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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 
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U.S. Department of Housing and Urban Development HUD 
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United Way of Marion County UW 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

EXECUTIVE SUMMARY 

The Marion County Board of County Commission participated in the federally funded 
Emergency Rental Assistance Program (ERA1) through an agreement with the U.S. 
Department of the Treasury (Treasury). Subsequently, the County entered into an 
agreement with United Way of Marion County (UW) to administer ERA1. UW decided to 
focus on outreach and contracted with Capital Access (CA) to administer the application 
process. The anticipated amount was originally $10,818,131.11; however, the actual 
amount received was $11,038,909.30. 

On January 12, 2021, the Internal Audit (IA) Director attended a phone conference 
regarding Marion County’s (County) application for ERA1. The concern of ensuring 
compliance with the program was discussed since neither County Administration nor 
Finance would be monitoring the activity. The IA Director offered IA’s services to review 
performance and compliance matters relating to the ERA1. The parties agreed that IA 
should be involved in providing reasonable assurance that the County and subrecipient 
had complied with the terms of the ERA1 Grant Agreement between Marion County, 
Florida and United Way of Marion County, Inc. (County Agreement) and program 
requirements. 

Overall, we believe in general that the Marion County’s ERA1 aligned with the Treasury 
guidelines, FAQs, and the White House Administration as noted in an email from the 
White House Intergovernmental Affairs dated August 18, 2021, “Administration stressed 
that ERA programs can and should use simple forms and remove unnecessary 
documentation requirements to move swiftly distribute ERA funds – and they can do so 
without falling out of compliance with the program regulations.” 

There were, however, some risks over the system internal controls, public records 
requirements, and understanding of the terms of the County agreement by UW, which IA 
shared with UW and CA. In response, UW and CA implemented certain improvements 
but not all risks have been addressed. The County Administration should continue to 
monitor the subrecipient for the next Emergency Rental Assistance Program. 

We summarized the identified risks and their status (Table 1 - Observation Summary on 
Page 2) and detailed in each observation for the County Administration to consider and 
determine if such risks need to be further addressed.  

UW provided management responses (Exhibit B) to each observation along with a 
summarized response which we included in Table 1 – Observation Summary. The 
Executive Director of Administrative Services confirmed, via email on April 25, 20222, that 
the management responses provided by UW are an accurate representation of the 
County. 

This audit does not guarantee that all areas for improvement were noted. Our focus was 
not on the amount of financial errors which we found based on our testing; but rather on 
the overall compliance with the County Agreement and program requirements. 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

Noncompliance or irregularities not included in this report could exist because this audit 
did not include a review of all records and actions of the audit area. 

Table 1 
OBSERVATION SUMMARY 

# Risk Identified Compliance Criteria Management Response1 

1 

Capital Access Projects and 
Grant Management Services 
(CAPGMS) did not have all 
documentation that related to 
the determination of 
applicants’ grant eligibility or 
ineligibility including notes to 
explain application activity. 

Subrecipient must maintain records 
of grant determination and comply 
with public record laws and U.S. 
Department of the Treasury 
Emergency Rental Assistance 
Program Frequently Asked 
Questions Revised August 25, 
2021 (FAQ) 

 FAQ #1 
 The Florida Department of 

State’s Division of Library 
and Information Services 
General Records Schedule 
(General Records 

By September 1, 2021 CAPGMS had 
programmed a significant upgrade, 
incorporating a timestamp in Notes 
and Status, including A) the date and, 
B) the responsible party for all new 
notes, status changes and document 
uploads to the Digital File Cabinet. 

Schedule) Item #422 
 County Agreement Section 

4.C. and 24 
 Florida Statute 119.0701 

(2)(b) 

2 

CAPGMS lacked adequate 
system internal controls 
which compromised the 
integrity and availability of the 
data. 

System internal controls should 
include data integrity and 
availability of data. Access and 
permission levels should be limited 
to requirements to fulfil job duties.  

 Standards for Internal 
Control in the Federal 
Government 

 National Institute of 
Standards and 
Technology, a division of 
U.S. Department of 
Commerce 

By September 1, 2021 CAPGMS 
incorporated a "locked" status 
whereby after the payment has 
cleared, the system freezes the ability 
for an Application Intake Processor, 
Case Manager or Quality Control 
Manager to modify or overwrite any 
documents, notes or statuses. 

3 

Three UW employees who 
were involved in ERA1 
activities applied for, and 
were approved for, ERA1. 

Employees of subrecipient involved 
with ERA1 should not receive 
ERA1 grant funding. 

 County Agreement Section 
29 

United Way of Marion County took the 
appropriate action to address the 
observance as indicated in the 
auditors' report. 

1 Management Response was copied from the Response to the Emergency Rental Assistance Program (ERA1) draft 
report dated April 8, 2022 (Exhibit B). 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

Table 1 
OBSERVATION SUMMARY 

# Risk Identified Compliance Criteria Management Response1 

4 

UW comingled ERA1 funds 
with Coronavirus Relief 
funds, a grant provided 
through the Community 
Services Department. 

Subrecipient is required to maintain 
ERA1 funds in a separate account 
that is not commingled with other 
funds. 

 FAQ #42 
 County Agreement Section 

21 

United Way of Marion County took 
corrective action to as noted above to 
separate ERA1 funds into a different 
account and provided the 
documentation verifying this action. 

5 

CA did not consistently 
follow-up with discrepancies 
or questionable supporting 
documentation. The County 
did not specify in policies and 
procedures when attestation 
should be relied on over 
supporting documentation. 

Although attestations are 
encouraged, the County must 
create policies and procedures to 
mitigate abuse of grant funding and 
specify when attestations should be 
relied on over supporting 
documentation. 

 FAQ #1 

On September 20, 2021, the Executive 
Director of Administrative Services 
confirmed that the County's 
expectation is to rely solely on the self-
attestations, as allowed by the FAQs. 

6 

UW did not input appropriate 
data into the Homeless 
Management Information 
System (HMIS) to assist 
other agencies when 
determining whether there 
had been a duplication of 
benefits. CA was not 
adequately performing a 
duplication of benefits 
review. 

Grantees, including subrecipients, 
should confirm that applicants do 
not receive duplicated benefits. 

 FAQ #15 

From July 2021 forward, date of birth 
information was entered into HMIS for 
each applicant receiving assistance. 
Additionally, United Way staff went 
back to all previously funded 
applications and entered the date of 
birth information from those 
applications into the HMIS system. 

7 

CA allowed payments for 
prospective utilities when the 
County Agreement prohibited 
such payments. 

The County Agreement, prior to 
amendment, did not align with the 
FAQ for allowable prospective 
utility payments. 

This observation has been resolved. 
The Treasury allows for prospective 
utility payments. The County chose to 
rectify the observation by retroactively 
amending the County Agreement to 
align with the Treasury and allow 
prospective utility payments. 

8 

CA case managers and 
quality control managers did 
not accurately determine 
household income for some 
applicants. 

FAQ #4 established that household 
income is determined by U.S. 
Department of Housing and Urban 
Development’s (HUD) definition as 
stated in 24 CFR 5.609 and 
adjusted gross income as reported 
under Internal Revenue Service 
(IRS) Form 1040. 

On June 10, 2021, a training was 
conducted at the Al office by the 
Marion CAP Production Lead on 
navigating applications in CAPGMS. 
The information about the applications 
reviewed for this Observation was in 
CAPGMS at the time of the audit. 
*IA responded on Page 20. 

9 
Capital Access did not 
provide the correct amounts 
for eligible funding. 

The amount of assistance should 
be based on the documentation 
and applied in a consistent method 
for determining the amount that 
aligns with the Treasury guidelines 
and the County’s expectations. 

The system of having a Quality Control 
Manager review every case before its 
final disposition is intended to catch 
such errors. Staffing and staff training 
was enhanced to consistently produce 
accurate grant award calculations. For 
Pay-As-You-Go clients, Use of said 
limits, has ensured responsible use of 
the Treasury funds. 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

In addition to the findings in this report, we noted that program status reports provided by 
UW and CA to update the County Administration understated the required direct 
assistance amount (90% or higher of the ERA1 allocated to Marion County). The 
Executive Director of Administrative Services also used the program status reports to 
update the Marion County Board of County Commissioners. IA proactively informed the 
County Administration of the discrepancy to rectify the records. The County 
Administration should continue to monitor to ensure the amount of direct assistance 
disbursed is compliant with Section 501 of Division N of the Consolidated Appropriation 
Act 2021 (Section 501). 

We would like to express our appreciation to the County Administration, UW, and CA for 
their cooperation and assistance during our review. 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

BACKGROUND 

The ERA1, federally funded through the Treasury, intended to assist households that had 
been directly or indirectly affected by COVID-19, and were unable to pay rent or utilities. 
On January 10, 2021, the Chairman of the Marion County Board of County Commission 
signed an agreement with the Treasury for the County to receive funding to provide 
citizens of Marion County assistance through the ERA1. The County received 
$11,038,909.30 from the Treasury, although it was originally anticipated to receive 
$10,818,131.11. As required by Section 501 regulating the program, at least 90% 
($9,935,018.37) was to be spent on the direct assistance. The County decided to 
subcontract administration of the program. Monitoring subrecipient is the responsibility of 
the County. Ultimately, the County is held accountable for compliance as the grantee.  

On April 6, 2021, an agreement was entered into between the County and UW for UW “to 
hold, manage, administer, and distribute” the federal funding of the ERA1 awarded to the 
County. In anticipation of the ERA1 agreement with the County, UW had subcontracted 
with CA on March 1, 2021, for program management services of the ERA1. 

The chart below shows the planned allocation of the funding to each party involved: 

ALLOCATION OF FUNDING FOR ERA1 
TYPE OF ALLOCATION PERCENT OF TOTAL AND AMOUNT 

Total Direct Assistance  90% $9,935,018.37 

Administrative Cost: 
The County 2% $220,778.19

    United Way of Marion County and Capital Access 8% $883,112.74 
Total Administrative Cost 10% $1,103,890.93 

Total Funding From Treasury 100% $11,038,909.30 

UW provided the marketing and outreach function to ensure that citizens of Marion 
County were aware of and had the information to apply for ERA1. UW also assisted the 
citizens and landlord and/or utility company (Payee) throughout the registration and 
application process. 

CA designed the program administration process and broke down the application process 
into two phases: registration and application. Majority of the program administration was 
documented in a platform called CAPGMS, which was also designed and administered 
by CA. The registration phase consisted of an initial threshold review to determine 
eligibility based on rental location, household income, and COVID-19 hardship but was 
not documented in CAPGMS. If the applicant met the threshold, they received an 
invitation to proceed to phase two and complete the full application. Phase two was 
documented in CAPGMS. The application process consisted of collecting supporting 
documentation, written and verbal attestations, Payee information, and duplication of 
benefits verification as well as documenting a review process by CA. Payments were 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

made directly to the Payee. The option to pay the applicant directly, if the landlord or utility 
company was uncooperative, was allowable; however, IA was not aware of any such 
circumstance. If approved, the applicant’s name, Payee information, and amount due 
were sent to UW for payment. UW issued checks for approved applicants. 

UW and CA, combined, used four software applications for the activities related to the 
ERA1: 

1. Capital Access Program Grant Management Services (CAPGMS) – A 
management software program that was used by CA and UW to track, manage, 
and store documentation, information, and notes related to the application process. 
IA had read-only access to this software. 

2. HubSpot – A customer relationship management system, used by CA, to track 
communications from applicants, landlords, and utility companies. 

3. Homeless Management Information System (HMIS) – A local information system 
in which different agencies input housing and homeless services provided. CA 
uses HMIS to ensure that they do not approve an applicant for duplicate funding. 
UW is responsible for the input of the funding received by each approved applicant 
from the ERA1. IA had access to this software. 

4. QuickBooks – Accounting program, used by UW, to manage ERA1 funds received 
from the County and paid to an approved applicants’ Payee. 

Report No. 2022-03 7 



  
 

 

 

 
 

 

 

 
 

 
 

  

EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBJECTIVE, SCOPE AND APPROACH 

The objectives of this audit were to determine compliance with: 
 Section 501 and the FAQs; and 
 the County Agreement. 

The scope included reviewing a random sample of approved and funded applicants, 
landlords, and utility companies. 

On April 21, 2021, the County provided UW with a portion of the ERA1 funds to disburse 
to approved applicants. The first applicant was funded on April 29, 2021. IA received read-
only access to CAPGMS on June 24, 2021, and reviewed a total of 96 approved 
applications, as of February 28, 2022 there had been 1,996 applications funded. During 
our review, we had open communication with the County Administration, UW, and CA to 
update them on our observations. Due to the nature of the observations and the 
anticipated start of ERA 2, after reviewing 40 funded applicants, we discussed our 
observations with County Administration then distributed an interim report to the County 
Administration as well as the Commissioners on October 5, 2021. The County agreed 
that UW and CA should improve their processes to mitigate the identified risks. In the 
continuation of applicant reviews, IA agreed, as requested by the County Administrator, 
not to report on the same issues originally found until sufficient time was given to UW and 
CA to implement improvements. It was determined that September 1, 2021, would be 
sufficient time. IA continued to review the remaining 56 funded applications. Of the 56 
applications, there were nine applications submitted after September 1, 2021. 

In this report, in addition to the observations reported in the interim report, we provided 
updates to those observations. We also identified two additional observations, number 
eight and nine. 

Report No. 2022-03 8 



  
 

 

 

 

 
 

 
 

 

 

 

 

 

 

 
 

 

 
 

EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OPPORTUNITIES FOR IMPROVEMENT 

OBSERVATION 1 – Supporting Documentation and Notes Should be Retained in 
Accordance with the Regulations 

IA observed that 1) documentation, which related directly to the determination of eligibility 
during the registration process was not maintained in the CAPGMS software; 2) 
documents in CAPGMS could be replaced at any time and were not recoverable. 

The registration process was a key step in determining an applicant’s initial eligibility 
based on the information provided by applicants including, but not limited to, income and 
household size. CAPGMS did not have registration documentation obtained or 
correspondence exchanged during the initial registration process. 

We found one applicant who was originally considered ineligible because the applicant 
exceeded an income threshold initially then was changed to eligible without adequate 
documentation or narrative in CAPGMS. Capital Access stated that there is another 
application called HubSpot which may contain additional communication that would 
explain the registration process outcome. HubSpot is designed to track communications 
from applicants, landlords, and utility companies. 

IA also observed one occasion in which one of the applicant’s supporting documents was 
replaced by another document after the applicant was funded. We found that an 
unspecified user of CAPGMS had replaced an original landlord affidavit with a different 
affidavit that omitted information on the original one after the applicant was funded. CA 
stated that they “clean up” files and only keep the most up-to-date or relevant 
documentation. It is unknown how many documents have been replaced after 
applications were funded. 

UPDATE: At a meeting on March 22, 2022, the CA UWMC CAP 
Management Lead stated that the applicants have the system permission 
to add and replace documents during the application process and CA could 
not recover those documents. CA informs applicants that they are not 
supposed to upload over documentation but that they should add additional 
documentation to a specified area. 

The CA UWMC CAP Management Lead also stated that the applicants’ files 
are locked when the contract is signed and funding is approved. 

We would like to emphasize the following:  

1. UW and CA are required to maintain all records according to FAQ, the Public 
Records Laws, and the County Agreement and be able to produce them upon 
request. 

2. Florida has robust Public Records Laws. All documentation obtained and 
correspondence exchanged are subject to Florida Public Records Laws, thus there 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

should be a clear understanding regarding what types of records exist and in 
whose custody they are maintained, either the County management, UW, and/or 
CA. 

3. If the existing supporting documents were sufficient as supporting documentation, 
they should not be replaced after funding applicants. 

FAQ #1 states: 
“In all cases, grantees must document their policies and procedures for determining a 
household’s eligibility to include policies and procedures for determining the 
prioritization of households in compliance with the statute and maintain records of their 
determinations.” 

The General Records Schedule #422 states: 
“This record series documents the activities and administration of grant funded 
programs, including the application process and expenditure of grant funds. The 
series may include, but is not limited to, grant applications; notifications to applicants 
of award or denial of grant funds; contracts; agreements; grant status, narrative and 
financial reports submitted by recipient agencies; and supporting documentation. For 
grantor agencies, grant cycle completion has not occurred until all reporting 
requirements are satisfied, and final payments have been received for that grant cycle. 
For grant recipients, project completion has not occurred until all reporting 
requirements are satisfied, and final payments have been made or received.” 

County Agreement Section 4.C. states: 
“Any term or condition herein imposed upon the [United Way] is equally applicable to 
any and all sub-subrecipients…” 

County Agreement Section 24 states: 
“If, under this Agreement, [United Way] is providing services and is acting on behalf 
of COUNTY as provided under §119.011(2)” Florida Statutes, [United Way] shall: 

1. Keep and maintain public records required by COUNTY to perform the 
service..." 

Florida Statute 119.0701 (2)(b) states: 
"A provision that requires a contractor to comply with public record laws, specifically 
to: 

1. Keep and maintain public records required by the public agency to perform the 
service." 

A memorandum was issued on August 19, 2021, from the Chief Executive Officer of 
United Way of Marion County (CEO-UW), the Chief Executive Officer of Capital Access 
(CEO-CA), and CAPGMS System Designer to the County’s Administrator, Assistant 
County Administrator, and Executive Director of Administrative Services (Exhibit A) 
(UW/CA Response Memo). The UW/CA Response Memo stated: 

“For [Capital Access] to succeed at the scale and time frame as specified by the 
U.S. Congress and U.S. Treasury, then the CAP Team needs to be held 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

accountable to the U.S. Treasury ERA1 rules and not be over-burdened with the 
State of Florida and Marion County rules that appear to reflect more rigorous U.S. 
Department of Housing and Urban (HUD), rather that U.S. Treasury subsidy rules.” 

“It was our priority for documents uploaded by applicants and landlords to be the most 
accurate and current. Inappropriate and old documents were frequently overwritten 
with more appropriate documentation. It was not our priority to retain documents that 
were replaced.” 

Regardless of the funding source, the County and its subrecipients are subject to the 
Public Records Laws. When subcontractors do not comply with Florida’s Public Records 
Laws and the FAQ, it creates a potential risk and liability for the County.  

Please see observation 2 for further discussion. 

UPDATE: In an email in April 6, 2022, The Capital Access UWMC CAP 
Management Lead stated, “… an Applicant registers for the program, they 
are required to provide their household size and annual income. No 
documentation is gathered during registration. Based on the information the 
Applicant provided, CAPGMS compares the stated income, household size, 
and the current area median income for Marion County, as published 
annually by HUD. CAPGMS will automatically identify that the Applicant is 
over income. As part of the process, Case Managers for the program will 
attempt to reach the Applicant to validate the annual household income, 
prior to failing the file for being over income.” 

Management Response: See Exhibit B 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBSERVATION 2 – Adequate System Internal Controls are Required for Integrity 
and Availability of the Data 

As discussed in Observation 1, we observed that a document could be replaced after the 
applicant was funded. We subsequently learned that the following system control 
weaknesses existed in CAPGMS: 

 CAPGMS did not have the capability to “lock” an applicant’s file when the applicant 
was funded. (Applicant's and landlord's accesses were locked out, but Case 
Managers and Quality Control personnel still had editable access.) 

 There were no separate permission levels. (IA was originally given editable access 
but as the auditor, we had to refuse such access. CA subsequently provided read-
only access for IA.) 

 CAPGMS did not have system audit trails to demonstrate who logged in, who 
uploaded, or who modified files, etc.  

 Once a file was uploaded in a particular location where there was an existing file, 
the existing file was overridden and not recoverable. 

Objectives to establish system internal control include integrity and availability of data. 
For integrity and safeguarding of information against improper modification or destruction, 
it needs to ensure nonrepudiation and authenticity. Availability means that data, reports, 
and other relevant information are readily available. (Standards for Internal Control in the 
Federal Government) 

The best practice for system internal control is to apply the principle of least privilege and 
to limit system privileges to only those needed for a user to complete tasks. (National 
Institute of Standards and Technology, a division of U.S. Department of Commerce) 

There are risks of improperly modifying data (on purpose or by mistake), not being able 
to identify who took what actions, thus creating a concern for reliability of data, and being 
out of compliance with the Florida Public Records Law if documents were replaced and 
not recoverable. 

Update: Upon addressing these concerns, the UW/CA Response Memo 
included an action plan. CA stated that creating separate permission levels 
“will negatively impact the effectiveness and efficiency of application 
processing.”  

On September 2, 2021, CA demonstrated that CAPGMS was enhanced 
with audit trails. Each audit trail identified a user and what actions were 
taken with a time stamp. The CEO-CA stated in a meeting on July 23, 2021, 
staff would receive training on how to properly document activity to the 
applicant’s status, as well as the importance of doing so.  

Audit trails will deter and detect improper or unnecessary document 
replacements. There is a residual risk that, should it happen, replaced 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

document(s) are unrecoverable as an applicant’s file remains editable after 
funding. It is recommended that the County determine whether the residual 
risk is acceptable or explore mitigation strategies.   

Management Response: See Exhibit B 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBSERVATION 3 – Assistance Should Only be Provided to Eligible Applicants 

Three UW employees involved with ERA1 activities applied for and were approved for 
ERA1 funding. IA discovered that the UW ERA1 Program Manager was funded for rental 
assistance. When discussed with the CEO-UW, he was aware of two other UW 
employees that also applied and were approved for funding. He intercepted one of the 
payments before it was made to the applicant.  

County Agreement Section 29 states: 
"B. …SUBRECIPIENT certifies that no employee...who exercises decision making 
responsibility with respect to the Grant funds and SUBRECIPIENT's Program, is 
allowed to obtain a financial interest in or benefit from these activities... Specifically:... 
any person who is an employee... of SUBRECIPIENT..." 

CA and UW were not aware of the County Agreement's conditions in this regard. 

UW was noncompliant with the County Agreement in this regard.  

UPDATE: UW had advised CA of the criteria in the County Agreement. The 
CEO-UW agreed and and took appropriate action. 

At a meeting on March 22, 2022, the CEO-UW and the Executive Director 
of Administrative Services stated that staff received training to inform them 
they are ineligible for funding through the ERA1 but could be eligible for 
funding through other programs. 

Management Response: See Exhibit B 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBSERVATION 4 – ERA1 Funds Should be Maintained in an Independent
Account 

CEO-UW stated that the ERA1 funds were deposited to and disbursed from the same 
account previously used for Coronavirus Relief funds, a grant provided through the 
Community Services Department. 

FAQ #42 states: 
“May a grantee provide ERA1 funds to another entity for the purpose of making payments 
more rapidly? 
To speed the delivery of assistance, grantees may enter into a written agreement with a 
nonprofit organization to establish a payment fund for the sole purpose of delivering 
assistance using ERA1 funds while a household’s application remains in process. A 
grantee may use such a process if: … 

 The nonprofit organization deposits and maintains the ERA1 funds in a separate 
account that is not commingled with other funds.” 

County Agreement Section 21: 
“DEPOSIT AND COMMINGLING OF GRANT FUNDS. 
…SUBRECIPIENT shall not commingle the Grant funds, or any portion thereof, with funds 
from any other source.” 

County Agreement definition of Grant, “The grant from the COUNTY to SUBRECIPIENT 
of a portion of the ERA1 funds.” 

CEO-UW stated that the previous Coronavirus Relief funds program had been completed 
for quite some time; however, the QuickBooks report provided to IA displayed a positive 
balance and activity up to a day before the first ERA1 deposit.  

UW and the County were out of compliance with the Treasury for financial record keeping 
of the ERA1. 

Update: CEO-UW provided adequate documentation to support the 
separation of ERA1 funds into a designated account for ERA1. 

Management Response: See Exhibit B 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBSERVATION 5 – Appropriate Follow-up Should be Conducted and Documented 

CA did not appropriately follow-up regarding discrepancies or questionable supporting 
documentation. IA noted that there were: 

 expired leases or prospective payments for leases that would expire during the 
funding term; 

 additional names in the household not included on the application and/or income 
determination; 

 income that could not be reconciled; and 
 a refund due to UW from a landlord that was not received. 

FAQ #1 states: 
“…In all cases, grantees must document their policies and procedures for determining 
a household’s eligibility to include policies and procedures for determining the 
prioritization of households in compliance with the statute and maintain records of their 
determinations. Grantees must also have controls in place to ensure compliance with 
their policies and procedures and prevent fraud. Grantees must specify in their policies 
and procedures under what circumstances they will accept written attestations from 
the applicant without further documentation to determine any aspect of eligibility or the 
amount of assistance, and in such cases, grantees must have in place reasonable 
validation or fraud-prevention procedures to prevent abuse.”  

The County did not initially provide policies and procedures, regarding the circumstances 
in which relying on a written attestation was acceptable which was required by treasury 
guidelines. 

The UW/CA Response Memo stated that: 
“Capital Access understands the need to comply with federal regulations and 
guidance. [ERA1] is highly unusual, compared with other CARES Act and HUD 
programs, in that U.S. Treasury regulatory guidance: 

 Strongly encourages grantees to minimize documentation requirements, and 
 Requires applicant attestations when documentation is insufficient or missing. 

The CAP Program Design clearly states that “Case Managers make three (3) attempts 
to obtain the requested documentation regarding income, financial hardship, risk of 
housing instability, proof of residency, lease, and utility bill(s). After three attempts, we 
use the documentation we have received, if any, and rely on attestations when 
necessary. 

A. We acknowledge the need for CAPGMS staff to add salient notes to CAPGMS 
to explain important situations and changes in the status of an application, and 
to describe decisions made by Case Managers and Quality Control Managers, 
as detailed in the program's Job Aids. 

B. As specified in our memo submitted on August 5, we are addressing this issue 
with targeted staff training to address more detailed recording of key notes that 
reflect the narrative and key decision points related to documentation and 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

verification reviews. CAPGMS Production leads will continue to monitor and 
support CAPGMS application intake, case management and quality control 
staff to improve notes that contribute to a more complete audit trail.” 

We commend the CEO-CA for acknowledgment that the CA staff should improve the 
notes provided in the CAPGMS software. 

We pulled additional samples after the stated training timeframe in the UW/CA Response 
Memo and found that one landlord was paid after the expiration date of the lease. The 
applicant had told CAPGMS the intention was to renew; however, there was not a 
documented conversation with the landlord attesting to a renewal option or an agreement 
to reimburse the grant funding on behalf of the applicant.  

Update: The Executive Director of Administrative Services stated in an 
email dated September 20, 2021: 
“At our August 20th meeting, Capital Access assured us they will be more 
diligent at collecting the required documentation and providing better notes. 
Based on recent FAQ, the county is comfortable moving forward accepting 
the self-attestation form for any information, as allowed by those guidelines. 
The expectation is that Capital Access will attempt to collect the required 
information from the applicant a minimum of three times and each attempt 
will be documented in the CAPGMS software. If the applicant is unable to 
provide the information, we will rely on the self-attestation form.” 

Management Response: See Exhibit B 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBSERVATION 6 – HMIS Requires Appropriate Data Entry 

The HMIS is a local information system in which different agencies input housing and 
homeless services provided. When utilized appropriately, HMIS access mitigates the risk 
of duplicate funding by allowing CA to perform a search to verify if other funding was 
awarded prior to approval of funding, and for UW to document funding provided to assist 
other agencies when performing duplicate benefit searches.  

IA noted that both CA and UW were not appropriately utilizing HMIS. 

CA’s documented procedures stated to “ask if the applicant received other benefits, if 
yes, verify in HMIS.” If the applicant answered no, the documented procedures did not 
prompt the case manager to check HMIS.  

UW did not enter or update the appropriate available information into HMIS. 
 Out of the 40 applicants we reviewed: 

o UW did not include a birthdate for 23 applicants. The remaining 17 had correct 
birthdates added previously by other agencies.  

o 40 applicants had incorrect income information. 
o 20 applicants had incorrect household size. 

FAQ #15 states: 
“…when providing ERA1 assistance, the grantee must review the household’s income 
and sources of assistance to confirm that the ERA1 assistance does not duplicate any 
other assistance, including federal, state, or local assistance provided for the same 
costs. Grantees may rely on an attestation from the applicant regarding non-
duplication with other government assistance in providing assistance to a household. 
Grantees with overlapping or contiguous jurisdictions are particularly encouraged to 
coordinate and participate in joint administrative solutions to meet this requirement.” 

The HMIS Data and Technical Standards state applicant’s date of birth is required to be 
collected by all projects when using the HMIS software. They also require income and 
sources for federal reporting. 

The HUD Exchange HMIS Data Standards states: 
“Income data should be entered in HMIS consistent with guidelines for calculating 
household income provided by a project funder, if such guidelines exist.”  

The UW/CA Response Memo stated: 
“When United Way of Marion County established the processes with HMIS for the 
CAP program it was determined that we would check in HMIS for existing assistance 
before assistance was given, and that assistance given would be entered into HMIS. 
There was never an expectation that the CAP program would be updating household 
size, household income or other data elements.” 

If HMIS was not reviewed for each applicant, there was an increased risk of CA approving 

Report No. 2022-03 18 
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duplicate funding for applicants. When HMIS was not updated with the necessary 
information, other users of HMIS cannot effectively confirm the identity of the individual 
and/or household that received funding. 

UPDATE: It was observed on the Verification Review Sheet that CA 
changed their procedure to include HMIS checks for all applicants.  

The UW/CA Response Memo stated that: 
“On 7/22/21 United Way was contacted by the City's Joint Office on 
Homelessness about missing date of birth and social security number data 
elements. These missing data elements were creating difficulty in 
completing duplicate case searches. While not a part of the original plan, 
the CAP program began entering date of birth information for all entries from 
that point forward and has retroactively entered additional dates of birth to 
assist the HMIS managers with duplicate case searches.” 

IA verified nine applications approved after September 1, 2021, there were 
no exceptions regarding the name and birthdate in HMIS.  

Management Response: See Exhibit B 
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EMERGENCY RENTAL ASSISTANCE PROGRAM (ERA1) 

OBSERVATION 7 – Utility Payments Should be compliant with the County 
Agreement 

A majority of the ERA1 applicants received prospective utility payments. 

The County Agreement states that prospective assistance for utilities was not eligible 
under Section 501. 

The nature of the program required the County to enter into an agreement with UW before 
having a full understanding of the Treasury guidelines. It was the County’s intention to 
align with the Treasury with regard to utility payments. However, the County Agreement 
did not authorize the County to provide prospective utility payments.  

Update: The Treasury allows for prospective utility payments. The County 
chose to rectify the observation by retroactively amending the County 
Agreement to align with the Treasury and allow prospective utility payments. 

Management Response: See Exhibit B 
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OBSERVATION 8 – Household Income Should be Calculated Consistently and in 
Accordance with the FAQs 

CA case managers and quality control managers did not accurately determine household 
income for some applicants by: 

 using incorrect calculations that were not in accordance with the Treasury 
guidelines; 

 not using the preferred method of documentation when it was provided; and 
 using W-2 as the total annual income of a person without verifying whether the 

person had other sources of income. 

FAQ #4 states: 
“grantees may choose between using the [HUD’s] definition of annual income… and 
using adjusted gross income as defined for purposes of reporting under Internal 
Revenue Service (IRS) Form 1040.” 

Supplemental Security Income (SSI) is included in the HUD’s definition of income but not 
the IRS adjusted gross income for Form 1040. According to the Capital Access Policies 
and Procedures, the Program Design and Scope of Work, the 2020 IRS Form 1040 is the 
preferred documentation. 

Acceptable methods to calculate annual income include the total household income for 
2020 or sufficient confirmation of the household income at the time of application. If 
income documentation received does not cover an annual timeframe, the provided 
documentation should be annualized based on the calendar year. The Treasury allows 
annual income attestation to avoid disruption of funding.  

CA should 1) use the preferred method of documentation before using other 
documentation provided and 2) not allow for households to receive funding, full or 
prorated, without disclosure of all household income. 

From the exceptions we found, there was one application that we could not verify if it 
would have changed the outcome while the others would have still fallen under the income 
threshold. The risk of funding being approved or denied erroneously remains if CA does 
not appropriately apply the acceptable income determination requirement.  

The CEO-CA should ensure that the case managers and quality control reviewers are 
adequately trained and know to determine annual household income consistently and 
accurately. 

Management Response: See Exhibit B 

Internal Audit Response:
The training and instruction provided on June 10, 2021, did not address the concerns of 
this observation. This observation did not apply to the availability of documentation. 
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OBSERVATION 9 – Assistance Should be Provided to Each Applicant Consistently 

Two applicants did not receive full eligible amounts.  

One applicant was approved for past due rent and prospective rent payments. The 
applicant’s monthly rent amount was $650 with the past due amounts of $150 per month. 
The applicant stated they had paid partial rent each month. Instead of $650 per month for 
prospective rents, CA approved $150 per month only. The applicant received $1,500 
(($650-$150)*3months=$1,500) less than the eligible amount.   

Another applicant was not approved for the full amount of the eligible utility payments. 
The applicant participated in Pay-As-You-Go and had an average monthly utility payment 
of $500; however, the applicant only received $200 per month in assistance from ERA1. 
A note from the CA representative stated that $200 was the cap for monthly utilities. We 
noted that this was the only applicant in our sample with a monthly utility amount cap 
applied while other applicants that participated in Pay-As-You-Go received over the cap 
amount in utility assistance. 

In response to our inquiry, CEO-UW responded that the program design was updated 
throughout the program and monthly caps were implemented “to ensure no over 
enrichment to any on[e] applicant over another”. The cap was applied to the Pay-As-You-
Go applicants only. Applicants that participated in the Pay-As-You-Go had a $250 cap for 
August and September and $200 for the rest of the months; however, the applicants who 
paid their utilities monthly were not subject to the cap. 

The CEO-UW provided IA with the program design dated September 14, 2021, but 
without IA knowing the implementation date, we could not determine if it was applied 
consistently after the implementation date. The determination of amount of assistance 
should be based on the documentation and applied consistently according to the policy.  

We raised a concern regarding the lack of County involvement when making a policy 
change. FAQ states that “[g]rantees must establish policies and procedures to govern the 
implementation of their ERA programs…” The County should be involved when the ERA 
program design changes as the program design functions as the policy. 

Management Response: See Exhibit B 
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EXHIBIT A 
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EXHIBIT A (CONTINUED) 
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Res p □ nse ta United Way/ Marian C□ unty COi/iD Assistance Pr□gram Audit 

Capita I Access P raj ect and Grants Man age m ent System 

Page 2 

August 5, 2021 

Last week, United Way requested Capital Ao:ess ta expand it r□ le in tw□ ways which will impr□-11e 

management □-11ersight : 

A. For the ,emairider of E IZA 1, Capita I A o:ess has di red management □-11e rs ight □f al I App I icat i □ n 

C□□ rdinat □ rs wh □ d □ in-pers □ n applicati □ n intake. The pre\/i □ us United Way Pr□gram Manager has 

been dis missed . Dayatra Cales, Capital Access Pr□ ducti □ n Lead far CAP and Gia Da\/ila, Deputy 

Pr□ ducti □ n Lead, are super\/is ing all in-pers □ n applicati □ n in-take in additi□ n ta □ \/ersight □f re mate 

case managers and quality central managers. 

B. For EIZA2, United Way has directed Capital Access ta manage □ utreach and marketing, applicati □ n 

intake, cust □ mer s e r\/i ce, \/erifi cat i □ n re\/ iews, grant agre em ent gene rat i □ n, payments, and rep □ rt ing. 

The additi □ n □f managing payments directly pr□\/ides a sec□ nd □ pp art unity far a quality central re\/iew 

by □ ur Finance Staff separate fr□ m Quality Central Managers. 

CAPITAL Access is de\/ el □ ping a news taffing p I an ta p r□ \/i de m □ re □ n-s it e staff far fun ct i ans I ist ed ab □\le. 

3 . '!'re United Way employees are considered ''Case Manageis"withinCAFGMS ani have the same 
leV!i!l of access as the Ca.pi ta.l Access employ,;! es . 

Since Jufy" 28, Capital Access has taken □\/er daily management and □\/ersight □f Applicati □n Intake 

C□□ rdinat □ rs empl□yed by United Way. All their w□ rk is n □w super\/is ed by CAPGMS Pr□jed Leads, n □ t 

the pre\/i □ us pr□gram manager wh □ was terminated. 

All □fthe data entry w□ rk pr□\/ided by the UW Applicati □ n C□□ rdinat □ rs is re\/iewed by CAPGMS 

Pr□ ducti□ n Leads as a quality central measure. 

ForEIZA 2: Capital Access will determine which □fthe UW Applicati□ n C□□ rdinat□ rs ha\/ethe 

capacity ta remain an the CAP jab gi\/en the re-□ rganizati□ n □f □ n-s ite s er\/ices that include 

□ utreach and marketing, in-pers an applicati □ n intake and f□ ll □w-up cust □ mer ser\/ice. 

ForEIZA 2, all □ n-s ite staff will be empl □yed by Capital Ao:ess ands er\/e under direct management 

□f Capital Access Pr□ ducti □ n Leads . 

Th is new □ n-s it e staff wi II be gi\/en the fu 11 range □f training, access ta SO Ps and related precess ing 

res □ urces and Quality Central and management supp □ rt as all □ther80 case managers em played by 

Capital Access nati □ nwide . 

4 . CAPGMS does not have the system audit traili to demonsha.te who logged in, wro uploaded, or 
w lo modified files , etc. 

ByS eptember 1, CAPGMS will ha\/e a timestam p and res p □ nsible party f□ rwh □ upl □ aded, m □ dified and/ □ r 

replaced a d □ cument in the Digital File Cabinet. All changes ta d □ cuments will be rec□ rded in the N □tes 

and Statuses secti □ n □f CAPGMS. This is an aut □ matic functi□ n generated by the system. 

CAPGMS tracks which d □ cument upl□ ads came fr□ m the Applicant, Landl □ rd, and CAPGMS Staff. 

S. On::e a file is uploaded in a particular location w rere there was an existirg file, the existil"lg file is 
oveni.dden and mt recoverable. 

ByS eptember 1, we will institute the f□ ll□wing pr□ t □ c □ I: 

A. Duririg the applicati□ n precess , applicants and landl □ rds upl□ ad □ riginal \/ersi □ ns □f d □ cuments fr□ m 

their res pecti\/e p □rtals. CAPGMS d□ es n □t all □w an applicant □ r a landl□ rd ta □\/erwrite an □ Id \/ersi □ n 

□fa d □ cument with a new \/ers i □ n fr□ m their respecti\/e p □ rtals. Tad □ s □, the applicant □ r landl□ rd 

must meet with a CAPGMS CM □ r QC in-pers □ n and the CAPGMS Staff pers □ n must upl □ ad a new 

\le rsi □ n □f such a d □ cume nt. 
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EXHIBIT B 
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