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AUTHORITY, PURPOSE, AND SCOPE OF WORK 
 
1. Authority & Purpose 

 
The California Department of Housing and Community Development (hereinafter 
“Department” or “HCD”) is the lead and responsible entity for administering the 
Community Development Block Grant – Disaster Recovery (hereinafter “CDBG-DR”) 
funds appropriated under the Supplemental Appropriations for Disaster Relief 
Requirements (Appropriations Act), under United States Public Laws 115-56, 115-
123, 115-254, and 116-20 to provide assistance in long-term recovery from the 
following 2017 and 2018 qualified federally declared natural disasters: DR-4344, DR-
4353, DR-4382, and DR-4407. 

 
2. Scope of Agreement 

 
A. Grant Funds 
 

Subject to the terms and conditions of this Standard Agreement (hereinafter 
“Agreement”), the Department has allocated and agrees to provide grant 
funds in the maximum amount identified in Exhibit B, Section 1 – Budget 
herein to the subrecipient identified as “Contractor” on page 1, Section 1 of 
the STD 213 form (hereinafter “Subrecipient”) for all Work (defined below) 
identified in this Agreement (hereinafter “Subrecipient Award”).  All payments 
made to the Subrecipient will adhere to the provisions described in Exhibit B 
herein. In no instance shall the Department be liable for any costs in excess 
of this amount, nor for any unauthorized or ineligible costs or expenses.  
 

 
B. Implementation of Agreement 
 

By entering into this Agreement and thereby accepting the Award of grant 
funds, the Subrecipient agrees to comply with and implement this Agreement 
in a manner satisfactory to the Department and HUD and consistent with all 
applicable laws, regulations, policies and procedures as may be required from 
time to time as a condition of the Department providing the grant funds, 
including but not limited to, all applicable CDBG-DR Program Administration 
and Compliance requirements set forth by this Agreement, and in accordance 
with the Application documentation previously provided by the Subrecipient 
and made a part hereof. The Department’s providing of grant funds under this 
Agreement is specifically conditioned on Subrecipient’s compliance with this 
provision and all terms and conditions of this Agreement, as well as the final 
Program policies and procedures, once completed, and the most recently 
published version of the Department’s CDBG-DR Action Plan for 2017 
disasters (https://www.hcd.ca.gov/community-development/disaster-recovery-

https://www.hcd.ca.gov/community-development/disaster-recovery-programs/cdbg-dr/docs/March-2019-HCD-CDBG-DR-ActionPlan-APPROVED.pdf
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programs/cdbg-dr/docs/March-2019-HCD-CDBG-DR-ActionPlan-
APPROVED.pdf) and for 2018 disasters (https://www.hcd.ca.gov/community-
development/disaster-recovery-programs/cdbg-dr/cdbg-dr-2018/docs/HCD-
CDBG-DR-2018_AP-Final-ADA-English.pdf) and any amendments thereto, 
related Federal Register notices, and the requirements of the authorities cited 
above, as the same may be amended from time to time.  
 
This Agreement is subject to written modification and termination as 
necessary by the Department in accordance with requirements contained in 
any future state or federal legislation and/or state or federal regulations. All 
other modifications must be in written form and approved by both parties. 

 
3. Subrecipient Scope of Work 

 
A. The Subrecipient shall provide the funded housing counseling activities 

(hereinafter “Work”) as described in 24 CFR, part 214 to ReCoverCA 
Homeowner Assistance program clients to assist them in improving their housing 
conditions and in meeting the responsibilities of tenancy or homeownership, as 
well as assisting clients in determining if rebuilding, homeownership, or tenancy 
is the best outcome for them. The housing counseling activities shall consist of: 

 
i. Counseling.  The Subrecipient must offer and be able to provide 

counseling, as opposed to just education, to current and potential 
homeowners or tenants to assist them in improving their housing 
conditions and in meeting the responsibilities of homeownership or 
tenancy. Participating agencies must provide counseling on the topics 
outlined in Section 3(D) herein. 

 
ii. Education. All Subrecipients that offer group educational sessions must 

also offer individual counseling on the same topics covered in the group 
educational sessions. 

 
iii. Setting/Format. HCD will refer clients to the Subrecipient based on where, 

geographically, the client is currently located. Counseling services may 
take place in the office of the Subrecipient, at an alternate location (for 
example at a public library), or through an alternative format, as long as 
the alternative format or location is mutually acceptable to the housing 
counselor and client. Alternative formats can include telephonic 
counseling or remote counseling systems designed using virtual meeting 
technology such as Skype, Teams, Zoom, etc., video cameras and the 
internet. Virtual meeting technology systems can also be used to deliver 
group education workshops and sessions. If a referred client requests in-
person counseling in a geography outside of the in-person geographic 
service area specified by the Subrecipient in Exhibit F, the Subrecipient 

https://www.hcd.ca.gov/community-development/disaster-recovery-programs/cdbg-dr/docs/March-2019-HCD-CDBG-DR-ActionPlan-APPROVED.pdf
https://www.hcd.ca.gov/community-development/disaster-recovery-programs/cdbg-dr/docs/March-2019-HCD-CDBG-DR-ActionPlan-APPROVED.pdf
https://www.hcd.ca.gov/community-development/disaster-recovery-programs/cdbg-dr/cdbg-dr-2018/docs/HCD-CDBG-DR-2018_AP-Final-ADA-English.pdf
https://www.hcd.ca.gov/community-development/disaster-recovery-programs/cdbg-dr/cdbg-dr-2018/docs/HCD-CDBG-DR-2018_AP-Final-ADA-English.pdf
https://www.hcd.ca.gov/community-development/disaster-recovery-programs/cdbg-dr/cdbg-dr-2018/docs/HCD-CDBG-DR-2018_AP-Final-ADA-English.pdf
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will immediately inform HCD and HCD shall refer the client to a housing 
counseling service provider that provides in-person services in the client’s 
geographic area. 

 
iv. Work Plan. A Subrecipient must be in compliance with the scope of work 

as described in Section 3(D) herein as well as the approved work plan set 
forth in the Subrecipient’s application included in the Agreement herein 
labeled Exhibit F.  The Subrecipient shall deliver housing counseling 
services consistent with the Subrecipient’s housing counseling work plan 
which must address all items listed here in Section 3. 

 
v. Geographic Scope. For the purposes of this Agreement, the Subrecipient 

has specified in their response to the Housing Counseling Notice of 
Funding Availability (NOFA), herein and set forth in Exhibit F, the 
geographic scope they will provide in-person services and remote services 
in and must provide all Work in those areas. 

 
vi. Civil Rights. The Subrecipient must administer their housing counseling 

programs in accordance with and remain in compliance with all 
corresponding State and Federal regulations and guidance and the 
following nondiscrimination regulatory and legislative requirements: 

 
a. Title VI of the Civil Rights Act of 1964, 
b. Title VIII of the Civil Rights Act of 1968, 
c. Executive Order 11063, 
d. Section 504 of the Rehabilitation Act of 1973, 
e. The Age Discrimination Act of 1975 
f. Americans with Disabilities 
g. Title IX of the Education Amendments of 1972. 
h. The Fair Employment and Housing Act (federal) 
i. The Unruh Civile Rights Act of 1959 
j. California Fair Employment and Housing Act 
 

The California requirements expand upon the federal requirements and 
are designed to prevent discrimination in the delivery of benefits and 
services because of race, color, religion, sex/gender, gender identity, 
gender expression, sexual orientation, marital status, medical condition, 
military or veteran status, national origin, ancestry, disability (mental and 
physical), genetic information, or age (over 40). 

vii. Fair Housing. In accordance with Section 808(e)(5) of the Fair Housing 
Act, the Subrecipient must affirmatively further fair housing for classes 
protected under the Fair Housing Act (Protected classes include race, 
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color, national origin, religion, sex, disability, and familial status.) the 
Subrecipient is expected to help remedy discrimination in housing and 
promote fair housing rights and fair housing choice. 
 

viii. Accessibility and Facilities. In accordance with 24 CFR 214.103 the 
Subrecipient, its branches, affiliates, and sub-grantees must (1) Have a 
clearly identified office, with space available for the provision of housing 
counseling services. The office should operate during normal business 
hours and offer extended hours when necessary; (2) Provide privacy for 
in-person counseling and confidentiality of client records; (3) Provide 
accessibility features or make alternative accommodations for persons 
with disabilities, in accordance with section 504 of the Rehabilitation Act of 
1973 (29 U.S.C. 794), 24 CFR parts 8 and 9, and the Americans with 
Disabilities Act (42 U.S.C. 12101 et seq). 

 
ix. Religious Discrimination and Influence. The Subrecipient and their 

affiliates and branches are prohibited from:(1) discriminating on behalf of 
or against any segment of the population in the provision of services or 
outreach, including those of other religious affiliations; and, (2) requiring 
religious instructions or religious counseling, conducting mandatory 
religious services or worship, engaging in religious proselytizing, and 
exerting religious influence in the provision of assistance under the 
Subrecipient’s or its affiliate’s or branch’s housing counseling Work.  

 
x. Limited English Proficiency (LEP). The Subrecipient must make 

reasonable efforts to provide language assistance to persons who are 
LEP. See guidance in “Final Guidance to Federal Financial Assistance 
Recipients Regarding Title VI Prohibition Against National Origin 
Discrimination Affecting Limited English Proficient Persons” published in 
the Federal Register on January 22, 2007, or an updated version, to 
determine the extent of the assistance the Subrecipient should offer based 
on the client’s circumstances. 

 
All clients referred to the Subrecipient by the ReCoverCA Homeownership 
Assistance program must be served. In cases where the Subrecipient 
does not offer the unique services requested by the client, is unable to 
communicate effectively with the client or does not have sufficient 
resources, the Subrecipient must inform the ReCoverCA Homeownership 
Assistance program immediately.   

 
B. Client Intake.  The Subrecipient’s housing counselor(s) or administrative staff 

who is/are trained in requirements of the Privacy Act may obtain basic 
information to determine if the Subrecipient can assist a client referred by the 
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ReCoverCA Homeownership Assistance Program, schedule an appointment with 
a housing counselor or refer the potential client to other resources. This client 
intake process is not housing counseling. 

 
C. Information Dissemination and Correspondence. In accordance with 24 CFR 8.6 

(Effective Communication and 214.103(l)(3)), Subrecipients should indicate on 
correspondence materials disseminated to clients and prospective clients how to 
access information through alternative means if they have an impairment, 
disability, or language barrier, etc. For example, written communications may 
include instructions on how to contact the Subrecipient via TTY, Relay services 
or access translation or interpreter services. Additionally, written communication 
should ask clients and prospective clients whether they need assistance for 
mobility impairments, visual or hearing impairments or other disabilities. 
 

D. Counseling Services. In order for a client to be classified as counseled under 
HUD’s Housing Counseling program, the client must receive all of the basic 
services outlined in 24 CFR §214.300(6)(b) and Items i – iv below. A housing 
counselor must perform and document these activities. 

 
i. Housing counseling. The client must have received counseling on at least 

one of the topics described in subparagraph I below that enables them to 
make informed and reasonable decisions to achieve his or her housing 
goal. 

 
ii. Discussion of Alternatives. Counseling must include a reasonable 

discussion of alternatives and options available to the client. To 
accomplish this, counselors may discuss specific products, features, 
properties or programs. 

 
For example, this type of discussion may occur if a recipient of pre-
purchase counseling asks questions about a specific loan product or 
feature, or if the counselor feels that having information about a specific 
product, feature, property or program is in the best interest of the client. 
 
However, if a counselor discusses specific products, features, properties 
or programs, they must provide at least three reasonable and comparable 
alternatives. Therefore, in the example provided the counselor should 
have given the client the opportunity to consider products from at least 
three different lenders. 

 
Additionally, when discussing specific loan products or features, at least 
one of the alternatives discussed by the counselor must be Federal 
Housing Administration (FHA) products or features, the Federal 
Government’s safe and affordable options for home finance. 
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Counselors must not advise clients, or promote specific products, features 
or programs. Their role is to simply make counseling recipients aware of 
their options and empower them with the information they need to help 
them make smart choices. Any discussion of alternative options should be 
documented in client files.  
 

iii. Action Plan. Housing counselors and clients must establish an action plan. 
The action plan outlines what the housing counselor and the client will do 
in order to meet the client’s housing goals and, when appropriate, 
addresses the client’s housing problem(s). 

 
iv. Financial Analysis. Every housing counseling session requires an analysis 

of the client’s unique financial situation. This includes but is not limited to:  
 

a) A review of the client's income, expenses, spending habits, home 
values and use of credit.  

 
b) A comparative analysis of the client’s spending habits to determine if 

the client’s habits are more suitable for renting than owning.  
 

c) The establishment of a household budget that the client can afford.  
 

E. Referrals. If a Subrecipient is unable to provide a service and the Subrecipient is 
aware of a local, state, and federal resource that would help meet the client’s 
needs, the Subrecipient should make the ReCoverCA Homeownership 
Assistance program aware of this and make referrals to such resources. 
Referrals made by counselors should be documented in the client file. Examples 
of referrals may include social service programs, energy assistance programs, 
fair housing agencies, legal services, etc. In no event or circumstance will the 
Department have any liability to the client or any other party for any referrals 
made by the Subrecipient. 

 
F. Follow-up. Subrecipients must make a reasonable effort to have follow-up 

communication with the client, to assure that the client is progressing toward his 
or her housing goal, to modify or terminate housing counseling, and to learn and 
report outcomes. Client follow-up should be conducted by a qualified housing 
counselor. Per the most recently published version of the ReCoverCA Housing 
Counseling Policies and Procedures.  
 

G. Client File. Set up a confidential client file documenting the activities required by 
this Work in accordance with applicable HUD approved housing counseling 
program requirements. 
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H. Termination of Counseling. In alignment with Sections F and G, herein, the 
Subrecipient must document in the client’s file when housing counseling services 
are terminated. The housing counselor must notate the client’s file with the date 
and cause/explanation of termination. Client files must not remain open 
indefinitely. All terminations of counseling must follow the requirements as set 
forth in the most recently published version of the ReCoverCA Housing 
Counseling Policies and Procedures and associated federal requirements for 
contact attempts, form of contact attempts and documentation.  
 
NOTE: Pursuant to Exhibit B, Section 3A, if the Subrecipient does not have any 
client contact within a 90-day period, the Subrecipient must not bill or count the 
nonresponsive client as an active file against any future billing periods.  

 
The Subrecipient should not bill a client file against this ReCoverCA Housing 
Counseling Grant or continue to count the file as activity under the grant solely 
because the Subrecipient maintains the file in an open status. Actual counseling, 
education, preparation, or follow-up activity must occur to justify billing the 
ReCoverCA Housing Counseling Grant. If a client file remains open over multiple 
reporting cycles or quarters, the initial counseling or education activity is only 
billed once against the Housing Counseling Grant, in the quarter it occurred. 
Even if follow-up occurs in the next billing cycle, it is still a part of the initial 
counseling interaction already recorded in the previous quarter and must not be 
counted again. The Subrecipient can, however, bill the grant for follow-up activity 
that occurs as part of subsequent sessions.  

 
Termination of counseling occurs or may occur under any of these conditions:  
1. The client meets his or her housing need and the client has been referred to 

the appropriate ReCoverCA Homeownership Assistance program, or along 
with the client, determines, tenancy is the best housing option;  

2. The Subrecipient determines that further housing counseling will not meet the 
client's housing need or resolve the client's housing problem;  

3. The Subrecipient attempts to, but is unable to locate the client;  
4. The client does not follow the agreed upon action plan;  
5. The client otherwise terminates housing counseling;  
6. Client fails to appear for housing counseling appointments or fails to respond 

to Subrecipient inquiries concerning the client’s progress in resolving his or 
her housing need or problem within the timeframe and protocols set forth in 
the most recently published version of the ReCoverCA Housing Counseling 
Policies and Procedures; or  

7. Other circumstances beyond the participating Subrecipient’s or client’s control 
such as a natural disaster that might prevent continuation of counseling.  
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I. Approved Housing Counseling, Education topics. The following are examples of 
approved housing counseling, education topics that the Subrecipient may provide 
to, and discuss with, clients:  

 
i. Pre-Purchase/Home Buying/Home Reconstruction. This includes but is 

not limited to: advice regarding readiness and preparation for maintaining 
homeownership following reconstruction, and/or new homeownership; 
Federal Housing Administration insured financing; housing selection and 
mobility; search assistance; fair housing, fair lending and predatory 
lending; budgeting and credit; loan product and feature comparison; 
purchase procedures and closing costs; money management (does not 
include debt management plan programs); selecting a real estate agent; 
and home inspection. Home maintenance and financial management for 
homeowners including the preservation of accessible housing features. 
 
This also may include guidance on: alternative sources of mortgage credit; 
down payment assistance; locating housing that provides universal design 
and visibility; how to apply for special programs available to potential 
homebuyers; how to purchase a home using the Section 8 
Homeownership Voucher Program; and referrals to community services 
and regulatory agencies.  

 
Additionally, for homeownership or tenancy, counseling must include 
guidance on homeowner and rental insurance for multiple perils and/or 
standalone fire insurance such as the California Fair Plan. Counseling will 
include the different coverage levels and features including value 
coverage, replacement coverage, extended replacement coverage, and 
additional living expenses coverage, as well as providing information on 
what the different coverages mean in terms of the ability to recover from 
another fire or disaster, what the cost is, and how that cost may impact the 
client’s finances.  

 
ii. Resolving or Preventing Mortgage Delinquency or Default. This includes 

but is not limited to the consequences of default and foreclosure; loss 
mitigation, budgeting, and credit; restructuring debt; obtaining re-
certification for mortgage subsidy; and establishing reinstatement plans. It 
may also include helping clients affected by predatory lending; foreclosure 
prevention strategies; explaining the foreclosure process; providing 
referrals to other sources; and assisting clients with locating alternative 
housing.  

 
The earlier that the housing counselor and lender establishes contact with 
the client, identifies the cause of default and begins to discuss 
reinstatement options, the more likely it is that the default will be cured, 
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and the homeowner will be able to retain ownership. Efforts to assist the 
client should ideally begin as soon as the loan becomes delinquent. The 
housing counselor should conduct follow-up housing counseling with the 
client on an as-needed basis until the default is corrected or the mortgage 
lender completes foreclosure, and the client has found alternate housing.  

 
iii. Non-Delinquency Post-Purchase, including Improving Mortgage Terms 

and Home Improvement. Home maintenance and financial management 
for homeowners, including, but not limited to: escrow funds; budgeting; 
refinancing; home equity; home improvement; insurance costs; utility 
costs; energy efficiency; and rights and responsibilities of home owners.  

 
It may also include: loan and grant options; housing codes and housing 
enforcement procedures; accessibility codes and how to design features 
to provide accessibility for persons with disabilities; non-discriminatory 
lending and funding for persons who modify their dwellings to 
accommodate disabilities; visibility and universal design; how to specify 
and bid construction work; and how to enter into and manage construction 
contracts including actions to address the non-performance of contractors.  

 
iv. Locating, Securing, or Maintaining Residence in Rental Housing. This 

refers to rental topics including, but not limited to: HUD rental and rent 
subsidy programs; other federal, state, or local rental assistance; fair 
housing; housing search assistance; landlord tenant laws; lease terms; 
rent delinquency; budgeting for rent payments and renters insurance; and 
providing assistance with locating alternate housing.  

 
v. Homeless Assistance. This includes but is not limited to information 

regarding emergency shelter; other emergency services; and transitional 
housing. 

 
J. Fair Housing and Other Civil Rights Requirements and Guidance  

 
i. Nondiscrimination under 24 CFR §§ 5.105 and 214.503  

 
Pursuant to 24 CFR § 214.503, all participating agencies must comply 
with HUD‟s general nondiscrimination and equal opportunity requirements 
at 24 CFR § 5.105. For additional information on fair housing, please visit 
the Office of Fair Housing and Equal Opportunity (FHEO) on HUD‟s 
website at www.hud.gov.  
 

ii. Promoting Fair Housing and Protecting Civil Rights. All participating 
agencies must take reasonable steps to affirmatively further fair housing 
and to ensure that persons are not denied housing counseling services or 

http://www.hud.gov/
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treated differently on the basis of race, color, sex, religion, national origin, 
disability, or familial status:  

 
iii. Identify Impediments to Fair Housing Choice. Participating agencies 

should review the Consolidated Plan and Analysis of Impediments (AI) 
that cover the jurisdictions in their service area. Another activity that 
participating agencies may undertake to identify barriers to fair housing 
choice is a review of their own policies, procedures, and facilities to see if 
they pose barriers to particular groups receiving housing counseling 
services.  

 
iv. Fair Housing Counseling and Education Activities. The following are 

examples of fair housing counseling, education, and outreach topics that 
participating agencies may provide to, and discuss with, clients in 
accordance with HUD‟s regulations at 24 CFR § 214.300 – especially 
clients in groups that have experienced impediments to fair housing 
choice:  

 
1. Pre-purchase/Home buying-- including, but not limited to: advice 

regarding readiness and preparation, fair housing rights of clients, 
identifying housing and lending discrimination and predatory lending;  

2. Resolving or preventing mortgage delinquency-- including, but not 
limited to: default and foreclosure, rights of clients, identifying 
discriminatory or predatory loan terms, loss mitigation, budgeting, and 
credit;  

3. Home maintenance and financial management for homeowners-- 
including, the preservation of accessible housing features; and  

4. Rental topics-- including, but not limited to: HUD rental and rent 
subsidy programs; other federal, state or local assistance; fair housing 
laws; housing search assistance; landlord tenant laws; lease terms; 
rights of Subrecipients and clients, rent delinquency; reasonable 
accommodations and modifications for persons with disabilities.  

v. Responsibilities of intermediaries and sub grantees--- HUD funded 
grant recipients are obligated under various laws not to discriminate in 
housing or services directly or indirectly based on race, color, religion, sex, 
national origin, familial status, or disability. HUD regulations further require 
that recipients of Federal financial assistance comply with Civil Rights-
Related Program Requirements (CRRPRs) that affect nearly every aspect 
of each program. The Subrecipient must adhere to these CRRPRs 
whether they receive Federal financial assistance or not as a condition of 
their participation in ReCoverCA Housing Counseling Program.) All 
intermediaries and sub grantees are held to the same nondiscrimination 
and equal opportunity responsibilities of direct recipients of ReCoverCA 
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Housing Counseling Services program funds or resources, including but 
not limited to:  

 
1. Maintaining records and actions taken.  
2. Training of staff with applicable civil rights laws and their applications.  
3. Counseling and Education and Activities.  

 
Contracts and agreements between the Subrecipient and their affiliates or 
sub grantees, if any, must include terms to this effect.  
 

vi. How to File a Discrimination Complaint with HUD. For complaints 
under the Fair Housing Act (42 U.S.C. § 3601, et seq.) (nondiscrimination 
because of race, color, national origin, sex, religion, disability, or familial 
status), clients of the Subrecipient and the ReCoverCA Homeownership 
Assistance program may file a discrimination complaint if they believe that 
they have been subjected to unlawful discrimination. The Subrecipient or a 
client’s representative may file a complaint on the client’s behalf. For 
complaints filed with HUD, the complaint must be filed no later than one 
year after the last alleged discriminatory act occurred.  

 
If a Subrecipient has a client that needs fair housing assistance the 
Subrecipient should refer the client to a state, county, or municipal fair 
housing agency. Discrimination complaints that arise in a jurisdiction that 
administers a law that HUD has certified as substantially equivalent to the 
Fair Housing Act will be referred by HUD to the respective state or local 
government agency. For these certified agencies, the statute of limitations 
for filing a complaint may vary. For other civil rights complaints such as: 
Title VI of the Civil Rights Act, 42 U.S.C. § 2000d et seq., (prohibits 
discrimination on the basis of race, color, and national origin, codified at 
24 C.F.R. part 1); Section 504 of the Rehabilitation Act of 1973 (prohibits 
discrimination based on disability in any program or activity receiving 
federal financial assistance, codified at 24 C.F.R. part 8); and Executive 
Order 11063 (prohibits discrimination on the basis of race, color, religion, 
national origin and sex, codified, 24 C.F.R. part 107), clients of 
participating agencies may file a discrimination complaint if they believe 
that they have been subjected to unlawful discrimination. Participating 
agencies or a client’s representative may file a complaint on the client’s 
behalf.  
 
Complaints filed pursuant to Title VI of the Civil Rights Act and Section 
504 of the Rehabilitation Act of 1973 shall be filed within 180 days of the 
alleged act of discrimination, unless the time limit is extended for good 
cause shown. Complaints filed pursuant to Executive Order 11063 must 
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be filed within one year of date of the alleged act of discrimination unless 
the time for filing is extended by the Assistant Secretary for FHEO. 
  
HUD offers multiple ways to file a complaint. The client, Subrecipient or a 
representative may: (1) File a written complaint with the nearest HUD 
office; or (2) Call the nearest HUD office or (3) Use the following link to 
access HUD‟s Fair Housing complaint form: 
http://www.hud.gov/offices/fheo/nov108online-complaint.cfm. Please note 
that the TTY numbers listed for those offices are not toll free, or call the 
toll free national TTY hotline at 1-800-927-9275. Please contact HUD‟s 
Office of Fair Housing and Equal Opportunity for additional information at 
1-800-669-9777 or for the hearing impaired TTY 1 (800) 927-9275. A list 
of HUD local offices is available at 
http://www.hud.gov/complaints/housediscrim.cfm.  
 

K. Industry Standards. HCD may require, promote or incentivize the adoption of, 
and implementation of, housing counseling and education standards, by the 
Subrecipient. These standards may include minimum acceptable counseling and 
education content and activities, training and testing. These industry standards 
may be developed or implemented by HUD or by other entities and endorsed by 
HCD. 

 
L. Debt Management or Liquidation. HCD considers debt management service as 

an activity related to, but apart from, the ReCoverCA Housing Counseling 
Program process. Negotiating payment plans with creditors and handling the 
client's money and making payment to the creditors for the client are usually 
done under a separate client-counselor contract. If the Subrecipient provides this 
service, the Subrecipient must assure HCD in writing that they comply with all 
state and local laws, including agency bonding, that govern these services. Fees 
charged for this service must meet HUD’s guidelines and are not related to or 
connected in any way at all to the ReCoverCA Housing Counseling Program 
being funded through this Agreement. HCD recognizes that a client may enter a 
debt management plan as a result of housing counseling. Administration of client 
debt management plans is not housing counseling and must not be included in 
an Subrecipient’s housing counseling work plan or counseling activity reporting. 
The Department shall have no liability or obligation of any nature arising from the 
provision of any debt management services to a client by a Subrecipient or any 
of its housing counselors. 

 
M. Knowledge of HUD Programs. The Subrecipient's housing counselors must have 

an up-to-date working knowledge of HUD housing and fair housing programs 
including FHA Single Family mortgage programs.  

 

http://www.hud.gov/complaints/housediscrim.cfm
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N. Referrals to Community Resources. The Subrecipient must have established 
working relationships with private and public service agencies or provide HCD 
with a plan to actively develop and engage local public service agencies in the 
geographic area the Subrecipient is completing the Work in, and commensurate 
with the timing of the Work as described in Exhibit F, that could assist clients, 
when additional services not offered by the Subrecipient are needed. 

 
O. Discussion of For-Profit Entities. Helping clients resolve their housing problems 

may include discussing for-profit entities such as lenders or real estate 
professionals. If a client requests information or asks questions about a particular 
for-profit entity, or if the counselor feels that having information about a specific 
for-profit entity is in the best interest of the client, the Subrecipient may discuss 
the entity but must also identify and discuss a minimum of three reasonable 
alternative for-profit entities, if available.  

 
In the case of lenders, the alternatives must include a discussion of FHA 
mortgage insurance programs and features.  
 

NOTE: Counselors must not advise clients or promote specific for-profit entities. Their role 
is to simply make counseling recipients aware of their options and arm them with the 
information they need to help them make smart choices. Safeguards and disclosures must 
be used as described in The HUD Housing Counseling Handbook 7610.1 REV-5 Chapter 
6, Paragraphs 6-1, Items F and G to avoid conflict of interest. 

 
 

P. The Subrecipient shall perform the funded housing counseling activities 
described herein. All written materials or alterations submitted as addenda to the 
original Application, and which are approved in writing by the Department are 
hereby incorporated as part of the Application as set forth in Exhibit F. The 
Department reserves the right to require the Subrecipient to modify any or all 
parts of the Application in order to comply with CDBG-DR and ReCoverCA 
Homeownership Assistance program requirements. The Department reserves 
the right to monitor all Work to be performed by the Subrecipient, its contractors, 
and subgrantees in relation to this Agreement. Any proposed revision to the 
Work must be submitted in writing for review and approval by the Department 
and may require an amendment to this Agreement. Approval shall not be 
presumed unless such approval is made by the Department in writing. 
  

Q. For the purposes of performing the Work, the Department agrees to provide the 
amount(s) identified in Exhibit B Budget. Unless amended, the Department shall 
not be liable for any costs in excess of the total approved budget. The 
Department shall not, under any conditions, be liable for any unauthorized or 
ineligible costs or costs not deemed reasonable and necessary by the Program 
(see Definitions in Exhibit D).    
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R. Housing Counseling Work carried out pursuant to this contract shall meet one of 

the two CDBG-DR National Objectives:  
 

1. Benefit to Low/Moderate Income Persons; or 
2. Urgent Need  

 
S. Subrecipient shall collect data and submit reports to the Department in 

accordance with the reporting requirements detailed in Exhibit D.  

   
T. If the Subrecipient uses subcontractors to carry out the Work, the Subrecipient 

shall monitor all housing counseling activities in accordance with the 
requirements of 2 CFR 200.300-200.346. 

 
4. Effective Date and Commencement of Work 

 
A. This Agreement is effective upon approval by the Department 

representative’s signature on page one of the fully executed Standard 
Agreement, STD 213 (the “Effective Date”).   

 
B. Subrecipient agrees that no Work toward the implementation of the Program 

activity or program activity, as identified herein, shall commence prior to the 
execution of this Agreement by the Department without prior written 
authorization from the Department . 

 
5. Term of Agreement and Performance Milestones 

 
A. Term of Agreement:  

 
All grant funds, including grant closeout, must be expended by: 08/15/2025, 
unless expressly extended by the department in writing. If CDBG-DR 
activity funds are not expended by the aforementioned deadline, the 
Department reserves the right to disencumber the Subrecipient’s Award 
amount in this Agreement by the amount then unspent. 

 
 

This Agreement will expire on:  08/15/2025  
 
B. Performance Milestones: Subrecipient shall adhere to the performance 

milestones below. Time is of the essence with respect to all such milestones. 
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1. Subrecipient must submit monthly report data. The contents of the 
report shall comply with the requirements set out in Exhibit D. 
 

2. All HCD-referred clients must be contacted within 7 calendar days from 
the date of referral. 

 
3. Subrecipient will make every effort to ensure completion of the client’s 

action plan within 90 calendar days from the date of referral. 
Subrecipient will report on the progress of all clients whose action 
plans have not been completed within 90 calendar days. 

 
 

Failure to meet performance milestones: 
 

If any performance milestones listed above are not met, the 
Department reserves the right to withhold further payments to 
Subrecipient until such time as satisfactory progress is made toward 
meeting the performance measures. Subrecipient shall diligently work 
with CDBG-DR staff to submit: (a) a written mitigation plan specifying 
the reason for the delay; (b) the actions to be taken to complete the 
task that is the subject of the missed measure deadline; and, (c) the 
date by which the completion of said task will occur. 

  
The Department reserves the right to reallocate unobligated grant 
funds within the CDBG-DR program, in its sole and absolute discretion 
if the Department determines the Subrecipient is unable to meet the 
performance milestones in a timely manner following the failure to 
meet said milestones. The Department reserves all rights and 
remedies available to it in case of a default by Subrecipient of its 
responsibilities and obligations under the terms of this Agreement. All 
remedies available to the Department are cumulative and not 
exclusive. 

 
C. The Subrecipient and its Contractors, as applicable, shall adhere to all 

Program performance and milestones as established above. 
 
8. CDBG-DR Program Contract Management 

 
A. Department Contract Manager: The Department Contract Manager for this 

Agreement is the CDBG-DR OOR Program Manager or the Program 
Manager’s designee. Written communication regarding this Agreement shall 
be directed to the Department Contract Manager at the following address:  

 
CA Department of Housing and Community Development 
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Division of Financial Assistance – Disaster Recovery Branch 
P.O. Box 952054      
Sacramento, CA  94252-2054 

 
B. Contract Management: Day-to-day administration of this Agreement shall take 

place via Grants Network, including but not limited to: 
  

1. Financial Reports (Funds Requests) 
2. Activity Reports 
3. Other Reports, as required 
4. Submittal of any and all requested supporting documentation 
5. Standard Agreement Issuance and Amendments 

 

C. Subrecipient Contract Administrator: The Subrecipient Contract Administrator 
(must be a Subrecipient employee) is identified in the Profile attached to 
Exhibit F. Unless otherwise directed by the Department, any notice, report, or 
other communication required by this Agreement shall be directed via Grants 
Network or written to the Subrecipient’s Contract Administrator. 
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BUDGET DETAIL AND PAYMENT PROVISIONS 
 
1. Budget 
 

A. Budget Detail: The activity shall follow the budget as detailed in Exhibit E, 
Section VI. 
 

B. Program Income: All Program Income is considered a part of state administered 
CDBG-DR funding and is subject to the same federal requirements for financial 
administration as grant awards. Program Income, including both cash-on-hand 
and future projected receipts, if identified as a funding source for any given activity, 
must be included in the activity budget and must be substantially expended prior to 
drawing grant award funds. Program Income must be identified separately from 
grant funds in the activity budget and must be broken out into activity and general 
administration funding, as applicable. The Department will not encumber locally 
administered Program Income against NOFA grant funds in the state’s accounting 
system. Only new grant awards made under a NOFA or in conjunction with an 
Urgent Need application will be encumbered in the state’s accounting system.  
 
Funding in this Agreement may include, as applicable, either or both:  
 
1)  The total new grant award from the NOFA to be encumbered by the 

Department from grand funds; and/or  
 
2)  The total locally held Program Income acquired as a result of grant-funded 

activities by the Subrecipient that will not be encumbered by the 
Department.  

 
This Agreement is for the sum total of funds to be used in the activity including 
grant funds and Program Income, as applicable. Program Income receipts, if 
applicable, must be reported no less frequently than quarterly.   

 
C. Other Non-State CDBG-DR Funding Sources: The Subrecipient shall report on the 

value of other contributions included as leverage for each activity via the Funds 
Request (Financial Report) required for such activity. In Grants Network, funds 
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request is called a financial report. The Financial Reports shall be accessed 
through Grants Network portal, the online grant management system. Disaster 
Recovery Grant Reporting System (DRGR), Department of Housing and Urban 
Development (HUD) System.    

 
2. Availability of Funds 

 
The Department’s provision of funding to Subrecipient pursuant to this Agreement is 
contingent on the continued availability of CDBG-DR funds and continued federal 
authorization for CDBG-DR activities, as well as the conditions set forth in Exhibit D, 
Section 34. The Department’s provision of funding is subject to amendment or 
termination due to lack of funds or authorization. This Agreement is subject to written 
modification or termination as necessary by the Department in accordance with 
requirements contained in any future state or federal legislation and/or state or federal 
regulations. All other modifications must be in written form and approved by both parties. 

3. Eligible Costs 
 

A. No activity costs may be incurred, or funds reimbursed, until the Subrecipient has 
documented compliance with all applicable National Environmental Protection Act 
(NEPA) requirements established in 24 CFR 50, 24 CFR 58, and 42 USC 4321, et 
seq.  

 
Activity Delivery costs may be incurred prior to documented NEPA and CEQA 
compliance. See Section 4(A)(3) below for reimbursement requirements of Activity 
Delivery costs. 
 

B. Allowable Costs: Allowable costs shall mean those necessary and proper costs 
under 2 CFR 200.400 through 475, and as identified in the Subrecipient’s 
application and as detailed in Exhibit E, Section VI, and as approved by the 
Department unless any or all such costs are disallowed by the State of California or 
HUD. Allowable costs include necessary and proper activity and administration 
costs incurred prior to the execution of this Agreement. All costs incurred prior to 
the execution of this Agreement must be eligible to be considered allowable and 
suitable for reimbursement. Eligible costs must, at a minimum, be costs incurred 
according to the procurement requirements of 2 CFR 200.317, et seq. and be 
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costs required for the activity in this Agreement to meet a National Objective.  
 
C. Priority of Funds: The Subrecipient agrees to utilize funds available under this 

Agreement to supplement rather than supplant funds otherwise available. To the 
extent available, the Subrecipient must disburse funds from locally held funding 
intended for the same purposes prior to using CDBG-DR grant resources such as, 
but not limited to, Program Income, rebates, refunds, contract settlements, audit 
recoveries, and interest earned on such funds before requesting additional cash 
payments from the grant award. 

 
D. Duplication of Benefits: Subrecipients may not use CDBG-DR funds for activities 

or expenditures that have been previously reimbursed or provided for by another 
federal, state or local agency or any other potential sources of assistance. If a 
duplication of funding occurs, the Subrecipient must return the CDBG-DR funds 
expended that resulted in the duplication. 

 
E. Withholding Funds: The Department reserves the right to withhold payments 

pending timely delivery of program reports or documents as may be required under 
this Agreement.  Payments are contingent upon the Subrecipient's financial 
management system meeting the requirements of 2 CFR 200.302, and the internal 
control requirements of 2 CFR 200.303. Payment may be suspended or 
terminated, in whole or in part, by the Department in its sole discretion in the event 
of a default by Subrecipient, including without limitation, the failure of Subrecipient 
to meet any Performance Milestone deadlines set forth herein. 

 
F. Disencumbering Funds: The Subrecipient agrees that funds determined by the 

Department to be surplus upon completion of the activity, or that have not been 
spent by Subrecipient prior to the expenditure deadline will be subject to 
disencumbrance by the Department.  

 
G. Indirect Costs: If Subrecipient wishes to charge for indirect costs, the Subrecipient 

must develop an indirect cost allocation plan for determining the appropriate 
CDBG-DR share of such indirect costs and submit such plan to the Department for 
approval prior to submission of requests for any payments for the indirect cost 
expenditures. 
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H. Pre-Agreement Costs: Pre-Agreement Costs are eligible costs incurred prior to the 

award of funds as defined in Exhibit D, Section 1. Eligible Pre-Agreement costs as 
identified in Exhibit E, Section VI, Project Budget, may only be reimbursed upon 
the full execution of this Agreement and verification that the costs meet all eligibility 
criteria. 

 
The Subrecipient agrees that any Pre-Agreement costs not previously identified in 
Exhibit E, Section VI, Project Budget, will not be paid by the Department.  

I. Administration Funds: Costs related to the management, oversight and 
administration of a grant-funded project are considered administrative costs under 
CDBG-DR. Inclusion of eligible administration costs for the Subrecipient will be at 
the sole discretion of the Department. The Subrecipient may request 
reimbursement of administration costs incurred from the administration of any 
project under this agreement only if included in the activity budget. 
 

4. Method of Payment 
 

The Department will not authorize payments unless it has determined the costs incurred 
are in compliance with the terms of this Agreement. Financial Report through must be for 
a minimum of $1,000.00, with the exception of the final funds request, which must be 
marked “Final”. Payments will be issued to the agency identified on the Taxpayer 
Identification Form (TIN) provided by the Subrecipient to the Department.  

 
A. Reimbursements: The Department will reimburse the Subrecipient its allowable 

costs for the services identified in this Agreement in Exhibit E, Section VI, upon 
presentation of invoices which Subrecipient certified are true and correct copies of 
payments due on behalf of the Subrecipient for the activity covered by this 
Agreement and made in accordance and compliance with Exhibit A, Scope of 
Work. The Subrecipient may not request reimbursements under this Agreement 
until the funds are needed for payment of eligible costs. The amount of each 
request must be limited to the amount needed. 

 
1) To receive reimbursement for grant activities, including reimbursement for 

eligible Pre-Agreement costs, the Subrecipient must submit a 
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“Reimbursement Request,” which shall include all Department required 
forms as according to the applicable deadlines. Financial Reports and 
Activity Reports are to be submitted once per month. 
 
Activity Reports capture milestones and the progress of the reporting 
period. Financial Reports shall include the level of documentation specified 
by the Department, including proof of expenditure, and proof of cost 
eligibility. Subrecipients must submit documentation supporting cost 
amounts and cost eligibility with each funds request as part of the Financial 
Report. 

 
2) Subrecipients shall submit funds requests (Financial Reports), as defined in 

1(C), according to the schedule selected above. If no funds have been 
expended, the Subrecipient shall provide a description of work completed 
and an explanation of why no funds have been expended. 

 
3) Financial Reports shall be paid only after such costs are incurred for Work 

completed, provided the Department determines that the Project 
Milestones (see Exhibit E) in this Agreement are on track. Subrecipient may 
expend up to the indicated Activity Delivery amount as identified in Exhibit 
E. 

 
B. Advances: The Subrecipient must receive prior written approval from the 

Department before submitting an advance request. All advances are subject to the 
Department’s consent, which may be given or withheld on its sole discretion. No 
advances will be issued prior to full Agreement execution. 

 
C. Final Payment Requests: 

 
1) Funds Requests (Financial Report): All requests for final reimbursement 

must be submitted through Grants Network before the Expenditure 
Deadline referenced in Exhibit A, Section 4 of this Agreement.  
 

2) Reimbursement of Advance Payment: The last advance payment must be 
submitted to the Department through Grants Network no later than sixty 
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(60) days prior to the Expenditure Deadline of this Agreement. 
 

3) Return of Unexpended Funds: All funds received in advance by the 
Subrecipient but not expended by the Expenditure Deadline must be 
accounted for and returned to the Department within thirty (30) days after 
the Expenditure Deadline.  Funds shall be returned in accordance with the 
current State CDBG-DR Grants Management Manual. All returned funds 
will be disencumbered and unavailable to Subrecipient. 
 

4) All Funds Not Previously Requested:  If the final funds disbursement 
request for costs expended during the term of this Agreement has not been 
received by the Department before the Expenditure Deadline, and the 
Subrecipient has not requested an extension per Exhibit A Section 4, (Term 
of Agreement and Performance Milestones), the Department may 
disencumber any funds remaining and such grant funds will no longer be 
available for the Subrecipient. 

 
5) Recapture of Improper Payments: If any review of funds disbursement 

determines that payment was made for ineligible expenses, pursuant to this 
Agreement, the amount of CDBG-DR funds provided to reimburse the 
expenses must be recaptured by the Department. The reasons for a 
recapture of funds by the Department include, but are not limited to, the 
following: 

 
• The Subrecipient does not comply with the terms of this Agreement 

or any agreement executed by the Subrecipient and the Department 
in connection here with; 

 
• The Subrecipient withdraws from the Program prior to completion of 

the Approved Project(s); and/or 
 
• The Subrecipient fails to meet a National Objective as defined under 

24 CFR § 570.208 
 
The Subrecipient must return the amount determined ineligible by the 
Department no less than thirty (30) days from the written notification. The 
potential recapture of funds pursuant to this provision is in addition to, and 
not in lieu of, any other rights and remedies of the Department under this 
Agreement (see also Exhibit D, Section 4). 
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5. Budget Revisions and Amendments 
 

Budget line item adjustments may be made in accordance with the following: 
 

A. Budget Revisions: Adjustments to the Budget that do not require an increase or 
reduction of total activity budget, a change in National Objective, or a change in the 
type or a reduction in number of beneficiaries assisted may be completed as a 
Budget Revision. Budget Revisions shall include but not be limited to: 
 
1) Adjustments that reallocate funds between budget line items, including 

between  Administration funding, activity funding, and Program Income 
resources, including both Program Income cash on hand, and Program 
Income projected receipts, but that otherwise does not change the overall 
budget total, the scope of work, the National Objective, and type and count 
of estimated beneficiaries. Reallocations involving Administration funding 
are subject to applicable Administration caps identified in the Notice of 
Funding Availability. 
 

2) Adjustments that increase or decrease the detail included in the submitted 
lined item budgets, including adding and removing budget line items, 
without increasing or decreasing the scope of work and without changing 
the overall budget.   

 
Budget Revisions must be approved by the Department in its sole discretion prior 
to implementation. Submission and approval for budget revision shall be executed 
either through HCD’s Grants Network system, or in writing, as appropriate. If 
approved, Budget Revisions shall automatically be deemed a part of, and 
incorporated into, this Agreement. 
 

B. Budget Amendments: Adjustments to the Budget that result in an increased or a 
reduced total activity budget shall require a Contract Amendment. Contract 
Amendments must be fully executed by both the Subrecipient and the Department 
prior to implementation.  Adjustments may not be implemented prior to execution 
unless the Department has provided written notice authorizing the Subrecipient to 
proceed.   
 

6. Grant Closing Requirements 
 
A. Expenditure Deadline: 

 
1) All Program funds shall be expended no later than the Expenditure 
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Deadline as defined in Exhibit A, Section 4. All requests for funds must be 
submitted no later than 30 days prior to the Expenditure Deadline.   

 
2) The Final Financial Report for the activity must be marked final and 

submitted before the Expenditure Deadline. Financial Reports submitted 
after the Expenditure Deadline will not be eligible for reimbursement. 

 
Closeout Procedure: The Subrecipient must submit the following at the completion 
of the activity:  
 
1) A Final Activity Report that includes all required reporting data for the 

activity; 
 

2) A filed Notice of Completion (if applicable); 
 

3) Evidence, satisfactory to the Department, of compliance with any and all 
other Special Conditions of this Agreement as set forth in Exhibit E hereto; 
and, 

 
4) A resolution from the governing body acknowledging the accomplishments 

of the activity and confirming that the activity is complete and that all 
outstanding funds have been reimbursed by the Department. 

 
If the Subrecipient identified an extended reporting period will be required to meet 
the National Objective for the activity in the Application, the above closeout 
requirements shall be submitted upon the completion of the activity, or within 
twenty-four (24) months after the Expiration Deadline, whichever comes first. If no 
extended reporting period is required, the above closeout requirements shall be 
submitted within thirty (30) days after the Agreement's Expenditure Deadline. 
Upon receipt of the above documentation, the Department will close out this 
Agreement and finalize the activity in DRGR for final reporting to HUD. 
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CDBG-DR PROGRAM TERMS AND CONDITIONS 
 
1. Definitions 

 
A. "Activity" means one of the following HUD eligible activities as per 42 U.S.C. 

5305, 24 CFR 570.482, or as identified within the applicable waivers and 
alternative requirements provided in the applicable Federal Register Notice. 
 
1) Acquisition (§ 5305 (a)(1)) 

 
2) Public Improvements (§ 5305 (a)(2)) 

 
3) Public Facilities (§ 5305 (a)(2) and (5)) 

 
4) Code Enforcement (§ 5305 (a)(3)) 

 
5) Housing Rehabilitation (§ 5305 (a)(4)) 

 
6) Public Services (§ 5305 (a)(8)) 

 
7) Planning and Technical Assistance (Section 105(a)(12), (14) and (19) 

 
8) Business Financial Assistance (§ 5305 (a)(17)) 

 
9) Microenterprise Assistance (§ 5305 (a)(22)) 

 
10) Homeownership (§ 5305 (a)(24)) 

 
B. “Activity Budget” means the budget included in Exhibit E, Section VI, Project 

Budget, as referenced by Exhibit B, Budget Detail, and Payment Provisions. 
 

C. "Activity Delivery" (AD) means any reasonable and necessary costs that are not 
directly related to labor and/or direct construction and/or direct activity 
implementation costs. The Subrecipient may expend up to the indicated AD as 
identified the NOFA that is associated with this Agreement or any relevant CDBG 
or CDBG-DR Management Memo. CDBG-DR funds for AD cannot be drawn 
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down unless CDBG-DR activity costs have previously been drawn down or are 
being drawn down on the same funds request.  

 
 
D. “Activity Reports” are the activity reports that must be submitted at least quarterly 

that describe program or project progress and/or beneficiaries served during a 
given reporting period.  
 

E. “Area Median Income (AMI)” means the median family income for specific 
geographic areas, adjusted for household size, as calculated by HUD, and 
published annually by the Department at https://www.hcd.ca.gov/grants-
funding/income-limits/state-andfederal-income-limits.shtml. 

 
F. “California Environmental Quality Act (CEQA)” is a state statute that requires 

state and local agencies to identify the significant environmental impacts of their 
actions and to avoid or mitigate those impacts, if feasible. 
 

G. “Contractor” is a properly licensed person or company who is procured 
competitively that Subrecipients hire to undertake a contract to provide materials 
or labor to perform a service or do a job for a project. 

 
H. “Department” means the California Department of Housing and Community 

Development.  
 
I. “Disaster Recovery Grant Reporting System (DRGR)” is the electronic system 

primarily used by the Department to access Grant Funds from HUD and report 
performance accomplishments for grant-funded activities to HUD. The DRGR 
system is used by HUD to review grant-funded activities, prepare reports to 
Congress and other interested parties, and monitor program compliance.  

 
J. “Duplication of Benefits (DOB)” occurs when financial assistance received from 

another source is provided for the same purpose as the CDBG-DR funds, in 
accordance with Federal Register Notices 84 FR 28836 and 84 FR 28848. 
 

K. "Funds Request" is also identified as a Financial Report and refers to the forms 
and processes required to request the drawdown of CDBG-DR funds (requests 

https://www.hcd.ca.gov/grants-funding/income-limits/state-andfederal-income-limits.shtml
https://www.hcd.ca.gov/grants-funding/income-limits/state-andfederal-income-limits.shtml
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for funds must be a minimum of $1,000.00 unless it is the final Financial Report 
for an activity). Funds disbursements must be completed no less than quarterly 
for each open activity, including Program Income funded activities. 
 

L. "General Administration" refers to eligible administrative expenses as provided in 
42 U.S.C. 5305(a)(13). 

 
M.  “Low- to Moderate- Income (LMI)” refers to individuals or households having 

incomes not more than the “moderate-income” level (80% Area Median Family 
Income) set by the federal government for the HUD-assisted programs. This 
income standard changes from year to year and varies by Household size, 
county and the metropolitan statistical area. 
 

N. “National Environmental Protection Act (NEPA)” is the federal law and associated 
regulations which establishes a broad national framework for protecting the 
environment. NEPA's basic policy is to assure that all branches of government 
consider the environment prior to undertaking any major federal action that could 
significantly affect the environment. 
 

O.  “Pre-Agreement Costs” are pre-award costs as defined at 2 CFR 200.458 and 
24 CFR 570.489(p) and are costs that are eligible per 2 CFR 200.400 et.seq. that 
have been itemized on the approved activity budget as identified in Exhibit E, 
Section VI, Project Budget, as referenced by Exhibit B, Budget Detail and 
Payment Provisions. 
 

P. "Program" means an eligible activity that provides direct assistance to eligible 
participants within a defined service area. Programs include public services, 
housing assistance to households, and instances where an eligible person, 
household, or area is directly assisted with a unit of service. 
 

Q. “Program Guidelines” means the CDBG-DR Program Guidelines as adopted or 
amended that detail the operation of the State CDBG-DR program, as per Health 
and Safety Code 50826.1(a) that states that the regulations are repealed upon 
adoption of guidelines.  
 

R. “Program Income”, as defined in 24 CFR 570.489(e), means gross income 
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received by the Subrecipient that is directly generated from the use of CDBG-DR 
funds.  When such income is generated by an activity that is only partially 
assisted with CDBG-DR funds, the income shall be prorated to reflect the 
percentage of CDBG-DR funds used.   
 

S. "Project" means eligible public service program, planning effort, housing 
rehabilitation, or capital improvements to public facilities, infrastructure, assets, 
and right-of-way. Projects may also include eligible capital improvements to 
privately owned facilities, infrastructure, and assets that serve the public or that 
provide a public good, including shelters, community-based facilities, and utilities. 
A project may be made up of more than one eligible activity. 
 

T. “Subrecipient” means the jurisdiction that applied for CDBG-DR funding and has 
legal authority to sign this Agreement and commit to compliance with all federal 
requirements regarding the administration of federal funds, as identified in 2 CFR 
200. 
 

2. Eligible Activities 
 
Subrecipient will only use funds under this Agreement for the activities identified in 
Exhibit E.  All activities must be eligible CDBG activities as authorized under 42 U.S.C. 
5305 and 24 CFR 570.482. 
 

3. National Objectives 
 
Subrecipient will only use funds in support of the National Objective identified in Exhibit 
E, Section IV. All CDBG-DR funded grant activities must meet a National Objective as 
defined in 42 U.S.C. 5304(b)(3), as amended, and 24 CFR Part 570.208.  
 
Real property acquired in whole or in part with CDBG-DR funds must be used to meet 
the same National Objective for which it was purchased for no less than five years after 
project closeout.  The Department may require a Use Restriction Agreement be 
recorded against real property acquired or improved in whole or in part with CDBG-DR 
funds. 
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4. Termination and Remedies for Noncompliance 
 
Awards as secured by this Agreement may be terminated by the Department in whole 
or in part as per federal regulation at 2 CFR 200.339. All terminations shall include 
written notification setting forth the reason(s) for such termination, the effective date, 
and the portion to be terminated in the case of partial terminations and will follow 
termination notification requirements identified in 2 CFR 200.340.  
 
A. Termination without Cause: Agreements may be terminated without cause in 

whole or in part by the Department only with the consent of the Subrecipient. In 
the case of a whole agreement termination, the two parties shall agree upon 
termination conditions, including the effective date. In the case of partial 
termination, the two parties shall agree upon termination conditions, including the 
portion to be terminated and the effective date. 
 

B. Noncompliance and Termination with Cause: The Department may terminate this 
Agreement for Subrecipient’s failure to comply with the terms and conditions of 
this Agreement. Terminations for material failure to comply with the Agreement 
terms and conditions must be reported by the Department to the appropriate 
federal program integrity and performance system accessible through the 
System for Award Management (SAM) as per 2 CFR 200.339(b).    
 
1) The Department may initiate remedies for noncompliance as identified in 2 

CFR 200.338 at any time it has been determined that the Subrecipient is 
no longer meeting the terms and conditions of this Agreement.  Remedies 
for noncompliance may be required in addition to, in lieu of, or prior to 
termination. 
 

2) Prior to terminating this Agreement for cause or noncompliance, the 
Department shall submit written notice specifying noncompliance and/or 
specifying the event or events that if not cured would constitute an event 
of default. The Department’s written notice shall identify remedies for cure. 
Subrecipient shall have thirty (30) calendar days from receipt of notice to 
fully cure. This period may be extended at the Department’s discretion for 
a reasonable period of time if the Subrecipient is acting in good faith to 
cure the noncompliance or cause.  Any extension of the cure period must 
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be communicated in writing by the Department.   
 

3) The Department’s remedies for Subrecipient’s noncompliance with a 
federal statute or regulation, a state statute or regulation, an assurance, in 
a State plan or application, a notice of award, or elsewhere may include, 
as appropriate: 
 
• Temporarily withhold cash payments pending correction of the 

deficiency by the Subrecipient.  
 

• Disallow (that is, deny both use of funds and matching credit for) all 
or part of the cost of the activity or action not in compliance. 
 

• Wholly or partly suspend or terminate the current award for the 
Subrecipient’s program or project, as applicable. 
 

• Withhold further and/or future awards of CDBG-DR funds. 
 

• Request that HUD initiate federal suspension debarment 
proceedings.  
 

• Take other remedies that may be legally available, including, but 
not limited to: 
 

(a) In the case of costs incurred without meeting a National Objective, 
require repayment of all funds reimbursed, including General 
Administration, Activity Delivery, and any and all Program Income, 
as appropriate. 
 

4) In taking an action to remedy noncompliance, the Department will provide 
the Subrecipient an opportunity for such hearing, appeal, or other 
administrative proceeding to which the Subrecipient is entitled under any 
statute or regulation applicable to the action involved as per 2 CFR 
200.341 and/or the Department’s Monitoring Plan and associated exhibits. 
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C. Effects of Suspension and Termination:  Subrecipient costs resulting from 
obligations incurred by the Subrecipient or any of the Subrecipient’s contractors 
during a suspension or after termination of an Agreement are not allowable 
unless otherwise authorized by the Department in written notice or as allowable 
in 2 CFR 200.342. Termination and remedies for noncompliance identified in this 
Section do not preclude a Subrecipient or any of the Subrecipient’s contractors 
from being subject to non-procurement debarment and suspension requirements 
at 2 CFR 2424. CDBG-DR funds may not be provided to excluded or disqualified 
persons pursuant to 24 CFR 570.489(l). 
 

D. Remedies: All remedies of the Department hereunder are cumulative and not 
exclusive. 
 

5. Severability 
 
A. If any provision of this Agreement, or an underlying obligation, is held invalid by a 

court of competent jurisdiction, such invalidity, at the sole discretion of the 
Department, shall not affect any other provisions of this Agreement and the 
remainder of this Agreement shall remain in full force and effect.  Therefore, the 
provisions of this Agreement are, and shall be, deemed severable. 

 
B. The Subrecipient shall notify the Department immediately of any claim or action 

undertaken by or against it which affects or may affect this Agreement or the 
Department, and shall take such action with respect to the claim or action as is 
consistent with the terms of this Agreement and the interests of the Department. 

 
6. Waivers 
 

No waiver or any breach of this Agreement shall be held to be a waiver of any prior or 
subsequent breach.  All waivers must be in writing signed by the waiving party in order 
to be effective.  The failure of the Department to enforce, at any time, the provisions of 
this Agreement or to require, at any time, performance by the Subrecipient of these 
provisions shall in no way be construed to be a waiver of such provisions nor to affect 
the validity of this Agreement or the right of the Department to enforce these provisions. 
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7. Uniform Administrative Requirements 
 

The Subrecipient, its agencies or instrumentalities, and contractors shall comply with 
the policies, guidelines and Administrative Requirements of 2 CFR Part 200 et seq., as 
applicable, as they relate to the cost principles, audit requirements, acceptance and use 
of federal funds.   
 
A. Single Audit Compliance: Funds will not be disbursed to any Subrecipient 

identified by the State Controller's Office (SCO) as non-compliant with the 
Federal Single Audit Act, as described in the Uniform Administrative 
Requirements, Cost Principles, And Audit Requirements for Federal Awards at 2 
CFR 200 Sub-Part F. No funds may be disbursed until compliance with the 
Uniform Administrative Requirements is demonstrated to the satisfaction of the 
Department. 

 
B. Accounting Standards: Subrecipient agrees to comply with, and administer the 

activity in conformance with, 2 CFR Part 200.300 et seq, and agrees to adhere to 
the accounting principles and procedures required therein, utilize adequate 
internal controls, and maintain necessary source documentation for all costs 
incurred.  

 
C. Suspension and Debarment: By executing this Agreement, Subrecipient verifies 

and affirms that it has not been suspended or debarred from participating in or 
receiving federal government contracts, subcontracts, loans, grants or other 
assistance programs. 

 
8. Compliance with State and Federal Laws and Regulations 
 

A. Subrecipient, its agencies or instrumentalities, and contractors shall comply with 
all local, state, and federal laws, statutes, and regulations, as well as policies and 
guidelines established by the Department for the administration of the CDBG-DR 
program.   

 
B. Subrecipient shall comply with the requirements of 24 CFR 570.480 et seq., the 

Housing and Urban Development (HUD) regulations concerning State 
administered Community Development Block Grants, 2 CFR 200, Uniform 
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Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards, Final Guidance, as adopted by HUD at 2 CFR 2400, Title II of 
the Cranston-Gonzales National Affordable Housing Act (42 U.S.C. § 12701 et 
seq.) and all federal regulations and policies issued pursuant to these 
regulations. The Subrecipient further agrees to utilize funds available under this 
Agreement to supplement rather than supplant funds otherwise available. 

 
9. Affirmatively Furthering Fair Housing 
 

Subrecipient shall affirmatively further fair housing, in accordance with the Civil Rights 
Act of 1964 (42 U.S.C 2000a, et seq.), and the Fair Housing Act (42 U.S.C. 3601, et 
seq.), according to 42 U.S.C. 5306, et seq. and in compliance with California statute 
(Gov. Code sections 65583, et seq.), as the same may be amended from time to time. 
Subrecipient shall comply with the Fair Housing Amendment Act of 1988 (Public Law 
100-430), as the same may be amended from time to time.  
 

10. Equal Opportunity Requirements and Responsibilities 
 

Subrecipient agrees that it undertakes hereby the same obligations to the Department 
that the Department has undertaken to HUD pursuant to the Department’s CDBG-DR 
certifications. The obligations undertaken by Subrecipient include, but are not limited to, 
the obligation to comply with all applicable federal laws and regulations described in 
Subpart K of 24 CFR Part 570 and specifically with each of the following: 
 
A. The Housing and Community Development Act of 1974 (Public Law 93-383) that 

authorized the CDBG program, as amended, and legislative changes contained 
in the Housing and Urban-Rural Recovery Act of 1983 that authorized the state 
administered CDBG program for non-entitlement communities, and the 
Architectural Barriers Act of 1968 (42 U.S.C. Section 4151) that requires publicly 
funded facilities be accessible to the public;  

 
B. Title VI of the Civil Rights Act of 1964 (Public Law 88-352) prohibiting 

discrimination based on protected class, as amended, Title VIII of the Civil Rights 
Act of 1968 (Public Law 90-284) prohibiting discrimination in housing, as 
amended; the Civil Rights Restoration Act of 1987 (Public Law 100-259) 
requiring expanded compliance with civil rights laws for jurisdictions receiving 
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federal funding; Section 104(d) regarding relocation and displacement and 
Section 109 of Title 1 of the Housing and Community Development Act of 1974 
prohibiting discrimination in CDBG-DR funded programs, as amended; Section 
504 of the Rehabilitation Act of 1973 prohibiting recipients of federal funds from 
discrimination against persons with disability; the Americans With Disabilities Act 
of 1990 prohibiting all public discrimination against persons with disabilities; the 
Age Discrimination Act of 1975 prohibiting age-based discrimination in federally 
funded activities; Executive Order 11063 prohibiting discrimination in disposition 
of properties owned or financed with federal funds, as amended by Executive 
Order 12259; and Executive Order 11246 regarding fair employment, as 
amended by Executive Orders 11375, 11478 and 12086; and HUD regulations 
heretofore issued or to be issued to implement these authorities relating to civil 
rights;  

 
C. The Equal Employment Opportunity Act of 1972 that created the Equal 

Employment Opportunity Commission, Equal Employment Opportunity and 
Affirmative Action requirement (EEO/AA); Subrecipient shall, in all solicitations or 
advertisements for employees placed by or on behalf of the Subrecipient, state 
that it is an Equal Opportunity or Affirmative Action employer.  
 

11. Procurement 
 
The Subrecipient shall comply with the procurement provisions in 2 CFR Part 200.317 – 
200.326, Procurement Standards, as well as all other Administrative Requirements for 
Grants and Cooperative Agreements to state, local and federally recognized Indian 
tribal governments as set forth in 2 CFR 200, et al, as applicable. All procurements must 
be conducted in a fair, open, and competitive manner in compliance with both the spirit 
and the letter of applicable federal and state procurement laws. 
 

12. Contractors and Subrecipients 
 
A. Subrecipient shall comply with 24 CFR Part 2424 and shall not enter into any 

agreement, written or oral, with any contractor or subrecipient without the prior 
determination that the contractor or subrecipient is eligible to receive CDBG-DR 
funds and is not listed on the Federal Consolidated List of Debarred, Suspended, 
and Ineligible Contractors. 
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B. Any agreement between the Subrecipient and any contractor or subrecipient shall 

include the terms and conditions in Appendix II of 2 CFR 200. 
 

C. Subrecipient shall ensure that any contract or subrecipient agreement includes 
clauses requiring the maintenance of workers’ compensation insurance, as 
applicable, as well as general liability insurance. Contract or subrecipient 
agreements must require that the Subrecipient is notified in the event that any 
required insurance is canceled, expired, or otherwise invalidated during the 
performance period of the contract or subrecipient agreement.  

 
D. Subrecipient shall require that contractors and subrecipients comply with the 

Drug-Free Workplace Act of 1988. 
 
13. Construction Standards 

 
The Subrecipient and its contractors shall ensure that any construction activity as part of 
this agreement complies with the following requirements: 
 
A. California Building Codes (CBC) (Cal. Code Regs., Title 24):  

 
All residential construction projects shall comply with the housing construction codes 
of the State of California.  
 

B. The Architectural Barriers Act of 1968 (42 U.S.C. 4151-4157):  
 

The Architectural Barriers Act (ABA) stands as the first measure by Congress to 
ensure access to the built environment for people with disabilities. The law requires 
that buildings or facilities that were designed, built, or altered with federal dollars or 
leased by federal agencies after August 12, 1968 be accessible. 
 

C. California Green Buildings Standards Code (CALGreen) (Title 24, Part 11 of the 
California Code of Regulations):   
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All new construction of residential buildings or reconstruction of substantially 
damaged buildings must incorporate California Green Buildings Standards Code 
(CALGreen). 
 

D. Sustainability Requirements:  
 

All rehabilitation, reconstruction, and new construction must be designed to 
incorporate principles of sustainability, including water and energy efficiency, 
resilience, and mitigating the impact of future disasters. Wherever feasible, the 
Subrecipient, Subrecipient’s Developers and Contractors must follow best practices, 
such as those provided by the U.S. Department of Energy, Home Energy 
Professionals: Professional Certifications and Standard work specifications.  
 

E. National Floodplain Elevation Standards:  
 

Subrecipients and contractors must comply with the national floodplain elevation 
standards for new construction, repair of substantially damaged structures, or 
substantial improvements to residential structures in flood hazard areas. All 
structures designed for residential use within a 100-year (or one percent annual 
chance) floodplain will be elevated with the lowest floor at least two feet above the 
base flood elevation level and comply with the requirements of 83 FR 5850 and 83 
FR 5861. 
 

F. Wildland-Urban Interface Building Codes (WUI Codes):  
 

All Approved Projects under this program that are located in a CAL FIRE high fire 
zone must comply with applicable WUI codes, found in Title 24, Chapter 7a of the 
California Building Code, which offer specific material, design and construction 
standards to maximize ignition- resistance.  
 

14. Requirements for Economic Development Activities 
 

A. Public Benefit Standards for Economic Development Activities: Per 
24 CFR 570.482 (e) (f), (g) and 570.483(b)(4), the Subrecipient must comply with 
federal underwriting standards and must meet the public benefit standards for all 
CDBG Economic Development activities under 42 U.S. §5305(a)(17).  The use of 
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public benefit standards is mandatory. 
 

B. Anti-Job Pirating Certification: Pursuant to 24 CFR 570.482(h) CDBG funds may 
not be used to directly assist a business, including a business expansion, in the 
relocation of a plant, facility, or operation from one labor market area to another 
labor market area if the relocation is likely to result in a significant loss of jobs in 
the labor market area from which the relocation occurs.  Job loss of more than 
500 employees is always considered significant.  Job loss of 25 or fewer 
positions is never considered significant. 
 

15. Rights to Inventions Made Under a Contract or Agreement 
 

Subrecipient shall comply with and require the following in contracts and subrecipient 
agreements: If a Federal award meets the definition of “funding agreement” under 37 
CFR 401.2(a) and the recipient or subrecipient wishes to enter into a contract with a 
small business firm or nonprofit organization regarding the substitution of parties, 
assignment or performance of recipient or subrecipient must comply with requirements 
of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit Organizations and Small 
Business Firms Under Government Grants, Contracts and Cooperative Agreements,“ 
and any implementing regulation issued by the awarding agency. 
 

16. Prohibition Against Payments of Bonus or Commission 
 

The assistance provided under this Agreement shall not be used in the payment of any 
bonus or commission for the purpose of: 
 
A. Obtaining the Department's approval of the Application for such assistance or 

additional assistance; or, 
 

B. Securing any other approval or concurrence of the Department required under 
this Agreement, Title I of the Housing and Community Development Act of 1974, 
or the State regulations or Program Guidelines with respect thereto; provided, 
however, that reasonable fees for bona fide technical, consultant, managerial or 
other such services, other than actual solicitation, are not hereby prohibited if 
otherwise eligible as program costs. 
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17. Reporting Requirements 
 

A. Requirements: During the term of this Agreement, the Subrecipient must submit 
all CDBG-DR program reports required by the Department, including quarterly 
activity, financial, and Program Income reports, semi-annual labor and 
compliance reports, annual performance reports, and other reports required by 
the Department or HUD. The Department reserves the right to request additional 
detail and support for any report made. Reports must be made according to the 
dates identified, unless otherwise specified at the discretion of the Department.  
The Subrecipient's performance under this Agreement will be evaluated in part 
on whether it has submitted the reports on a timely basis.  

 
B. Reporting Period: Subrecipient shall submit reports quarterly, and as required for 

semi-annual and annual reports, and shall continue to submit reports until such 
time that the activity is complete, a National Objective has been met and 
beneficiaries have been identified.  The reporting period for this activity may 
extend beyond the Expenditure Deadline as defined in Exhibit A.  

 
C. Final Reporting Deadline: Subrecipient shall complete all required reporting for 

this activity no later than five (5) years from the execution date of this Agreement 
as identified on the STD 213. 

 
D. Asset Reporting: Subrecipient shall report annually on the status of all assets 

(real and personal property, equipment, and vehicles) purchased in whole or in 
part with CDBG-DR funds for no less than five years from the completion of the 
activity that generated the asset.  Reporting shall continue until the property is 
disposed, fully depreciated, or, in the event of real property, the five-year 
commitment to a National Objective has been completed. 

 
18. Fiscal Controls 
 

Subrecipient shall be responsible for the internal control and monitoring of fiscal and 
programmatic/operational goals and procedures. The Subrecipient shall establish and 
maintain such fiscal controls and fund accounting procedures as required by federal 
regulations, or as may be deemed necessary by the Department to ensure the proper 
disbursal of, and accounting for, funds paid to the Subrecipient under this Agreement.  
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A. Deposit of Funds: Subrecipient shall maintain separate accounts within 

established bookkeeping systems for the deposit of CDBG-DR funds. All cash 
advances must be deposited in an interest-bearing account; any interest earned 
in excess of $100.00 per year (which may be retained for related administrative 
expenses) must be returned at least quarterly to HUD via the Department. 
Deposits in minority banks are encouraged.  

 
B. Fund Management: Subrecipient shall deposit funds in an account requiring two 

signatures for disbursement and shall submit to the Department specimen 
signatures for all authorized signatories prior to receipt of funds;  

 
C. Fiscal Liability: Subrecipient shall be liable for all amounts which are determined 

to be due by the Department including, but not limited to, disallowed costs which 
are the result of Subrecipient’s or its contractor’s conduct under this Agreement. 
Subrecipient shall be notified in writing and shall be permitted to respond 
regarding any controversy or proceeding between the Department and HUD 
arising from this Agreement. 

 
D. Fiscal Records: All financial transactions must be supported by complete and 

verifiable source documents. Records shall provide a clear audit trail and shall be 
maintained as specified in Section 25 of this Agreement. 

 
E. Program Income: Any and all Program Income received by Subrecipient during 

the administration of this Agreement must be receipted and deposited into a 
separate Program Income account. Program Income funds may not be 
comingled with CDBG-DR grant funds in a single account. Program Income 
funds must be reported monthly to show source, amounts, expenditures, and 
remaining balance. Program income remaining at the end of each quarter is 
remitted to the state. 

 
19. Reversion of Assets 
 

Upon expiration of this Agreement, Subrecipient shall transfer to the Department any 
CDBG-DR funds, excluding Program Income, in Subrecipient’s control at the time of 
expiration. Further, any real property under Subrecipient’s control that was acquired 
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and/or improved in whole or in part with CDBG-DR funds (including CDBG-DR funds 
provided to the Subrecipient in the form of a loan and Program Income) in excess of 
$25,000.00 shall be either:  
 
A. Used to meet one of the National Objectives in 24 CFR Part 570 until five (5) 

years after expiration or closure of this Agreement, the length of time to be 
further prescribed by mutual agreement of the parties. 

 
B. Disposed of in such manner that Subrecipient is reimbursed in the amount of the 

fair market value of the property at the time of disposition of the property less any 
portion of the value attributable to expenditures of non-CDBG funds for 
acquisition and/or improvement of such property. The proceeds from such 
disposition is Program Income.  
 

If the Subrecipient provides funds for the purchase or improvement of real property to a 
subrecipient that is a private non-profit organization, that subrecipient must further 
agree to a voluntary lien on above-referenced real property as to any CDBG funds 
received and that such lien will be notarized and recorded in the Office of the County 
Recorder where the real property is located. 
 

20. Monitoring Requirements 
 
The Department shall perform a program and/or fiscal monitoring of the CDBG-DR 
grant no less than once during the period of this Agreement.  The Subrecipient shall be 
required to resolve any monitoring findings to the Department's satisfaction by the 
deadlines set by the Department to maintain program eligibility.   
 
Subrecipients and applicable subrecipients shall retain all books, records, accounts, 
documentation, and all other materials relevant to this Agreement for a minimum period 
of five (5) years after the Department notifies the Subrecipient that the HCD contract 
has been closed according to the record retention requirements at 2 CFR 200.333. 
 
Subrecipients and applicable subrecipients shall permit the State, federal government, 
the state Bureau of State Audits, the Department, and/or their representatives, upon 
reasonable notice, unrestricted access to any or all books, records, accounts, 
documentation, and all other materials relevant to this Agreement for the purpose of 



  
Navicore Solutions 

 22-OORHC-00003 
 Page 17 of 24 
 
 EXHIBIT D 

Program Name: Community Development Block Grant Disaster Recovery (CDBG-DR) 
NOFA Date: 9/1/2021 
Approved Date: 6/22/22 
Prep. Date: 6/29/22 

monitoring, auditing, or otherwise examining said materials. 
 

21. Inspections of Grant Activity 
 
The Department and HUD reserves the right to inspect any grant activity(ies) performed 
hereunder to verify that the grant activity(ies) is being and/or has been performed in 
accordance with the applicable federal, state and/or local requirements and this 
Agreement. 
 
A. The Subrecipient shall inspect any grant activity performed by contractors and 

subrecipients hereunder to ensure that the grant activity(ies) is being and has 
been performed in accordance with the applicable federal, state and/or local 
requirements and this Agreement. 
 

B. The Subrecipient agrees to require that all grant activity(ies) found by such 
inspections not to conform to the applicable requirements be corrected, and to 
withhold payment to its contractor or subcontractor, respectively, until it is so 
corrected. 

 
22. Signs 
 

If the Subrecipient places signs stating that the activity is funded with private or public 
dollars and the Department is also providing financing, it shall indicate in a typeface and 
size commensurate with the Department's funding portion of the project that the 
Department is a source of financing through the CDBG-DR Program. 
 

23. Insurance 
 

Subrecipient shall comply with all requirements outlined in the (A) General Provisions 
section and (B) Contract Insurance Requirements outlined in this section.  No payments 
will be made under this Agreement until the Subrecipient fully complies with all 
requirements. 
 

A. General Provisions Applying to All Policies 
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1) Coverage Term – Coverage needs to be in force for the complete term of 
the Agreement.  If insurance expires during the term of the Agreement, a 
new certificate must be received by the State at least thirty (30) days prior 
to the expiration of this insurance.  Any new insurance must comply with 
the original terms of the Agreement. 

 
2) Policy Cancellation or Termination & Notice of Non-Renewal – 

Subrecipient is responsible to notify the State within five (5) business days 
of any cancellation, non-renewal or material change that affects required 
insurance coverage.  New certificates of insurance are subject to the 
approval of the Department of General Services and the Subrecipient 
agrees no work or services will be performed prior to obtaining such 
approval. In the event Subrecipient fails to keep in effect at all times the 
specified insurance coverage, the State may, in addition to any other 
remedies it may have, terminate this Agreement upon the occurrence of 
such event, subject to the provisions of this Agreement.  
 

3) Premiums, Assessments and Deductibles – Subrecipient is responsible for 
any premiums, policy assessments, deductibles or self-insured retentions 
contained within their insurance program. 
 

4) Primary Clause – Any required insurance contained in this Agreement 
shall be primary, and not excess or contributory, to any other insurance 
carried by the State. 
 

5) Insurance Carrier Required Rating – All insurance companies must carry 
an AM Best rating of at least “A–” with a financial category rating of no 
lower than VII.  If the Subrecipient is self-insured for a portion or all of its 
insurance, review of financial information including a letter of credit may 
be required. 
 

6) Endorsements – Any required endorsements requested by the State must 
be physically attached to all requested certificates of insurance and not 
substituted by referring to such coverage on the certificate of insurance. 
 



  
Navicore Solutions 

 22-OORHC-00003 
 Page 19 of 24 
 
 EXHIBIT D 

Program Name: Community Development Block Grant Disaster Recovery (CDBG-DR) 
NOFA Date: 9/1/2021 
Approved Date: 6/22/22 
Prep. Date: 6/29/22 

7) Inadequate Insurance – Inadequate or lack of insurance does not negate 
the contractor’s obligations under the Agreement. 
 

8) Available Coverages/Limits – All coverage and limits available to the 
Subrecipient shall also be available and applicable to the State. 
 

9) Satisfying an SIR - All insurance required by this Agreement must allow 
the State to pay and/or act as the contractor’s agent in satisfying any self-
insured retention (SIR). The choice to pay and/or act as the contractor’s 
agent in satisfying any SIR is at the State’s discretion. 

 
10) Use of Contractors and Subcontractors - In the case of Subrecipient’s 

utilization of contractors and subcontractors to complete the contracted 
scope of work, the Subrecipient shall include any prime contractor as 
insured’s under Subrecipient’s insurance or supply evidence of the 
contractor’s insurance to The State equal to policies, coverages, and limits 
required of the Subrecipient. 

 
B. Contract Insurance Requirements  

 
Subrecipient shall provide evidence of the following on a certificate of insurance 
evidencing the following coverages: 
 

1) Commercial General Liability – Subrecipient shall maintain general 
liability on an occurrence form with limits not less than $1,000,000 per 
occurrence for bodily injury and property damage liability combined with a 
$2,000,000 annual policy aggregate.  The policy shall include coverage for 
liabilities arising out of premises, operations, independent contractors, 
products, completed operations, personal & advertising injury, and liability 
assumed under an insured contract.  This insurance shall apply separately 
to each insured against whom claim is made or suit is brought subject to 
the Subrecipient’s limit of liability.  
 
The policy must name The State of California, its officers, agents, and 
employees as additional insured, but only with respect to work performed 
under the Agreement.  
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2) Automobile Liability – Subrecipient shall maintain business automobile 

liability insurance for limits not less than $1,000,000 combined single 
limit.  Such insurance shall cover liability arising out of a motor vehicle 
including owned, hired and non-owned motor vehicles.  Should the scope 
of the Agreement involve transportation of hazardous materials, evidence 
of an MCS-90 endorsement is required.  
 
The policy must name The State of California, its officers, agents, and 
employees as additional insured, but only with respect to work performed 
under the Agreement.  
 

3) Workers Compensation and Employers Liability – Subrecipient shall 
maintain statutory worker’s compensation and employer’s liability 
coverage for all its employees who will be engaged in the performance of 
the Agreement.  In addition, employer’s liability limits of $1,000,000 are 
required. By signing this Agreement, Subrecipient acknowledges 
compliance with these regulations.  A Waiver of Subrogation or Right to 
Recover endorsement in favor of the State of California must be attached 
to certificate. 
 

24. Force Majeure 
 
A Force Majeure is an unforeseeable event outside of a Subrecipient’s reasonable 
control which prevents or delays performance of that Subrecipient’s obligations under 
this Agreement. Such event does not include the normal risks a Subrecipient assumes 
when it enters a contract. A Force Majeure event is a natural disaster such as an 
earthquake, flood, hurricane, pandemic, an Act of God, act of war, act of public enemies 
of this state or of the United States, or other similar event. 
 
Force Majeure also includes actions or measures taken by any governmental authority, 
including executive orders, public health orders, other governmental orders, laws, 
regulations, or other government actions taken in response to a “Force Majeure” event, 
such as a quarantine or other restriction which prevents or delays the performance of a 
Subrecipient’s obligations under this Agreement.   
 



  
Navicore Solutions 

 22-OORHC-00003 
 Page 21 of 24 
 
 EXHIBIT D 

Program Name: Community Development Block Grant Disaster Recovery (CDBG-DR) 
NOFA Date: 9/1/2021 
Approved Date: 6/22/22 
Prep. Date: 6/29/22 

If a Subrecipient chooses to assert “Force Majeure”, it must give notice to the 
Department under this Agreement within ten (10) days of the occurrence of the Force 
Majeure event. Notice is to be given in accordance with the notice provisions of this 
Agreement, and must include a description of the Force Majeure event, how said event 
has prevented or delayed the Subrecipient’s ability to perform its obligations under this 
Agreement, a description of reasonable measures the Subrecipient proposes to take to 
resume performance of its obligations under this Agreement, and a date by which the 
Subrecipient anticipates it will resume performance of its obligations. Any changes or 
extensions to the term of the agreement due to a “Force Majeure” notice will require the 
Department’s approval as described in Exhibit A, Section 3.  
 

25. Anti-Lobbying Certification 
 
Subrecipient shall comply with and require that the language of this certification be 
included in all contracts or subcontracts entered into in connection with this grant 
activity(ies) and that all subrecipients shall certify and disclose accordingly.  This 
certification is a material representation of fact upon which reliance was placed when 
this transaction was made or entered into.  Submission of this certification is a 
prerequisite for making or entering into this transaction imposed by 31 U.S.C. 1352.  
Any person who fails to file the required certification shall be subject to a civil penalty of 
not less than $10,000.00 and no more than $100,000.00 for such failure. 
 
A. No federally appropriated funds have been paid or will be paid, by or on behalf of 

it, to any person for influencing or attempting to influence an officer or employee 
of any agency, a member of Congress, an officer or employee of Congress, or an 
employee of a member of Congress in connection with the awarding of any 
federal contract, the cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any federal contract, grant, loan, or 
cooperative agreement. 

 
B. If any funds other than federal appropriated funds have been paid or will be paid 

to any person for influencing or attempting to influence an officer or employee of 
any agency, a member of Congress, an officer or employee of Congress, or an 
employee of a member of Congress in connection with this federal contract, 
grant, loan, or cooperative agreement, it will complete and submit Standard Form 
LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions. 
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26. Conflict of Interest  

 
Pursuant to 24 CFR 570.489(h) and 2 CFR Part 200.112, no member, officer, or 
employee of the Subrecipient, or its designees or agents, no member of the governing 
body of the locality in which the program is situated, and no other public official of such 
locality or localities who exercise or have exercised any functions or responsibilities with 
respect to CDBG activities assisted under this part, or who are in a position to 
participate in a decision making process or gain inside information with regard to such 
activities, including members and delegates to the Congress of the Unites States may 
obtain a financial interest or benefit from a CDBG assisted activity, or have a financial 
interest in any contract, subcontract or agreement with respect to a CDBG assisted 
activity or its proceeds, either for themselves or those with whom they have business or 
immediate family ties, during their tenure, or for one (1) year thereafter.  The 
Subrecipient shall incorporate, or cause to be incorporated, in all such contracts or 
subcontracts a provision prohibiting such interest pursuant to the purposes of this 
section. 
 

27. Obligations of Subrecipient with Respect to Certain Third-Party Relationships 
 
Subrecipient shall remain fully obligated under the provisions of this Agreement 
notwithstanding its designation of any third party or parties for the undertaking of all or 
any part of the Program with respect to which assistance is being provided under this 
Agreement to the Subrecipient. The Subrecipient shall comply with all lawful 
requirements of the Department necessary to ensure that the Program, with respect to 
which assistance is being provided under this Agreement to the Subrecipient, is carried 
out in accordance with the Department's Assurance and Certifications, including those 
with respect to the assumption of environmental responsibilities of the Department 
under Section 104(g) of the Housing and Community Development Act of 1974 [42 
U.S.C. 5304(g)]. 
 

28. Energy Policy and Conservation Act 
 
This Agreement is subject to mandatory standards and policies relating to energy 
efficiency which are contained in the State Energy Conservation Plan issued in 
compliance with the Energy Policy and Conservation Act (Pub. L. 94-163, 89 Stat. 871). 
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29. State Contract Manual Requirements (Section 3.11, Federally Funded Contracts 

(Rev.  3/03): 
 
A. All contracts, except for State construction projects that are funded in whole or in 

part by the Federal government, must contain a thirty (30)-day cancellation 
clause and the following provisions: 
 
1) It is mutually understood between the parties that this contract may have 

been written for the mutual benefit of both parties before ascertaining the 
availability of congressional appropriation of funds to avoid program and 
fiscal delays that would occur if the contract were executed after that 
determination was made. 
 

2) This Agreement is valid and enforceable only if sufficient funds are made 
available to the State by the United States Government for the purpose of 
this Program. In addition, this contract is subject to any additional 
restrictions, limitations, or conditions enacted by the Congress or to any 
statute enacted by the Congress that may affect the provisions, terms, or 
funding of this contract in any manner. 

 
3) The parties mutually agree that if the Congress does not appropriate 

sufficient funds for the program, this contract shall be amended to reflect 
any reduction in funds. 

 
4) The Department has the option to invalidate the contract under the thirty 

(30) day cancellation clause or to amend the contract to reflect any 
reduction in funds. 

 
B. Exemptions from provisions A.1 through A.4 above may be granted by the 

Department of Finance provided that the director of the State agency can certify 
in writing that Federal funds are available for the term of the contract. 
 

C. California Government Code § 8546.4(e) provides that State agencies receiving 
federal funds shall be primarily responsible for arranging for federally required 
financial and compliance audits, and shall immediately notify the Director of 
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Finance, the State Auditor, and the State Controller when they are required to 
obtain federally required financial and compliance audits. 



Applications: Lauren Lovett - Navicore Solutions

EXHIBIT E
Award Number
22-OORHC-00003

PO Number
 

Record Title
Lauren Lovett - Navicore Solutions

Organization Name
Garden State Consumer Credit Counseling, Inc. dba Navicore Solutions

Profile
llovett@navicoresolutions.org

Section 1: Threshold Eligibility Requirements
This section asks about basic threshold eligibility requirements that must be met before submitting an application. Please read all
questions carefully.

Is your organization certified by HUD to offer housing counseling services with a certificate date prior to the NOFA
issue date?
Yes

If yes, please upload HUD certification showing date organization was certified
HUD Certification_Navicore Solutions.pdf

Is your organization a Tax-exempt organization under Internal Revenue Code (IRC) section 501 (a) as described in
IRC section 501(c) (26 U.S.C. 501 (a) and (c))?
Yes

If yes, please upload evidence of the Tax Exempt Status
IRS Tax Exempt Status Affirmation Letter_Navicore Solutions.pdf

Is your organization in good standing under the laws and regulations of the organization's home state?
Yes

Is your organization authorized to do business in the State of California?
Yes

Is your organization in good standing with the California Department of Housing and Community Development?
Yes

Has your organization, any intended sub-Applicants, contractors, subcontractors, program partners, staff, or Team
Members ever been (or currently) debarred, suspended, proposed for debarment, or are declared ineligible or
voluntarily excluded from participation from federally assisted programs?
No

If no, please upload a SAM.gov screenshot showing the date of generation that demonstrates your organization is
in good standing with the Federal Government, has a registered and active DUNS number, and is not debarred or
prohibited from receiving federal funds.
SAM Screenshot_Navicore Solutions.pdf

To reduce delays in the application review, award, and contracting processes applicants are required to use the HCD Board Resolution Document in 
Exhibit D of the NOFA announcement. A copy can also be downloaded from the solicitation listing: 
https://gn.ecivis.com/GO/srmng_downloadSolicitationFileExt/SOLICITATIONFILEID/_nE9W4_PKxs~



Upload fully executed Board Resolution
Board Resolution_Navicore Solutions_04.18.21.pdf

Are there single audits of your organization on file?
Yes

If yes, upload your organization's most recent single audit (single file, PDF or Word format)
Single Audit Filing_Navicore Solutions.pdf

In your organization's most recent single audit, were there any findings by the auditing entity?
No

Please complete and upload the form STD 204 found in the solicitation listing:
https://gn.ecivis.com/GO/srmng_downloadSolicitationFileExt/SOLICITATIONFILEID/o62ovzbuf14~
STD 204 - Payee Data Record_Navicore Solutions_.pdf

You have provided information to the Department about your organization's experience, processes, policies, and
procedures related to the management of federal funding. If this application is selected, these submissions, in
addition to discussions you have with the Department, have been used to inform this Agreement and are being
materially relied upon by the Department in agreeing to enter into this Agreement.
LL

Should there be substantive changes to your organization, key personnel, methods, capacity, policies, or processes
that impact the implementation of this Agreement, your organization shall promptly notify the Department of said
changes
LL

During the term of this Agreement, your organization agrees to timely provide documents and information to
facilitate the Department’s Subrecipient monitoring risk assessment process. Your organization further agrees to
comply with the requirements, requests, and results of the Department’s risk assessment, including participation
in Subrecipient monitoring events
LL

Section 2: Mandatory Requirements
2.1 Applicant must submit to HCD organizational documents, and all amendments thereto, as well as related documents, all of
which will vary depending on the Applicant’s organization-type, and may include (but are not limited to) Articles of Incorporation,
Certificates of Limited Partnership, Articles of Organization, Bylaws, Operating Agreements, Partnership Agreements, Joint Venture
Agreements, Certificates of Good Standing

Please upload all organizational documents as one PDF or Word file
Organizational Documents_Navicore Solutions.pdf

2.2 Financial Controls

Please upload your organization's proposed policies and procedures to show how the organization maintains sufficient internal
financial controls

Please upload all policies and procedures as one PDF or Word file
Accounting Policies and Procedures_Navicore Solutions.pdf

If financial management policies and procedures are included in another document reference the document name,
if they are not available provide status of development.
 

2.3 Conflict of Interest Policies and Certification

Applicant must certify that no officer, agent or employee of the Government of the State of California, HCD, or its Government
Entities and instrumentalities, has a monetary interest in the Application or has participated in contract negotiations on behalf of
the Government of the State of California or HCD; that the Application is made in good faith without fraud, collusion, or connection
of any kind with any other Applicants; that the Applicant is competing solely in its own behalf without connection with, or obligation



to, any undisclosed person or firm; and that the Applicant has not been convicted or has plead guilty in a state or federal court or
any other jurisdiction of the United States of America.

Upload Conflict of Interest Policies and Procedures and/or Conflict of Interest certification
Conflict of Interest Policies and Certification_Navicore Solutions_.pdf

If conflict of interest policies and procedures and/or certification are included in another document reference the
document name, if they are not available provide status of development.
 

Section 3: Qualification Requirements
3.1 Capacity to Provide Services

Provide a brief history (Profile) of your organization's history of performing the housing counseling activities you
indicated in the eligibility section.
Navicore Solutions, a Garden State Consumer Credit Counseling 501 (c) (3) non-profit organization, was founded in 1991 and 
“strengthens the well-being of individuals and families through education, guidance, advocacy and support.” Our HUD approved 
main office is located in Manalapan, NJ with additional HUD approved counseling branch locations in Hammonton, NJ, Mansfield, 
MA, Raleigh, NC, Dallas, TX, Roseville, MN, Henderson, NV, San Diego, CA, Peoria, IL, St, George, UT, Bensalem, PA, and Stamford, 
CT. We have served the communities and counties surrounding San Diego since 2008.

Initially approved by the U.S. Department of Housing and Urban Development (HUD) in 2003, our agency became an approved 
Housing Counseling National Intermediary in 2013 and has adopted the National Industry Standards for Homeownership 
Education and Counseling. Our organization is an active member of the New Jersey affiliate of the JumpStart Coalition for Financial 
Literacy and the Coalition of National Intermediaries. In addition, we are a National Foundation for Credit Counseling (NFCC) 
member and became accredited by the Council on Accreditation (COA) in 2011, after maintaining ISO certification since 2000. 
COA’s commitment to maintaining the highest level of standards and quality improvement is designed to identify providers that 
have set high performance standards for themselves and made a commitment to their constituents to deliver the highest quality 
services.

We served as one of the five leading housing counseling organizations that partnered with the Homeownership Preservation 
Foundation (HPF) to provide foreclosure prevention counseling via the national 995 HOPE hotline and was actively involved in a 
post modification program through HPF where we counseled thousands of clients of several mortgage servicers. Our agency was 
also a recipient of NeighborWork America’s Project Reinvest Financial Capability Program funding as well as their National 
Foreclosure Mitigation Counseling (NFMC) program.

We have additionally collaborated with several national and state housing related initiatives: Hardest Hit Fund Housing Counseling 
Programs in NJ, CA, NV and IL; state mediation programs in New Jersey and Illinois; AG Settlement programs in IL, MD, NC and NV; 
the Sandy Homeowner and Rental Assistance Program (SHRAP), assisting families that were impacted by Hurricane Sandy and 
currently are part of the Social Services for the Homeless Program, the NJ Department of Consumer Affairs Sandy Recovery 
Division Counseling Program, New Jersey Housing and Mortgage Finance Agency’s Mediation Program and Middlesex County, NJ 
Rental Assistance Program.

In response to the disastrous economic effects of the current pandemic, in May of 2020, Navicore Solutions developed a COVID-19 
Financial Recovery Program, providing key services and connecting households with critical resources to help overcome financial 
hardship.

We are a national leader in our industry, providing compassionate counseling to consumers in the areas of personal finance 
consumer credit, student loans, housing, foreclosure prevention, disaster and COVID-19 recovery. Our vision is to stabilize 
households in the local communities we serve as well as throughout the United States through our comprehensive counseling 
services. Through our partnering agencies, we are able to connect with various populations in need and have become a common 
resource for low-and-moderate income and housing insecure individuals and families throughout the country.

Provide your organization's tax-ID
22-3120920



Provide the year your organization was formed
1991

Does your organization have a valid, active registration in the System for Award Management (SAM)?
Yes

Provide your organization's Data Universal Numbering System (DUNS) identifier.
625126461

Please provide a detailed description of your organization's form of business
As an organization, Navicore Solutions’ core services include:

• Housing Counseling – Navicore Solutions housing counseling services include pre-purchase, rental, default/foreclosure, home 
equity conversion mortgage and home equity conversion default counseling. As a component of default/foreclosure counseling, a 
certified Housing Counselor assists the homeowner with negotiating a repayment plan, securing a loan modification or other 
possible solutions that will allow the homeowner to retain homeownership. Our housing counseling programs are integrated with 
others that address the needs of community residents.

• Personal Financial Counseling – Navicore Solutions counselors conduct a complete budget analysis for consumers to assess their 
monthly financial profile. Upon completion of the analysis the counselor may offer suggestions for cutting expenses and/or 
increasing income. Counselors may refer to our Counselor Resource List, an expensive compilation of other social service 
organizations that can help with utility costs, prescription costs, childcare costs, and a host of their needs. Also offered is our 
budgeting program, Budgeting Steps and Tips, which guides consumers through a 4-week expense and income tracking program 
to help them establish a budget that fits their needs.

• Financial Education – Navicore Solutions’ delivers financial education through counseling, workshops, and written material. 
Topics include credit reports, credit card fraud, identity theft, saving for college, purchasing a car, debit cards, re-establishing 
credit, etc.  A minimum of 8,000 financial education materials are provided monthly to consumers nationwide. Our agency has 
become a preferred provider of workshops and seminars for local community members and clients on a wide range of financial 
education topics. Workshops currently offered target low-income, at-risk individuals who are transitioning from public assistance 
to employment, single parents, seniors, students, and domestic abuse survivors.

• Debt Management Program – Navicore Solutions’ Debt Management Program (DMP) is a consolidation of all unsecured debt. 
Through this program, creditors may offer concessions such as lower interest rates and/or the elimination of late and over-limit 
fees. The DMP is offered as a viable alternative to bankruptcy, but only if it is deemed and appropriate solution and the consumer 
agrees to the terms and conditions of the plan. Navicore Solutions provides ongoing counseling at no cost throughout the client’s 
enrollment in the DMP.  Client Guidance Counselors are available to help resolve the client’s financial problems with care, 
compassion, and the client’s best interest in mind. In addition, all DMP clients are provided with the Money in Motion financial 
education course.

• Pre-petition bankruptcy counseling and post-petition bankruptcy education – Navicore Solutions is approved by the US Trustees 
Office to offer the counseling and education components required under the Bankruptcy Abuse Protection and Consumer 
Protection Act of 2005. The counseling component involves a thorough assessment of the debtor’s financial situation and explores 
the options available. 

• Student Loan Counseling – Navicore Solutions offers comprehensive student loan debt counseling services to anyone in need. 
Our certified counselors provide an in-depth review of the borrower’s current financial situation, obstacles related to student loan 
repayment and help in determining eligibility for federal programs to assist in repayment.

• Disaster Recovery Counseling – Navicore solutions offers comprehensive counseling services to victims of natural disasters to 
help address their housing needs, apply for applicable programs, connect with resources, and establish an action plan to recovery.

Provide a list of the names, telephone numbers and email addresses of your organization's officers, directors,
members, and any partners, if applicable
Navicore Solutions’ Officers



Joel Greenberg, Executive Director
732-409-6281
jgreenberg@navicoresolutions.org

Jill Feldman, Chief Operating Officer and President
732-409-6281
jfeldman@navicoresolutions.org

Todd Suler, Chief Financial Officer and Treasurer
732-409-6281
tsuler@navicoresolutions.org

Diane Gray, Chief Program Officer
732-409-6281
dgray@navicoresolutions.org

Kelly Zambrano, Corporate Secretary
732-409-6281
kzambrano@navicoresolutions.org

Navicore Solutions’ Board of Trustees:

Dennis J. Pitocco, Board Chair
813-777-0229
bizmastersglobal@gmail.com

Basil P. Katsamakis
212-724-2200, Ext. 115
basil@quadpartners.com

Joel Greenberg
732-409-6281
jgreenberg@navicoresolutions.org

Deborah M. Figart, Ph.D.
609-652-4634
Deb.Figart@stockton.edu

William W. Lawrence
914-319-7896
lawrenceww@gmail.com

Roy C. Lopez
214-922-5718
Roy.lopez@dal.frb.org

Kelly M. McGraw
941-921-5358
Kelly.mcgraw@hotmail.com

Stephen W. Freiman
240-499-6447
Steve.freiman@comcast.net

Joseph H. Timko



973-214-7155
Timko.joe@gmail.com

Donell Young
203-810-1057
dyoung@factset.com

Provide a point of contact for this application (minimum name, job title, email, phone number)
Name: Lauren Lovett
Job Title: Grants Manager
Email: llovett@navicoresolutions.org
Phone: 732-409-6281, ext. 80433

Upload an Organizational Chart of your organization with lines of responsibility and authority in the administration
of the Applicant’s business as a housing counseling organization.
Organizational Chart _Navicore Solutions.pdf

Provide an availability chart that shows: immediate availability; availability of the staff in a year; percentages of available time; and
committed time to other projects.

NOTE: If your organization is not based in California, you must provide the functional full-time equivalents (FTEs) that will be based
and staffed in California.

Upload your availability chart as a single document (single file, PDF or Word format)
AvailabilityChart_NavicoreSolutions_04.18.22.pdf

Is there any pending, threatened, or recent (within the past five (5) years) litigation, arbitration, sanctions and/or
administrative complaints against your organization or your subcontractor, if subcontracting applies?
No



Describe how performance on previous housing counseling projects and contracts for federal programs qualifies
your organization to develop and implement this project, especially any disaster related housing counseling
projects
As an organization, the primary focus of Navicore Solutions is to ensure the consistent delivery of high-quality services to our 
clients, program partners and employees. This is achieved through continuous endeavors to improve our quality system in the 
areas of policy, procedures, human resources, and agency efforts. Our Executive management is actively involved in numerous 
nationwide associations and is consistently sought out for guidance and direction it the credit and housing industry. Our agency 
remains a valued resource not only for those seeking assistance, but also for those who provide financial education resources to 
residents in their communities, counties, or states. Our Board of Trustees meets on a quarterly basis to be kept current on the 
organization’s services and activities focusing on ensuring fiscal responsibility of all funding and contributions received in support 
of our organization. They work in conjunction with our Executive Management team to develop strategic plans for the 
organization and monitor its progress. We are recognized with in the industry as leaders in the provision of counseling services 
and have maintained all licenses on a state and national level.

Our organization’s five core competencies define the values and beliefs of our employees and or organizational visions: 1.) Quality
and compassionate counseling; 2.) Excellence in customer service; 3.) Organizational ethics, leadership, reputation, and consumer
advocacy; 4.) Ability to build and scale for new programs and services; 5.) Relationship building and responsiveness to third 
parties.

As a HUD Approved Housing Counseling agency, Navicore Solutions served as one of the five leading housing counseling 
organizations that partnered with the Homeownership Preservation Foundation (HPF) to provide foreclosure prevention counseling 
via the national 995 HOPE hotline and was actively involved in a post modification program through HPF where we counseled 
thousands of clients of several mortgage servicers. Our agency was also a recipient of NeighborWork America’s Project Reinvest 
Financial Capability Program funding as well as their National Foreclosure Mitigation Counseling (NFMC) program.

Navicore Solutions strives to be a leader by fostering responsible financial habits for people at risk of eviction or foreclosure. 
Primary populations seeking our counseling services are individuals and families of low and moderate income that are facing a 
financial crisis and are at a crossroad where an uneducated decision or misguided advice could adversely affect their credit 
history, financial stability, or financial goals. Our in-depth knowledge of the needs of those who seek guidance and assistance to 
avoid displacement places Navicore Solutions in a unique position to facilitate the provision of expert advice maintaining home 
affordability efficiently and effectively beginning on day one.

3.2 Managerial, Organization, and Technical Capabilities



Provide a description which demonstrates your organization has personnel capable of handling the services
required herein, include names of all Key Personnel who will administer the proposed CDBG-DR activities
One of our organization’s Core Competencies is our ability to build capacity and scale for new programs and services without 
compromising the quality of our existing programs and/or services. We are a consumer-focused organization, demonstrating an 
unrelenting dedication to quality, customer satisfaction, integrity, community education and facilitation. As a nonprofit 
organization Navicore Solutions recognizes that serving California residents in FY 2017 and 2018 federally declared disaster areas 
requires an unbiased, empathetic, and solution-focused staff. On a daily basis we demonstrate these unique qualities in every 
aspect of service our organization provides to individuals and families of various backgrounds, whether they are facilitated 
virtually or in person. We also recognize that there are multiple factors that need to be addressed to truly have a positive impact 
on the financial well-being of this population. That is why Navicore Solutions has built a solid foundation for collaboration with 
agencies that work towards a common goal.

Additionally, Navicore Solutions has implemented policies and procedures to ensure our staff members stay safe and complete all 
service provision without interruption. Our organization developed a Business Continuity remote work plan several years ago, 
which has proven to be vital to our agency given the present circumstances that continue with the COVID pandemic. All our staff, 
with the exception of a few essential employees, transitioned to working from home and a Re-Entry Plan Timeline has been 
developed to implement not only in California, but for all our office locations. Our IT staff successfully enhanced our network and 
ensured that all processes run without issue. Our Counselors continue to deliver our quality services to those in need, without 
interruption.

Those identified personnel who will administer the proposed CDBG-DR activities are currently employed as are as follows:

Project Management:        Tanya Tirado-Perales
Program Compliance:         Robbin Roberts
Housing Counseling Services:  Val Cordova
                    

Resumes for the above Program staff are included as required for this submission.

Provide resumes for all Key Personnel. Resumes must include: title, tenure at current position, main responsibilities, experience
including begin and end dates, skills, and education, including HUD Certification(s).

At minimum, the personnel should cover the following areas of responsibility:
-Executive Management
-Financial Oversight of Expenditures
-Project Management
-Program Compliance & Reporting
-Housing Counseling Services

Upload resumes for all Key Personnel (single file, PDF or Word format)
Program Staff Resumes_Navicore Solutions.pdf

Does the applicant represent and certify that Applicant staff, Key Personnel, and Team Members shall have and
maintain, throughout the duration of the Agreement, valid and current   licenses or authorizations when applicable
and required to perform the tasks or works to be performed under the Agreement?
Yes



Describe your organization's experience in maintaining compliance with the financial management requirements of
2 CFR §200, including the single audit requirements of 2 CFR §200.501
Navicore Solutions’ Chief Financial Officer, Chief Program Officer and Grant Manager monitor the financial management of grant 
funded programs. Our organization is independently audited annually and follows OMB guidelines.

Navicore Solutions maintains complete control over all grant funds received. Revenue is recognized in accordance with generally 
accepted accounting principles to each respective program. Our agency has numerous types of housing programs. Navicore 
utilizes the Abila general ledger software (formerly Sage) which is used by the largest non-profit companies in the country and is 
designed to use both distributions and allocations to derive expenditures for a given program or activity. All expenditures are 
captured by the nature of the expense and then a reasonable allocation method is employed to properly allocate costs to all 
respective programs.  Items such as supplies, insurance, rents, legal and depreciation are accounted for by Program formulated 
on reasonable distributions and allocations based upon head count, sessions completed, or percentage of revenue to a program 
and sub-program. It is our belief that our organization employs a very effective, efficient, and reasonable accounting process for 
all programs and that this process is in compliance with the requirement for 2 CFR S 200.

 At the initial stage of contact, the consumer is given a unique identification number and a client record is created and stored in 
the data collection systems of Navicore solutions. The individual identification number is used to track and provide the status as 
the client moves through the counseling process. All data captured by a Program Counselor is entered into the client record.  All 
records within Navicore Solutions’ proprietary client management system, Credit Master are linked to the unique identification 
number and client record. The nature of the systems utilized by Navicore Solutions enables detailed quality assurance reports to 
be developed to summarize program required information.

All required HUD Housing Counseling Intermediary Program reporting has been completed on time without exception. Our 
organization has been a recipient of funding encompassing all of our branch offices for 18 years; drawing down funds within, and 
often prior to, the end of the grant period.  As it relates to managing and passing funds on to a sub-grantee if needed; these 
processes have been adapted to ensure sub grantee funds are accounted for and disbursed in accordance with Program 
guidelines, once reporting and compliance requirements are met.

Our Grant Manager works with Counseling management to coordinate reporting and record keeping for all funded program 
services and supervises our Grant Management Team as it pertains to financial and compliance reporting to ensure services 
provided are program eligible for funding. All contracts managed for 18 years have been completed on time and without issue. 
Performance reviews completed by our funding partners, whether federal, state, or financial institutions, have yielded no 
problem. A designated Grant Management staff member is responsible for handling reporting. Internal processes are set in place 
to ensure that there is no overlap of costs billed if/when two or more programs are billed for the same client, service or other 
costs. Our proprietary client management system, Credit Master, enables reporting to be completed whereby sessions eligible for 
multiple sources of funding may be segregated by Program as part of the grant reporting process

Navicore solutions’ Chief Financial Officer (CFO) is knowledgeable of Single Audit requirements as established by the Code of 
Federal Regulations whereby a non-Federal entity that expends $750,000 or more during the no-federal entity’s fiscal year in 
Federal awards must have a single or program-specific audit conducted for that year in accordance with the provisions of this 
part. As such, should the benchmark of $750,000 in Federal fund receipts be met, our CFO coordinates the required single audit 
with our external auditors in conjunction with our annual fiscal audit of the organization.

3.3 Applicant Experience



Provide a brief description of your organization's experience and major accomplishments in providing programs/
services to populations that have been affected by a major disaster (individuals, households, businesses,
organizations) and/or vulnerable populations.
Survivors of major disasters have unique circumstances and are in need of experienced professionals who can provide education, 
resources and guidance while navigating their individual path to recovery. As nonprofit organizations serving struggling 
individuals and addressing their financial hardships, we are knowledgeable of the various needs of our target populations. 

In 2012, Navicore Solutions became actively involved in Emergency Preparedness as a result of Superstorm Sandy. Known and 
trusted in communities for providing knowledgeable, individualized housing assistance to individuals and families who live in the 
geographic locations of our offices, we quickly became involved in providing disaster relief assistance through our committee 
membership with Monmouth County, NJ’s Comprehensive Emergency Assistance System (CEAS). The primary function of the 
CEAS Committee is planning and coordinating the delivery of emergency services to the homeless and those at risk of 
homelessness.

In Monmouth County, NJ our agency was an approved provider for the Sandy Homeowner/Renter Assistance Program (SHRAP). 
Through the provision of SHRAP Program services to eligible Monmouth County residents, over 140 households were served over 
$1,400,000 in assistance payments made on behalf of those clients.

In 2018, with the support from the American Red Cross, Navicore Solutions and other organizations partnered on a program 
offering financial guidance and education through a dedicated hotline and planned events to survivors of Hurricane Harvey. On 
this program, we provided personalized assistance to over five hundred Texas residents impacted by the storm and established 
partnerships with various community agencies and Long-Term Recovery Groups as well as the TX Department of Insurance, the 
TX General Land Office, and the United States Department of Agriculture, in addition to participating in Disaster Recovery Events 
for affected communities.

For the past six years we have been a partner with the Monmouth County Department of Human Services on their Social Service 
for the Homeless Program (SSH) in NJ, whereby we provide financial counseling and monetary assistance supporting at-risk and 
housing insecure populations throughout the county. Over the past 6 years we have assisted more than 700 residents, providing 
over $475,000 in assistance payments to households at risk of homelessness, foreclosure, eviction or utility shut-off.

In partnership with the New Jersey Housing and Mortgage Finance Agency (NJHMFA), Navicore Solutions has been providing rental 
and foreclosure prevention counseling services to COVID-19 impacted state residents, with the ultimate goal of helping them 
retain housing stability. To date we have assisted over 500 NJ households through this program.

Navicore Solutions serves as an approved provider of services for those still dealing with the ramifications of Super Storm Sandy 
through the New Jersey Department of Consumer Affairs. Counselors work jointly with DCA case managers to resolve long 
standing issues that have stalled rebuilding from the storm damage they experienced.

3.4 Staffing

Please upload an organization chart for all Team Members who will administer CDBG-DR funded activities. At minimum, the
organization chart should cover the following areas:

Executive Management
Financial Oversight of Expenditures
Project Management
Program Compliance & Reporting
Housing Counseling Services

Upload CDBG-DR activities organization chart (single file, PDF or Word format)
Program Organizational Chart_Navicore Solutions.pdf



Please describe your staffing plan in detail
Successful facilitation of ReCoverCA Program housing counseling service provision for California residents financially affected in 
the identified Federally Declared Disaster location depends on coordination amongst our Program Team members. We consider 
the following positions to be essential members of this Program Team:

• Project Management – Tanya Tirado-Perales
Ms. Tirado-Perales is responsible for internal reporting on all housing activity by Program. She facilitates both internal and 
external management administration of specialized project/programs, management of housing counseling department queue 
under the advisement of Management. As such, she will ensure Program staff are compliant with policies and procedures, analyze 
the assigned counselor’s performance to ensure they are meeting expectations under the guidelines set by the ReCoverCA 
Program.

• Program Compliance and Reporting – Robbin Roberts
Ms. Roberts is the designated Grant Management Staff member who will be responsible for handling reporting. Our proprietary 
client management system, Credit master, enables reporting to be completed whereby sessions eligible for multiple sources of 
funding may be segregated by Program as part of the grant reporting process. Ms. Roberts currently handles the reporting for 
other funded housing programs.

• Housing Counseling Services – HUD certified counselor; Val Cordova 
Val is a HUD certified counselor who provides housing counseling services to consumers in need, as is the case for the second 
HUD certified counselor to be assigned. Certified counselors analyze the client’s situation to determine and provide the client with 
appropriate solutions and utilize extensive education, resources and referrals for assistance from additional approved 
organizations. They provide a detailed and customized client action plan to each counseled client.  On an ongoing basis, they 
continue to expand their knowledge, so that counseling services and assistance is facilitated in a manner in accordance with 
Program specifications and guidelines. Val will be trained according to guidelines set by the ReCoverCA Program.

Navicore Solutions partners with local governments, nonprofit organizations, homeowners, and lenders to help families overcome 
obstacles that could result in the loss of their homes. As such, we strive to be a leader by fostering responsible habits for people 
at risk of foreclosure.

It is our belief that housing and personal financial management counseling programs must be integrated closely with other 
programs to address the needs of community residents, including economic development, human resources, and education 
programs. Our counselors are familiar with various HUD housing and community programs. Having this knowledge enables them 
to advise the client in detail regarding the rights and responsibilities of all parties involved, resulting in a plan that makes the 
most sense. We work together to ensure a holistic approach to assist our clients by addressing all aspects of their personal 
financial situation.

Section 4: Workplan Requirement
4.1 Service Activity Scope

Certify that you have viewed and understand the activity area map attached to the solicitation listing:
https://gn.ecivis.com/GO/srmng_downloadSolicitationFileExt/SOLICITATIONFILEID/1XC3GZM3Jwc~
I have reviewed the eligible service area maps attached in the solicitation listing

Which of the services below can your organization provide? (Check all that apply)
Explaining ReCoverCA Program(s), Short and long-term budgeting counseling, Financial resources assessment, Negotiating
mortgage and rent forbearance, Connection to other resources that provide home repair relief and emergency assistance,
Pre-purchase homebuyer education, Relocation counseling for home purchase options

Which of the areas below can your organization serve? (Check all that apply)
Butte County, Lake County, Los Angeles County, Mendocino County, Napa County, Nevada County, Orange County, Santa
Barbara County, San Diego County, Shasta County, Sonoma County, Ventura County, Yuba County



For each proposed activity indicated above, please describe the 1) target population(s), 2) service delivery areas,
and 3) staffing
Navicore Solutions is proposing to provide all housing counseling services that have been selected above virtually to residents of 
Butte, Lake, Los Angeles, Mendocino, Napa, Nevada, Orange, San Diego, Santa Barbara, Shasta, Sonoma, Ventura and Yuba 
counties. Should a client residing  in a county outside of the geographic area of our San Diego, CA office location request 
assistance in person, our agency will provide all program services at an assigned location, or a partner agency,  convenient to 
them.  Our target populations are disaster impacted households, with a specific focus on low-and-moderate income and minority 
populations as well as residents of rural communities with limited access to programs and resources. 

Navicore Solutions will have a HUD Certified Housing Counselors dedicated to providing services for this program and anticipate 
that most counseling will be conducted via phone. Our Housing Counseling Supervisor operates out of our San Diego office 
location and will be responsible for the day-to-day operations of this program.

4.2 Applicant Understanding of Regulations and Population Needs

Provide description of past experience or plan to acquire knowledge and build capacity with: The needs and
difficulties or challenges facing the disaster impacted populations
Navicore Solutions understands that serving disaster impacted populations requires an empathetic and solution-focused staff. 
Disaster impacted households are often faced with numerous financial challenges and obstacles, and the experience can be 
emotionally trying. Our counselors are trained experts at identifying the needs of our clients and helping to develop an action 
plan, all while remaining professional, personable and empathic. We maintain an extensive list of federal, state and local 
resources for our clients. Our team recognizes that resources must be researched and updated regularly, especially with disaster 
related programs that are often changing and developing.  We have a designated staff member responsible for maintaining and 
updating our resource list. 

Our work in Emergency Preparedness and Disaster Recovery arose as a result of Superstorm Sandy in 2012. Known and trusted in 
communities providing knowledgeable, individualized housing assistance to households who live in the geographic locations of our
offices, we quickly became involved in providing disaster relief assistance through our Committee membership with Monmouth 
County, NJ’s Comprehensive Emergency Assistance System (CEAS). The primary function of the CEAS Committee is planning and 
coordinating the delivery of emergency services to the homeless and those at risk of homelessness. We became an approved 
provider for the Sandy Homeowner/Renter Assistance Program (SHRAP), providing counseling services and connecting households 
with program assistance payments to eligible disaster impacted households. 

In 2018, Navicore Solutions partnered with HOPE NOW, a nonprofit organization dedicated to home preservation, on a Disaster 
Recovery Program in Texas whereby we hosted Disaster Recovery Events and offered a Disaster Recovery Hotline to households 
impacted by Hurricane Harvey. The Program was designed to assist Hurricane Harvey impacted households with a neutral 
platform connecting individuals and families with education and services to aid in their recovery process. Our Disaster Recovery 
Resource Events provided access to resources and advocates under one roof, including local community social service, nonprofit 
and government organizations. Our Disaster Recovery Counselors provided counseling sessions at the events and via telephone 
through our dedicated hotline to help clients assess their situation, develop a realistic analysis of income and expenses, and 
establish a clear plan of action to recovery and financial stability. Our target audience was low income populations, with a specific 
focus on homeowners, senior citizens and individuals and families with limited access to programs and resources. 

Since 2019, we have been a participant on NJ’s Department of Consumer Affair’s Hurricane Sandy Recovery Program in which we 
provide housing and financial counseling for tenants under any of the Community Development Block Grant Disaster Recovery 
rental or tenant based rental assistance programs and general housing counseling for current and ineligible rehabilitation, 
reconstruction, elevation and mitigation applicants. 



Provide description of past experience or plan to acquire knowledge and build capacity with: The ReCoverCA
Owner-Occupied Rehabilitation Program
One of Navicore Solutions’ Core Competencies is our ability to build capacity and scale for new programs and services without 
compromising the quality of our programs and/or services. It has been proven time and again and is a tremendous source of pride 
for our Management Team.  From the onset, a guiding sense of principals has defined our organization and our employees. We 
are a consumer focused organization, demonstrating an unrelenting commitment to quality, customer satisfaction, integrity, 
community education and facilitation. 
 
While we do not have experience on the RecoverCa Owner-Occupied Rehabilitation Program, we have experience expanding our 
services and implementing new programs. Navicore Solutions' Management Team is responsible for the implementation of new 
programs, which includes conducting the necessary research and developing and delivering training programs to staff.  We will 
work with CA HCD ReCoverCa Program staff to facilitate training of Navicore Solutions assigned team members on Program 
guidelines and expectations.

Provide description of past experience or plan to acquire knowledge and build capacity with:  Developing a housing
recovery plan for each individual assisted
Navicore Solutions’ commitment to an effective Project implementation is evident through the knowledge and experience of our 
staff. Counselors’ responsibilities include providing effective counseling services in accordance with Navicore Solutions’ counseling
model. They are required to handle all sessions in a patient, helpful manner; look closely at the individual’s situation; complete a 
detailed financial analysis; and provide a Client Action Plan. The counseling model is the same, despite the branch or location or 
manner in which the counseling is provided. 

Navicore Solutions encompasses our counseling model into our Disaster Recovery Program. It is our primary goal to understand 
each client’s individual needs and concerns and address them by developing a plan of action to recovery and financial security. 
Counselors have received Disaster Recovery training and have been education on best practices when assisting victims of natural 
disasters. Topics addressed during and individual counseling session include, but are not limited to:

• Assessing the client’s housing needs (short and long term) and financial resources
• Developing Action Plans to understand the objective of each client as well as the steps 
        needed to meet those objectives
• Identifying resources as the city, state and federal level
• Helping to apply for budget and private resources
• Budgeting for short and long term living expenses
• Explaining insurance options
• Planning for the next potential disaster

Provide description of past experience or plan to acquire knowledge and build capacity with:  Budgetary needs for
conventional mortgage financing, and/or rebuilding costs, including potential property tax increases, and
hazard/fire/flood insurance availability and costs
Navicore Solutions has experience addressing budgetary needs for our disaster impacted client on NJ’s DCA Sandy Recovery 
Program. Each client served on this program works with a counselor to develop a comprehensive financial analysis, which includes
understanding the clients housing and financial needs and goals, the development of a monthly budget, and an action plan for 
recovery consisting of resources, recommendations, and goals and objectives. 
Counseling covers topics such as, but not limited to:

• Available resources
• Referral to appropriate assistance programs or available CBGD-DR funded programs
• Identification of gap funding resources
• Contractor selection, including fraud assistance, if necessary
• Foreclosure mediation
• Financial literacy
• Fair housing rights
• Mobility and relocation advisory services
• Assistance in completing applications for supplemental funds 



Provide description of past experience or plan to acquire knowledge and build capacity with:  Predatory lending
practices and how to educate participants
As a HUD Intermediary, Navicore Solution provides education to our pre-purchase housing counseling clients on predatory lending 
practices as well to our post purchase counseling clients, when applicable. Common topics discussed are: equity stripping; bait-
and switch schemes; loan flipping; packing; and hidden balloon payments. 

Counselors provide clients with warning signs of predatory lending and will offer guidance on next steps if a client has 
experienced predatory lending, including how to file a complaint.

Provide description of past experience or plan to acquire knowledge and build capacity with:  How the organization
will address one or more of these needs and problems with its available resources
Navicore Solutions is pro-active in our communities by providing housing literacy and counseling locations where individuals can 
learn about available resources and programs. It is our belief that housing and personal financial management counseling 
programs must be integrated closely with other programs to truly address the needs of our clients, including economic 
development, human services and education programs. Our counselors are familiar with various HUD housing and community 
programs. Having this knowledge enables them to advise the client in detail regarding the rights and responsibilities of all parties 
involved in the housing transaction, laws, mortgages, notes, contracts, etc., resulting in a plan that makes the most sense. 
Navicore Solutions’ certified counselors provide one-on-one counseling, comprehensive budget analysis, educational material and 
guidance to available sources of help. Our counseling departments work hand-in-hand to ensure a holistic approach for helping 
clients address all aspects of their financial situation. 

Provide description of past experience or plan to acquire knowledge and build capacity with: The geographic
service area to be served
Navicore Solutions has an office in San Diego, CA, where we have been doing business for nearly 14 years. Each year, we provide 
counseling services to more than 2,000 CA residents, with the vast majority residing in the central and southern regions of the 
state. 

Navicore Solutions was involved in the Hardest Hit Fund Counseling Program in the state of CA and was a subgrantee of 
California’s Rural Community Assistance Corp. on NeighborWorks Project Reinvest Program, providing financial counseling 
services to residents throughout the entire state. 

Provide description of past experience or plan to acquire knowledge and build capacity with:  The anticipated
results (outcomes) to be achieved within the term of the Agreement
As part of the Sandy Homeowner/Renter Assistance Program (SHRAP) in Monmouth County, NJ, Navicore Solutions assisted more 
than 140 households with over $1,400,000 in assistance payments made on behalf of those clients.

As part of our Disaster Recovery Program for impacted households of Hurricane Harvey, Navicore Solutions was able to provide 
personalized assistance to more than 500 TX residents. 

It is our goal to bring our counseling expertise and experience to support to disaster survivors residing in CA. We are positioned, 
but not limited to, report on the following outcomes:
• Number of clients receiving our housing counseling services and type of counseling 
       received
• Outcome of counseling session 
• Resources provided during session
• Percent of LMI assisted

4.3 Implementation Methodology



Explain your organization's methodology for the proposed service project implementation.
Successful implementation of this program centers on coordination amongst our Program Management Team members. These 
members include our Chief Program Officer, Associate Director of Business Development and Counseling Supervisor.

The Program designated supervisor interacts with the Director of Business Development who is responsible for the planning, 
execution, and finalization of projects according to strict deadlines, productivity and quality expectations. These efforts include 
the coordination of team members and stakeholders, so that projects and programs services are delivered according to plan. Our 
Chief Program Officer oversees all areas of Program implementation.

Counseling staff selected to provide direct services will satisfactorily complete all external and internal training on the program 
guidelines and regulations. On an ongoing basis, they will continue to expand their knowledge to ensure counseling services and 
application assistance will be facilitated in a manner that ensure consistent delivery of high quality service in accordance with 
Program specifications. 

What is your organization's proposed timeline for the project?
Navicore Solutions has staff in place to begin program implementation immediately. The development of program policies and 
procedures and staff training is expected to take 2 weeks – 1 month. From there, we expect to be fully equipped to begin offering 
services. 

4.4 Monitoring and Evaluation

Describe your organization's experience on how to track and monitor (evaluation tools) the progress of the services
and/or activities utilizing CDBG-DR funds
At initial contact, clients are given a unique identification number, which is stored in Navicore Solutions data collection system.  
This number is used to track outcomes and sources for each client.  Client data will be entered and stored in our internal 
proprietary client management system (CMS). We collect data points for all clients who participate in a counseling session 
including: demographic information (geographic location, age, homeownership status, marital status, gender, level of education, 
number in household), budget data (housing and living expenses, income, assets, liabilities), (total debt, average balances), 
session data (status of session, session outcome), and credit bureau data (trade line data, credit score). Internal reports can be 
run to quantify this data.  Grant reporting is managed by our Grant Reporting Analyst. An assigned representative is responsible 
for accurately tracking customer level and aggregate data for direct grant and sub-grant awards, thus ensuring that each client 
file is designated with the proper funding source and accurately reported to prevent double billing.

Explain how your organization will track and monitor (evaluation tools) the progress of the services proposed
and/or activities utilizing CDBG-DR funds
Navicore Solutions’ proprietary Client Management System, Credit Master, allows counselors to track counseling progress by 
session type and respective outcome. The system has a safeguard in place that prevents a counselor from exiting a client file until
this information is entered and saved and has the ability to search for duplicates to ensure that one client record is used for each 
client. The system also provides the capability to run reports for a specific date range that details the reporting required data on 
each session.

4.5 Compliance with Federal Policy and Procedure

Describe your organization's experience complying with federal policy and procedural requirements
At Navicore Solutions, program compliance is a responsibility of the Counseling Management Team. Working with this group is a 
position within the Grants Management Department whose sole responsibility is to handle the reporting and compliance review of 
program sessions to ensure they are program eligible for funding. We have managed HUD sub grantee funding for our approved 
branch offices since 2007, and managed an independent agency sub grantee during Round 10 of the NFMC program and the 
Project Reinvest Program. In addition, we have managed the reporting as a grantee of the NJ Department of Community Affairs for
their Sandy Housing Counseling program.  All reporting and compliance reviews for funded services were completed on time and 
without issue. Technical assistance is provided via a “hands on” approach to ensure a clear understanding of our expectations as 
a direct grantee.

As shared, Navicore Solutions has many years of experience participating on federal and state grant programs, without any 
noncompliance issues. Our Executive Management Team, Housing Counseling Management Team, and Grants Management Team 
work together to ensure that all federal policy and procedural requirements are met. 



Explain how your organization will comply with federal policy and procedural requirements
Navicore Solutions'  Housing Counseling Management Team develops internal program policies and procedures that comply with 
all federal program rules and regulations. It is the responsibility of the Housing Program Management Team to ensure that these 
standards are met at the counseling level. Our Counseling Supervisors directly supervise all counselors within a team. They 
ensure that counselors are compliant with policies and procedures, analyze counselor performance and provide ongoing coaching 
and feedback.  

The Grants Team is responsible for developing policy and procedures as it relates to managing grant funds, reporting activity and 
maintaining records. Navicore Solutions follows all federal guidelines and cost principals as it related to the management of grant 
funds. 

Executive Management oversees all program and grant related activity and is at the forefront during the process of program 
implementation and the establishment of program procedures and cost principals. 

Does your organization represent and certify you will adhere to any requirements applicable to the CDBG-DR
Program?
I represent and certify that my organization will adhere to any requirements applicable to the CDBG-DR Program

Section 5: Budget Worksheets
Enter the total funding you are requesting from the CDBG-DR grant.
$434,991.60

How many beneficiaries does your organization intend to serve with the funds requested from this NOFA?
1,185

Comments or clarifications on budget proposal:
 

IMPORTANT: Before submitting your application, please scroll down to the bottom of this listing and complete the
eCivis Budget Worksheet. IF this worksheet is not submitted, then the total award amount will appear as "0" after
you submit your application
Yes, I certify that I have completed the eCivis budget worksheet

Average Score
150.00

View Budget Worksheet
https://portal.ecivis.com/#/peerBudget/53133200-9411-44E6-A911-886F77462D56

View Application Goals
https://portal.ecivis.com/#/peerGoals/CF090B7F-6684-4189-A14F-1559871F24DB

# of Reviews
1

# of Denials
0

Applications: File Attachments

If yes, please upload HUD certification showing date organization was certified
HUD Certification_Navicore Solutions.pdf

If yes, please upload evidence of the Tax Exempt Status
IRS Tax Exempt Status Affirmation Letter_Navicore Solutions.pdf

If no, please upload a SAM.gov screenshot showing the date of generation that demonstrates your organization is in
good standing with the Federal Government, has a registered and active DUNS number, and is not debarred or



prohibited from receiving federal funds.
SAM Screenshot_Navicore Solutions.pdf

Upload fully executed Board Resolution
Board Resolution_Navicore Solutions_04.18.21.pdf

If yes, upload your organization's most recent single audit (single file, PDF or Word format)
Single Audit Filing_Navicore Solutions.pdf

Please complete and upload the form STD 204 found in the solicitation listing:
https://gn.ecivis.com/GO/srmng_downloadSolicitationFileExt/SOLICITATIONFILEID/o62ovzbuf14~
STD 204 - Payee Data Record_Navicore Solutions_.pdf

Please upload all organizational documents as one PDF or Word file
Organizational Documents_Navicore Solutions.pdf

Please upload all policies and procedures as one PDF or Word file
Accounting Policies and Procedures_Navicore Solutions.pdf

Upload Conflict of Interest Policies and Procedures and/or Conflict of Interest certification
Conflict of Interest Policies and Certification_Navicore Solutions_.pdf

Upload an Organizational Chart of your organization with lines of responsibility and authority in the administration
of the Applicant’s business as a housing counseling organization.
Organizational Chart _Navicore Solutions.pdf

Upload your availability chart as a single document (single file, PDF or Word format)
AvailabilityChart_NavicoreSolutions_04.18.22.pdf

Upload resumes for all Key Personnel (single file, PDF or Word format)
Program Staff Resumes_Navicore Solutions.pdf

Upload CDBG-DR activities organization chart (single file, PDF or Word format)
Program Organizational Chart_Navicore Solutions.pdf
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Lauren Lovett

Subject: FW: Performance Review Letter
Attachments: Garden State CCC 2019 PR Letter.pdf

 

From: Mindes, Stuart [mailto:Stuart.Mindes@hud.gov]  
Sent: Tuesday, October 01, 2019 3:44 PM 
To: Diane Gray 
Subject: Performance Review Letter 
 
Diane‐ 
 
Attached is my review letter. Thank you and your staff for their cooperation during the review.  We are not issuing 
certificates for Intermediaries at this time. 
 
Please contact me if you have any questions.  
 
Stuart Mindes 
Housing Program Specialist 
U.S. Department of HUD 
Office of Housing Counseling 
One Newark Center, Newark, NJ 07102 
: 973‐776‐7361 : stuart.mindes@hud.gov    
www.hud.gov  
 
f you have any questions. 
 
 



U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

[ut Office of Housing Counseling

liii II One Newark Center
Newark, NJ 07102

September 30, 2019
Ms. Diane Gray, Vice President
Garden State Consumer Credit Counseling, Inc.
d/b/a Navicore Solutions
200 U.S. Route 9
Manalapan, NJ 07726-3072

Dear Ms. Gray:

Thank you for your courtesy and cooperation during my September 10-11, 2019 on-site
review of your agency’s housing counseling program. The review was conducted to ensure that
Garden State Consumer Credit Counseling, Inc. dlb/a Navicore Solutions continues to comply
with all HUD Housing Counseling Program requirements including those found in: 24 CFR Part
214, Housing Counseling Program (Final Rule); HUD Handbook 7610.1, “Housing Counseling
Program”; relevant mortgagee letters; and applicable grant agreements. Additionally, the review
was meant to give you and your staff a chance to discuss any questions and concerns.

Based on our review and the follow up information provided by your staff, your agency’s
performance meets the requirements of our housing counseling program.

It is your agency’s responsibility to check the Housing Counseling System (HCS)
frequently to ensure your information is current and accurate. This data must be verified at least
once every ninety days. After making any required change or if no change is required, simply
mark the “Validate” box located in the upper right corner of your agency profile page to indicate
you have verified the information. Then click the OK button. Agency data from HCS is used to
produce the state-by-state lists of participating housing counseling agencies posted on HUD’s
website and provided on the telephone interactive referral system.

Thank you for your participation in our program. If I can be of further assistance, please
contact me at 973-776-7361 or by email at stuart.mindes@hud.gov.

Sincerely,

• Stuart Mindes
Housing Program Specialist
Office of Oversight and Accountability

Enclosure













Executive VP of Finance (“CFO”)
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Overview: 

The Chief Financial Officer (“CFO”) is responsible for the oversight of the overall financial 
activity of the company and presenting the results of that activity in conformity with Generally 
Accepted Accounting Principles (“GAAP”).  In addition, where applicable, he is responsible to 
ensure that the company complies with required federal and state regulations and guidelines.  
Also, he will be the primary liaison between the company and external entities as it relates to 
financial activities of the company.  Furthermore, he will provide the necessary financial 
information to the company’s governing body, which is the board of trustees, so that they can 
carry out their fiduciary responsibilities.  The CFO will also be involved in the activities that are 
governed by the company’s Audit Committee and will provide that committee with information 
that ensures compliance with their by-laws.  Finally, the CFO will oversee the entire 
Accounting Department to ensure that it operates efficiently, is managed properly, and that 
internal controls are designed to ensure data integrity.

Internal Financial Controls: 

The implementation of strong internal controls within a small department is a challenging yet 
critically important goal of the CFO.  Therefore, we continually discuss ways of making 
improvements and modifications to current procedures that will strengthen internal financial 
controls.  Some of the more important controls that are in place are as follows: 

1. Separation of Corporate and Trust Accounting procedures.
2. Daily reconciliations for all cash accounts that are reviewed by management.  
3. Comprehensive review of all Balance Sheet and Income Statement accounts during the 

month-end closing process.  
4. New vendors for Accounts Payable are added by management and the payments are 

performed by the Staff Accountant and system reports subsequently reviewed by the 
Accounting Manager. The CEO and COO are the only authorized signers on the 
operating account.  Trust disbursement checks are electronically signed and the signature 
plate is electronically secured within the system.

5. Review of Audit Trail Reports on Abila Accounting System to determine any 
unauthorized access to system or to research any questionable postings to the general 
ledger.

6. Maintaining dual administrative control over processes that are done within the TD Bank 
Business Direct System and the BOA Cash Pro Website.  This is especially important in 
areas of wires and ACH processing. Both systems require a RSA Token.  

7. Management review of all payroll change reports prior to processing the current bi-
weekly payroll. The review of new employees added and pay changes are critical. Also, 
limiting access to payroll records by unauthorized employees. This system requires 
digital certificates. 
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8. Review of all financial statements and tax returns by a second party to ensure accuracy 
and to provide these documents to the board on a periodic basis.

9. To have an external audit by a qualified CPA firm to ensure that overall accuracy of all 
financial information.  

There are other internal controls noted throughout this document; however, the 
aforementioned represent the more relevant ones as they relate to financial controls.

Direct Reports: 

The Accounting Manager will report directly to the CFO.  The CFO will report directly to the 
CEO.  There may be times when the CFO discusses financial related matters directly with board 
and/or committee members.  

The Staff Accountant and the Payroll Specialist (or designee) report directly to the Accounting 
Manager and the Accounting Representatives involved in the trust processing report directly to 
the Accounting Manager.

The CEO will have weekly management meetings with critical staff to obtain departmental 
updates.  The CFO actively participates in these meetings. Finally, the CFO will provide the 
COO with a Monthly Management Update which is due by the 15th of each month.  

Board of Trustees: 

The company’s governing body is the Board of Trustee’s (“the Board”) which currently 
consists of one non-independent member (CEO) and eleven independent members.  The Board 
is responsible for oversight of the entire company.  The oversight of the financial results of the 
company is one of the more important roles of this body.  The CFO produces monthly internal 
financial packages which are prepared on an accrual basis. These are provided electronically to 
the CEO, who reviews, and then forwards to the board in order to monitor monthly activity. On 
a quarterly basis, the Board will meet to review and discuss the results of the most recent 
quarter ended. The company provides an agenda and a complete board package in advance so 
that the members can review prior to the meeting.  This allows for a more efficient meeting with 
relevant questions being asked.  Generally, the meeting consists of the following topics:   
review and approval of prior meeting minutes, review of prior meeting action items, review of 
quarterly financial results, review of cash flows and budget, update on operations, compliance 
report, update on industry matters, committee reports, and any other business. The Board has 
created five committees which include the Audit Committee, Compensation Committee, 
Finance Committee, Executive Committee, and the Nominating Committee.  These committees 
meet at designated times based upon the needs of the company.  The CFO will play a role in all 
the financial activities involving the Board and the committees thereof.
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Financial Reporting: 

The CFO utilizes reports generated from the company’s general ledger accounting system to 
prepare standardized monthly reports, in Excel, that summarize the company’s current financial 
position.  The primarily reports include Statement of Position, Statement of Activities, 
Statement of Cash Flows, Ratios, Net Income Projection Report, and an A/R Aging Report. 
Also, several detail revenue and expense reports are included.  The reports are provided to the 
CEO for review to ensure accuracy and completeness.  Thereafter, they are sent electronically 
to the Board of Trustee as indicated above.  Generally, these reports are completed by the 10th

of each month. The financial reports are also reviewed by the company’s external auditors on an 
annual basis during their year-end audit.  

The company has a year-end audit that is performed by Topel and Silver CPAs.  The audit 
normally takes place in early February for the prior calendar year.  Also, the auditors may come 
in during the months of October or November to perform some preliminary audit work that 
includes randomly testing relevant internal control procedures and compliance with grant 
agreements.  

Regulatory and State Tax Reporting: 

The primarily regulatory report that is prepared for the company is the annual Form 990 (Return 
of Organization Exempt from Income Tax). This report is due to be filed by May 15 for the 
prior calendar year. The CFO is responsible for providing all supporting documentation to the 
external auditors which include a wide assortment of financial spreadsheets and schedules. The 
external auditors use their tax reporting software to input this information, calculate certain 
schedules, and to utilize the programs cross checking capabilities. A preliminary return is sent 
to the CEO, CFO, and the Audit Committee for review and a conference call is scheduled to 
discuss. All changes are incorporated by the external auditors and the CFO will instruct them to 
e-file the return and to provide a confirmation. The full Board will also receive a copy of the 
Audited Financial Statements and the Form 990.  In addition, the CFO maintains a listing of 
several other tax returns that are done for the company and its subsidiary.  These returns will be 
reviewed and filed on a timely basis.

General Ledger Accounting: 

The department uses the Abila Accounting Software for Non-Profit Organizations.  The data for 
this system is backed up on daily basis in a directory established for that purpose.  In addition, 
the software presides on an independent network that is backed up by IT on a daily basis.  The 
primary areas that are used by the department are A/R, A/P, Reconciliations, General Journal, 
Financial Statements, Fixed Assets, Allocations, and Memorized & Recurring Transactions.  
The department’s Staff Accountant is the primary individual utilizing the system on a day to 
day basis to record financial activity.  The Accounting Manager is the back up to the Staff 
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Accountant and will perform that function on an as needed basis.  The CFO will primarily use 
the system to review the monthly financial activity and to prepare the required financial 
statements. The software is generally updated on an annual basis.. Presently, the area that uses 
this system is the Corporate Accounting area; of which, the personnel consist of the CFO, 
Accounting Manager, and the Staff Accountant.

Trust Accounting: 

The company provides a debt management plan (“DMP”) to clients that are deemed eligible for 
the plan.  Several departments within the company perform critical functions that allow the debt 
management plan to operate seamlessly.  The accounting department plays a vital role in 
handling several of the processing tasks that are required of this plan.  The company uses a 
home grown system called Credit Master (“CM”) that allows for the different departments 
within the company to perform their required tasks.  The CM system has built in controls that 
allow access by only designated individuals based upon the duties they perform and the 
departments that they work.  The Accounting Department Manager is responsible for the day to 
day operations of this area and the procedures are illustrated in the Accounting Department 
Manual.  A large majority of the tasks indicated within this manual are performed within the 
CM system. The tasks generally revolve around processing client receipts and disbursements 
within the DMP. The system is enhanced on an as needed basis by the IT department 
programmers in order to better service our clients and referral partners. The Accounting 
Representatives are the primary individuals that utilize the CM system on a day to day basis.  
The CFO is responsible for working with the Accounting Department Manager to ensure 
processes are functioning as efficient as possible for both manual processes and processes using 
the CM system.  

The CM system is a subsidiary general ledger system that produces information that is used to 
book entries into the General Ledger.  Presently, we have created an import between CM 
system and the Abila system to increase the efficiency in posting the necessary general ledger 
entries.   On a daily basis the Trust Cash and Payable balances are reconciled between the Bank, 
the GL, and the CM system.  This reconciliation is one of the most critical that is done in the 
department and is reviewed randomly during the month by the CFO and always at month end.  

Abandoned Property (Escheat): 

The company is generally licensed in all states and therefore will have client accounts in each 
state on the DMP.  At times, there are outstanding checks that do not clear the client’s accounts 
and no contact can be made with these clients for various reasons.  The company will always 
take steps to contact the client at the time they are withdrawn from the DMP.  If no contact is 
made the funds are deposited into the Escheat DDA where they are held according to state 
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requirements until they are escheated.  The department maintains a detailed listing of all 
applicable outstanding checks and the date they are eligible to be escheated.  The clients are 
attempted to be contacted when the dormancy period has elapsed and the funds are then 
ultimately sent to the state using the prescribed reporting documents.  These reports can be done 
manually or electronically depending upon the state’s requirements.  In addition, the company 
will review all outstanding checks on its other reconciliations and will escheat them accordingly 
if no payee contact can be made. The CFO must ensure that these procedures are being followed 
and that every attempt is made to return the funds to the client or payee before contact is lost.  
The early return of funds to the client is a cost savings to the company and it reduces 
administrative processes in accomplishing this task.  

Insurance:

The CFO will ensure that all Corporate Insurance policies are current and that coverage is 
adequate for the company’s needs.  The review of the policies will be done with our insurance 
brokers from Rue Insurance Company and HUB International.  Generally, the policies need to 
be renewed each year and most have an application that requires completion.  The CFO will 
maintain a comprehensive insurance schedule that will be provided to the board on an annual 
basis for review.  The company does not have an insurance committee so it is critical that the 
board maintain an oversight position with regards to the policies. In addition, the insurance 
policies are normally booked to the general ledger as a prepaid expense and amortized over the 
period of benefit to insurance expense.  The company uses the fixed asset module within the 
Abila system to account for prepaid expenses and to book monthly amortizations. The 
following corporate insurance policies are in place: Business Liability & Property, Workers’ 
Compensation, Commercial Crime Policy (RI), Fidelity/Crime Liability (WRAP), Professional 
Liability (E&O), Cyber-Liability, and NY Disability Benefits. Also, the company maintains 
Surety Bond Insurance for each state since the company is a fiduciary for the funds that are sent 
into the DMP. These policies are booked to prepaid expense as they renew which is typically on 
an annual basis. The Compliance Officer is responsible for maintaining up to date surety bond 
insurance coverage based upon the state’s requirements.

The CFO will also be involved in the renewal pricing related to the Major Medical and Dental 
Plans which generally occur on an annual basis.  Specific analysis is performed to determine the 
financial effects of new pricing and how that pricing will be absorbed by the company and the 
employees.  

Retirement Plans: 

The company provides a qualified contributory retirement plan (403b) for all eligible 
employees.  An employee is eligible to contribute to the plan on the 1st business day of the 
month following 30 days of employment. The plan investments are managed by One-America.  
Employees are automatically enrolled in the plan through the BPM portal when they are hired 
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and the contribution rate is automatically set at 3%.  The contribution is invested into one of the 
T. Rowe Price funds. The employee can opt out of the plan at any time by doing so through the 
One-America web site. One-America will provide reports on a daily basis indicating any 
changes to contribution amounts that have been requested by employees.  The contributions can 
be in the form of a percentage or dollars.  The Accounting Manager will perform reconciliations 
between the ADP deductions and the One-American web site contributions on a periodic basis 
to ensure accuracy. The employees manage their investments via the One-America web site on 
their own accord without any guidance from management. The company also has an employer 
contribution component to the retirement plan which is a discretionary contribution that the 
company makes to the employees account.  The employee is eligible if they have completed one 
year of service, have worked 1000 or more hours, and are employed at the end of the calendar 
year.  The employee will be enrolled in the employer contribution portion of the plan at the 
nearest January or July following the completion of the eligibility requirements.   This 
contribution is completely at the discretion of the board and management and largely depends 
on the company’s annual performance. The company does not offer a matching contribution to 
that made by the employee.  The Third Party Administrator (“TPA”) of the plan is 
ManedMarblestone Group LLC.  The TPA is responsible for the plan design and the 
compliance with the plan guidelines. The plan requires the filing of an annual Form 5500 for 
both the contribution portion of the plan as well as the employer contribution portion of the plan 
and both plans require and external audit.  The Form 5500 must be filed no more than 7 months 
after the end of the plan year. Currently, the audit is performed by Topel & Silver, CPAs. The 
CFO must ensure that the above illustrated process is performed efficiently and on a timely 
basis.

The CFO will work with the Accounting Manager relating to issues of loans, rollovers, 
distributions, and contribution processing for the plan. One-America will provide all 
documentation that needs to be executed by the employee.  All loan distributions will be sent 
directly from One-America to the employee provided that they have a legitimate e-mail address 
on file.  If no e-mail address is on file the check will be sent to the company and will be 
distributed to the employee accordingly. All documentation is retained by the company 
electronically.

Investment in Key Man Life Insurance & Executive Deferred Compensation: 

The company entered into an agreement with two of its Executive Officers (CEO & COO) to 
provide them with assistance in paying for certain life insurance owned by them, individually.  
These policies are with Northwestern Mutual (“NW”) and the company will pay the premiums 
via electronic billing on a monthly basis and a hard copy invoice will be sent to support the 
charge. It was determined that this assistance would be provided under a “split dollar 
arrangement” whereby the Executive retains all rights, titles, and privileges under all incidents 
of ownership in the policy.  To secure the premiums paid by the company, the Executive has 
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entered into an assignment of the policy to the company.  Upon the death of the Executive, the 
company has the unqualified right to receive a portion of the proceeds of the policy in an 
amount equal to the company’s premium contribution.  

In 2000, the company established an Executive Deferred Compensation Plan (“the Plan”).  The 
executive or their beneficiary will be paid a predetermined benefit at their normal retirement 
date. The funding for the Plan will be from the cash surrender value of the life insurance 
policies under the split dollar arrangement.  In addition, the company will include the economic 
benefit value in the last payroll of each year as a fringe benefit which ultimately is reflected on 
the executives Form W-2. These amounts are provided by NW and are also indicated under the 
bonus column of the life insurance illustration provided by the insurance company.  

In 2012, the company established a Supplemental Executive Retirement Plan (“SERP”), which 
is a non-contributory non-qualified benefit plan designed to provide key executives with a 
supplemental retirement income benefit upon reaching the benefit age of 65.  The aggregate 
annual pre-tax benefit of the SERP is actuarially determined and will be paid over a period of 
20 years. The company will fund its obligations under the SERP from the general assets of the 
organization

The CFO will maintain the executed documentation of these arrangements and will be involved 
in working with the insurance representative in insuring that the plans are carried out as 
intended.  In addition, the CFO will ensure that the arrangements are accurately presented in all 
financial documents.

Payroll Processing: 

The CFO and the Accounting Manager provided significant oversight over the payroll 
processing function which is a significant process within the department. Presently, the 
company utilizes a Payroll Specialist or designee who is responsible for ensuring that all 
systems are up to date and functioning as intended in compliance with the Employee Handbook. 
The company uses various systems that are provided by ADP to service payroll and benefit 
related activities.  Those systems include EZLM for time & attendance, PayExpert for Payroll, 
HRB for benefits, and the Flex Direct (FSA) web site for FSA deduction and claim activity. In 
addition, the company uses Benefit Plan Manager (“BPM”) as a 3rd party administrator which 
allows our employees to access one web site to manage company provided benefits.  This web 
site will interface with the other web sites or will provide a direct link to another web site 
depending upon security levels involved. There is much interface between the Human Resource 
Department and the Payroll Processing area with regards employee activity.  Also, a great deal 
of effort is given to ensure consistency between systems that don’t interface.  Presently, the 
company has several management designees for payroll that are responsible for monitoring 
employee time and to make sure time cards are accurate.  These individuals will work hand in 
hand with Payroll Specialist or designee to ensure that all time is properly recorded prior to 
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closing out the bi-weekly payroll records. The Payroll Specialist or designee will produce 
preliminary payroll reports generally on the Tuesday of a payroll week which will be reviewed 
by the Accounting Manager in detail prior to requesting the final payroll run.  The Accounting 
Manager is reviewing for fictitious employees, unauthorized pay changes, and other inaccurate 
information indicated on the payroll change report. The final payroll run will be provided to the 
Staff Accountant for booking to the general ledger and the appropriate funds will be transferred 
from the operating account to the payroll account.  In addition, a transfer will go from the 
payroll account to the FSA account.  These funds will be charged to these DDA accounts to 
cover the payroll and the FSA contributions. The CFO is responsible for ensuring that the 
payroll process is running efficiently and accurately and that payroll funds are secured at all 
costs by implementing sound internal controls.  

The CFO will work with the Payroll Specialist or designee relating to issues of garnishments 
from the payroll.  

Budgeting Process & Projections: 

The company prepares both a Cash and Accrual Budget on an annual basis. The cash budget has 
historically been done by the CEO and the COO and is comprehensive and detailed in nature.  
The Accrual Budget is done by the CFO and the Accounting Manager and is done using key 
material information as well as trends. The budget process generally begins sometime in August 
and is completed by November where a final budget is presented to the board for approval.  If 
any material revisions are made to this budget the board will be informed and the revision will 
be provided to them. On a monthly basis, the actual cash flow results are compared to budget 
and presented to the board along with the other financial information. In addition, they are 
provided with an accrual forecast of expected year end results. Revenue and expense 
information are provided from various departments throughout the company to assist in the 
budgeting process.  The CFO will provide projections for payroll, benefits, and lease activity.  
These areas comprise a substantial portion of the cash outflow of the company. Also, other 
information will be provided as requested.  

During the course of the year the CFO will provide updates to these projections due to frequent 
staffing changes throughout the company.  Generally, payroll information is updated prior to 
each bi-weekly payroll and benefits are updated after the 15th of each month for the next 
month’s billing which is the 1st of the month.  This information is sent to the CEO and COO. 

Leases: 

The CFO maintains a detailed listing of all leases that are scheduled to mature along with other 
critical information regarding the lease.  The schedule contains all capital leases. The capital 
leases are primarily from leases that were transacted by the company over the course of years. 
The Staff Accountant books all relevant general ledger entries for leases during the month-end 
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closing process which include interest charges, maintenance charges, and principal payments 
for both the long and short-term (12 months or less) portions on the lease. The CFO will be 
involved in the upfront lease negotiations with the leasing company and will be required to 
obtain all the necessary information from them to evaluate the lease and whether is qualifies as 
a capital or operating lease.  There are spreadsheets that are used to make this determination. 
Presently, the company uses First American leasing and TD leasing for most of its lease 
financing needs.  The CFO will consult with other department managers regarding leases that 
are needed for specific projects in order to have an understanding of the project and to 
determine the best type of lease structure. The amount of leases necessary will depend upon the 
company’s cash position and the amount of significant capital expenditures budgeted.  

The CFO also maintains a detailed listing of all the Site Leases of the company that indicate 
when there will be a change in the lease payment.  This information must be coordinated with 
the Staff Accountant so that invoices are properly paid and to maintain compliance with the 
lease terms.   

Correspondent Relationships: 

The company has several critical banking or processing relationships that need to be managed.  
The primary banking relationship is with Bank of America due to their footprint throughout the 
United States.  The company requires this type of footprint because it is generally licensed in 
each state and the states require a banking relationship within the state in order to administer the 
DMP.  Bank of America’s presence allows us to comply with this requirement. We utilize many 
of the products and services offered by the bank which allow us to efficiently service our 
corporate accounts as well as our trust account activities.  The CFO will meet with banking 
personnel on a periodic basis to discuss products, services, pricing, and new initiatives.
The company also has an account with Mastercard RPPS.  This company provides us with a 
service that allows for the electronic disbursement of client payments to their creditors versus 
sending checks.  The CFO and other employees in accounting have access to their web site and 
can obtain necessary disbursement information for the trust reconciliation as well as support for 
all monthly billings. Also, other departments utilize this service to send proposals, for balance 
verifications, and to notify creditors of dropped clients.  

In 2014, the company purchased a new corporate headquarters in Manalapan NJ.  The financing 
for the purchase was provided by TD Bank which also provided the company with a secured 
line of credit in the amount of $750,000 which generally matures in May of each year.  As a 
requirement for this financing the company also opened up another operating account which is 
generally used to provide funds to TD for mortgage payments, line of credit payments, lease 
payments and other related exchanges of funds.
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Collections:

The company uses a collection agency to collect on negative balances that are created within the 
client’s trust account and to collect on paid time off that is due back to the company.  The 
Human Resource department is responsible for collecting on the paid time off due the company.  
The CFO has established a relationship with Sunrise Credit Services, Inc. (“Sunrise”) in 
Farmingdale, NY to collect for the company.  The collection of negative balances within the 
client trust account generally originates from client receipts that are returned as non-sufficient 
funds from the client’s bank after the company has disbursed the funds to the client’s creditors. 
The company makes every attempt to contact the client to have the funds re-sent; however, 
there are times that the client does not resubmit the funds and is eventually withdrawn from the 
DMP.  In this case, the company has a loss that requires collection.  We evaluate each account 
and determine the clients that are in bankruptcy and those that have paid us and remove them 
from the population.  The detail of the remaining population is sent via email to Sunrise to 
begin the collection process.  The company retains spreadsheets that support these amounts and 
the company receives confirmation from Sunrise for all amounts sent.  Sunrise does their due 
diligence and will forward the company’s percentage of all payments collected on a monthly 
basis via check.  The funds are deposited into the operating account and offset to the allowance 
for bad debts. The CFO and the Accounting Manager are involved in this process.  Generally, 
Sunrise will receive collection items on a monthly basis for items deemed collectible from 60 to 
90 days prior and after we have internally exhausted all avenues to obtain collection.

HUD Grant Draws: 

The company provides housing counseling services that are funded via a grant from the 
Department of Housing and Urban Development (“HUD”).  The Housing Department will 
forward the CFO the amount of the required drawdown from this grant that needs to be called in 
via a phone prompting service at HUD.  There are several drawdowns per year depending upon 
timing of counseling activity.  The funds are deposited electronically into the company’s 
operating account generally within a few business days after the drawdown request.
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Accounting Manager 
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For this position, the work instructions will be listed by frequency of task.  Below, you’ll find each task 
associated with this position, sorted by the following categories:  Daily Tasks, Weekly Tasks, Monthly 
Tasks, Yearly Tasks, and Miscellaneous Tasks.  Please note that passwords are not included herein, 
as this document is accessible to all Navicore Solutions employees. 

DAILY TASKS 

Assign Inquiries 
 Inquiries are assigned out in the morning and in the afternoon 
 In the morning go into Credit Master, Clients, Inquiries, View Inquiries – Admin,  Type is “Not 

Assigned”, Dept is AC 
 Evenly assign out all of the Urgency Codes “H, X, T, and U’s” 
 In the afternoon go into Credit Master, Clients, Inquiries, View Inquiries – Admin, Type is “Not 

Assigned”, Dept is AC 
 Evenly assign out the Urgency Codes “D” with a follow up date for the next direct debit cycle, 

and all “H, X, T, and U’s” 

Assign Blue Sheets 
 All reps are given 25 Blue Sheets to work each day 
 Go into Credit Master, Accounting, Account Reconciliation, run the report Open Blue Sheet Rpt 
 This report opens in Excel 
 Save a new working copy tab 
 Sort the list by the Note Column first, then by the Date of Disb column 
 Insert a column for Rep Initials 
 Put the rep initials for the notes in the note blue sheets and evenly assign the additional blue 

sheets to the reps who are here for the day 
 Insert a pivot table, create a tab for each rep, email to !Accounting 

Approving RPPS Wire and ACH Refunds 
 After the check run is complete an Accounting Rep will bring over the RPPS Wire Support and 

ACH Refund Support. 
 The Wire and Refunds are set up in Wells Fargo CEO but need to be released after approved. 
 Log into Wells Fargo CEO 
 Click on ACH Payments, Enter Token Code, View the entered ACH Batch and Approve once 

reviewed. 
 Click on Wire Transfer, Enter Token Code,  

o On the left hand side towards the bottom there is a section titled Wire Templates, click 
on the link below that for Awaiting Approval. 
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 Click on the RPPS Wire, review for accuracy and click Approve once reviewed. 

Trust Account Reconciliation – Front End Process 
 Print the RPPS Balance History information, 

o  Log into https://www.mastercardconnect.com/public/extranet/login/workspace.html
o This requires a username and an RSA Soft Token 
o Once you are logged in, click on Applications, RPPS Payments Center – this will open 

up a new window. 
o Click on the Funds Verification Tab, Click on View Balance History, Select ICA 2525 

and enter the previous date and hit Search.  Click on Download Details, Open – this will 
open up an excel spreadsheet for the days activity.  Print the Balance History Sheet. 

o If there are any rejected payments then go back to RPPS and click on the Previous 
Payments Tab. In RPPS ID there are 3 account numbers.

 Rejects - Click on the 1st account number for the RPPS ID, Transaction Code is 
22, Transaction Status is Rejected by RPPS, your date range is the previous day 
to the current day.  Click Submit.  This will bring you to a new page with whatever 
returns may be listed for that day for that account.  Print the results. On the 
bottom left, click on Return to Search and do the same thing for the other 2 
accounts.  If there are any rejects they will compile for all 3 accounts.  After you 
choose the last account, print the results.

o Go to P:\ACCOUNTING TRUST\MasterCard Residual Balance, open the Residual 
Balance Report.  Enter in the RPPS information on the left side of the spreadsheet 
based off of the reports printed from RPPS.  Get the RPPS Check File report from the 
prior days check run and enter the Voids and Gross Disbursement information into the 
right side of the spreadsheet.  Once the spreadsheet is balanced, Save. 

 Put these reports aside. 
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Printing Credit Master Reports 
 All of the Reports that you will need are all under: Accounting, Reports, Standard Reports.  

Choose the previous day as your date range. Print out the following: 
o Daily Receipts Report - Summary 
o Web Receipts Report – Summary 
o Phone Receipts Report – Summary 
o Returned Receipts Report – Summary 
o Check Register – Summary 
o RPPS Register – Summary 
o Maintenance Fee Register – Summary 
o Wire Transfer Refunds Register – Detail (if needed) 

 Using the bank reports, print the Trust Sweep Account

Importing the Daily Fair Share and Maintenance Fees into Abila 
 Open up the file Fair Share Daily Settlement found: P:\ACCOUNTING TRUST\Fair Share-

Maint-Contrib
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 Un-hide the New GL JE Tab, Change the date to the date of the fees and copy down that date.
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 Open up the Daily Fair Share Import CSV file

 Copy the entire worksheet into this worksheet
 Delete the rows with no data and save
 Open up the Daily Fair Share Import definition file and update the dates and Save
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 Log into Abila, Go to File, Import, Click on the Daily Fair Share Import definition file, Click on 
the Daily Fair Share Import CSV file, and click on OK.

Entering JV Transactions 
 Open up the JV created from the Daily Fair Share Import 
 Using the reports printed from Credit Master and the Sweep Account Page; enter the JV’s 

needed to balance the Trust. 

 Trust Daily Receipts 
 Trust Returns – Not a memorized document 
 Trust Controlled Disbursements 
 Trust Wire Refunds 
 RPPS Daily Activity 
 Trust Sweep Transfer 

Back-End Reconciliation of the Trust Account 
 Go to P:\ACCOUNTING CORPORATE\TRUST RECS - DAILY NEW, choose the year, and 

then the month of the reconciliation that you are doing.
 Get the Historical Balance, Go to N:\Exported\Trust and save the document to the 

corresponding folder
o Open up the file and copy it into the Historical Balance spreadsheet for the current 

month, P:\ACCOUNTING CORPORATE\TRUST RECS - DAILY NEW 
o Sort by balance, subtotal the negative balances that are over $100 and enter it in the 

summary tab, subtotal all the negative balances and enter it on the summary tab.
o Total all of the balances and this will get you the current day Historical Balance 

 Open the previous day’s reconciliation and enter the Historical Balance 
o If this balance does not agree to the GL, research why 

 Re-save it as the new day that you are working on. 
 In Abila, print the Trial Balance for only the Trust Related Accounts. 
 Each tab represents an account.  Enter the Bank ending balance, enter the GL ending 

balance, identify any reconciling differences, and make sure that your totals agree and the 
balance is $0. 

 Complete the Roll-Forward tab. 
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 The GL Cash to Pay tab cannot be fully completed because you need the Historical Client 
Balance which is run 1 day later.  Come back to this tab the following day and enter the Net 
Historical Balance from Credit Master at the bottom and make sure you prove. 

Recording Fair Share Adjustments 
 Receive form AC-CR 
 Log into Credit Master, Go to Accounting, Clients Receipts, Single Receipts Entry 
 Type in Client ID, Pmt Type is FS, Check # is F/S adjustment for “creditor” 
 Enter Comments (Reason for FS Adjustment 
 Branch Code is: OT, Save 
 Write an AC/H to disburse the funds 
 Send an email to the Staff Accountant so she can notate on the Daily Operating Transfer 

Approving AP Invoices 
 The Staff Accountant will bring the daily AP Invoices entered. 
 Log into Abila 
 Run the report Unposted Transactions – AP Invoices under Reports, Transaction Reports, 

Unposted General Ledger Transactions.  This will bring up all open AP Sessions. 
 Review the AP Invoices for proper GL coding and once approved Post the Sessions and give 

the AP Invoices back to the Staff Accountant. 

Approving Daily Transaction Batches 
 Each day after the Bank Reports are emailed, print out the Operating Account. 
 Log into Abila and run the report Unposted Transactions – DMG under Reports, Transaction 

Reports, Unposted General Ledger Transactions.  This will bring up all sessions that are 
unposted.
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 Verify that the items on the Operating Account have been entered correctly and post all 
batches once approved.

WEEKLY TASKS 

Approving Weekly Operating Check Runs (Tuesdays and Thursdays) 
 You will receive the checks and a corresponding report with each check run from the Staff 

Accountant. 
 Verify that the check numbers are in order and are properly coded to their respective cash 

account.
 Verify that any checks printed without a vendor are coded properly. 
 When done, post the batch in Abila and give back to the Staff Accountant. 

Approving ACH Counseling Refunds 
 An Accounting Rep will provide documentation for each ACH refund
 Log into Wells Fargo, ACH Payments, Pending Payments
 Verify that the information entered matches the information in Credit Master and click Approve
 Run the Detail Report and save to: P:\ACCOUNTING CORPORATE\ACH REFUNDS\2013
 Give the support to the Staff Accountant to book the entry

Assign Accounting Blue Sheets 
 Once a week, on Wednesdays, Accounting Blue Sheets are distributed 
 Go into Credit Master, Reports, All Reports, ACCOUNTING_BLUE_OPEN_REPORT 
 This report opens in Excel 
 Insert a column for Rep Initials 
 Put the initials for the reps who are here for the day 
 Insert a pivot table, create a tab for each rep, email to !Accounting 

BI-WEEKLY TASKS 

Timecard Review 
 Before each payroll log into ADP and verify that the Accounting Department Timecards are 

complete and ready to be processed with the current payroll 

Payroll Projection 
 The Payroll Projection is due the Friday before the payroll is submitted.
 Save a new workbook for the current payroll, make any changes and adjustments and send to 

the CFO for review.
 Once reviewed and approved, enter the updated numbers into the Annual Budget.

Payroll Approval 
 Once the payroll has been processed by the HR Specialist they will bring the reports over.
 Using the reports, create a new Payroll Posting Sheet, update the information, compare to the 

Payroll Projection.  Once reviewed, sign off on the Payroll Register.
 Send an email to the Staff Accountant to transfer funds to the Payroll Account and then to the 

FSA Account.
 Once the transfers have been made the reports can go back to the HR Specialist to submit the 

payroll.
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Payroll Import File 
 Log into ADP
 Under Payroll, click on General Ledger Interface (GLI)
 Click on Process, Create G/L File
 Enter the G/L File Name xx/xx/xx ADP GL Import
 Click on the most recent Payroll
 Click Create G/L File
 Once created, download into Excel and save to P:\ACCOUNTING 

CORPORATE\PAYROLL\Payroll Posting & GL Import and choose the year that you are in.

Manual Check Import File 
 Log into ADP
 Click on Reports, Custom Reporting
 Click on Run, All Complete Report Setups
 Run the report “Checks Issued Last Payroll Run 052809”
 Choose the most recent payroll
 Save to Excel. 
 Update corresponding Import File and DEF File.
 Import into Abila and Post.

Remitting 403B Contributions 
 Log into ADP 
 Along the top of the page, click on the tab labeled Reports.  Then Custom Reporting 
 A new window will pop up.  Click on the Run tab at the top and All Complete Report Setups.

This will take you to a page where you can select from a list of reports to run. 
 Scroll down until you locate a report titled 403B Report.  Click on this link.
 Enter the current Pay date where indicated. 
 Click Run Report at bottom of page. 
 Once completed, locate the column labeled Output Format. Select the Excel Format and click 

Save. Save to My Documents, 403B Payments, Pay Date Contributions. 
 Go to File and Open. Delete the first row with the date. Sort by 403B$ and then 403B Roth $.
 Delete anyone with ZERO Contribution.  Re-Sort by Payroll Name.
 Total columns and make sure the total matches the totals on the Payroll Register
 Log into EXACT software. (requires username and password).
 Along the top Click Tools, then Data Transmission.
 Click Download Only, Enter Password and Click Transmit.
 A Pop-Up will display, Click OK.
 Another Message will display when complete, Click OK, Close.
 Go to File, Import. Browse for the contributions file that was previously saved.
 Click the drop down to populate the source.
 Click the drop down for Destination Table, Select Contributions.
 Enter the TOTAL amount for Contributions (regular & roth).
 Click Return, Continue. Enter the Import Specification as Contributions, then Click Import. This 

will process the contributions, when complete click OK, then Yes if the totals match. This will 
give a Batch Number. Click OK.

 Close out of this screen and the next screen by using the Red X.
 When at the blank Grey Screen, Go to Tools, then Data Transmission.
 This will default to Contributions & Payments, Use the drop down arrow to pick the Batch 

Number. Enter Password and click Transmit. At the announcement pop-up hit OK.
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 When complete verify the total is correct in the pop-up box. Click Yes. When Pop-Up indicates 
connection Closed, click OK, Close.

 Go To File, Contributions, Contributions Report. Print by – Click Batch Number, enter batch 
number. Print 2 Copies.

 At the top of the report, verify the Transmission Date and Time.  If this is blank the file was not 
transmitted and you need to call Exact to find out what happened.

 Keep 1 copy with the payroll file, Give the 2nd copy to the Staff Accountant to Post in Abila.
 Close out of Exact.

MONTHLY TASKS 

Provide Monthly Reports to Jill 
 Information for the Business Update is sent to the Executive Assistant to the COO at the 

beginning of the month for the prior month’s activity.
 Information for the Department Update is sent to the Executive Assistant to the COO in the 

middle of the month for the prior month’s activity.

Alabama NSF Report 
 On the 1st day of the month you must run a report for Alabama
 Log into Credit Master, Reports, All Reports, the report name is: 

AC_NSF_BY_SPECIFIED_STATE
 Save in Excel to: P:\ACCOUNTING CORPORATE\PERMANENT DOCUMENTATION\TRUST 

CREATED INFORMATION\Alabama Returned Items - Monthly Remittance
 Email to the Executive Assistant to the COO and the CFO

Converted Clients Report 
 On the 1st day of the month you must run the Converted Clients Report for the purpose of 

month end. 
 Log into Credit Master, Reports, All Reports, the report name is: CONVERTED_CLIENTS 
 Double click on the report and print it in its entirety and keep for closing 

Providing Fair Share Estimates for Large Creditors 
 Every month we have to come up with the accrual for the Fair Share Revenue for 4 of our 

large creditors: Bank of America, Capital One, US Bank, and American Express

Month End Closing 
 Reconcile all Balance Sheet Accounts.

Monthly Allocations and Reports 
 Update allocation codes in Abila
 Run monthly allocations
 Run and Save the corresponding reports
 Send the reports to the appropriate Managers

Benefit Projection 
 Each month send an email to BPM for the prior months actuals and projected benefits through 

December
 Create new projection spreadsheet
 Update new data, make changes, send to CFO for review
 Once reviewed copy changes into the Budget
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Benefit Import 
 Once all 4 benefit invoices are received for the month, send an email to BPM for the Benefit 

Import
 Once you receive the files update the import template and DEF file and import into Abila

Remitting 403B Loan Payments 
 Log into ADP 
 Along the top of the page, click on the tab labeled Reports. Then Custom Reporting 
 A new window will pop up.  Click on the Run tab at the top and All Complete Report Setups.

This will take you to a page where you can select from a list of reports to run.
 Scroll down until you locate a report titled 403B Loan Payments.  Click on this link.
 Enter the current pay date where indicated. 
 Click Run Report at bottom of page. 
 Once completed, locate the column labeled Output Format. Select the Excel Format and click 

Save. Save to My Documents, 403B Payments, Pay Date Loans. 
 Log into One America ESponsor (requires username and password).
 On the Left Hand side, under Quick Links, Click on Loan Summary. 
 Sort by Active Status and Print. 
 Open the Saved Excel spreadsheet and enter the Loan ID’s (with 2 place holding zero’s) In 

column C – Check deduction Code. This is how One America applies the payments to the 
correct Loan so make sure payment amounts match the Loan ID number when entering on the 
spreadsheet.

 Log into EXACT software. (requires username and password).
 Along the top Click Tools, then Data Transmission.
 Click Download Only, Enter Password and Click Transmit. 
 A Pop-Up will display, Click OK. 
 Another Message will display when complete, Click OK, Close. 
 Go to File, Import. Browse for the loan file that was previously saved. 
 Click the drop down to populate the source. 
 Click the drop down for Destination Table, Select Loans. 
 Enter the TOTAL amount for Loans. 
 Click Return, Continue. Enter the Import Specification as Loans, then Click Import. This will 

process the contributions, when complete click OK, then Yes if the totals match. This will give 
a Batch Number. Click OK. 

 Close out of this screen and the next screen by using the Red X. 
 When at the blank Grey Screen, Go to Tools, then Data Transmission. 
 This will default to Contributions & Payments. Use the drop down arrow to pick the Batch 

Number. Enter Password and click Transmit. At the announcement pop-up hit OK. 
 When complete verify the total is correct in the pop-up box. Click Yes. When Pop-Up indicates 

connection Closed, click OK, Close. 
 Go To File, Contributions, Loan Report. Print by – Click Batch Number, enter batch number. 

Print 2 Copies. 
 At the top of the report, verify the Transmission Date and Time.  If this is blank the file was not 

transmitted and you need to call Exact to find out what happened. 
 Keep 1 copy with the payroll file. Give the 2nd copy to the Staff Accountant to Post in Abila. 
 Close out of Exact. 

Running Active EE Report
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 Log into ADP
 Along the top of the page, click on the link labeled Reports, Then Payroll Reports.
 Locate the area with a red heading called ADP Reporting, and click on the link called Run ADP 

Reporting. 
 A new window will pop up with 7 selections.  Click on the third selection, called Modify an 

Existing Report.  This will take you to a page where you can select from a list of previously 
used reports to run. 

o The area labeled Display__Reports Per Page will default to “7”.  Use the drop down 
arrow and change it to “All”. 

o Scroll down until you locate a report titled Active Employees.  Click on this report to 
open it. 

 Click Run Report. 
 Locate the column labeled Output Format.  Select the Excel format, and open the report. 
 Click Save and Save the report to: P:\ACCOUNTING CORPORATE\PAYROLL\New Hires & 

Terms\Employee Activity-Annual 
 Name the File “Month” 2013 Active. 
 Compare to the Employee Master File 

Running Monthly Termination Report  
 Log into ADP 
 Along the top of the page, click on the link labeled Reports, Then Payroll Reports.
 Locate the area with a red heading called ADP Reporting, and click on the link called Run ADP 

Reporting. 
 A new window will pop up with 7 selections.  Click on the third selection, called Modify an 

Existing Report.  This will take you to a page where you can select from a list of previously 
used reports to run. 

o The area labeled Display__Reports Per Page will default to “7”.  Use the drop down 
arrow and change it to “All”. 

o Scroll down until you locate a report titled Termination Report.  Click on this report to 
open it. 

o Enter Starting Term date and Ending Term date. 
 Click Run Report. 
 Locate the column labeled Output Format.  Select the Excel format, and open the report. 
 Click Save and Save the report to: P:\ACCOUNTING CORPORATE\PAYROLL\New Hires & 

Terms\Employee Activity-Annual 
 Name the File “Month” 2013 Terms. 
 Compare to Term Log to make sure accurate. 

Running Monthly New Hire Report  
 Log into ADP 
 Along the top of the page, click on the link labeled Reports, Then Payroll Reports.
 Locate the area with a red heading called ADP Reporting, and click on the link called Run ADP 

Reporting. 
 A new window will pop up with 7 selections.  Click on the third selection, called Modify an 

Existing Report.  This will take you to a page where you can select from a list of previously 
used reports to run. 

o The area labeled Display__Reports Per Page will default to “7”.  Use the drop down 
arrow and change it to “All”. 

o Scroll down until you locate a report titled New Hire Report.  Click on this report to open 
it.
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o Enter Starting Hire date and Ending Hire date. 
o Enter Starting Rehire Date and Ending Rehire Date. 

 Click Run Report. 
 Locate the column labeled Output Format.  Select the Excel format, and open the report. 
 Click Save and Save the report to: P:\ACCOUNTING CORPORATE\PAYROLL\New Hires & 

Terms\Employee Activity-Annual 
 Name the File “Month” 2013 New Hires. 
 Compare to New Hire Log to make sure accurate. 

Monthly Staffing Summary Report  
 Open Summary Report located: P:\ACCOUNTING CORPORATE\PAYROLL\New Hires & 

Terms\Employee Activity-Annual 
 Use the above Active, New Hire and Termination reports to complete this summary. 
 Email to CFO, copy CEO, and COO.

MISCELLANEOUS TASKS 

Compliance Reporting 
 Throughout the year the Compliance Department will reach out for information required to file 

reports and forms.  Assist where needed.

Maintenance of Vendors/Customers in Abila 
 Setup vendor/customer numbers/address/GL Account # default.  In Abila under 

Vendors/Maintenance.  If a vendor is an independent contractor, you must change the vendor 
type to consulting and the 1099 type to independent contractor.  The Staff Accountant should 
collect a W-9 from for all independent contractors.  Once these are collected, the Tax ID #’s 
are to be entered under the purchase info tab.

Provide Support to Accounting Department Employees 
 Assist with general questions
 Assist with client related issues
 Provide back-up for all Trust Related tasks
 Provide back-up to Staff Accountant
 Training and development for employees on a continual basis

Budget Updates 
 Update DMP budget information
 Make any necessary adjustments into the main budget

Special Projects 
 Assistance with special projects on an as needed basis 
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Navicore Solutions

Direct Program Services

Staff Position Location 
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Dedicated to 
Program 
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Programs
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Dedicated to 
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dedicated to other 
Programs
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Dedicated to 
Program 

Percent of time 

dedicated to other 
Programs

Tanya Tirado-Perales Program Supervisor San Diego, CA 15% 85% 10% 90% 10% 90%

Val Cordova-Galvin Program Counselor San Diego, CA 75% 25% 65% 35% 60% 40%

Robbin Roberts Grant Analyst Dallas, TX 15% 85% 10% 90% 10% 90%

Year 1 Year 2 Year 3



Tanya M. Tirado-Perales 
15 Sierra Way, Chula Vista, CA 91911 

Experience 

November 2019 -Current 

Housing Supervisor Navicore Solutions San Diego, CA 

 Handle all supervisory functions for all Housing Supervisors, including performance assessments.
 Manage the operations of the Housing Department.
 Handle interviewing and selecting Housing Counselors candidates and train help train them as needed
 Observe coaching sessions for developmental purposes.
 Prepare invoices for partner referral housing programs
 Preparing monthly reports on the performance of all housing related programs
 Attend team meetings and assist in conducting department meetings.
 Completing monthly performance reports for all housing staff and ensure standards an goals are being met.
 Help maintain and update department manuals to ensure the department is in compliance with internal and

external requirements.
 Participate in site visits and audits, both on and off site.
 Serve as a point of contact for all partner related housing programs.
 Handle special projects as needed.
 Identify and address overall needs of the department.

 Other duties as assigned.

September 2018- October 2019 

Housing Management Support Representative 
 Queue Monitoring/Record Daily Outreach Calls from Post Mod Outbound Callers CMS Agent Group Report.4.

Manage all MHA/Freddie Mac and Fannie Mae Wells Fargo Opt Out Files. 
 Manage Post Mod Shared Touch Lists (used by Post Mod Outreach Reps).
 Manage Post Mod Excel Calendars (used by Post Mod Counselors)
 Archive Post Mod Shared Touch List and Post Mod Excel Calendars on a regular basis Manage and distribute

all Post Mod Program Follow up reports to the Counselors on a weekly basis to keep within compliance

deadlines.
 Housing Activity by Program – Generate daily report for Executive team.
 Generate daily, weekly and monthly CMS and Credit Master reports for Housing Supervisors encompassing

all Housing programs.
 Help with maintaining controlled documents and client letters used by department accurate and up to date.
 Serve as back up for certain Housing Coach and Supervisory responsibilities.
 Assist with administration of specialized projects/programs as directed by Housing Director and Housing

Program Manager.
 Assist with managing the Housing Department Queues as needed under the advisement of Management

(program shutting down the queue as needed).

 Manage changes to Agent Groups in CMS.

  

August 2012 –August 2018 

Housing Program Operations Specialist Navicore Solutions San Diego, CA 
Assist the management department in all required tasks 

 Retrieve and return client voicemails for several housing programs and create Action Items for repeat clients
when necessary.

 Have been involved with Post Modification Program Outbound Calling Campaign since mid January being
included with Inclusion files lists as well as taking incoming calls from both Spanish and English queues
associated with this program.



 Connect clients with available counselors, schedule appointments, or refer them another agency when appropriate.  
 Schedule phone appointments and assign these appointments to both Post Modification counselors as well as 

Housing  Department Counselors. 
 Communicate with clients whose e-mail addresses fail to confirm their email addresses so that we provide them 

with appropriate paperwork within required time frames.  
 Serve as a back-up to the Office Support representative Help process mail, file documents, office supplies request, 

run errands, and coordinate appointment room scheduling for in-office appointments. 
 Complete call log reports on a monthly basis to determine the outcome of all returned voicemail calls. 

 

2002-2012     VMT Auto Sales                San Diego, CA 
Office Manager/Credit Analyst 

 Managed the day to day operations of the dealership including completing all client documents required for 
financing and vehicle registration.  

 Management of accounts payables and receivables through Excel and other software.    
 Maintained constant phone communication with consumer and financial institutions to ensure quickest and 

smoothest transaction in loan process. 
 Analyzed credit reports and helped consumer repair credit delinquency accounts to maximize their financing 

options. 
 Reviewed customers financial situation to make sure that car payment would be affordable and within their 

budget. 
 
Education 

1998-2000          Southwestern Community College             San Diego, CA 
 Completed courses in Accounting, Taxes and Business Administration.  

 
Skills 

 Bilingual, speak and write English and Spanish fluently.  
 Excellent customer service skills, reliable, honest, hardworking, flexible and quick learner.  
 Able to multi-task and work in a fast-pace work environment 
 Proficient with Microsoft Office Word, Excel, Outlook and Power Point.  





Bilingual Credit Counselor Level 2                                        12/2009- San Diego, CA 

 

 Provide financial counseling by upholding the standards of the counseling model to consumers in need. 

 Heavy phone communication with consumers, client referrals and industry representatives. 

 Phone queue management in accordance with department standards and as provided by supervisor 
feedback and instructions. 

 Contributes constructively in job performance and toward company goals and objectives 

 Operation of phone system codes and call access in accordance with the standards of the counseling 
department 

 Meet counseling productivity and performance standards in the interest of assisting consumers as 
needed 

 Conduct subsequent counseling assignments; follow up reporting and communication with clients in 
conjunction with the department practices, managing voicemail and email correspondence efficiently. 

 Uphold management protocol and guidelines required to assist with inbound calls and assisting 

 Basic office administrative functions:  mailing out all necessary documentation; handling of visitors and 
vendors; notification to appropriate area when supplies are needed 
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Robbin Roberts
Eastland, TX 76448
robbin_hoover@yahoo.com
+1 254 631 7132

Finance Manager with three years experience in non-profit work, 8 years experience in grant writing,
12 years supervising a small staff, and maintaining the upmost in confidentiality.

Authorized to work in the US for any employer

Work Experience

Grants Reporting Analyst
Navicore Solutions - Manalapan, NJ
November 2021 to Present

Create programs, methodologies, and files for analyzing and presenting data. Examine and audit data
for discrepancies, correct errors, and reconcile data to ensure accuracy at various stages of reporting.
Use and support database applications and analytical tools. Ongoing monitoring of reporting timeline for
awarded grant funding and grant funded components to ensure readiness for Program activities. Assist
Grant Coordinator in any data analysis required for grant submissions. Assist with responding to audits,
examinations, and other document and reporting requests from funders. Maintain all HUD approved
agency information on HUD's Housing Counseling System, complete HUD ARMS reporting and maintain
Personnel Activity Reports to ensure compliance with HUD Program Guidelines.

Finance Manager
Eastland County Crisis Center, Inc. - Eastland, TX
January 2018 to October 2021

Under the supervision of the Executive Director, the Finance Manager provides financial support services
for the organization, ensures compliance with financial reporting requirements, assists with grant writing,
coordinates financial reporting and requests for reimbursement for multiple grants and contracts,
and oversees facility operations. Meets monthly invoicing requirements for multiple grants. Completes
financial reports for each grant and monthly board meetings. Creates and manages agency budget each
year and does budget amendments as necessary.

CAC Program Director
Eastland County Crisis Center, Inc. - Eastland, TX
January 2013 to December 2017

The Program Director is responsible for CAC grant management duties, assisting with CAC financial
records, maintaining statistical records, supervising assigned staff and program staff when the Executive
Director is not present, and conducting forensic interviews. Writes grants for supporting funding for
the children's advocacy center program. Sends invoices to appropriate grantors. Maintains a budget
according to state and federal grant requirements.



Education

Legal Secretary
Executive Secretarial School - Dallas, TX
August 1991 to March 1993

High school diploma in General Studies
Mora High School - Moran, TX
September 1990 to May 1991

Skills

• Grant Writing
• Budgeting
• Financial Report Writing
• Financial Management
• Supervising experience
• Microsoft Word
• Microsoft Excel
• Strategic Planning
• Accounts Receivable
• Office Management
• Quickbooks (4 years)
• Account Reconciliation
• Accounts Payable
• Journal Entries
• Bank Reconciliation
• Interviewing



Richard Verrillo
223 Cherry Street Hammonton, NJ 08037 

(732) 664-4876 • Richard.Verrillo@gmail.com 

Experience 
Navicore Solutions Manalapan, NJ 

Associate Director of Business Development April 2014- Present 
• Identify training gaps and needs for all housing staff

• Represent Navicore Solutions at various housing industry events and meetings

• Develop partnerships with key external stakeholders, such as government agencies,
banks, mortgage servicers and fellow nonprofits

Housing Training Manager May 2012- April 2014 
• Designed all training curriculum for the Housing Department
• Delivered all new hire and on-going training for the Housing Department
• Developed and implemented new counseling models for our HECM, pre-purchase, post-

modification and rental counseling programs
• Streamlined various department processes and procedures to increase productivity and

improve counselor efficiency

Level III Certified Housing Counselor April 2010- May 2012
• Provided default prevention, HECM, pre-purchase and financial counseling to nearly

2,000 clients
• Provided phone training to 15 new housing counselors
• Selected by my fellow team members to participate in the Housing Department focus

group

Wells Fargo Financial Wall, NJ 
Credit Manager June 2009- April 2010

• Worked with clients to identify best mortgage options for their needs
• Specialized in FHA mortgage origination
• Provided financial advice to clients to help meet there short- and long-term goals
• Trained new employees on the day-to-day processes and procedures

Professional Activities 
Coalition of National Housing Counseling Intermediaries July 2014 – March 2017 

Co-Chair 
• Work with HUD-approved nonprofit housing counseling agencies to advocate public

policy and build programs to serve housing consumers
• Coordinate and moderate biweekly meetings and oversee subcommittee progress
• Represent the coalition at industry events and meetings

Education 
Mount Saint Mary’s University Emmitsburg, MD 

Bachelor of Science in Business August 2005- May 2009
• Graduated magna cum laude



Lauren A. Lovett 

454 Darby Lane  
Bel Air, MD 21015 

(732) 232-3694 
LLovett0810@gmail.com 

SUMMARY OF QUALIFICATIONS 
 Five years’ experience in grant writing
 Over ten years serving nonprofit organizations
 Exceptional ability to learn and adapt to new processes and applications quickly
 Committed team player, with proven ability to meet and exceed goals and deadlines
 Outstanding writing, communication and leadership skills
 Competent and reliable professional, committed to top quality work

EDUCATION 
 B.A. in Psychology with Certificate in Gerontology. 2007 

The Richard Stockton College of New Jersey, Pomona, NJ 
M.P.A. - Non-profit Management - 2017  

Kean University, Union, NJ 

PROFESSIONAL EXPERIENCE 

Navicore Solutions 
Grant Manager   January 2019 - Present 

 Research and prepare grant proposals for funding requests

 Collaborate with Department Managers to prepare comprehensive funding proposals for new
company initiatives, assisting in the development of complex projects from concept to
operational status

 Coordination of reporting and record keeping for all funded counseling program services

 Supervise and coordinate all responsibilities of Grant Management Team as it pertains to
financial and compliance reporting for all federal, state, creditor and foundation funding

 Develop and maintain relationships with prospective and current funders

Grant Writer  May 2016- January 2019 

 Research federal, state and foundation funding opportunities in support of the agency’s
service provision

 Compose letters of intent and funding proposals for organizational services and programs,
including preparation of program budgets

 Monitor proposals and funding application requirements for the purpose of utilizing time and
resources to maximize successful awarding of grant funds

 Assist with data analysis and financial reporting of federal, state and foundation awarded
funding

 Contribute monthly blog articles to agency’s website and social media accounts

Credit Counselor   August 2010 - May 2016 

 Offered guidance to individuals and families experiencing financial hardships

 Explored each client’s personal situation by actively listening, empathizing, and building
rapport to ensure comprehension of his or her financial concerns and hardships

 Formulated and analyze a client’s personalized budget

 Provided resources, referrals, and financial education that assist with each client’s individual
needs

 Counseled and motivated clients to move in the direction of making better financial decisions,
improve credit ratings, and manage debt repayments

mailto:LLovett0810@gmail.com


 Assisted management with the training process of new hires to ensure each employee
follows the standard model of counseling for the organization
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