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The Federal Emergency Shelter Grant (FESG) Program Activity Report (PAR) is the document used to request reimbursement for actual expenditures and report the status of match dollar expenditures as required in any given year.  With the exception of the advance payment described below, grantees must request funds on a reimbursement-only basis.

Grantees are required to submit PAR reports no less than every calendar quarter, and no more than once a month for expenses incurred during any reporting period. All PAR’s must be submitted within thirty (30) days after the end of each period, month or quarter.

Advance Requests and Reimbursements

Grantees may request an initial advance of an amount equal to the thirty (30) day cash needs not to exceed $5,000.  Advances must be spent within thirty (30) days of receipt, and grantees must submit an Expenditure Detail report for their advance, (Page 2 of the PAR form), within thirty (30) days of receipt of the advance.  Aside from the one-time Advance, grantees must request funds on a reimbursement–only basis.

Completing the PAR Form and Expenditure Detail
1. FESG EXPENDITURE DETAIL
To complete this form, you must refer to your approved “Program Budget”, provided by HCD, to determine your Budget Activities and Line-item details from both your “Detailed Breakdown of Individual Staff Costs” and “Summary of Non-staff Project Costs”  funded under your contract.
Use the “FESG Expenditure Detail” form to provide a detailed explanation of all costs claimed.  By Program Activity, describe the specific payment expended, including: 
1)
A description of the item paid for; and the period covered, (e.g., lease for July-October);
2)
Your check number and check date;
3)
Check total; and the amount of the cost for which you are requesting reimbursement from FESG;   

4)
Provide a subtotal for each Program Activity in the Subtotal Column. (Use the subtotals on Page 1, Column 3 of your PAR); and  

5)
Round to the nearest dollar, do not report cents.
2.
PAR Form HEADING

Grantee Name: Enter the organization’s full name as written on the contract.

Grantee Address: This is the address to which the payments will be mailed.  This address must be exactly the same, (word for word), as the Applicant Address on the FESG Standard Agreement.  Please contact FESG staff before you file your PAR with a different address.

Contact Person: This should be the person filling out the PAR.
E-mail, Phone Number and Fax Number: This should be the information of the person filling out the PAR.

Report Period: Enter the beginning and ending date for the period for which the report is being submitted.

Report No.: Each PAR submitted should be numbered sequentially for each grant beginning with number one.  If you request an advance prior to expending any FESG funds, the first PAR requesting this advance should be labeled “PAR No. 1, Advance Only".

Date: Enter the date report is prepared.
Grant No.: Enter the Standard Agreement number and amendment number, (if applicable), assigned by the HCD. Please use the entire Contract Number in this space. (For example, “2008-FESG-0111”)

Final Report: Indicate whether this PAR is the final PAR for the contract.

Grant Term: Enter the beginning and end dates of the contract term (For example 10/10/2008 - 09/30/2009).
SECTION I - ACTIVITY BUDGET REPORT
COLUMN 1 - APPROVED FESG BUDGET:  Enter the approved amount of FESG grant funds for each Program Activity category (e.g., Essential Services, Operations, Homeless Prevention, Supervisory Shelter Administration and Grant Administration) from Exhibit B of the Standard Agreement.

EXPENDITURES:  Round to the nearest dollar, do not report cents.
COLUMN 2 - PREVIOUSLY REPORTED:  Enter the amount of expenditures, by Program Activity category, reported in the previously submitted PAR.  This amount should reflect FESG reported expenditures only, and can be copied from the previous PAR, COLUMN 4, TOTAL.

COLUMN 3 - THIS PERIOD:  Enter the amount of expenditures paid for each Program Activity category during the period for which the report is being prepared. This can be copied from the Expenditure Detail Sheet. Any expense claims outside of this report period, must be highlighted in yellow with an explanation why it is not being reported in the “report period” when it occurred.

COLUMN 4 - TOTAL:  Enter the sum of COLUMNS 2 and 3.  This amount represents the total FESG costs expended for each Program Activity category to date. This amount should automatically calculate in Excel.
COLUMN 5 - BALANCE:  This amount is determined by subtracting the amounts entered in COLUMN 4 from the amount entered at COLUMN 1.  This amount represents the amount of the approved FESG budget available, by Program Activity category, for future drawdowns. This amount should automatically calculate in Excel.

Section II - EXPENDITURE OF MATCHING FUNDS

(Not applicable to contracts executed after 2003, until further notice).
Section III - GRANTEE REMARKS

Note here the amount of your advance, if you received one. Enter your comments regarding your PAR expenditure details and other items affecting your PAR submitted.

Section IV - CERTIFICATION BY GRANTEE

Enter the name, title, and signature of the grantee's fiscal representative who is certifying to the accuracy of the report.  An individual who has fiscal responsibility for the organization must sign this certification.

Section V - HCD SIGNATURES

Section VI - HCD COMMENTS
