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Webinar Logqistics
P &

the PowerPoint and a transcript will be available on the
HUD Exchange at
www.hudexchange.info/programs/housing-
counseling/webinars/

[a,] * Audio is being recorded. The playback number along with
A

* The Training Digest on HUD Exchange will be updated
when the webinar is posted.

* Handouts were sent out prior to webinar. They are also
available in the Control Panel. Just click on document
name to download.

OFFICE OF HOUSING COUNSELING p


http://www.hudexchange.info/programs/housing-counseling/webinars/

uestions & Comments
P Q

Q * There may be Polling Questions. Please respond to them.

« * There may be Q&A periods. If so, the operator will give
you instructions on how to ask questions or make your
comments.

AN ™
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Other Ways to Ask Questions

Q e Please submit your text questions and comments using
the Questions Panel. We will answer some of them during

the webinar.

* You can also send questions
and comments to housing.counseling@hud.gov
with the webinar topic in the subject line.
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Please Mute Your Phones
B During Discussions

Q * There may be an open discussion period.

* All the phones may be unmuted by the
operator. If so, mute your phone during
these discussions until you want to make a
comment.
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Certificate of Trainin
-~ ifi ining

* If you logged into the webinar, you will receive a
“Thank You for Attending” email from
GoToWebinar within 48 hours.

* The email will say “This is your CERTIFICATE OF
TRAINING.” There is no attachment.

* Print out and save that email for your records.

Thank you for attending our XX hour Webinar on XX. We hope you enjoyed
our event. This is your CERTIFCATE OF TRAINING. Please print out and save
this email for your records. Please send your questions, comments, and
feedback to: housing.counseling @ hud.gov
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Get Credit!
-~ et Credi

e Webinar materials will be
posted on the HUD Exchange
in the Webinar Archive

Get Credit for this
* https://www.hudexchange. Training

info/programs/housing-

If you have attended or

counse I | ng/We b| na rs/ completed this training, select
. . the button below in order to get
¢ Flnd by date or by tOpIC credit and add the course to

your transcript.

 To obtain credit:

1. Select the webinar, and Get Credit
2. Click “Get Credit for this
Training”
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Facilitated By
Petergay Bryan

Audit Manager
Booth Management Consulting
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Training Topics

e * What is a Billing Methodology?
* Acceptable Billing Methodologies

* Applying Billing Methodologies

* Best Practices

e Available Assistance
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What is a Billing Methodology?
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What is a Billing Methodoloqy?
. g gy

‘. LHCAs and Sub-Grantees: Documented method
t—u for how the organization will bill the Grant.

Intermediaries, SHFAS, & MSOs: Documented
method for how the organization will bill HUD and
reimburse Sub-grantees or Branches.

Method should detail the computation of:
* Hourly rates

* Fringe benefits
* |f applicable, Fixed price reimbursement
* All other budgetary line items
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Grantees that provide Direct Services

FY18 Grant Agreement

WM e

Goantes's name. address. and Grant munber as they appear on the Grant document.
Start and end dates of the report period.

Hourly rate Identifyy each counselor or other employes whose time/activity iz being
billed to the Grant, the individoal = title, and the houarly billing rate used to caleculate
reimbursement firomm HIUTD or a Parent Crzanization for that individual s time’activity;
or, in the event of fired-price reimbursement, document actual expenses. Explain the
method used for calculating howrly rates, e g whether benefits are included in the
rate.

Fixed-Price Eeimbursement. Grantee must document actual expenses which must be
reasonable and does not exceed actual costs.

Staff howrs. Inmdicate for each relevant counselor and other employves the total musmber

individual whose worlk time will be reimbursed from the Grant, mmultiply the relevant
hours by the relevant hourly rate (see item #3) and indicate the cumulative total and
total for the guarter.

Itemized Accounting of Actual Costs. Submit a detatled, comprehensive itemized
accounting of actual costs listing expenses for each distinct quarter, and the Gramt
period to date, uvnder the Gramt. At a minimuoimn, the accounting mmst include the
following as applicable: salaries, fringe and other benefits, training, |, marketing,
ocutreach, and indirect costs. The accounting mmst itermize the expenditure of each
dollar being billed to the Grant. The itemized accoumnting of actual expenses may be
submitted on form HUD-424 CB, or in a format of the Grantee™s choosing if the form
HUD-424 CB does not provide encugh detail Any deviation betaeen the itemized
accounting of actual costs and the budget submitted at the titne of Grant execution
must be explained in detail and approved by the GTEL

Beguired Certification. In accordance whith 2 C. F.E. § 200.415(a). include a
certification, signed by an individoal who is authorized to execute the certification on
behalf of the Grantee, which reads as follows: “Bv signing this report, I certifyy to the
best of my kmowledge and belief that the report is true, complete, and accurate, and
the expenditures, disbursements and cash receipts are for the purposes and objectives
zet forth in the tertms and conditions of the Federal award. I am aware that any false,
fictitious, or fravdulent information, or the omission of any material fact, may subject
me to criminal, civil or administrative penalties for frand, false statements, false
claims or otherarise. (U5, Code Title 18, Section 1001 and Title 31 Sections 3729 —
3730 and 3801 — 381207
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Intermediaries, SHFAs, MSOs
FY18 Grant Agreement

W

Grantes's name. address. and Grant smmummber as they appear on the Gramt documment.
Start and end dates of the report period.

Howrly rate. Tdentify each counselor or other employees whose time/activity is being
bialled to the Grant, the individoal s title, and the hourly billing rate used to calculate
reimburserment frormm HIUTD or a Parent Owgmanization for that imdividual = timelactivity;
or, in the event of fixed-price reimmbursement, document actual expenszes. Explain the
method used for calculating howrly rates, e g whether benefits are included in the
rate.

Fixed Price Eeimbursement Grantee must document actual expenses which muast be
reasonable and does not exceed actual costs.

Staff bowwrs Indicate for each relevant counselor and other employes the total aumber

individuyal whose worlk tirme wrill be reimbursed firom the Gramt, snaltiplhy the relevant
howrs by the relevant hourly rate (see itern #3) and indicate the cumulative total and
total for the guarter.

Itemirzed Accounting of Actual Costs. Submit a detailed, comprehensive itemized
accounting of actual costs listing expenses for each distinct gquarter, and the Gramt
pericd to date, vnder the Gramt. At & mminimmuom, the accounting must inclhade the
following as applicable: salaries, fringe and other benefits, training, |, marketing,
owutreach, and indirect costs. The accounting mmust itemize the expenditure of each
dollar being billed to the Grant. The itemnized accounting of actual expenses mayw be
aubmitted on formm HUD-424 CB. or in a format of the Gramntee s choosing 1 the form
HUD-424 CB does not provide encugh detail. Any deviation betareen the itemidzed
accounting of actual costs and the budget submitted at the titne of Grant execution
must be explained in detail and approved by the GTEL

Eeqguired Certification. In accordance with 2 C F.E. & 200 .415(a), include a
certification, signed by an individoal who is auathorized to execute the certification on
behalf of the Granteese, which reads as follows: “Bvw signang this report, I certifiy to the
best of my knmowledze and belief that the report 1s true, complete, and accurate, and
the expenditures, disbursements and cash receipts are for the purposes and objectives
zet forth in the terms and conditions of the Federal award. I am aware that any false,
fictitious, or fravdulent information, or thie ormission of any material fact, may subject
me to criminal, civil or administrative penalties for frand, false statements, false
claims or otherwise. (U5, Code Title 18, Section 1001 and Title 31, Sections 3729 —
3730 and 3801 — 38127
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Intermediaries, SHFAs, MSOs
FY18 Grant Agreement

Intermediaries, SHF As and MSE0:s must also submit the followins HUD Housing
Counseling Grant network-wide information, for each reporting period and the
cummlative period:

10, Sub-allocations. A listing oft (a) the Sub-grantees and Branches and corresponding
HUD housing counseling sub-grant amounts and allocations, for each quarter and
cumnulative period; and (b)) a Dun and Bradstreet Undverzal (DIUINS) Identifier mumber
for each This data is required by a Wotice publizshed by the Office of Managemment
and Budget, Amending Federal Financial Aszzistance-Felated Forms To Include
Uriiversal Identifier (73 Fed. Beg. 32415 (June 6, 20087), to ensure compliance with
the Federal Funding Accountability and Tranaparency Act of 2006 (Pub. L. No., 104-
282y Should additicnal requirements become applicable, HULDY reserves the right to
amend this Grant A sreement;

11. Admunistrative Cost. A detailed accounting for how all administrative fonds were
spent for each quarter and cumulatively. Administrative funds are funds vsed to un
the programm and not paszed through to Sub-grantees or allocated to Branches, but
spent by the Intermediary, SHEA or MEO for activities inclhuding training and
zalaries.

12, Billing Methodology. Explain clearly the methodology employved to reimburse Sub-
grantees or Branches. (For example, include the formula for calculating a counselor™s
hourly rate attributed to the Grant, or how each cost is calculated for fixed-cost
counseling/education activity). Also, mndicate the process used to ensure that the fixed
cost reimbursermment rate does not exceed the actual cost of providing the housing
counseling services for which Sub-grantees and Branches request reimbursement;

13. Foom HUD-9902 Intermediaries, SHEAs and MSOs must ensure that Sub-grantees
and Branches update the Form HUD-9902 electronically through the Housing
Comnseling Svatem (HCS) =o that the appropriate LT Housing Cournseling Groan?
Activity colwmn(s) reflects activity funded with HUD Housing Counseling Grant or
sub-gramnt finds.

14. Federal Financial BReport Complete and submit the Fonm SF-425, summarizing
financial data, including prograin income, for each quarter. The form can be accessed
at Imthps-Swrens. gramts. sowwebyd srants form s'post-award -reporting -
forms htmiEsortbe—1
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Determining Acceptable

Methodologies
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Determining Acceptable
B Methodologies

ﬁ Type of Cost ACCEPTABLE METHODOLOGIES UNACCEPTABLE METHODOLOGIES

Direct Labor 1. Using actual hourly rates for hourly employees 1. Computing hourly rates as a
and computing the hourly rate for salaried percentage of the person’s salary
employees based on annual hours worked based on estimated level of
effort

2. Including non-salary related
costs in the hourly rate such as
office space and supplies to

counselors

Fringe Benefits 1. Compute based on actual fringe benefits paid 1. Computed based on an estimate
on behalf of the employee including insurances not supported by actual costs or
(health, life, dental, vision, disability), including fringe benefits that are
employer’s share of FICA/Medicare, paid for by the employee instead
compensated leave, unemployment, of the organization
workmen’s compensation, etc 2. Changing the fringe benefit rate

2. Determine the annual costs for all fringe each quarter due to changes in

benefits the actual fringe related costs;

Costs should be annualized

Indirect Cost If Negotiated Indirect Cost Rate (NICRA), usingthe 1. Using a rate not approved by a
approved or lower rate, if no NICRA either use no Federal cognizant agency
rate or elect the 10% De Minimis Rate 2. Using the parent rate (if a sub-
grantee)

3. Electing the 10% De Minimis rate
although not eligible

4. Applying a program charge
(overhead rate)
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Determining Acceptable
e NG Methodologies

Type of Cost ACCEPTABLE METHODOLOGIES UNACCEPTABLE
METHODOLOGIES

Fixed Price Multiplying actual hourly rates x actual 1. Estimating the level of effort
Reimbursement hours, based on available data such as time in hours
tracking, staffing utilization reports, etc. to 2. Using percentages of salaries
compute a fixed price amount based on level of effort to

compute hourly rates

3. Failure to document the
source of the data for
determining hours per

Travel Reimbursement based on actual costs Using per diem for Federal
and/or per diem. awards only, and the lower of
per diem or actual for non-
Federal awards
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Determining Acceptable
B Methodologies

ﬁ Type of Cost ACCEPTABLE METHODOLOGIES

Training Reimbursement based on actual cost

If fixed fee, based on pre-approved fixed

fee rate
Supplies/Equipment Reimbursement based on actual costs.
Other Must be fully explained during grant

application process

OFFICE OF HOUSING COUNSELING

UNACCEPTABLE
METHODOLOGIES

Using estimates for training
without supporting
documentation and
requesting reimbursement
based on budgeted not
actual amounts

Reimbursement based on
budget estimates

Using estimated, projected,
and/or budgeted amounts as
opposed to actual amounts

18




Applying the Methodology
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Applying the Methodology

Converting from Salary to Hourly Rate

Different Methods for Converting from a Salary
to an Hourly Rate:

e Standard Hourly Rate: To compute the standard hourly rate, divide the
annual salary by the available work hours per year. The average, full-time,
salaried employee works 40 hours a week or 2,080 (40 x 52) hours a year.
The 2,080 hours includes compensated leave (i.e. holidays, vacation, sick
leave, etc.).

e Actual Hourly Rate: Computed based on the actual hours worked if less
than the standard hours.

*NOTE: The lower the actual total work hours, the higher the actual hourly
rate. Accordingly, the exclusion of compensated leave and other leave will
be reviewed for reasonableness.

OFFICE OF HOUSING COUNSELING 20




Applving the Methodolo
. pplying tne vie gy

o What is a Fringe Benefits Rate?

A fringe benefit rate is the cost of an employee's benefits
divided by the wages paid to an employee for the hours
working on the job. Costs included as fringe benefits
include:

 Compensated leave (vacation, holiday & sick leave)
* Employer’s Share of Payroll Taxes

* Pension Plan

 Workmen’s Compensation

e Group Insurance (health, life, and disability)

e Tuition Reimbursement

e Training (non-direct)

* Employee Health & Welfare Program

OFFICE OF HOUSING COUNSELING 21




Applying the Methodol
o~ pplying the Methodology

Fo

Q Scenario

* Full-time employee with a salary of $40,000 a year

Converting from Salary to Actual Hourly Rate

e Organization operates 5 days per week for 8 hours per day for 52
weeks per year

* Each year the employee is entitled to 20 days of paid time off and
8 paid holidays
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Applying the Methodol
o~ pplying the Methodology

O Other Fringe Benefits

¥

Organization pays:
« $7,200 of the employee's health, life, and disability
insurance

$2,000 for the employee's retirement benefits

$1,100 for worker compensation insurance

$210 for unemployment insurance

7.65% of the hourly rate for the employer's portion of
the Social Security and Medicare taxes
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Applying the Methodology

Converting from Salary to Standard Hourly Rate
Step 1: Compute Hourly Rate

Computation of Hourly Rate ($40,000 salary/2,080
available hours) (40 hours x 52 weeks) $19.23

OFFICE OF HOUSING COUNSELING



Applying the Methodol
o~ pplying the Methodology

Fringe Benefits
,a g

¥

Step 2: Compute Compensated Leave in Hours

Computation of Actual Hourly Rate

Compensated Leave for use in Step 2: Computing the

Fringe Rate
8 Paid Holidays (Hours) 64.00
20 days of Paid Time Off Days (Hours) 160.00

Total Paid Time Off 224.00
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Applving the Methodolo
. pplying tne vietno gy

o Fringe Benefits

¢ Step 3: Compute Fringe Benefit Rate

Fringe Benefit Costs

Total
Employer's share of taxes (540,000 x.0765) 3,060.00
Group Insurances 7,200.00
Compensated Leave (224 hours x 19.23 hourly/rate) 4,307.52
Retirement Benefits 2,000.00
Unemployment insurance 210.00
Workmen's Compensation 1,100.00
Total Fringe Benefits 17,877.52
Total Labor 40,000.00
Fringe Benefit Rate 44.69%
Fringe Benefit Amount (.4469 x $19.23) $8.60

*NOTE: $40,000/ $17,877.52 = 44.69%
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Applving the Methodolo
. pplying tne vietno gy

&

¢ Direct Labor & Fringe Benefits

Step 4: Apply Fringe Benefit Rate to Labor Costs
to Determine Fully Loaded Hourly Rate

Fringe Total in
Cost Element Rate Total Costs Hourly Rate

Direct Labor Costs S40,000 $19.23

Fringe Benefits 44.69% $17,877 8.60
Total Direct Labor

and Fringe Benefits S57,877 $27.83
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Applying the Methodol
o~ pplying the Methodology

&

¢ Direct Labor & Fringe Benefits
Step 5: Calculate the Fully Loaded Hourly Rate

Computation of Fully Loaded Hourly Rate

ltem

Total
A- Total Direct Labor and Fringe Benefits
(from step 3) S57,877
B- Total Available Work Hours 2,080
Fully Loaded Hourly Rate (A/B) $27.83
Hourly Rate $19.23
Fringe Benefit S8.60
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Applying the Methodology

'/\

&

Fixed Price Reimbursement

‘H Step 1: Determine the Hourly Rate

a. Use the same approach explained for determining the hourly rate.

Step 2: Determine the Fringe Benefits Rate

b. Use the same computations illustrated for determining the Fringe Benefits Rate.

Step 3: Determine the Number of Hours per Service

c. Do an analysis to determine level of effort per service, i.e. review time spent on
prior services for the same grant over at least 2 years, comprehensive staffing
analysis for at least 2 years.

Step 4: Compute the Fixed Price for Each Service

d. Multiply the hourly rate x the fringe benefits rate to get the fully loaded rate.

e. Multiply the fully loaded rate x the number of hours determined in Step 3 to
compute the fixed price.
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Applying the Methodol
o~ pplying the Methodology

o Fixed Price Reimbursement

¢ * Must be able to document the process for
determining the level of effort

* Must be able to demonstrate, over multiple years,
data to support the level of effort for each fixed price
service

e Costs must be allowable, allocable, and reasonable

 HUD must approve the methodology during the grant
approval process
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Applving the Methodolo
. pplying tne vietno gy

&

¢ EXAMPLE:

* ABC Organization has been providing housing counseling
services for over 5 years

Fixed Price Reimbursement

* They maintain an electronic timekeeping system and
require each counselor to charge time by agency and by
client

* On an annual basis, the accounting/finance department
does a staffing analysis of hours spent providing
counseling to one client, reviewing data from the
timekeeping system and comparing it to the CMS system
for the five-year period
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Applying the Methodol
o~ pplying the Methodology

&

n Fixed Price Reimbursement (cont.)
EXAMPLE:

e Based on that analysis the accounting/finance department
determined that each client receives 11.5 hours of
counseling services

* Accounting/Finance submit the detailed billing
methodology including a write up of how they determined
the fixed price for counseling services

* All Counselors are paid the same hourly rate of $25 per
hour, including fringe benefits
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Applying the Methodology

‘ :'a' Fixed Price Reimbursement

Hourly Rate $25/hour
# of hours per client x 11

Fixed Price Per Client S275.00
For Counseling

*There can be different fixed prices for different services.
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Best Practices
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Best Practices
P

For any type of billing methodology, timekeeping and personnel activity reporting
is required.

1. Timesheets:

a. Personnel Activity Report or another acceptable reporting format

b.  Should clearly indicate the various tasks that the employee can
charge time to

C. Should be approved accordingly by responsible official (e.g.,
electronic approval, etc.)
2. Billing Rate:
a. Should be based on approved billing methodology
b.  Can be different for each person

C. Should not include indirect costs

3. Invoices:

a. Should be calculated based on the HUD hours identified in the
timesheet and multiplied by the Billing Rate

b. If Indirect costs, should be computed based on the approved base
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Best Practices

P

f)

Get Accounting/Finance Staff Involved!

* Meet with accounting/finance staff to compute the
hourly rate, fringe benefit rate, and/or fixed price
rate

* Document the billing methodology for review by
accounting/finance

* Ensure accounting/finance has the final approved
billing methodology

* |f there are changes, notify your HUD POC in
writing of the changes and provide an updated
billing methodology for review
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Best Practices

Time and Attendance
1.  Ensure time is tracked by task [i.e. HUD grant(s)]
2.  Track actual hours worked

3.  Hourly rates should only include direct costs associated with the HUD
grant(s)

4.  Ensure timesheets are complete and approved

For personnel activity reporting, establish a charging/billing code by
activity that can be included on the timesheet. For example by type of
service:

Code  Activity

1001 Direct Counseling

1002 Marketing and Outreach
1003 Follow Up with Client

1004 File management and back office support
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Available Assistance

OFFICE OF HOUSING COUNSELING 38



Available Services — Trainin
P g

Training

Onboarding Training: For New Agencies or Changes in Personnel
e Submitting a Budget
e Grant Financial Reporting
e Personal Activity Reporting and Timekeeping

Onsite

and/or
Description Remote

Training staff on maintaining a

compliant financial management

system; configuration of the accounting

system; and development and training Optional
on relevant policies, procedures and

internal controls

Financial Management
System Training
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Available Services —
Financial Analysis

Financial Analysis

Onsite
and/or
Description Remote
Quarterly Financial Review of quarterly financial reports for .
: : Optional
Reporting Review accuracy and completeness
Billing Methodol Revi illi hodol f :
illing Methodology eview billing methodology for Optional

Assessment compliance with Federal requirements

Review accounting system for

compliance with Federal requirements

(also for agencies who receive Financial

Capability Assessments); Conduct Optional
accounting system review to determine

ability to account for grant in

accordance with Federal requirements)

Accounting System
Review
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Service Request Options

9 There are two ways to request services:
1. Direct Service Request
OR

2. Resulting from an Action Plan and/or FAR

Y AT
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Requesting Services

Q 1. REQUEST HUD POC emails a BMC GTM and requests

the service: States service required, grantee name,
agency’s contact information, and available information
to complete the service

2. APPROVAL: GTM reviews the request, verifies it meets
contractual requirements, and schedules with BMC

3. COMPLETION:BMC will complete the service and
submit the final deliverable to the GTMs
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Action Plan and/or FAR Service

Request
Step 1: Action Plan and/or FAR
Step 2: Technical Assistance

Step 3: Training

43
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Benefits to Grantees

Comprehensive assistance to grantees to minimize the
burdens of implementation of new regulations

Potentially reduce findings during performance and
financial reviews

Provide financial and administrative technical assistance
to grantees that can be transferred to other federal
programs

Reduce administrative burden through training of sub-
grantees

ANes ™
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Please forward any questions to:
housina.counselina@hud.aov
with
“Understanding Billing Methodologies and

Best Practices”
in the Subject line
Note: Only questions related to the HUD, Office of
Housing Counseling, Comprehensive Housing
Counseling grant will be accepted and responded to.

OFFICE OF HOUSING COUNSELING
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