering into 



this contract, the COUNTY does not waive the requirements of any COUNTY or local 



ordinance or the requirements of obtaining any permits or licenses that are normally 



required to conduct business or activity contemplated by the PROVIDER. 



 



B. That they will comply with all applicable Federal, State and local anti-discrimination 



laws pertaining to nondiscrimination in programs receiving Federal financial assistance, 



including but not limited to:  



 Title VI of the Civil Rights Act of 1964, as amended, and its implementing 



regulations – including that recipients/grantees of federal financial assistance are 



required to take reasonable steps to ensure meaningful access to persons who are 



Limited English Proficiency (LEP), as per Executive Order 13166.   



  Section 109 - Title I of the Housing & Community Development Act of 1974 



  Section 504 of the Rehabilitation Act of 1973  (29 U.S.C. 794) 



  Age Discrimination Act of 1975 (42 U.S.C. 610 et. seq.) 



 Fair Housing Act 



Additional information can be accessed at the following websites:  



http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHLaws 



http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp 



http://www.hud.gov/offices/fheo/lep.xml 



These requirements are designed to prevent discrimination in the delivery of benefits and 



services because of race, color, religion (creed), sex, national origin, age, familial status 



or disability.  Affirmative marketing plans and use of universal design features for 



construction and rehabilitative projects should be incorporated when possible. 



 



All advertising of residential real estate for sale, rent, or financing should contain an 



equal housing opportunity logotype, statement, or slogan as a means of educating the 



home seeking public that the property is available to all persons regardless of race, color, 



religion, sex, handicap, familial status, or national origin. The choice of logotype, 



statement or slogan will depend on the type of media used (visual or auditory) and, in 



space advertising, on the size of the advertisement.  Different styles/types/sizes of logos 



and information regarding brochures and can be located at the following website: 



 http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo 



 



C. That they will comply with the Americans with Disabilities Act of 1990 (“ADA”) (as 



codified at U.S.C 42.126 (sections 12101-12213) and 28CFR35, which gives civil rights 



protections to individuals with disabilities,  guaranteeing equal opportunity for 



individuals with disabilities in employment, public accommodations, transportation, 



State and local government services, and telecommunications.  A Single-Point-of-



Contact shall be required if the agency employs 15 or more employees.  The Single-



Point-of-Contact will ensure effective communication with deaf or hard-of-hearing 



customers or companions in accordance with Section 504 and the ADA and coordinate 



activities and reports with the provider’s Single-Point-of-Contact. 



 





http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHLaws


http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp


http://www.hud.gov/offices/fheo/lep.xml


http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
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D. That they will administer their programs under procedures, supervision, safeguards, and 



such other methods as may be necessary to prevent fraud and abuse, and that it will 



target its services to those who most need them. 



 



E. That if clients are to be transported under this contract, the PROVIDER will comply 



with the provisions of Chapter 427, Florida Statutes, which requires the coordination of 



transportation for the disadvantaged.  



 



F. That any products or materials purchased with contract funds shall be procured in 



accordance with the provisions of Chapter 403.7065, Florida Statues, which refers to the 



procurement of products or materials with recycled content. 



 



G. That they will comply with Chapter 39.201, Florida Statutes, that any person who 



knows, or has reasonable cause to suspect, that a child is abused, abandoned, or 



neglected by a parent, legal custodian, caregiver, or other person responsible for the 



child’s welfare, as defined in this chapter, shall report such knowledge or suspicion to 



the Florida Abuse Hotline (1-800-962-2873). 



 



H. That they will comply with Chapter 415.1034, Florida Statutes, that any person who 



knows or has reasonable cause to suspect that a vulnerable and or disabled adult has 



been abused, neglected, or exploited, shall immediately report such knowledge or 



suspicion to the Florida Abuse Hotline (1-800-962-2873). 



 



I. That if personnel in programs under this contract work directly with children/youths and 



vulnerable or disabled adults, the PROVIDER will comply with applicable provisions 



under Florida Statutes 943.0542; 943.04351; 393.0655; 402, regarding employment 



screening. 



 



J. That they will comply with Chapter 216.347, Florida Statutes, which prohibits the 



expenditure of contract funds for the purpose of lobbying the legislature, State or county 



agencies.   



 



K. That they will notify the COUNTY immediately of any funding source changes and/or 



additions from other sources that are different from that shown in the PROVIDER'S 



application/proposal.  This notification must include a statement as to how this change in 



funding affects provision of service as well as the use of and continued need for 



COUNTY funds.  



 



L. That they will acknowledge support for activities funded wholly or in part by COUNTY 



funds.  In publicizing, advertising, or describing the program, state “Funding provided by 



Lee County Board of County Commissioners”. 



 



M. That they will notify the COUNTY of any SIGNIFICANT changes to the PROVIDER 



organization to include Board Membership (roster), Articles of Incorporation and 



Bylaws within ten (10) working days of the effective date. 



 



N. For federally funded programs, that they will comply with applicable uniform 



administrative requirements as described in 2 CFR Part 200 and all other established, 



applicable HUD regulations as now in effect and as may be amended from time to time. 
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O. The provider shall ensure that Lee County funds are restricted to people legally able to 



reside in the US. 



 



P. The provider will input applicable updates to the 10 Year Plan to End Homelessness 



Database on a regular basis, usually quarterly. 



 



Q. The PROVIDER is prohibited from using contracted funds for the following: political 



activities; lobbying; political patronage; nepotism activities; and inherently religious 



activities such as worship, religious instruction, or proselytization. 



 



R. The PROVIDER must verify employment eligibility of all new employees hired during 



the contract term through the U.S. Department of Homeland Security’s E-Verify system. 



 



 



ARTICLE XI           HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT 



OF 1996 (HIPAA) 



 



Lee County, pursuant to the Federal Health Insurance Portability and Accountability Act of 1996 



(HIPAA) is a “covered entity” as the law defines that term.  Any “personal health information” (PHI) as 



defined by the law that the COUNTY receives pursuant to this Agreement is subject to the disclosure 



and security requirements of HIPAA.  Transfer of information to the COUNTY sufficiently “de-



identified” to no longer be considered PHI is encouraged as being in the best interest of client PHI 



confidentiality to the extent that client services are unaffected.  Particular methods to accomplish the 



highest levels of client service coupled with PHI confidentiality shall be an on-going task of the effected 



staffs of the COUNTY and PROVIDER.  



 



 



ARTICLE XII CONTRACT DISPUTE RESOLUTION PROCEDURE 



 



Any dispute between the parties with respect to provisions contained in a Lee County Department of 



Human and Veterans Service (DHS) contract or issues that arise pertinent to a contract shall be resolved 



as follows: 



 



The parties may, by mutual agreement, attempt to resolve their dispute in the following manner within a 



thirty (30) day period.  If both parties are in agreement, the thirty (30) day time period can be extended 



for an additional ten days. 



a. Duly authorized representatives shall meet as often as mutually agreeable to discuss in good faith 



the dispute and to negotiate a mutually agreeable resolution.  Authorized representatives for DHS 



include Contract Specialist, and Program Manager. 



b. During the course of the dispute process requests made by one Party to the other for non-



privileged information, reasonably related to the dispute shall be responded to in good faith.   



c. If the dispute is unable to be resolved between the authorized representatives within the specified 



time period, it will be forwarded to the Department Director for resolution.  A decision by the 



Director will be issued within ten days. 



d. If the dispute remains unresolved after the Department Director’s decision, the issue including all 



pertinent background information will be forwarded to the Board of County Commissioners for 



consideration. 



e. Either Party may at any time commence formal court proceedings, which shall be immediately 



communicated, and will end the process of Dispute Resolution as described in this section. 
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ARTICLE XIII  NOTICES  



 



Official notices concerning this Contract will be directed to the following authorized representatives:



PROVIDER:  



Name:       



Title:    



Agency:    



Address:.     



   



Telephone:  



Fax:    



E-Mail :       



COUNTY: 



Name:        Attn:      



Title:       Contract Specialist   



Agency:     Human and Veterans Services 



 Address:    2440 Thompson Street   



      Fort Myers, Florida 33901  



Telephone:   (239) 533-79    



Fax:           (239) 533-7960    



E-Mail:  @leegov.com        



 



 The signatures of the two persons shown below are designated and authorized to sign all 



applicable reports: 



 



           OR          



Name (printed/typed)                                   Name (printed/typed) 



     



                



 Signature      Signature 



           



                



  



Title       Title 



 



In the event that either party designates different representatives after execution of this contract, notice 



of the name and address of the new representative will be rendered in writing by authorized officer of 



PROVIDER to the COUNTY.   



 



ARTICLE XIV SPECIAL PROVISIONS 



If needed, PROVIDER may be called upon to assist the COUNTY during a natural disaster or 



emergency.  This includes the use of the PROVIDER’S facility to assist with Emergency Food Stamp 



pre registration if facility is operational and computer terminals are available.  PROVIDER will be 



responsible to notify United Way 211 immediately after a disaster declaration if the location is 



accessible and operational and of any PROVIDER staff who are available to assist with recovery 



efforts. 



 



ARTICLE XV  ALL TERMS AND CONDITIONS INCLUDED 



 



This contract and its attachments, and any exhibits referenced in said attachments, together with any 



documents incorporated by reference, contain all the terms and conditions agreed upon by the parties. 



There are no provisions, terms, conditions, or obligations other than those contained herein, and this 



contract shall supersede all previous communications, representations, or agreements, either verbal or 



written between the parties. If any term or provision of this contract is legally determined unlawful or 



unenforceable, the remainder of the contract shall remain in full force and effect and such terms or 



provisions shall be stricken. 
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IN WITNESS THEREOF, PROVIDER and COUNTY have caused this 16-page contract and all 



Contract Exhibits and Attachments as indicated on next page to be executed by their undersigned 



officials as duly authorized. 



 



PROVIDER:       COUNTY:  LEE COUNTY 



  



By:        By:        



Name (print)       Name (print) 



 



              



(Signature of authorized officer)    (Signature of authorized officer) 



     



        Board of County Commissioners  



Title        Title       



              



Date        Date 



 



STATE OF FLORIDA    ATTEST: CLERK OF CIRCUIT COURT 



COUNTY OF LEE         



        By: __________________________ 



The foregoing instrument was acknowledged    



before me this  ___ day of _______, 2016,     Title:_________________________ 



by,        Date:   _______________________ 



who is personally known to me or who has 



produced ________________as identification  



and who   did  ( did not) take an oath. 



        APPROVED AS TO FORM FOR THE 



        RELIANCE OF LEE COUNTY ONLY: 



NOTARY:       



By:         By: _________________________ 



  Notary of Public (Signature) 



  Title: _________________________ 



            



 Name (typed)             Date: _________________________ 



        OFFICE of the COUNTY ATTORNEY 












CAP from manual.pdf




CORRECTIVE ACTION PLAN (CAP)



AND/OR



RESPONSE TO CONCERN



AGENCY:



PROGRAM:



PERSON COMPLETING CAP



LEE COUNTY CONTRACT #



CAP DUE DATE:



DATE CAP SUBMITTED:



FINDING/COMPLIANCE ISSUE/ CONCERN:



CORRECTIVE ACTION PLAN PERSON RESPONSIBLE TARGET DATE



CAP ACCEPTED BY



(To be completed by DHS staff): 



DATE ACCEPTED:



(To be completed by DHS staff):   
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Monitoring report letter to agencies .pdf




Subject:  Monitoring Report Letter 



 



Please reply to this message to acknowledge receipt of this email and monitoring report. 



 



On (date), staff from the Lee County Department of Human Services monitored the program(s) 



referenced above These programs are partially funded through the Lee County Board of County 



Commissioners and administered through the Department of Human Services. or  which is 



funded by the U.S. Department of Housing and Urban Development (HUD) and administered by 



your agency.   The accompanying report reflects information gathered from agency files and 



staff input. 



 



This report is not intended to relieve the Subrecipient of its obligation to manage the grant in 



accordance with applicable rules and sound management practices. Items that need to be 



addressed as a result of the monitoring are classified as either a “finding” or a “concern”.   Both 



require an agency response. 



 



A finding is a violation of law, regulation or contract term that can result in a sanction or 



repayment.  Concerns are potential problem areas or weaknesses in program operations that if 



not addressed, could result in noncompliance, questioned costs or other management issues in 



the future.  Addressing concerns are intended to prevent contract violations and/or to improve 



program operations.  A concern may also be a request for a clarification or explanation for 



details, justification or rationale for a question, uncertainty or reservation that surfaced during the 



monitoring or other review of documents. 



 



A written response is due to the Department of Human Services within 30 days of the date of this 



letter with details addressing the identified issues.  A Corrective Action Plan (format enclosed) is 



required for all findings which addresses how the deficiency will be corrected and how future 



occurrences will be prevented.  A written response is due for all concerns which address how 



issue will be addressed or resolved and/or provides necessary clarification.  The CAP form can 



be used for responses to concerns also. 



 



 Your report does not contain a Finding or Concern, therefore no written response is 



required.  



 



 Your report contains a Finding and/or Concern which requires a written response 



 



Please reply to the message to acknowledge receipt of this email or monitoring report. 



 



 



A copy of this report has also been sent to the Board Chair. 



 



 



If you have any questions, please let me know.  
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MONITORING REPORT GUIDE (updated 2017).doc

LEE COUNTY DEPARTMENT OF HUMAN & VETERAN SERVICES



MONITORING REPORT GUIDE





This guide is meant to serve as a reference tool and a stepping stone when conducting monitoring.  The guidelines presented here are not meant to limit your review of the agency/program but to rather serve as a minimum threshold of information to gather, review and report.  The monitoring visit is a limited scope review of the contract and agency management and does not relieve the agency of its obligation to manage the grant in accordance with applicable rules and sound management practices. 



			AGENCY: 


			  





			SITE ADDRESS:


			 





			LEE COUNTY CONTRACT:


			 





			AMOUNT OF AWARD:


			 





			FUNDING SOURCE:


			 





			FUNDING REQUIREMENTS:


Include discussion of agency funding requirements including other funders if applicable i.e. State requirements; HUD requirements; match requirements; homeless/disability requirements; labor standards; lead based paint; criteria identified in proposal/application; PFR guidelines; state statutes, etc.









			FINANCIAL:  TIMELY SPENDING, UTILIZATION OF FUNDS AND MATCH REQUIREMENTS:



Include amount and % of funds disbursed and amount of funds remaining.  Include discussion of whether the agency is on target to spend the funds by end of contract.



For unit rate contracts, include a discussion if agency is providing the unit of service as presented in the proposal and if on target to deliver the number of units proposed by end of contract term.



For line item contracts, include an explanation if the actual project budget is following the projected budget as presented in the application/proposal.  If not, is the agency considering re-budgeting.  Discuss if funds are being drawn in a timely manner.



If applicable, discuss if match is a requirement and if agency is on track to satisfy the required amount.



PFR – contracts discuss the % of funding to expenses (i.e. 25/75%).



Independent Financial Audit:  Include date that the most recent audit was received and fiscal year end date.  Summarize comments regarding any identified issues or lack of, qualified/unqualified (if applicable) and any pertinent information from management letter is one was issued.





			PROGRAM/PROJECT DESCRIPTION:



Provide brief narrative of scope of the program (statement of work), client service, program capacity and numbers served.  


*Discuss if program is meeting the scope of service and/or providing the activities as defined in the statement of work and/or proposal/application.  Is the program providing the services that were committed to at the beginning of the contract/proposal/application? 





			PROGRAM CAPACITY/NUMBERS SERVED:


Current program capacity: ____________



Program capacity as stated in proposal/application:  ________



Based on staff and facilities available, list the program capacity. This means the maximum number that can be served at a given point in time.  Include explanation if capacity is determined by a legislative mandate, regulation, certification, accreditation or other outside standards. The number of unduplicated clients served during the course of the contract is different from the capacity.  Capacity is the maximum number that can be served at a given point in time. Unduplicated client count refers to the number of actual individual clients served.  



You must consider the type of services provided by the program in order to determine appropriate capacity and number served.  The way capacity is determined will vary greatly by program.  There is no one formula to determine capacity as each program is different.  The method may be similar for different agencies/programs if the service provided is the same or similar.  For instance, the capacity for programs with caseloads should be computed basically the same for each program (maximum number of caseload x number of case managers).  



The capacity may not actually be the number of clients depending on the program and services provided.  It may be some other type of service i.e. meals, educational or informational presentation.



Examples of capacity determination:



· If the program provides case management, the capacity would be a maximum number of active cases per case manager multiplied by the number of case managers. 



· If the program provides shelter beds, the capacity would be the maximum number of beds that could be available on a given night.  



· If the program is an after school program and due to number of staff and building size the maximum of children participating at one time is 15 then the capacity is 15.



· If the program provides meals, capacity may be the total number of meals that can be provided at one time.  



· If the program conducts educational presentations, the capacity may be the maximum number of presentations that can be provided at one time. 



The purpose of evaluating capacity and number served is to determine efficiency and effective use of resources including our funding dollars. For example, if a program has 2 case managers and the capacity is 100 (50 per case manager) and number served today is 35 and average for last 6 months is 40; there may be an issue of effective use of staff and funding.  One question that should arise, why are we paying for 2 case managers when caseload size indicates that 1 would probably be sufficient?  OR if a shelter’s program capacity is 25 and the average number of beds filled is 10, then the question should be asked, do we need to pay for 25 beds if they are not needed/occupied.   



Additionally, capacity could be used to evaluate and compare similar programs being provided by different agencies for funding considerations.  For instance if there are two agencies providing basically the same program, with same or similar outcomes and one has a substantially higher capacity, the agency with the higher capacity could be more highly considered when funding is limited. 



The capacity identified at the time of monitoring may be different than that stated in the proposal.  This could be acceptable if the reason is valid and logical and the difference is not so great as to effect how the unit rate was computed.  The report should include the different numbers as well as the explanation.



Number served/open in program today: ____________



The number served or open today is going to depend upon the measure that was used to determine the capacity.  



· If the capacity is the number of caseloads, the number today is the number of open cases.  



· If the capacity is number of beds, the number today will be the number of occupied beds.  



· If the capacity is number of children served in an after school program, the number today would be number participating today.



Some programs have enrolled clients who are not actively participating in the program.  This number should be listed separately from the “number served/open today” as we are looking for the number that are actively involved in the program and not the number that may be registered but are inactive or not participating.  



Average number of clients served/open:  ______________



The average number served or open today is also going to depend upon the measure that was used to determine the capacity.  The method of determining the average should be consistent with the way the numbers were determined above for number served/open.   



· If the capacity is the number of caseloads, the average number is the average number of open cases.  



· If the capacity is number of beds, the average number will be the average number of occupied beds.  



· If the capacity is number of children served in an after school program, the average number would be the average number served.



If the average is not representative for some reason, include an explanation of why the agency feels the average is not a true illustration of the number served.








			FILE REVIEW



Examine sampling of client files to determine if beneficiaries are in the target population and are receiving services as proposed.  Select at a minimum one month during which services were provided and review 10% of clients files (minimum is 10 - maximum is 50 files). Include a brief explanation/definition of the eligibility criteria that was used to evaluate the files.  


· Describe # and % of files reviewed and quality of file organization. 



· Were pertinent forms in file to document eligibility? 



· Was there sufficient documentation in file to substantiate that applicable services were being provided i.e. individual service plans; school attendance records; case notes; discharge plan/report, etc.?



· If applicable, verify accuracy of rent calculation.   Client rent must not exceed 30% of gross adjusted income.


· Does the file documentation validate what was billed to the contract?





			OUTCOMES:



· *Do Outcomes show a client benefit?



· *Verify required documentation by client file sampling.



· *How are case file outcomes tracked and data collected?  Provide brief explanation of system of collecting information, how/who collects the date, how/why is data compiled; who/how data reported.



* If there are no current measured outcomes due to time frame (i.e. too early in contract year), notate if appropriate documentation is being collected so that at end of tracking period outcomes will be able to be calculated correctly.  For example, if outcome is based on an improvement between pre and post tests/assessments.  Ensure that there are pre tests/assessments in the file. 



· *If there are no current measured outcomes due to time frame (i.e. too early in contract year), include last year’s outcomes and results.



Current Year Outcome Statement #1:



Results:  Include explanation, number and % of outcome results.


Comments: Can include agency’s remarks as well as observations or questions that monitor noted during the monitoring visit.









			OTHER MONITORING REPORTS



Discuss other monitoring reports from other funders relating to specific program under review.









			PRIOR HUMAN SERVICES MONITORING ISSUES OR OTHER COMPLIANCE ISSUES (SUSPENSIONS)



Discuss monitoring issues from previous (last year) monitoring and if and how issues have been addressed/resolved.



Discuss if agency has been suspended for non compliance and include reason for the suspension and how it was resolved.









			OBSERVATION OF FACILITY AND/OR INTERVIEWS:



Describe observations of facility, if applicable.



Include results of HUD Housing Quality Standards (HQS) inspections, if applicable



Describe results of interviews with management and staff if conducted.  



Discuss how client satisfaction is measured.  What formal process is utilized to obtain feedback from both staff and clients?









			TIMELINESS:



Discuss timeliness of required reports submission. Include percent and number of deliverables submitted timely out of total number of deliverables required (4 of 5 deliverables were received on or before their due date).



Timely submissions under 70% constitutes a finding



Timely submissions under 90% constitutes a concern. 









			EQUIPMENT/ASSETS INVENTORY:



If applicable, include discussion of any equipment and/or assets that were purchased with contract money.








Just because an agency provides information does not mean that we can’t question it, especially if we don’t understand.  Programs should be consistent with the application/proposal however there may be legitimate reasons for variances.  Remember the proposal was written as a projection and staffing levels, capacity or other circumstances may have changed some of the numbers however the changes must be able to be explained by a logical, reasonable explanation.  It is also possible that an outcome or how an outcome is tracked may change between the time the proposal is submitted and when the monitoring occurs.  It is acceptable to entertain and explain differences; however a contract amendment may be necessary depending upon the severity, degree and timing of changes.


FINDINGS AND CONCERNS:



1.  FINDING:  A finding is a violation of law, regulation or contract requirement that can result in a sanction or repayment.  It is a serious failure to comply with Federal, State or locally established policies, procedures, directives and/or application/proposal that may lead to disallowed costs and/or threaten programmatic integrity, performance and possibly future funding.  A finding identifies the provider’s failure to comply with specific terms and conditions of the contract which relate to the service delivery, operations, billing practices and/or financial stability.



CORRECTIVE ACTION:  Request agency to submit Corrective Action Plan which outlines a course of action to correct the deficiency and a plan to prevent future occurrences.   If an issue is discovered which effects payment/overpayment be sure to address the fact that all files for all months must be examined and not just the month that was reviewed.  If there were errors during the sample month it is reasonable to assume they were errors in prior months also.  Specify the particulars and information that should be provided to address the violation however be careful not to provide so much detail that the agency can just copy your statements and return as their corrective action and then never really address the issue.  The goal is for the agency to think about the problem and develop a realistic plan of how to correct and prevent it in the future rather than just reiterating what they think we want to hear.


2. CONCERN:   Concerns are potential problem areas or weaknesses in program operations that may represent non-compliance with application/proposal, established policy and/or processes and which if not corrected, may eventually result in noncompliance, questioned costs or other management issues and lead to larger compliance issues for the program in the future.  Addressing concerns are intended to prevent contract violations and to improve program operations.


A concern can be a request for a clarification or explanation for details, justification or rationale for a question, uncertainty or reservation that surfaced during the monitoring or other review of documents which relate to program operations.  



NECESSARY ACTION:  Request agency to provide a course of action that may be considered in working toward resolution of the issue and to improve operations of the program.  Specify the particulars and information that should be provided to address the point in question.


CONCLUSIONS:  Summary of overall operation of the program and evaluation of the effectiveness and efficiency of the program and utilization of funds. 


Prepared By: _______________________________________Date: ________________



Reviewed and Approved by: __________________________________ Date: _________








Department of Human Services



Date Report Sent to Agency:  ____________________________



Date CAP and/or Response is due:  ___Input date that CAP is due________________ 



A corrective action plan using the attached format should be returned to the Department of Human Services within 30 calendar days of the letter.



If there are no findings or concerns a written response is not required from the agency.



Report should be emailed to Agency Director and copied to Board Chair.  
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Monitoring and Closeout Procedures


MONITORING CONFIRMATION EMAIL





After scheduling a day/time to monitor with agency, send a confirmation email as follows: 


Dear 


This is to confirm monitoring is scheduled for Contract No.            on                          ,  2017 at 9am. 


In preparation for monitoring - Please make available all client files for this contract period in which I can monitor in a quiet office or conference room for the following requirements:


1. Homeless Eligibility documentation for the client entering program this contract period. 


1. Disability verification


1. Client Individual Service Plans


1. Rent Calculations for all client files


1. Annual Income certifications 


(Note: this list can change to accommodate other items to be reviewed such as the agencies policy and procedure manual or other items that may need attention.)


The monitoring will be based upon the information contained in the Exhibit 2 of the Annual CoC application and the prior monitoring report as attached here. 


Attach the agencies coordinating HUD Application and monitoring report from the prior contract period. If there was a Corrective Action Plan (CAP), be sure it is included with the monitoring report.


STEPS INVOLVED TO CLOSE OUT A CONTRACT


Keep a spreadsheet to account for the following details of contract monitoring and close out. 


1. Monitoring date


2. Date confirmation letter was sent to agency


3. If applicable, were all HQS inspections performed


4. Date monitoring report was sent to Program Manager for approval


5. Date approved monitoring report was sent to agency


6. Date of email receipt from agency to show they rec’d the report


7. If applicable, date the CAP is due back to DHVS


8. Date of notice to agency that CAP was accepted or explanation if any items still need attention


9. Date when Annual Performance Report (APR) is due to HUD


10. Date the APR Summary Form was sent to agency for completion. The date it’s to be returned will go into CSN requirements page


11. Date APR Summary Form is sent to HMIS Manager


12. Date Final APR was sent to agency and HUD – IF agency did not meet performance measures in the APR, write an addendum to the monitoring report and follow up on any action if needed.


13. Once this list has been followed up on and completed, close out the record in CSN


a. Enter the completion date in CSN 


b. Check all CSN pages related to the contract and make sure all dates have been entered for any items


c. Narrate any final notes


14. Scan entire contract file and store for 5 years from the date APR was submitted to HUD. 


















SAMPLE Contract Template applicable sec highlighted.pdf
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         CSFA #       



         CFDA #       



  Contract No.     



 STANDARD NONPROFIT/GOVERNMENT CONTRACT Funding Source:   



     



     



   



SUBRECIPIENT CONTRACT BETWEEN 



THE LEE COUNTY BOARD OF COUNTY COMMISSIONERS 



And 



 



THIS CONTRACT between Lee County, a political subdivision and Charter county of the State of 



Florida, hereinafter referred to as “COUNTY” and                                                         a Nonprofit 



Corporation/Government/Municipality registered under the laws of Florida Chapter 617, operating under 



the laws of the State of Florida and, hereinafter referred to as "PROVIDER" will become effective upon 



the date approved by the Board of County Commissioners (BOCC). 



 



WHEREAS, COUNTY believes it to be in the public interest to provide certain activities to the Lee 



County residents through the PROVIDER according to this Contract, the agency's intent as stated in 



the proposal and attachments and/or exhibits, and all other terms and conditions as specified. 



 



NOW THEREFORE, in consideration of the mutual covenants, promises, and representations 



contained herein COUNTY and the PROVIDER agree as follows: 



 



ARTICLE I   SCOPE OF SERVICES 



 



Any proposal/application submitted which resulted in this funding award are binding and incorporated 



as a part of this contract including all conditions and projected levels of service. 



 



For federally funded projects, all requirements and conditions as described in Attachment A, Program 



Guidelines must also be followed.  



 



All projects funded by Department of Housing and Urban Development (HUD) Homeless Assistance 



Grants must actively participate in the Centralized Intake/Coordinated Assessment process and input 



data into the Homeless Management Information System (HMIS). 



 



All activities funded with CDBG/HOME funds must benefit persons of income levels at or below 80% 



of the area median income and as defined in the pertinent program requirements.  Subrecipient certifies 



that the activity carried out under this Agreement will meet the CDBG/HOME income eligibility 



requirements. 



 



 



ARTICLE II  TERM OF CONTRACT 



 



This Contract shall begin 2016 and end, 2017 unless terminated as specified in Article VIII, 



Suspension/Termination.   



 



For unit rate contracts, programs must be operational within 45 days of contract begin date (identified 



above). 
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ARTICLE III  COMPENSATION AND REPORTS 



 



A. Contract Payment 



The COUNTY will make payments on a reimbursement basis to the PROVIDER and the 



PROVIDER agrees to accept as full compensation the total amount not to exceed $.00. 



Payments will be authorized only for work completed and/or services delivered during the term 



of the contract as stated in ARTICLE II: TERM OF CONTRACT, and prior to the payment 



request date.  Documentation of eligible expenses will be provided as stated in Article III C. 



Contract Deliverables.  Payment is subject to the provisions of Article III B Deferred 



Payment/Return of Funds and Article IX, Suspension/Termination.  Funding is contingent upon 



the availability of funds. 



 



The COUNTY has agreed to purchase the service(s) listed in Article I.  For unit rate contracts, 



this contract is for the payment of a fixed number of units of service at the fixed unit rate.  For 



line item contracts, this contract is for payment of line item amounts as identified in the 



approved budget. 



 



 



 



 



Program 



 Unit Rate: 



Unit Description 



 



 



 



Line Item:  



Approved Budget 



Category 



Unit Rate: 



Units purchased 



by County  



 



 



Line Item:  



Annual Budget 



Amount 



Unit Rate: 



Unit rate 



reimbursed 



by County 



 



Line Item: 



N/A 



 



 



 



Total 



        



        



          



 



For Partnering for Results (PFR) contracts, Lee County will fund no more than 25% of the 



program’s actual cash expenses.  The agency must be able to substantiate receipt of at least 75% 



of revenue from other sources or the amount of contract may be reduced.  Documentation of 



expenses may be required at any time during the contract term if the ratio of county funding to 



program expenses exceeds or is close to exceeding the 25/75% requirement.  In addition, Lee 



County may not fund program if revenues significantly exceed expenses. 



 



Once funding is approved and a contract issued by DHS it must be returned by the agency for 



execution within 30 days.  In addition, funds must begin to be drawn within 60 days of contract 



execution unless Contract Specialist authorizes additional time.  Failure to return signed 



contract or begin spending funds within allocated time frame may result in reduction or 



forfeiture of funds.  



 



B.   Deferred Payment/Return of Funds 



 



The COUNTY may defer payment to the PROVIDER for noncompliance with contract 



deliverables or program requirements.  



 



If, as a result of monitoring or audit, units of service provided are not documented a 
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payment may be deferred.  If units are found to be unallowable, no future payments will 



be made until the full amount of overpayment is remitted to Lee County or a repayment 



agreement is accepted by Lee County.   If the monitoring or audit occurs after the term 



of this contract, the PROVIDER will be required to remit funds to the COUNTY in 



accordance with the repayment conditions below. 



 



The PROVIDER agrees to return to the COUNTY any overpayments due to funds 



disallowed pursuant to the terms of this Contract and/or Federal requirements.  For 



contracts funded under the Partnering for Results (local general fund) process, 



repayment will be required if the amount paid exceeds 25% of program expenses.  Such 



funds shall be considered COUNTY funds and must be refunded to the COUNTY 



within thirty (30) days of receiving notice from the COUNTY in writing regarding the 



overpayment. Should repayment not be made in a timely manner, the COUNTY will 



charge interest of one (1) percent per month compounded on the outstanding balance 



after forty (40) calendar days after the date of notification or discovery. The 



PROVIDER will be required to reimburse the COUNTY for any acts of non-



compliance resulting in disallowed costs or fines. 



  



C. Contract Deliverables 



 



1. Required Reports (checked boxes are applicable) 



 



 EXHIBIT 1- Payment Request - Due:  Monthly by the 20
th



 of the following month.  All payments 



will be reimbursement for eligible expenses/services defined as uncompensated expenses rendered 



during the contract term and paid prior to final payment request due date as indicated in the Contract 



Closeout Section (Article III 2 D).  Copies of supporting documentation is required as part of the 



Payment Request for review of grant compliance and before payment will be authorized by Human and 



Veterans Services.  Reimbursement for eligible expenses will be made after review and authorization of 



a correct and complete Exhibit 1 and all required back up documentation.  Lee County must be payor of 



last resort, meaning that if services are eligible to be billed to any other entity including but not limited 



to: Medicaid, third party insurance or any other entity, then Lee County will not pay for that service. 



 



Appropriate back-up/supporting documentation may include: cancelled checks, vendor 



invoices, authorized purchase orders, attendance/service logs, other funder invoices, 



expenditure spreadsheets or other original documentation, as well as a copy of the 



PROVIDER’S check issued with authorized signature.  Two-sided copies of back-up 



documentation are preferred.  For Construction Contracts, inspection reports from 



qualified officials should be submitted with the appropriate monthly payment request.  



For PFR contracts, documentation of expenses may be required as back-up/supporting 



documentation if the ratio of county funding to program expenses exceeds or is close to 



exceeding the 25/75% requirement.   



 



The Exhibit 1 (Payment Request) must be submitted with an original, authorized 



signature.  An email or fax submission of Exhibit 1 is acceptable ONLY when there is 



no reimbursement requested.  Cancelled checks, bank statements and/or other 



documentation from vendor that expense has been paid or service provided may be 



verified during monitoring. 



 



Processing of payment requests is also subject to requirements and conditions as 



outlined in Attachment A, Program Guidelines.  
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  EXHIBIT 2- Program/Demographics/Beneficiary Report –Due: As indicated on 



Exhibit 2. 



 



  EXHIBIT 3 – Performance Outcomes Report – Due: As indicated on Exhibit 3. 



  



  EXHIBIT 4 - Quarterly Unit Rate & Revenue Analysis Report – Due:  30 days 



following the end of each quarter.  (Jan 31; April 30; July 31; Oct 31).  



Documentation to support expenditures and revenue MUST be attached i.e. 



QuickBooks; Profit/Loss Statement. 



 



  EXHIBIT 5- Annual Progress Report or Closeout Report- Due as indicated on 



Exhibit 5 and/or in Section D.   



 



  EXHIBIT 6 - Certificate of Insurance - Insert in contract. 



 



  EXHIBIT 7 – Statement of Work – Insert in contract. 



 



  EXHIBIT 8 - Equipment/Fixed Assets Inventory Form- Due: 30 days from 



purchase of equipment or fixed assets, and annually on October 1. 



 



 EXHIBIT 9 - Annual Certification of Continued Operation (ESG) - Due: As 



indicated on Exhibit 9. 



 



 EXHIBIT 10- Current Board of Directors Roster 



 



For all reports except the Exhibit 1 (Payment Request) either an email or hard copy of reports is 



acceptable.  The Exhibit 1 (Payment Request) must have original signatures.  Other reports requiring 



signatures can have an electronic signature or a scanned copy of the report with signature. 



 



2. Required Documents   



 



 Audited Financial Statement and Management Letter for fiscal year(s) in which contract 



funds are expended – Due Date: Non profits - 180 days following the end of 



PROVIDER’S fiscal year(s); Governments/municipalities - 270 days following the 



end of fiscal year(s). 



 



 Copy of latest Form 990 - Due Date: Non profits –  180 days following the end of 



PROVIDER’S fiscal year(s) 



 



  Monitoring Reports – A copy of monitoring reports issued from other sources that fund 



any program covered under this contract and copies of PROVIDER’S response to the 



funding agency are due to the COUNTY no later than 30 days after receipt by the 



PROVIDER.   



 



D. Contract Closeout 



   Partnering for Results:  Unit Rate Analysis Report -Due: 30 days after contract 



end.  



 Partnering for Results:  Final Payment Request –Due: 4 days after contract end. 



 Partnering for Results: Close Out Report – Due 30 days after contract end. 
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   State Mandated: Final Payment Request – Due: 4 days after contract end  



   HOME – Closeout package for each property –Due: 120 days after payment 



request. 



   Supportive Housing Program and Rental Assistance (COC) – Final Payment 



Request and Annual Progress Report – Due: 45 days end date of operating year. 



   CDBG – Final Payment Request and Beneficiary Reports – Due: 20
th



 of the month 



after term end. 



   Other Funding Source –  



      Final Closeout Payment Request – Due:   



      Final Closeout Report -   Due -     



 



 



ARTICLE IV  AUDITS, MONITORING, AND RECORDS 



 



A.  Monitoring 



 



The PROVIDER agrees to permit persons duly authorized by the COUNTY and the Federal or 



State grantor agency (if applicable) or any representatives to inspect all records, papers, 



documents, facility's goods and services of the PROVIDER and/or interview any clients and 



employees of the PROVIDER to be assured of satisfactory performance of the terms and 



conditions of this contract to the extent permitted by the law after giving the PROVIDER 



reasonable notice. The monitoring is a limited scope review of the contract and agency 



management and does not relieve the PROVIDER of its obligation to manage the grant in 



accordance with applicable rules and sound management practices.  



 



Following such monitoring the COUNTY will deliver to the PROVIDER a written report 



regarding the manner in which services are being provided.  The PROVIDER will rectify all 



noted deficiencies within the specified period of time indicated in the monitoring report or 



provide the COUNTY with a reasonable and acceptable justification for not correcting the 



noted shortcomings.  The PROVIDER’S failure to correct or justify the deficiencies within the 



time specified by the COUNTY may result in the withholding of payments, being deemed in 



breach or default, or termination of this Contract.  



 



B. Audits and Inspections 



 



The PROVIDER will make all records referenced in Article IV. C. and all items included on 



financial statements available for audit or inspection purposes at any time during normal 



business hours and as often as COUNTY deems necessary. 



 



The Clerk of Courts Internal Audit Division, the Federal or State grantor agency (if applicable), 



Lee County employees, or any of their duly authorized representatives have the right of timely 



and unrestricted access to any books, documents, papers, or other records of PROVIDER or 



Certified Public Accountant (CPA) that are pertinent to the contract, in order to make audits, 



examinations, excerpts, transcripts and copies of such documents. If contract non-compliance or 



material weaknesses in the organization are noted, the COUNTY or other authorized 



representatives have the right to unlimited access to records during an audit or inspection. This 



includes timely and reasonable access to a PROVIDER’S personnel for the purpose of 



interview and discussion related to such documents. 
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C. Records 



 



The PROVIDER shall retain all financial, client demographics, and programmatic records, 



supporting documentation, statistical records, and other records, which are necessary to 



document service provision, expenditures, income and assets of the PROVIDER by funding 



source, program, and functional expenses category during the term of this contract and a 



minimum of five (5) years from the date of contract expiration.  The retention period may be 



longer depending on the funding source.   If any litigation, claim, negotiation, audit, or other 



action involving the records has been initiated before the expiration of the retention period, the 



records shall be retained for one (1) year after the final resolution of the action and final 



resolution of all issues that arise from such action. 



 



PROVIDER specifically acknowledges its obligations to comply with §119.0701, F.S., with 



regard to public records, and shall: 



 



1) keep and maintain public records that ordinarily and necessarily would be required 



by the County in order to perform the services required under this Agreement; 



2) provide the public with access to public records on the same terms and conditions 



that the County would provide the records and at a cost that does not exceed the cost 



provided in Chapter 119, Florida Statutes, or as otherwise provided by law; 



3) ensure that public records that are exempt or confidential and exempt from public 



records disclosure requirements are not disclosed, except as authorized by law; and 



4) meet all requirements for retaining public records and transfer, at no cost to the 



County, all public records in possession of PROVIDER upon termination of this 



Agreement and destroy any duplicate public records that are exempt or confidential 



and exempt from public records disclosure requirements. All records stored 



electronically must be provided to the County in a format that is compatible with the 



information technology system of the County. 



 



IF THE PROVIDER HAS QUESTIONS REGARDING THE 



APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO THE 



PROVIDER’S DUTY TO PROVIDE PUBLIC RECORDS RELATING TO 



THE CONTRACT, CONTACT THE CUSTODIAN OF PUBLIC RECORDS 



AT 239-533-2221, 2115 SECOND STREET, FORT MYERS, FL 33901, 



http://www.leegov.com/publicrecords. 
 



 



D. Independent Audit 



A complete independent financial audit of the agency’s financial statements in accordance with 



Generally Accepted Accounting Principles (GAAP) and/or current Generally Accepted 



Government Auditing Standards (GAGAS) as applicable is required and must include the 



following: 



 



 auditor’s opinion 



 requisite reports on internal control and compliance, if required 



 management letter addressing internal controls  (Note:  If there were no items to be 



addressed, the letter must still be completed and state that no comments were noted.) 



 management’s response to such letter 
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 the programs that are funded by this Lee County contract either in the statement of 



functional expenses, revenues and expenditures, footnotes, schedule of Federal awards and 



State financial assistance or as supplemental data in the financial statements. The statement 



should be consistent with programs detailed in the corresponding proposal(s), exhibit(s), and 



attachment(s). 



 



An original, bound version must be submitted.  As an alternative an electronic format sent from 



the auditing firm is acceptable.  The audit must be submitted to the COUNTY no later than 



one hundred eighty (180) days following the end of a non profit PROVIDER'S fiscal year and 



two hundred seventy (270) days following the end of a government/municipality PROVIDER'S 



fiscal year.  If applicable, any corrective action plan must be submitted.  Failure to submit the 



report within the required time frame can result in the withholding of payment, or termination of 



the contract by the COUNTY. 



 



The audit must be conducted by an independent, licensed certified public accountant with an 



unmodified opinion on their current peer review and must be in accordance with the General 



Accounting Office (GAO) Yellow Book, Generally Accepted Government Auditing Standards, 



OMB Circular A-133 “Audits of States, Local Governments and Non-Profit Organizations” if 



applicable, the Florida Single Audit Act (F.S. 215.97) if applicable, and the Auditor General 



Rule 10.550 (Government) or 10.650 (Not For Profit) as applicable.   



 



Copy of the latest Form 990 must also be submitted no later than one hundred eighty (180) days 



following the end of a non profit PROVIDER'S fiscal year. 



 



ARTICLE V  AMENDMENTS 



 



PROVIDER must submit a written request (email is acceptable) for a contract amendment which details 



the nature of and justification for the requested change and the desired effective date of the change(s). 



The COUNTY reserves the right to approve or deny all contract amendments.  An approved amendment 



shall be documented on the contract amendment form and signed by both parties. 



 



The Department Director may approve amendments, which do not substantially change the original 



contracted scope of service and statement of work.  The Board of County Commissioners must approve 



amendments which increase or decrease contract funds; significantly change program design including 



target population or major changes in outcomes; change or add to the standard provider contract 



language which is not for the purpose of correcting original omissions or clarifying original contract 



intent. 



 



For federally funded projects, HUD must approve (24 CFR 583.405), in writing, any significant changes 



to an approved Homeless Continuum of Care program prior to initiating a contract amendment.  



Amendments to CDBG, HOME, or ESG which involve new or alteration of existing activities that will 



significantly change the scope, location, or objectives of the approved activities or beneficiaries must 



receive prior HUD approval. 



 



ARTICLE VI  CONTRACTOR STATUS 



 



A. Independent Contractor 



 



It is the Parties’ intention that the PROVIDER will be an independent contractor and not the 



County’s employee for all purposes, including, but not limited to, the application of the Fair 
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Labor Standards Act minimum wage and overtime payments, Federal Insurance Contribution 



Act, the Social Security Act, the Federal Unemployment Tax Act, the provisions of the Internal 



Revenue Code, Florida revenue and taxation law, Florida Worker’s Compensation law and 



Florida Unemployment Insurance Law.  The PROVIDER will retain sole and absolute 



discretion in the judgment of the manner and means of carrying out the PROVIDER’S 



activities and responsibilities hereunder.  The PROVIDER agrees that it is a separate and 



independent enterprise from the public employer, that it has made its own investment in its 



business, and that it will utilize a high level of skill necessary to perform the work.  This 



agreement shall not be construed as creating any joint employment relationship between the 



PROVIDER and COUNTY, and COUNTY will not be liable for any obligation incurred by 



the PROVIDER, including, but not limited to, unpaid minimum wages and/or overtime 



premiums. 
 



B. Subcontracts 



 



Primary roles and responsibilities of PROVIDER cannot be subcontracted.  It is mutually 



agreed that any program component that is subcontracted by PROVIDER must have a written 



contract upon execution of this contract.  Provider must provide written notice to the County of 



all subcontractors as well as provide copies of all contracts entered into with subcontractors 



upon the County’s request.  Procurement and/or bidding of non primary roles and 



responsibilities must be awarded on a fair and non collusive basis and must be in compliance 



with all applicable Lee County, State of Florida and Federal standards. The PROVIDER shall 



not enter into a transaction with a person or affiliate placed on the Florida Department of 



Management Services’ Convicted Vendor List.  For projects and services receiving federal 



funds, the PROVIDER shall also not enter into a transaction with debarred, suspended or 



ineligible contractors and participants included on the Federal Excluded Parties List.  The 



PROVIDER must ensure each subcontractor conforms to the terms and conditions of this 



contract and if applicable Attachment A, Program Guidelines and must be subject to 



indemnification as stated in Article VIII.  
 



ARTICLE VII  CONFLICT OF INTEREST 



The PROVIDER agrees that it presently has no interest and shall acquire no interest, either 



direct or indirect, which would conflict in any manner with the performance of services required 



in this contract.  The PROVIDER further agrees that no person having any such interest shall be 



employed or engaged for said performance.  The PROVIDER agrees that no employee, officer, 



agent of the provider or its sub-recipients shall participate in the selection, award or 



administration of a contract or construction bid if a conflict-of-interest, either real or implied, 



would be involved.  The PROVIDER or sub-recipient employees, officers and agents should 



refrain from accepting gratuities, favors or anything of monetary value from contractors or 



potential contractors based on the understanding that the receipt of such an item of value would 



influence any action or judgment of the PROVIDER.  



For federally-funded contracts, conflict of interest provisions described in 2 CFR 200.112 and all 



other HUD regulations currently in effect and as may be amended from time to time shall apply. 



 



ARTICLE VIII RISK MANAGEMENT 
 



A. Hold Harmless and Indemnity Clause 
 



To the fullest extent permitted by applicable law, PROVIDER shall protect, defend, indemnify, 



save and hold the County, the Board of County Commissioners, its agents, officials, and 
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employees harmless from and against any and all claims, demands, fines, loss or destruction of 



property, liabilities, damages, for claims based on the negligence, misconduct, or omissions of 



the PROVIDER resulting from the PROVIDER’S work as further described in this contract, 



which may arise in favor of any person or persons resulting from the PROVIDER’S 



performance or non-performance of its obligations under this contract except any damages 



arising out of personal injury or property claims from third parties caused solely by the 



negligence, omission(s) or willful misconduct of the County, its officials, commissioners, 



employees or agents, subject to the limitations as set out in Florida general law, Section 768.28, 



Florida Statutes, as amended.  Further, PROVIDER hereby agrees to indemnify the County for 



all reasonable expenses and attorney's fees incurred by or imposed upon the County in 



connection therewith for any loss, damage, injury or other casualty.  PROVIDER additionally 



agrees that the County may employ an attorney of the County's own selection to appear and 



defend any such action, on behalf of the County, at the expense of the PROVIDER.  The 



PROVIDER further agrees to pay all reasonable expenses and attorney's fees incurred by the 



County in establishing the right to indemnity. 



 



The PROVIDER further agrees that it is responsible for any and all claims arising from the 



hiring of individuals relating to activities provided under the Contract.  All individuals hired are 



employees of the PROVIDER and not of the COUNTY. 



  



B.  Insurance Requirements: 
 



Insurance – Non Profit Providers  



The PROVIDER agrees to secure and maintain the insurance coverage outlined below during 



the term of this Contract.  The PROVIDER agrees that this insurance requirement shall not 



relieve or limit PROVIDER'S liability and that the COUNTY does not in any way represent 



that the insurance required is sufficient or adequate to protect the PROVIDER'S interests or 



liabilities, but are merely minimums.  It is the responsibility of the PROVIDER to insure that 



all subcontractors comply with the insurance requirements. 



 



Certificate(s) of Insurance naming Lee County Board of County Commissioners as Certificate 



Holder and additional insured will be attached to this contract as an exhibit.  Name and address 



for Certificate Holder should be:  Lee County Board of County Commissioners, P.O. Box 398, 



Fort Myers, FL  33902.   Certificate(s) must be provided for the following coverage’s at the time 



of contract execution and upon policy renewal:  



 



1. Workers’ Compensation– Statutory benefits as defined by Florida Statute 440 



encompassing all operations contemplated by this contract or agreement to apply to all 



owners, officers, and employees. Employers’ liability will have minimum limits of: 



  $100,000 per accident 



  $500,000 disease limit 



  $100,000 disease limit per employee 



 



2. Commercial General Liability – Coverage shall apply to premises and/or operations, 



products and/or completed operations, independent contractors, contractual liability, and 



broad form property damage exposures with minimum limits of: 



  $300,000 bodily injury per person (BI) 



  $500,000 bodily injury per occurrence (BI)  



  $300,000 property damage (PD) or  



  $500,000 combined single limit (CSL) of BI and PD  
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The General Liability Policy Certificate shall name "Lee County, a political 



subdivision and Charter County of the State of Florida, its agents, employees, and 



public officials" as "Additional Insured". The PROVIDER agrees that the coverage 



granted to the Additional Insured applies on a primary basis, with the Additional 



Insured's coverage being excess.   



 



3. Business Auto Liability – The following Automobile Liability will be required and 



coverage shall apply to all owned, hired, and non-owned vehicles used with minimum 



limits of: 



  $100,000 bodily injury per person (BI) 



  $300,000 bodily injury per occurrence (BI) 



  $100,000 property damage (PD) or 



  $300,000 combined single limit (CSL) of BI and PD 



 



4. Directors & Officers Liability – Entity coverage to cover claims against the 



organization directly for wrongful acts with limits not less than $100,000. 



 



5. Fidelity Bonding – Covering all employees who handle the agency’s funds. The bond 



amount must be equivalent to the highest daily cash balance or a minimum amount of 



$50,000. 



 



Insurance – Government/Municipality 



Documentation of the above coverage requirements are not applicable to 



government/municipalities that are self insured. 



 



C.  Notice of cancellation or modification 



 



The COUNTY will be given thirty (30) days notice prior to cancellation or modification of any 



stipulated insurance. Such notification will be in writing by registered mail, return receipt 



requested and addressed to the Lee County Risk Manager, P. O. Box 398, Ft. Myers, FL 33902. 



 



 



ARTICLE IX  SUSPENSION/TERMINATION 



 



 A. Suspension 



 



The COUNTY reserves the right to suspend funding for failure to comply with the requirements 



of this contract.  Agencies that fail to submit required documents by the due date can be 



suspended, and payment will be withheld until all requirements are satisfied. 



 



In the event PROVIDER ceases operation for any reason or files for protection from creditors 



under bankruptcy law, any remaining unpaid portion of this Contract, less funds for 



expenditures already incurred, shall be retained by the COUNTY and the COUNTY shall have 



no further funding obligation to the PROVIDER with regard to those unpaid funds. 



 



If anticipated Program revenue from other sources exceeds expenses by 25%, Lee County 



reserves the right to suspend contract until final expenses/revenue is confirmed. 



 



 





gilkerdd


Highlight











    



S:\INTSVCS\Standard Forms\Contracts, Exhibits\SAMPLE Final Approved 2016-2017 DHS Contract Template.doc     11 



   B. Termination by COUNTY 



 



The COUNTY may at any time and for any reason cancel this Contract by giving twenty–four 



(24) hours written notice to the PROVIDER by Certified Mail following a determination by the 



Board of County Commissioners, at its sole discretion, that such cancellation is in the best 



interest of the people of the county.  From the date of cancellation, neither party shall have any 



further obligation unless specified in the termination notice. 



 



If the financing for this project is contingent upon funding sources other than Lee County as 



identified in the proposal/application of the contract and such funds become unavailable the 



obligations of each party hereunder may be terminated upon no less than twenty-four (24) hours 



written notice.  If confirmed Program revenue from other sources exceeds expenses by 25%, Lee 



County reserves the right to terminate contract upon no less than twenty four (24) hours written 



notice.   



 



For unit rate contracts, if program is not operational within 45 days from contract start date, 



funds for said program will be withdrawn and contract will be amended or terminated.   



 



C. Termination by PROVIDER 



 



The PROVIDER may at any time and for any reason cancel this Contract by giving seventy-two 



(72) hours prior written notice to the COUNTY by Certified Mail of such and specifying the 



effective date.   



 



COUNTY'S obligation to make any payments under any provision of this Contract shall cease 



on the effective date of termination.  



 



ARTICLE X  ASSURANCE, CERTIFICATIONS, AND COMPLIANCE 



 



The PROVIDER agrees that compliance with these assurances and certifications constitutes a 



condition of continued receipt of or benefit from funds provided through this Contract, and that 



it is binding upon the PROVIDER, its successors, transferees, and assignees for the period 



during which services are provided.  



 



IMMIGRATION LAWS: 



 



The COUNTY will not intentionally award contracts to any provider/contractor/vendor who 



knowingly employs unauthorized alien workers, constituting a violation of the employment 



provisions contained in 8 U.S.C. Section 1324 a(e) Section 274A(e) of the Immigration and 



Nationality Act (INA).  



 



The COUNTY shall consider the employment by any PROVIDER of unauthorized aliens a 



violation of Section 274A(e) of the INA.  Such violation by the recipient of the employment 



provisions contained in Section 274A(e) of the INA shall be grounds for unilateral cancellation 



of the contract by The COUNTY. 



 



OTHER REQUIREMENTS: 



 



The PROVIDER further assures that all contractors, subcontractors, or others with whom it 



arranges to provide services or benefits to participants or employees in connection with any of 
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its programs and activities are not discriminating against those participants or employees in 



violation of statutes, regulations, guidelines and standards. By acceptance of this funding, the 



PROVIDER assures and certifies the following: 



 



A. That they will comply with all applicable laws, ordinances, and regulations of the United 



States, the State of Florida, the COUNTY, and the municipalities as said laws, 



ordinances, and regulations exist and are amended from time to time.  In entering into 



this contract, the COUNTY does not waive the requirements of any COUNTY or local 



ordinance or the requirements of obtaining any permits or licenses that are normally 



required to conduct business or activity contemplated by the PROVIDER. 



 



B. That they will comply with all applicable Federal, State and local anti-discrimination 



laws pertaining to nondiscrimination in programs receiving Federal financial assistance, 



including but not limited to:  



 Title VI of the Civil Rights Act of 1964, as amended, and its implementing 



regulations – including that recipients/grantees of federal financial assistance are 



required to take reasonable steps to ensure meaningful access to persons who are 



Limited English Proficiency (LEP), as per Executive Order 13166.   



  Section 109 - Title I of the Housing & Community Development Act of 1974 



  Section 504 of the Rehabilitation Act of 1973  (29 U.S.C. 794) 



  Age Discrimination Act of 1975 (42 U.S.C. 610 et. seq.) 



 Fair Housing Act 



Additional information can be accessed at the following websites:  



http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHLaws 



http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp 



http://www.hud.gov/offices/fheo/lep.xml 



These requirements are designed to prevent discrimination in the delivery of benefits and 



services because of race, color, religion (creed), sex, national origin, age, familial status 



or disability.  Affirmative marketing plans and use of universal design features for 



construction and rehabilitative projects should be incorporated when possible. 



 



All advertising of residential real estate for sale, rent, or financing should contain an 



equal housing opportunity logotype, statement, or slogan as a means of educating the 



home seeking public that the property is available to all persons regardless of race, color, 



religion, sex, handicap, familial status, or national origin. The choice of logotype, 



statement or slogan will depend on the type of media used (visual or auditory) and, in 



space advertising, on the size of the advertisement.  Different styles/types/sizes of logos 



and information regarding brochures and can be located at the following website: 



 http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo 



 



C. That they will comply with the Americans with Disabilities Act of 1990 (“ADA”) (as 



codified at U.S.C 42.126 (sections 12101-12213) and 28CFR35, which gives civil rights 



protections to individuals with disabilities,  guaranteeing equal opportunity for 



individuals with disabilities in employment, public accommodations, transportation, 



State and local government services, and telecommunications.  A Single-Point-of-



Contact shall be required if the agency employs 15 or more employees.  The Single-



Point-of-Contact will ensure effective communication with deaf or hard-of-hearing 



customers or companions in accordance with Section 504 and the ADA and coordinate 



activities and reports with the provider’s Single-Point-of-Contact. 



 





http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHLaws


http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp


http://www.hud.gov/offices/fheo/lep.xml


http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
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D. That they will administer their programs under procedures, supervision, safeguards, and 



such other methods as may be necessary to prevent fraud and abuse, and that it will 



target its services to those who most need them. 



 



E. That if clients are to be transported under this contract, the PROVIDER will comply 



with the provisions of Chapter 427, Florida Statutes, which requires the coordination of 



transportation for the disadvantaged.  



 



F. That any products or materials purchased with contract funds shall be procured in 



accordance with the provisions of Chapter 403.7065, Florida Statues, which refers to the 



procurement of products or materials with recycled content. 



 



G. That they will comply with Chapter 39.201, Florida Statutes, that any person who 



knows, or has reasonable cause to suspect, that a child is abused, abandoned, or 



neglected by a parent, legal custodian, caregiver, or other person responsible for the 



child’s welfare, as defined in this chapter, shall report such knowledge or suspicion to 



the Florida Abuse Hotline (1-800-962-2873). 



 



H. That they will comply with Chapter 415.1034, Florida Statutes, that any person who 



knows or has reasonable cause to suspect that a vulnerable and or disabled adult has 



been abused, neglected, or exploited, shall immediately report such knowledge or 



suspicion to the Florida Abuse Hotline (1-800-962-2873). 



 



I. That if personnel in programs under this contract work directly with children/youths and 



vulnerable or disabled adults, the PROVIDER will comply with applicable provisions 



under Florida Statutes 943.0542; 943.04351; 393.0655; 402, regarding employment 



screening. 



 



J. That they will comply with Chapter 216.347, Florida Statutes, which prohibits the 



expenditure of contract funds for the purpose of lobbying the legislature, State or county 



agencies.   



 



K. That they will notify the COUNTY immediately of any funding source changes and/or 



additions from other sources that are different from that shown in the PROVIDER'S 



application/proposal.  This notification must include a statement as to how this change in 



funding affects provision of service as well as the use of and continued need for 



COUNTY funds.  



 



L. That they will acknowledge support for activities funded wholly or in part by COUNTY 



funds.  In publicizing, advertising, or describing the program, state “Funding provided by 



Lee County Board of County Commissioners”. 



 



M. That they will notify the COUNTY of any SIGNIFICANT changes to the PROVIDER 



organization to include Board Membership (roster), Articles of Incorporation and 



Bylaws within ten (10) working days of the effective date. 



 



N. For federally funded programs, that they will comply with applicable uniform 



administrative requirements as described in 2 CFR Part 200 and all other established, 



applicable HUD regulations as now in effect and as may be amended from time to time. 
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O. The provider shall ensure that Lee County funds are restricted to people legally able to 



reside in the US. 



 



P. The provider will input applicable updates to the 10 Year Plan to End Homelessness 



Database on a regular basis, usually quarterly. 



 



Q. The PROVIDER is prohibited from using contracted funds for the following: political 



activities; lobbying; political patronage; nepotism activities; and inherently religious 



activities such as worship, religious instruction, or proselytization. 



 



R. The PROVIDER must verify employment eligibility of all new employees hired during 



the contract term through the U.S. Department of Homeland Security’s E-Verify system. 



 



 



ARTICLE XI           HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT 



OF 1996 (HIPAA) 



 



Lee County, pursuant to the Federal Health Insurance Portability and Accountability Act of 1996 



(HIPAA) is a “covered entity” as the law defines that term.  Any “personal health information” (PHI) as 



defined by the law that the COUNTY receives pursuant to this Agreement is subject to the disclosure 



and security requirements of HIPAA.  Transfer of information to the COUNTY sufficiently “de-



identified” to no longer be considered PHI is encouraged as being in the best interest of client PHI 



confidentiality to the extent that client services are unaffected.  Particular methods to accomplish the 



highest levels of client service coupled with PHI confidentiality shall be an on-going task of the effected 



staffs of the COUNTY and PROVIDER.  



 



 



ARTICLE XII CONTRACT DISPUTE RESOLUTION PROCEDURE 



 



Any dispute between the parties with respect to provisions contained in a Lee County Department of 



Human and Veterans Service (DHS) contract or issues that arise pertinent to a contract shall be resolved 



as follows: 



 



The parties may, by mutual agreement, attempt to resolve their dispute in the following manner within a 



thirty (30) day period.  If both parties are in agreement, the thirty (30) day time period can be extended 



for an additional ten days. 



a. Duly authorized representatives shall meet as often as mutually agreeable to discuss in good faith 



the dispute and to negotiate a mutually agreeable resolution.  Authorized representatives for DHS 



include Contract Specialist, and Program Manager. 



b. During the course of the dispute process requests made by one Party to the other for non-



privileged information, reasonably related to the dispute shall be responded to in good faith.   



c. If the dispute is unable to be resolved between the authorized representatives within the specified 



time period, it will be forwarded to the Department Director for resolution.  A decision by the 



Director will be issued within ten days. 



d. If the dispute remains unresolved after the Department Director’s decision, the issue including all 



pertinent background information will be forwarded to the Board of County Commissioners for 



consideration. 



e. Either Party may at any time commence formal court proceedings, which shall be immediately 



communicated, and will end the process of Dispute Resolution as described in this section. 
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ARTICLE XIII  NOTICES  



 



Official notices concerning this Contract will be directed to the following authorized representatives:



PROVIDER:  



Name:       



Title:    



Agency:    



Address:.     



   



Telephone:  



Fax:    



E-Mail :       



COUNTY: 



Name:        Attn:      



Title:       Contract Specialist   



Agency:     Human and Veterans Services 



 Address:    2440 Thompson Street   



      Fort Myers, Florida 33901  



Telephone:   (239) 533-79    



Fax:           (239) 533-7960    



E-Mail:  @leegov.com        



 



 The signatures of the two persons shown below are designated and authorized to sign all 



applicable reports: 



 



           OR          



Name (printed/typed)                                   Name (printed/typed) 



     



                



 Signature      Signature 



           



                



  



Title       Title 



 



In the event that either party designates different representatives after execution of this contract, notice 



of the name and address of the new representative will be rendered in writing by authorized officer of 



PROVIDER to the COUNTY.   



 



ARTICLE XIV SPECIAL PROVISIONS 



If needed, PROVIDER may be called upon to assist the COUNTY during a natural disaster or 



emergency.  This includes the use of the PROVIDER’S facility to assist with Emergency Food Stamp 



pre registration if facility is operational and computer terminals are available.  PROVIDER will be 



responsible to notify United Way 211 immediately after a disaster declaration if the location is 



accessible and operational and of any PROVIDER staff who are available to assist with recovery 



efforts. 



 



ARTICLE XV  ALL TERMS AND CONDITIONS INCLUDED 



 



This contract and its attachments, and any exhibits referenced in said attachments, together with any 



documents incorporated by reference, contain all the terms and conditions agreed upon by the parties. 



There are no provisions, terms, conditions, or obligations other than those contained herein, and this 



contract shall supersede all previous communications, representations, or agreements, either verbal or 



written between the parties. If any term or provision of this contract is legally determined unlawful or 



unenforceable, the remainder of the contract shall remain in full force and effect and such terms or 



provisions shall be stricken. 
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IN WITNESS THEREOF, PROVIDER and COUNTY have caused this 16-page contract and all 



Contract Exhibits and Attachments as indicated on next page to be executed by their undersigned 



officials as duly authorized. 



 



PROVIDER:       COUNTY:  LEE COUNTY 



  



By:        By:        



Name (print)       Name (print) 



 



              



(Signature of authorized officer)    (Signature of authorized officer) 



     



        Board of County Commissioners  



Title        Title       



              



Date        Date 



 



STATE OF FLORIDA    ATTEST: CLERK OF CIRCUIT COURT 



COUNTY OF LEE         



        By: __________________________ 



The foregoing instrument was acknowledged    



before me this  ___ day of _______, 2016,     Title:_________________________ 



by,        Date:   _______________________ 



who is personally known to me or who has 



produced ________________as identification  



and who   did  ( did not) take an oath. 



        APPROVED AS TO FORM FOR THE 



        RELIANCE OF LEE COUNTY ONLY: 



NOTARY:       



By:         By: _________________________ 



  Notary of Public (Signature) 



  Title: _________________________ 



            



 Name (typed)             Date: _________________________ 



        OFFICE of the COUNTY ATTORNEY 










