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Purpose

* This presentation aims to inform LROs on how to submit
payment requests.

* This document should be kept as reference for LROs - LROs
will be emailed with link to location of presentation.

* Please Note: The EFSP policies described in this document
are updated in accordance with the following:
 EFSP Phase 35 Responsibilities and Requirements Manual

* The Phase 40 Responsibilities and Requirements Manual has not been
released by National




Emergency Food & Shelter Program (EFSP)

Overview
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EFSP Overview

 EFSP funds are Federal funds made available through the
U.S. Department of Homeland Security’s Federal Emergency
Management Agency (FEMA).

 The EFSP funding is open to all organizations helping hungry
and homeless people. EFSP funds must be used to
supplement feeding, sheltering (including transitional
sheltering), and rent/mortgage and utility assistance efforts
only.
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EFSP Overview

 The Emergency Food and Shelter Program (EFSP) was
created in 1983 to supplement and expand the work of local
social service agencies, both nonprofit and governmental, to
help people with economic emergencies (not disaster-related
[i.e., fires of any kind, floods, tornadoes, etc.] emergencies).

« EFSP funds are not to be used to provide emergency
assistance for circumstances that are the immediate result of
a disaster situation. EFSP funds may be used to provide
economic assistance in the long term, even if an earlier
disaster occurrence may have impacted the current
circumstances.
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EFSP Overview

* No individual, family, or household may be charged a fee for
service or be required to attend religious/counseling services
with relation to assistance received under EFSP.

 In accordance with the legislation, the National Board
encourages Local Boards, the decision-making local bodies,
to place special emphasis on identifying and assisting the
elderly, families with children, Native Americans, and

Veterans.




Ineligible Program Costs

e Cash payments of any kind

* Payments made in any form
other than a check, credit card,
or electronic payment

e Advances or reimbursements to
staff, volunteers, or clients for
program purchases

* Payments made more than
70 days after the
receipt/invoice or client intake
date

* Reimbursement to other LROs or
agencies (other than food banks)

* Bank fees, membership fees to
food banks, shopping clubs, etc.

* Deposits of any kind

* Administrative cost
reimbursement to state or
regional offices of governmental
or voluntary organizations

United



Ineligible Program Costs

e Use of administrative funds for
purposes other than
administering EFSP

* No meals/food, or beverages
may be purchased for EFSP Local
Board meetings with the
administrative funding

* Lobbying efforts

* Expenditures made outside
jurisdiction's spending period

* No pre-payment for expenses or
services not yet rendered or
incurred

* Telephone costs, salaries, or
office equipment by LRO, except
as administrative allowance

* Rental security deposit or
revolving loan accounts

* Payments for first month's
mortgage, or down payment on
mortgage

United ¥
Way =7
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Ineligible Program Costs

* Payment on home equity loan or
home equity line of credit

* Purchase/lease of real property
(land or buildings) of any kind

* Property taxes of any kind,
escrow accounts, insurance,
legal fees, or condo fees

* Late fees for rent, mortgage, or
utility assistance
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* Lease-purchase agreements or
equipment leases

* Routine maintenance of LRO
facilities

e Routine maintenance or service
contracts on equipment



Ineligible Program Costs

e Construction, rehabilitation, or
remodeling for expansion of
service

* Repairs of any kind to an
individual's home or apartment

* Supplies or equipment
purchases for an individual's
home or private use

* Transportation of people not
related to the direct provision of
food or shelter
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* Transportation to a relative's or
friend's home

* Gas or repairs for client-owned
vehicles, maintenance or repairs
to LRO-owned vehicles

* Emergency assistance for

C

C
f

isaster victims, supplies bought

for or in anticipation of a

isaster (i.e., fires of any kind,
oods, tornadoes, etc.)



Ineligible Program Costs

* Prescription medication, medical < Direct expenses associated with
supplies, or vitamins new or expanded services or to

« Clothing (except prevent closing
underwear/diapers for clients of * No payments on account

mass shelters, if necessary) e Meal costs above the normal

 An LRO may not operate as a daily basic meal cost
vendor for itself or other LROs, « Reserving or withholding funds

except for the shared in anticipation of a future need

maintenance fee for food banks Suool o fost .
. * Supplementing foster care costs
 Staff events/functions/meals of PP &

any kind

United ¥
Way =7
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HFUW’s Role & Responsibilities

HFUW & EFSP
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HFUW'’s Role & Responsibilities

* Heart of Florida United Way (HFUW) is the administrator for
EFSP funds in three jurisdictions:
« 168000 (Orange County)
* 168400 (Osceola County)
« 171800 (Seminole County)

 As EFSP administrator, HFUW is bound by the guidelines
provided in the EFSP Responsibilities and Requirements
Manual and all applicable addendums to the EFSP program
manual.

14



S HFUW?S Role & Responsibilities

For National Board purposes, a Fiscal
Agent is an LRO that maintains all EFSP
financial records for another agency
under a single grant.
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HFUW'’s Role & Responsibilities

 As EFSP administrator, HFUW is responsible for:
« Convening the Local Boards
« Keeping abreast of all EFSP policies and procedures
« Receiving and disseminating notification of available EFSP funds
« Managing the EFSP application process

« Managing data entry into the EFSP National website (including the
Board Plan, any Reallocation Requests, Interim Report and 2nd
Payment Requests, the Final Report, Variance Requests, managing LB
and LRO information, and updating the Local Board Roster)

* Monitoring EFSP spending and LROs

« HFUW is responsible for issuing all payments to vendors, with no
exceptions.

16 Heart of Florida United Way
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HFUW'’s Role & Responsibilities

HFUW Fiscal Responsibilities:

* Once payment requests have been received from the LRO,
HFUW will process and verify requests and process and
verify invoices submitted.

« HFUW will ensure payment requests submitted by LROs
are not duplicated across jurisdictions or across EFSP
phases.

* [f an LRO submits a payment request for Other Food and the invoice is
split between jurisdictions, HFUW will ensure the split occurs for the same
EFSP phase and that the total payment does not exceed the allowable
Invoice costs.

United
Way
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HFUW'’s Role & Responsibilities

HFUW Fiscal Responsibilities:

* No payment requests will be processed via
the EFSP@hfuw.org email.

* Any payment submissions that have errors will
be deleted and LROs will have to resubmit.

* The verification of payment requests is part of
HFUW’s ongoing LRO monitoring process.



mailto:EFSP@hfuw.org

How to Submit for Payment

Web Links & Forms
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Before you submit for payments

 LROs must select vendors whose requirements do not
conflict with EFSP requirements.

 LROs must provide a preference of vendors for, the purchase
or acquisition of goods, products, or materials produced in
the United States.

* Vendors must be able to provide a vendor-originated invoice
and must be able to accept an EFSP-acceptable method of
payment.

* |[f a vendor only accepts cash, they may not be used for EFSP-provided

services unless they agree to accept an agency check or other EFSP-
acceptable payment method.

20
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Before you submit for payments

* Phase 39 and ARPAR spending period ends on
December 31, 2023.

 LRO's MUST SPEND ALL Phase 39 and ARPAR FUNDS BY
December 31, 2023.

* Only the categories of Mass Shelter and Meals Served
can back bill to November 1, 2021.

* Only LROs who received funding for the categories of
Mass Shelter and Meals Served will be paid directly; for
all other categories, HFUW must make the payment to

United

the vendor. Way (O
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Process by Funding Categories

* https://secure.hfuw.org/epledge/EFN

* There are two processes:

1. Mass Shelter, Mass Feeding/Warm Meals, Other
Foods, Other Foods- Food Banks- There will be a link to be

able to upload payment requests.

2. Rent/Mortgage & Utilites- Client info entered into
MAACLink & a "packet" will be submitted to the
secure EHS@hfuw.org email.



https://secure.hfuw.org/epledge/EFN
mailto:EHS@hfuw.org
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Mass Shelter Notes

Mass Shelter Expenses

 Per diem allowance of exactly $12.50 per person per night for
mass shelter providers (five beds or more in one location).

« Supporting documentation (Sign-In Logs) must be retained on-site
by the LRO in accordance with the guidelines in the EFSP
National policies and procedures (at least 3 years).

 HFUW will process the payment reimbursement only if all invoices
and documentation are accurate and complete.

 Invoices must be submitted between November 1, 2021, and
December 31st, 2023

23




Mass Shelter Daily
Per Diem Log

LIVE UNITED

DAILY PER DIEM LOG

_Pllase Number:

LRO ID Number:
(9 digits)

https://secure.hfuw.org/epledge/EFN

Mass Shelter: https://www.surveymonkey.com/r/EFSPMassShelter

Except for the DV shelters, the street address must be provided.

Ensure the date is written as instructed for each day of the month, only one
month per log. Ensure the line totals, and the grand total is accurate. Notate
if the amount charged to EFSP will differ from the log totals.

For Payment: LROs must go to HFUW's website at above link to:
* Complete the online request form;
* Upload the Mass Shelter Daily Per Diem Log (only one month per log) and,
* Upload supporting documentation (service records and/or sign-in
logs corroborating the number of persons sheltered by date).

24

LRO Name

Street Address

City, State, Zip

Date
|(MonthiDatelYea

Number of
Clients Served

Per Diem Rate
$12.50

Total

g

[ TOtalr NUMDET OF
Cliantc

Grand Total

Per diem log must show 3 daily count. Sample per diem log and quidance are available on
EFSF website under Forms and listed on the dashboard under Final Report.

Heart of Florida United Way
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Emergency Food & Shelter Program - Phase 38
Mass Shelter Daily Per Diem Schedule
Local Board#: 1680
LRO ID &: 35
LRO Name: Harbor House of Central Florida, Inc.
Street Address: PO Box 680748
Orlando, Florida 32868
Please note : Enter only one (1) calendar month per schedule/log.
M S h I t D m I [MMI}‘::[E),’WI Numhse:r:fejllems Per Diem Rate Total
as S e e r a I y 01/01/21 57 12 50 71250
01/02/21 60 1250 750.00
- 01/03/21 59 12.50 737.50
Per Diem Log - Example =
g p 01/05/21 54 12.50 675.00
01/06/21 35 12.50 687.50
01/07/21 34 1250 £75.00
01/08/21 56 12 50 700.00
01/09/21 56 12.50 700.00
01/10/21 55 12.50 687.50
01/11/21 56 12.50 700.00
01/12/21 57 12 50 71250
01/13/21 56 12 50 700.00
01/14/21 52 12.50 650.00
01/15/21 55 12.50 687.50
01/16/21 50 12.50 625.00
01/17/21 51 12 50 637.50
01/18/21 31 1250 637.50
01/19/21 51 12.50 637.50
01/20/21 51 1250 637.50
01/21/21 48 12.50 £00.00
01/22/21 42 12.50 525.00
01/23/21 49 12.50 612.50
01/24/21 49 12 50 61250
01/25/21 45 12.50 612.50
01/26/21 49 12.50 612.50
01/27/21 48 12.50 600.00
01/28&/21 46 12 50 575.00
01/29/21 52 12 50 £50.00
01/30/21 48 12.50 600.00
01/31/21 43 12.50 600.00
25 Total & of Clients 1621 Grand Total 520,262.50 Heart of Florida United Way




i Mass Shelter
Submitting Request for Payment

Emergency Food & Shelter Program Payment Request: Mass Shelter

Before submitting any payment requests, please review all of the Emergency Food & Shelter Program (EFSP)
information provided on the Emergency Funds Network website, which includes the:

* EFSP spending periods;
« Most recent EFSP manual;
* EFSP allowable costs, limitations, and requirements for payments.

Please use this link to provide information for payments regarding the following EFSP category:
* Mass Shelter

Please Note

Please review your organization's payment request information and required documentation priorto
submitting this payment request. No payment details or follow up information for mass shelter, other shelter,
meals served, and other food will be accepted by email.

Your organization will be notified by email if your payment request has been approved or denied. If the
payment request has been denied, your organization is required to make all corrections and resubmit the
request through this website.

Any questions regarding EFSP may be sent to EFSP@hfuw.org.

Powered by
™ su rveyMonkey

See how easy it is to create a survey.
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Emergency Food & Shelter Program Payment Request: Mass Shelter

*1. EFSP Phase Number

[ 4

* 9. Jurisdiction (choose ong)

r
e

* 3. LRO Name & LRO#

‘ a

* 4, Month for Reimbursement (MM/YYYY)

* 5. Total Amount Applied to EFSP

Please Be Advised: The above month and year may only apply to one EFSP Phase. The total amount of
available EFSP funds will be applied to this request. If the amount of the request is more than the

Heart of Florida United Way



i Mass Shelter
Submitting Request for Payment

* 5. Total Amount Applied to EFSP

Please Be Advised- The above month and year may only apply to one EFSP Phase. The total amount of
available EFSP funds will be applied to this request. If the amount of the request is more than the
amount of available funds, the request may not be resubmitted to a different EFSP Phase.

If you have any questions about the amount of EFSP funding available to your organization, please
email EESP@hfuw.org prior to submitting your payment request.

* 6. Mass Shelter Daily Per Diem Log

Upload the Mass Shelter Daily Per Diem Log (only one month per log) showing the approved EFSP daily rate and
number of persons sheltered by date with totals.

Choose File Mo file chosen

* 7. Supporting Documentation

Upload the service records and/or sign-in logs corrobarating the number of persons sheltered by date.

Choose File No file chosen

Powered by
27 Heart of Florida United Way
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Meals Served — Mass Feeding

DAILY PER_ MEAL LOG

Phase Number: |
LRO ID Number: |
(9 digits)

City. State. Zip

https://secure.hfuw.org/epledge/EFN

Date Number of Meals | Per Meal Rate

[MonthiDate!Year Served ($3.00) Total

qu
s
{0

Total Number of Grand Total

Per meal log must show a daily count, Sample per meal log and guidance are available on

EFSP website under Forms and listed on the dashboard under Final Report.

28

Meals Served: https://www.surveymonkey.com/r/EFSPMealsServed
For Payment: LROs must go to HFUW's website above to:
 Complete the online request form;

e Upload the Meals Served Daily Per Meal Log (only one month per
log) showing the approved EFSP meal rate and the number of meals
served by date with totals; and,

* Upload supporting documentation (service records and/or sign-in
logs corroborating the number of meals served by date).

* The per meal allowance is exactly $3.00 per meal served for LROs
providing congregate meal services.

Invoices must be submitted within the spending period.

Heart of Florida United Way
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LIVE UNITED Meals Served — Mass Feeding
Submitting Request for Payment

Emergency Food & Shelter Program Payment Request: Meals Served

Before submitting any payment requests, please review all of the Emergency Food & Shelter Program (EFSP)
information provided on the Emergency Funds Network website, which includes the:

e EFSP spending periods;
s Most recent EFSP manual;
* EFSP allowable costs, limitations, and requirements for payments.

Please use this link to provide information for payments regarding the following EFSP category:
* Meals Served

Please Note

Please review your organization's payment request information and required documentation priorto
submitting this payment request. No payment details or follow up information for mass shelter, other shelter,
meals served, and other food will be accepted by email.

Your organization will be notified by email if your payment request has been approved or denied. If the
payment request has been denied, your organization is required to make all corrections and resubmit the

request through this website.

Any questions regarding EFSP may be sent to EFSP@hfuw.org.

Next

Powered by

e SurveyMonkey

See how easy itis to create a survey.

Emergency Food & Shelter Program Payment Request: Meals Served

*1. EFSP Phase Number

L 4

* 2. Jurisdiction (choose one)

I

* 3. LRO Name & LRO#

| -

* 4. Month for Reimbursement (MM/YYYY)

* 5. Total Amount Applied to EFSP

Please Be Advised: The above month and year may only apply to one EFSP Phase. The total amount of
available EFSP funds will be applied to this request. If the amount of the request is more than the

Heart of Florida United Way



LIVE UNITED Meals Served — Mass Feeding
Submitting Request for Payment

o TULAL Ao ﬁ|.J'»JLICU Lu L o

Please Be Advised: The above month and year may only apply to one EFSP Phase. The total amount of
available EFSP funds will be applied to this request. If the amount of the request is more than the
amount of available funds, the request may not be resubmitted to a different EFSP Phase.

If you have any questions about the amount of EFSP funding available to your organization, please
email EFSP@hfuw.org prier to submitting your payment request.

* 6. Meals Served Daily Per Meal Log

Upload the Meals Served Daily Per Meal Log (only one month per log) showing the approved EFSP meal rate and
the number of meals served by date with totals.

Choose File No file chosen

* 7. Supporting Documentation

Upload supporting documentation (service records and/or sing-in logs corroborating the number of meals served
by date).

Choose File No file chosen
Prev Next
30 - - Heart of Florida United Way




LIVE UNITEDE . Other Food Notes

Other Food (Food Purchases for Food Banks/Pantries and
Other Food Providers)

* Includes the purchase of food, food vouchers, and gift

%ertifig;ates for food (gift certificates must be marked “Food
nly™).

* Only food banks may operate under EFSP as both a
vendor and an LRO.

31
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Other Food Notes

 The purchase of food (hot meals, groceries) and dessert items (e.g.,
cookies, snack food, candy, etc.) used as a part of a daily meal plan may
be purchased in limited amounts.

* For Gift Cards Orders: Upload the unpaid gift card order form. Note: Gift
cards are eligible only if they can be marked/encoded “Food Only”, “Food &
Diapers Only” or “Food, Diapers & Feminine Hygiene Items Only”. The same
applies for food vouchers and gift certificates. There must be an agreement
with the vendor that food, food and diapers only or food, diapers and
feminine hygiene items only will be allowed, and no cash will be returned to
clients.

United ¥
Way =7

Heart of Florida United Way
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: 1§ Other Food Notes

Other Food

* LROs must submit dated unpaid invoices for food
purchased.

» Unpaid invoices no more than 70 days old must be
submitted to HFUW for payment.

 HFUW must issue the payment directly to the food vendor
within 90 days of the invoice date.

33
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Other Food

* https://secure.hfuw.org/epledge/EFN

* Other Food: https://www.surveymonkey.com/r/EFSPOtherFood

* For Payment: LROs must go to HFUW's website above to:
* Complete the online request form; and,

* Upload dated and detailed unpaid invoices that are no more than 70
days old.

34
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ma — Other Food
Submitting Request for Payment

Emergency Food & Shelter Program Payment Request: Other Food Emergency Food & Shelter Program Payment Request: Other Food
Expenditures Expenditures
Before submitting any payment requests, please review all of the Emergency Food & Shelter Program (EFSP) * 1 EFSP Phase

information provided on the Emergency Funds Network website, which includes the:

* EFSP spending periods; I:l

e IMost recent EFSP manual;
« EFSP allowable costs, limitations, and requirements for payments.

* 2. Jurisdiction
Flease use this link to provide information for payments regarding the following EFSP category:

+ Other Food Expenditures | #‘
Please Note
Please review your organization's payment request information and required documentation priorto *3 LRO Name & LRO%=

submitting this payment request. Mo payment details or follow up information for mass shelter, other shelter,
meals served, and other food will be accepted by emalil. |

Your organization will be notified by email if your payment request has been approved or denied. If the
payment request has been denied, your organization is required to make all corrections and resubmit the

request through this website. 4. Invoice Date

Any questions regarding EFSP may be sent to EFESP@hfuw.org.
Enter the invoice date below, which should not be more than 70 days older than today's date.

Date
Next

Powered by

d‘} SurveyMonkey

See how easy itis to create a survey.

* 5. Invoice Number

35 Heart of Florida United Way




LIVE UNITED ther Food
Submitting Request for Payment

* 7. Total Invoice Amount

* 8. Total Amount Applied tc EFSP (for food costs only)

Please Be Advised: The purchase of food (hot meals, groceries) and dessert items (e.g., cookies, snack
food, candy, etc.) used as a part of a daily meal plan may be purchased in limited amounts. The

purchase of gift certificates for food (gift certificates must be marked “Food Only”, "Food & Diapers
Only" or Food, Diapers & Feminine Hygiene Itams Only™).

HFUW will issue the payment directly to the food vendor within 90 days of the invoice date.
The above request may only apply to one EFSP Phase. The total amount of available EFSP funds will be
applied to this request. If the amount of the request is more than the amount of available funds, the

request may not be resubmitted to a different EFSP Phase.

If you have any questions about the amount of EFSP funding available to your organization, please
email EFSP@hfuw.org prior to submitting your payment request.

* 9. Unpaid Invoice or Gift Cards Order Form

Upload the unpaid, dated vendor invoices for food purchases only or the unpaid gift card order form.

Choose File No file chosen

Fowered by

36 ™ SurveyMonkey Heart of Florida United Way

see Now £asy I 1S T0 Create a survey.




0100 Second Harvest Food Bank of Central Florida
411 Mercy Drive Page 1 of 1
Orlande, FL 32805
® Tel: 407-295-5009
Bgency Nooihes Bhanch: [407)644-T503 ] _ rd
l I v E u N I TE D Heather Petrusky Inveoice Mo 620549
Jewish Family Services Of Greater Orlanda Order Date: 08/11/2021
1 2100 Lee Road , Suite A . Pickup Date: 08M&2021
Winter Park FL 32788 ) 2 Pickup Time: B:00 am
.'5? Ship Wiz 111 Delivered by Universal Truck
Product =Weight- BShared Maintenance —Cost—
Reference Description Stora Quantity  Unit Total Lk Total _LUnit M
er Food (Foo et - —
FUR-1148  Potatoes Mix Au Gratin 12-4.Toz was Dry 10,00 ¥ G500 $0.00 $0.00 $BTE  FAT.60
pur-82
P u rC h a S e S fo r' M a S S PUR-1162  Beans Finto Low Sodium 24-15 50z Cry 3 400 27 10800 30.00 000 1277 $51.08
=PUR-1111
. PUR-1226 Beans Black Low Sodium 24-150z = Diry 400 27 108.00 $0.00 3000 $1277 %5108
PUR-1315
F e e d | n g ) PUR-1258 Vegstables Mixed No Salt 24150z = Dry 600 27 16200 $0.00  S000 $1877 $112.62
PUR-689
. PUR-213  Peaches Sliced 121502 Light Syrup = Diry 10.00 14 142.00 50.00 000 31035  $103.50
Pur-ga
Invoice Example MM oomestmd e iiie Dy MO0 f 0 WM gam gose oo
PUR-285  Pear Halves in Light Syrup 121150z Dry 000 12 12000 $0.00 $0.00 $10.49  $104.90
=PUR-1227
. ' . : : PUR-320  Milk 1% Shelf Stable 12/32az Cartons Cry 10.00 24 24000 50.00 §0.00 $17.23  $172.30
1: Ensure your LRO's name is on the Invoice PUR-342  Jelly Grape "Plastic Squeeze" 12/200z Doy 8.00 15 96.00 E0.00 $0.00 F11.45 $EB.94
=PUR-2342
PUR-452 Jelly Strawberry Squeeze Battle 12190z Diry 6,00 15 90,00  §0.00 $0.00 511.49 $65.04
2: Ensure the pickup date is no more than 70 PUR-515  Cereal Crispy Rice 14/120z = PUR-1287 Dy 10,00 1 105.00  $0.00 $0.00 S1B.03  S180.30
PUR-B1 Spaghetti Sauce Low Sodium 241502 = Dry 10,00 27 270,00 $0.00 $0.00 51832 S183.20
days old. PUR-838
PUR-8125 Soup Tomato 24-10.50z = PUR-1301 Dy 10.00 16 158,00  $0.00 $0.00 $1252 $12520
PUR-9142 Pasta Spaghetti 20-160z = PUR-829 Dory 10.00 21 210,00 50,00 3000 $11.4%  $114.90
. . . . . . PUR-929 Mac & Cheese Dinner 24-7.250z Cry &6.00 13 T5.00 S0.00 50.00 59.28 555.56
3: Review the invoice to identify the costs of PUR-935  Peanut Butter Creamy 12-180z = Pur-825 Dry 1000 16  180.00 $0.00  $O.00 $20.23  $202.30
only the food items. PUR-2440  Tuna Chunk Light in Water 48-50z Pop Top Ory 1000 20 200,00 $0.00 $0.00 %2801 520010
PUR-2467 Fasta Elbow Macaroni 20-1602 =PUR-824 Dry 4,00 2 8400 $0.00 $0.00 §11.48 4502
PUR-5508  Soup Cream of Mushroom 24-10,50z Dry 10000 16 158.00  $0.00 F000 1191 $119.10
=PUR 818
4: Ensure the amount charged to EFSP matches 00 T 000 YT
is less than the total cost of food items L i
or i . TEFD-218  Pork, Canned 100133 Dry 400 43 172.00 50.00 S0.00  S0.00 $0.00
TEFO-228  Applesauce 100207 Dry 1000 27 27000 $000  SOO0 S0.00  $0.00
14.00 442 $0.00 30.00
Invoice Taotals: 170 3,123 $0.00 32 238.94
TOTAL CHARGES: $2,238.94
4 &P Fhase 357
Amount Owed: 5223894 —7 {388y
37 - _;I‘"II — f = I === | Heart of Florida United Way




Other Food -
Food Banks as Vendors

LIVE UNITED

* FOR SECOND HARVEST ONLY
* https://secure.hfuw.org/epledge/EFN

 Other Food - Food Banks: https://www.surveymonkey.com/r/EFSPFoodBanks

* Food Banks can be both LROs directly serving clients and vendors to other
LROs.

* Therefore, Food Banks can receive direct payment if LRO's purchase food
items from them.

« Submitting monthly or bi-monthly requests for payment will assist
in smooth processing of paperwork (70-day invoice rule).

38
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0100 S2cond Harvest Food Bank of Central Florida

411 Mercy Drive Page 1 of 1
Orlando, FL 32805

Tel: 407-2893-3008 Fax: (407) 293-5239

LIVE UNITED

Apency Mo, OE1049 Fhones. (407)402-6568

Invoice Ma: G028548

eriats.
Pickup Date:

1415 W. Caniral Ehd.
1 (Heart 2 Heart Bidg. 2
Orlande FL 32805

03MaM2021

Ship Via: **Dock 3

Product ~Walght-  Shared Malntsnance R L
Raferenceé  pgacription storags Quantity  Unit Total  iLhb Total  Unit Tatal
Other Food (Food T
L4 Aszomed Fresh Produce Refrigerated 538.00 1 535.00 E0.00 ¥0.00 ¥0.00 ¥0.00
P U rch ases for Food 3 538.00 538 30.00 30.00
Local Donations
. M- Azzored Ory Food Try 21.00 1 2100 30.18 $300  S0.00 50.00
B a n kS/ Pa n tr| eS a n d MIX-10 szzored Ory Salvage (Mo SM) Ory 55.00 1 88.00 30.00 5000 30.00 50.00
MIX-5 ssorted Non Food hems Dry 105.00 1 105.00  30.00 5000 S0.00 50.00
Other Food Providers) —
Purchase Food
. PUR-1312  Baans "Dry” Black 24-180z = Pur-1324 Dry 1000 25 25000 S0.00 5000 S1501  S150.10
I n VO | Ce Exa m p | e PUR-E1Z2  Rice White §-5 Dy 10,00 ] 31000 .00 5000 850  $185.00
FUR-35  Fesnut Sutter Creamy 12-180z = Pur-325 Try 000 18 160.00  30.00 5000 52085 520850
PU_G PG Dry 1.00 0 0.00  30.00 $000  S0.00 £0.00
1: Ensure the name of the partner agency is on 31.00 720 30.00 sE2260
. . . ’ Retail Store Program
the invoice and that it matches the agency’s RSP-1 Aszorted Bakery Refrgerated  400.00 1 40000 30.00 3000  $0.00 50.00
name on the Spreadsheet REP12 Aszored Meat and Frozen Products Frozen 127.00 1 12700  ®D.18 32413 .00 E0.00
’ 53600 535 52413 50.00
Second Harvest Local
. . BP14207  Assorted Bread Products Dry 123.00 1 123.00  $0.00 5000 S0.00 50.00
2: Ensure the pickup date is no more than 70 = = = =
TEFAP Orange P1
days old. TEFO-315  Epgs Fresh Medium Grade A 100938 Refrigerated 1000 23 23000  $0.00 5000 S0.00 50.00
EFC-341  Fresh Milk 2% Aefrigarated 1000 43 43000 $0.00 5000 S0.00 50.00
. . . . . . 20.00 850 £0.00 50.00
3: Review the invoice to identify the costs of ot aa0 e —h o
only the fooditems. | e e — T —
LESS Grant: 500554 COVID18 - Orange 2021 M : 528.12
LESS Grant: 500548 EFSP Orange County Phase 33 : 5261.80
4: Ensure the amount Charged to EFSP matches 4 LESS 784 on 513021 5100.00
or is less than the total cost of food items. LESS TEenZmEro  SEDEE
Amount Cwed: 58174
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PHASE:

Other Food — Food Banks as

Vendors

LRO Name:

LRO ID (9 digits):

Spreadsheets alone are not sufficient. Documentation must be
maintained, retained and submitted to HFUW to support all
expenditures made with EFSP funds.

OTHER FOOD EXPENDITURES - FOOD BANKS

Only Food Banks acting as vendors to other LROs should use this form

Member Agency Name

Invoice/Receipt Date

(MM/DD/YY)

Invoice/Receipt Number (If no number,
enter NfA)

Invoice/Receipt Amount EFSP Portion of Check Amount

Heart of Florida United Way



Emergency Food & Shelter Program - Phase 38
Other Food Expenditures - Food Banks

Local Board#: Orange (168000)
LRO ID #: 022
LRO Name: Second Harvest Food Bank of Central Florida
Street Address: 411 Mercy Drive, Orlanda FL 32805
Invoice /Receipt
Invoice/Receipt Date Mumber Invoice/Receipt | EFSP Portion of
Member Agency Name (MM/DD/YY) (If no numhber, enter Amount Check Amount
N/A)
Howuse of Prayer and Praise 3/16/2021|602255E 454 15 522042
Ot h e r F o o d ( F O O d 5t. Vincent De Paul/St. John Vianney 3/18/2021|6024238 5838.94 5249.1%
Shepherd Vision Missionary, Inc 3/18/2021|6028548 455172 526180
Real Life Christian Church - Orange 3/19/2021|603041B %357.66 5278.83
u rC a S e S O r O O Hope Community Center Farmworker M 3/23/2021(6031178 4683 64 527199
St. Peter the Apostle Coptic Orthodox C /232021 6034308 5112585 524520
- Beracah |1 SDA 3/24/2021(8030838 $906.52 4242 35
Ba n kS/Pa ntrleS a nd (One Heart for Women & Children 3/25/3021|6031008 5106357 524117
Freedom Fellowship, Inc. 3/25/2021|6038338 4645 64 525547
" Coalition for the Homeless of Central FI4 3/26/2021(6041278 479622 522880
Oth e r F OOd P rOVI d e rS ) — Catholic Charities of Central Florida, Inc 3/20/2021|6040258 510,028.86 44,945 .08
Orne Heart for Women & Children 4/1/2021|6042828 478412 4280.15
Shepherd Vision Missionary, Inc 4/1/2021|6050078 2573.0% 524805

Spreadsheet Example — |- e s

Hope Community Center Farmworker M

First Brazilian Baptist Church of Orlando 4/9/2021|6057228 51,517.43 5367 .56
Joy Metropelitan Community Church 4/13/2021(6050148 51,108.79 550542
Hope Community Center Farmworker M 4/12/2021|6060068 SEE7.00 526588
ICHA 4/13/2021(6059228 %1,015.15 4507.50
Episcopal Church of 5t. Jlohn the Baptist 4/13/2021(6059368 51,034.36 451718
Revelations II, Inc. 4/13/2021|6061336 $515.08 £210 65
Sanctuary at Conway Church of God 4/14/3021|604294B 93234 546237
lewish Family Services of Greater Orlan 4/14/2021|6061198 47598 A9 531660
Bethel SDA Church 4/14/2021 (6063298 51,035.07 548008
One Heart for Women & Children 4/15/2021|6057568 51,173.48 552660
5t Vincent De Paul / Holy Family 4/16/2021[6050098 %$2,112.57 5G02 86
Community Baptist Church 4/16/2021|6060468 5117265 450562
O Heart for Women & Children 4/16,/2021|6064478 41,31836 S486.40
Seniors First, Inc. 4/19/3021|6066288 51,287 66 S£43.83
Mt. Olive S.D.A. Church 4/20/2021|60E4486 6115871 540276
Howse of Prayer and Praise 4/20/2021|6064608 468037 532593
Advent Health Orlanda 4/21/2021|6062268 4575.50 524880
Farest City Spanish SDA Church 4/231/3021[6064138 51,275.83 540802
Covenant Charities, Inc. 4/21/2021|60BTORE 4857 .63 5360.56
Prince Of Peace Lutheran Church 4/33/2021(6053278 472138 436065
Jesus Loves You Outreach/Winter Gardd 4/22/2021 6059008 5217262 5704 58
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LIVE UNITED Other Food — Food Banks as Vendors
4 Submitting Request for Payment

Emergency Food & Shelter Program Payment Request: Other Food Emergency Food & Shelter Program Payment Request: Other Food
Expenditures - Food Banks Expenditures - Food Banks
Before submitting any payment requests, please review all of the Emergency Food & Shelter Program (EFSF) *1 EFSP Phase

information provided on the Emergency Funds Network website, which includes the:

« EFSP spending periods; I:l

« [Mostrecent EFSP manual;
s EFSP allowable costs, limitations, and requirements for payments.

* 2. Jurisdicticon
Please use this link to provide information for payments regarding the following EFSP category:

« Other Food Expenditures - Food Banks

Please Note
Please review your organization's payment request information and required documentation priorto
submitting this payment request. No payment details or follow up information for mass shelter, other shelter,

* 3. LRO Name & LRO#

meals served, and other food will be acceptad by email. ‘ =
Your organization will be notified by email If your payment request has been approved or denied. If the ) )
payment request has been denied, your organization is required to make all corrections and resubmit the 4. Total Amount Applied to EFSP (for food costs only)
request through this website.
Any questions regarding EFSP may be sent to EFSP@hfuw.org.
Please Be Advised: The purchase of food (hot meals, groceries) and dessert items (e.2., cookies, snack
i food, candy, etc.) used as a part of a daily meal plan may be purchased in limited amounts. The

purchase of gift certificates for food (gift certificates must be marked “Food Only”, "Food & Diapers
Only" or Food, Diapers & Feminine Hygiene ltems Only™).

Powered by

c("'b SurveyMonkey

See how easy it is to create a survey.

HFUW will issue the payment directly to the food vendor within 90 days of the invoice date.

The above request may only apply to one EFSP Phase. The total amount of available EFSP funds will be
42 applied to this request. If the amount of the request is more than the amount of available funds, the
request may not be resubmitted to a different EFSP Phase.

Heart of Florida United Way



Other Food — Food Banks as

MMM  Vendors Submitting Request
for Payment

Please Be Advised: The purchase of food (hot meals, groceries) and dessert items (e.g., cookies, snack
food, candy, etc.) used as a part of a daily meal plan may be purchased in limited amounts. The

purchase of gift certificates for food (gift certificates must be marked “Food Only”, "Food & Diapers
Only" or Food, Diapers & Feminine Hygiene Items Only™).

HFUW will issue the payment directly to the food vendor within 90 days of the invoice date.
The above request may only apply to one EFSP Phase. The total amount of available EFSP funds will be
applied to this reguest. If the amount of the request is more than the amount of available funds, the

request may not be resubmitted to a different EFSP Phase.

If you have any questions about the amount of EFSP funding available to your organization, please
email EFSP@hfuw.org prior to submitting your payment request.

* 5. Unpaid Invoices

Upload the unpaid, dated vendor invoices for food purchases only.

Choose File Mo file chosen

* 6. Other Food Expenditures - Food Banks Spreadsheet

Upload the Other Food Expenditures - Food Banks spreadsheet.

Choose File No file chosen

Powered by

d‘} SurveyMonkey
43 Ses how easy it s to Create a survey. Heart of Florida United Way




LIVE UNITED

UPCOMING SLIDES

* The remaining Slides will cover Rent/Mortgage and utility
Assistance.

« HFUW is currently implementing a new software that will
be replacing much of what | just covered.

* When the software is up and running, we will
be providing another training.

* Questions regarding any of the previous slides?

44




Rent/Mortgage and Utility

VE UNITE

or Rent/Mortgage and Utilities the web link is
ttps://secure.hfuw.org/epledge/EFN

HEART OF FLORIDA UNITED WAY INC.

SopIoad e Oe! TOOU CRPeNaIures - rood Dallks spreausneet:

Limited emergency rent or mortgage assistance (principal and interest only) for individuals or households. LROs may now pay up to three
(3) months of rent/mortgage assistance per phase if it is necessary to maintain housing.HFUW will issue the rent or mortgage payment

directly to the landlord/mortgage company.
For Payment: LROs must submit a complete packet to HFUW by email to EHS@hfuw.org that includes the following:

1. The Rent & Mortgage Assistance Verification Form;

2. A copy of the identification for all adults in the household;

3. Rent Assistance: A copy of the client’s lease (the pages must include the landlord's name, the tenant's name, the address of rental
property, term of lease, base rent page with due date of rent, and the signature page of contract or if electronically signed, the IP page)
or Mortgage Assistance: The mortgage statement for each month being paid;

4. Acompleted and signed W9 for the landlord or mortgage company; and,

5. A printout from the Property Appraiser's website (confirms property ownership).

Rent and Mortgage Assistance Verfication Form

Limited metered utility assistance (includes gas, electricity, water, and sewer service) for individuals or households. LROs may now pay up
to three (3) months of utility assistance per phase if it is necessary to prevent disconnection of services. The client must be 1) a resident
of the home or apartment and 2) responsible for the utility on the home or apartment for which utility assistance is to be paid. HFUW will

issue the utility payment directly to the utility company.
Utility Assistance Verification Form For Payment: LROs must submit a complete packet to HFUW by email to EHS@hfuw.org that includes the following:

1. The Utility Assistance Verification Form;
2. A copy of the identification for all adults in the household;
3. A copy of the utility bill for each month being paid; and,

45 Heart of Florida United Way


https://secure.hfuw.org/epledge/EFN

LIVE UNITED

Rent/Mortgage Payment Request

https://secure.hfuw.org/epledge/EFN

* For Payment: LROs must ensure all client information (household
profile, income and expenses, and case notes) is entered in HFUW's
client management system (MACCLink) and submit a complete packet to
HFUW by email to EHS@hfuw.org that includes the following:

46


https://secure.hfuw.org/epledge/EFN
mailto:EHS@hfuw.org

Rent/Mortgage Payment Request

* EFSP: The Rent & Mortgage Assistance Verification Form;
* A copy of the identification for all adults in the household;

* Rent Assistance: A copy of the client’s lease (the pages must include
the landlord's name, the tenant's name, the address of rental property,
term of lease, base rent page with due date of rent, and the signature
page of contract (or if electronically signed, the IP page) or Mortgage
Assistance: The mortgage statement for each month being paid;

* A completed and signed W9 for the landlord or mortgage company; and,

* A printout from the Property Appraiser's website (confirms
property ownership).

United
Way
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https://secure.hfuw.org/epledge/servlet/eAndar.WebExtDocument/313731313832/31313130/EFSPRent-MortgageVerificationForm.docx

AT  Rent/Mortgage

48

Verification Form

Limited emergency rent or
mortgage assistance (principal
and interest only) for individuals
or households. LROs may now
pay up to three (3) months of
rent/mortgage assistance per
phase if it is necessary to
maintain housing. HFUW will
issue the rent or mortgage
payment directly to

the landlord/mortgage
company.

EMERGENCY FOOD & SHELTER PROGRAM (EFSP)
RENT & MORTGAGE VERIFICATION FORM

EFSP Phase: Choose an item Jurisdiction:
LRO Name & LRO#:  Choose an item

Client Information
Client Name: Click or tap here to enter text

Client Address (CigyvState/Zip): _Click or tap here to enter text
Type of Assistance:  Rent Mortgage
[ Past due rent [ Past due mortgage
O Current month's rent [ Current month's mortgage

T First month's ret (effective move-in date- Morrh Dare Tear):

The monthly (one monch base) rent or mortgage (principle & interest only) payment: SClick or tap here to enter text
The total amount owed by the client: SClick or tap here to enter text

LRO Verification (To be completed by the LRO staff)

LRO Staff Name: Click or tap here to enter text Date: Click or tap to enter a date

LRO Staff Signatare: Click or tap here to enter text

Landlord/Mortgage Holder Verification (To be completed by the landlord/mortgage
holder)

This is to confirm that the above information is accurate, and payment made by this
agency will guarantee residency for an additional 30 days.

Landlord Mortgage Holder Name: Click or tap here to enter text

Landlord Mortgage Holder Address
(Street/Cigy/Staze):

Landlord Mortgage Holder Phone:

Landlord Mortgage Holder Signature: Click or tap here to enter text

Date:

Heart of Florida United Way



Rent/Mortgage Notes

* Assistance must guarantee residency for an
additional 30 days.

*The amounts owed comes from Landlord and not
a 3-day notice or client's statement.

* The turnaround time for issuing a check once
an application is approved is 21 business days
and Landlords must be agreeable to this.

United
Way
Heart of Florida United Way
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Utility Payment Request

https://secure.hfuw.org/epledge/EFN

For Payment: LROs must ensure all client information (household profile,
income and expenses, and case notes) is entered in HFUW's client management
system (MAACLink) and submit a com|olete packet to HFUW by email

to EHS@hfuw.org that includes the following:

* For Payment: LROs must submit a complete "packet” to HFUW by email
to EHS@hfuw.org that includes the following:

* EFSP: The Utility Assistance Verification Form;

* A copy of the identification for all adults in the household;
* A copy of the utility bill for each month being paid; and,

* A copy of the guarantee sent to the utility company.

50
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LIVE UNITED

EFSP: Utility Assistance
Verification Form

EMERGENCY FOOD & SHELTER PROGRAM
METERED UTILITY VERIFICATION FORM

EFSP Phase: Jurisdiction: choose an item.

LRO Name & LRO#:

Client Information (required)

Client Name:

‘Customer Account Number:

Client Address:
[y
Click or tap
[ere—
Utility Payment Type: [ Electric O Gas [0 Water

The amount(s) being paid by the agency is for: [ Current month's utilities [J Past

due utilities

The amount being paid = for fhe period(3) of Tz Date
i — } i

The total ameount being paid by EFSP:

The amount paid for each billing period canmot exceed one month's billing, and the payment
being made by this agency must be entirely past due and is part of the total amount owed
at the time of payment. LROs may pay clients up to 90 days (3 months) per phase if neces-
sary to prevent disconnection of services. EFSP guidelines allow for the payment of utility
assistance up to 10 calendar days before the due date. No deposits, late fees, or other ser-

vice fees are eligible.

LRO Verification (To be completed by the LRO staff)

The information above has been verified with the utility company, and the appropriate utility
bills are provided with this form.
Werifiad on (manth day year):
Varified with (nama ofutility company):
Werifiad by (name of utility company staff):

Name of LRO staff conducting verificstion:
Sigustars of LRO staff conducting verification:

51

Limited metered utility assistance
(includes gas, electricity, water,

and sewer service) for individuals or
households. LROs may now pay up to
three (3) months of utility assistance
per phase if it is necessary to prevent
disconnection of services.

Heart of Florida United Way



Utility Payment Notes

Utility Assistance

* The client must be 1) a resident of the home or apartment and 2)
authorized user for the utility on the home or apartment for which
utility assistance is to be paid.

* LROs must submit to HFUW, complete client information including
(1) the application for assistance and (2) a copy of the utility bill for
each month being paid

« HFUW will issue the utility payment directly to the utility company.
 The turnaround time for issuing a check once an application is approved

is 21 business days.
United

52 Heart of Florida United Way




LIVE UNITED
1 Next Steps & Questions

The End.
Questions??
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