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VERSION LOG 
 

KEY - Date distributed: Document distributed 
 

February 8, 2021: Distributed ERUC-CV P&P 
 

February 25, 2021: Updated ERUC-CV P&P, ERUC Application Form, ERUC File Checklist, ERUC 
Landlord Letter, ERUC Self-Declaration of Income, Re-Certification Form, HMIS Data Release of 
Information, Verbal Clarity Consent Statement, ERUC Pre-Screen Tools 

 
March 11, 2021: Updated ERUC-CV P&P and ERUC File 

Checklist March 17, 2021: Updated ERUC-CV P&P 

April 14, 2021: Updated ERUC-CV P&P 
 

April 23, 2021: Updated ERUC-CV P&P; 2021 Area Median Income 

limits June 23, 2021: Updated ERUC-CV P&P 

September 15, 2021: Updated ERUC-CV P&P; Distributed 

Commonwealth P&P September 30, 2021: Updated ERUC-CV P&P; 

Distributed Commonwealth P&P October 25, 2021: Updated ERUC-CV 

P&P; Updated Commonwealth P&P November 9, 2021: CoC Code of 

Conflict and Conflict of Interest Policy (10/25/22) November 10, 2021: 

Updated ERUC-CV P&P; Updated Commonwealth P&P November 29, 

2021: Updated Commonwealth P&P 

February 25, 2022: Updated Commonwealth P&P. Also distributed: Commitment Letter 
Template; Weekly Application Report Attachment; Direct-to-Tenant Letter 2.16.22; ERUC File 
Checklist 2.24.22; ERUC Denial Letter 2.17.22; ERUC Utilities Verification Letter 2.25.22; ERUC 
Landlord Letter 2.25.22; General Standards 2.25.22 

 
March 7, 2022: ERUC-CV P&P distributed (attachments incorporated) 
 
June 28, 2022: Substantial update and merging of ERUC-CV P&P and Commonwealth P&P into one 
manual. Added Policy #2 and Procedure #2, renumbering the respective policies and procedures 
following. 
 
December 21, 2022: Updated Program Manager information; Updated language on Procedures 9 on 
fraud; Added attachments: HIPAA Authorization Form, DHS Notice of Privacy Practices. 
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February 15, 2023: Added Policy and Procedure 6: Protection of ERA applicant data privacy; Added 
Policy and Procedure 12: Financial Management and Accounting; Added language about no longer 
accepting new applications to Policy 2; Added Program Exit Letter in attachments.  
 
February 22, 2023: Added reference to Treasury’s ERA1 Closeout Resource in Policy 2; Added references 
to Treasury’s “Promising Practices” and “Program Service and Design” Resources to Introduction; Added 
the Age Discrimination Act of 1975 to Policy 9; Added Record Retention section to Policy 12 and 
Procedure 12; Updated Sabrina Lyons’ contact information throughout document; Updated Program 
Exit Letter as Phase Out Letter in attachments. 
 
June 7, 2023: Updated Policy 2, Program phase out in 2023 section. 
 
June 27, 2023: Updated Pre-Screen document attachment. Added “which ended on May 11, 2023” to 
several references to the COVID-19 pandemic.  
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DEFINITIONS  
Administrative costs: Costs to administer the program, which does not include assistance 
provided to the household or landlord. Per the US Treasury, “Under ERA1, not more than 10 
percent of the amount paid to a grantee may be used for administrative costs attributable to 
providing financial assistance and housing stability services to eligible households. Under ERA2, 
not more than 15 percent of the amount paid to a grantee may be used for administrative costs 
attributable to providing financial assistance, housing stability services, and other affordable 
rental housing and eviction prevention activities.” For Montgomery County, this includes both 
grantee and subrecipient administrative costs, which combined will not exceed 10 percent under 
ERA1 and 15 percent under ERA2. 

 
Area Median Income (AMI): Per the US Treasury, “For purposes of ERA1, the area median income 
for a household is the same as the income limits for families published by the Department of 
Housing and Urban Development (HUD) in accordance with 42 U.S.C. 1437a(b)(2), available under 
the heading for “Access  Individual Income Limits Areas.” 

 

Arrears or arrearages: An obligation this is overdue payment. For ERAP, it refers to rental 
payments that are past due to a landlord/management company or a utility payment that is past 
due to a utility provider. 

 
Client: Households that apply for the ERAP program. A client may be deemed eligible or ineligible 
for the program. 

 
COVID-19: According to the World Health Organization, “the coronavirus disease (COVID-19) is 
an infectious disease caused by the SARS-CoV-2 virus.” The US Treasury has stated that “COVID-
19 has exacerbated an affordable housing crisis that predated the pandemic and that has deep 
disparities that threaten the strength of an economic recovery that must work for everyone.” To 
combat this crisis, Treasury has made funding available through the Emergency Rental 
Assistance program to assist households that are unable to pay rent or utilities. 

 
Duplication of Benefits: Also known as duplication of assistance, this is the process of assuring 
that federal emergency rental assistance is not duplicated with other assistance. For example, if 
utility arrears are covered by LIHEAP benefits, then ERA funds cannot duplicate those same 
arrears. Subrecipients must rely on an attestation from the applicant regarding non-duplication 
with other government assistance in providing assistance to a household. 

 
Emergency Rental Assistance program (ERAP): The US Treasury’s emergency rental assistance 
program, which makes funding available to assist households that are unable to pay rent or 
utilities. For Montgomery County, this encompasses both federally-administered and 
Commonwealth-administered funding under two programs, ERA1 and ERA2, described below. 

 
ERA1: The Emergency Rental Assistance program which provides up to $25 billion under the 
Consolidated Appropriations Act, 2021, which was enacted on December 27, 2020. The funds are 
provided directly to states, U.S. territories, local governments, and (in the case of ERA1) Indian 
tribes. Grantees use the funds to provide assistance to eligible households through existing or 
newly created rental assistance programs. 

 
ERA2: The Emergency Rental Assistance program which provides up to $21.55 billion under the 
American Rescue Plan Act of 2021, which was enacted on March 11, 2021. The funds are provided 

https://www.huduser.gov/portal/datasets/il.html
https://www.huduser.gov/portal/datasets/il.html
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directly to states, 
U.S. territories, and local governments. Grantees use the funds to provide assistance to eligible 
households through existing or newly created rental assistance programs. 
 

Financial assistance: “P.L. 116-260 defined financial assistance as assistance to tenants for: 
• rent and rental arrears, 
• utilities and home energy costs and arrears, and 
• other expenses related to housing incurred due, directly or indirectly, to the COVID-19 
outbreak, as defined by the Treasury Secretary. 

 
The definition of financial assistance under P.L. 117-2 is nearly identical, except when it comes 
to other expenses related to housing. The P.L. 117-2 definition does not require that the 
expenses be related to the COVID-19 outbreak. 

 
Treasury issued an FAQ document in January 2021 clarifying that telecommunications services 
are not considered utilities under this program. However, Treasury later revised the FAQs to 
define “other expenses” eligible for assistance to include internet service, if it allows renters to 
engage in distance learning, telework, and telemedicine and obtain government services. 
Additional “other expenses” identified in the FAQ include relocation expenses and rental fees (if 
a household has been displaced due to COVID-19) and accrued late fees.” 1 

 
Financial eviction: An eviction predicated on a financial debt owed by the tenant, such as rental 
arrearages or other fees owed to the landlord. This could result in a non-renewal of lease.  
 
Financial hardship: To be eligible for ERA1 assistance, a household must experience a financial 
hardship due to the COVID-19 outbreak. A subrecipient must document that one or more 
members of the applicant’s household either (i) qualified for unemployment benefits; or (ii) (a) 
for ERA1, experienced a reduction in household income, incurred significant costs, or 
experienced other financial hardship due, directly or indirectly, to the COVID-19 outbreak or (b) 
for ERA2, experienced a reduction in household income, incurred significant costs, or 
experienced other financial hardship during or due, directly or indirectly, to the coronavirus 
pandemic which ended on May 11, 2023. If the grantee is relying on clause (i) for this 
determination, or if the grantee is relying on clause (ii) in ERA2, the grantee is permitted to rely 
on either a written attestation signed by the applicant or other relevant documentation 
regarding the household member’s qualification for unemployment benefits. If the grantee is 
relying on clause (ii) for this determination in ERA1, the statute requires the grantee to obtain a 
written attestation signed by the applicant that one or more members of the household meets 
this condition.  

 
Grantee: According to US Treasury, the ERA award prime recipient received a financial assistance 
award from Treasury. The term “Recipient” has the same meaning as “Grantee” as used in the 
authorizing legislation, Financial Assistance Agreement and Treasury’s ERA Frequently Asked 
Questions (FAQs).  

 
Housing instability: One or more individuals within the household can demonstrate a risk of 
experiencing homelessness or housing instability. Such a demonstration may include: 

(i) a past due utility or rent notice or eviction notice, 

 
1 Definition according to https://sgp.fas.org/crs/misc/R46688.pdf 

https://sgp.fas.org/crs/misc/R46688.pdf
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(ii) unsafe or unhealthy living conditions (which may include overcrowding), or 
(iii) any other evidence of risk, as determined by the grantee. 

 

Housing stability services: According to the US Treasury, housing stability services includes 
services that enable eligible households to maintain or obtain housing. Such services may include, 
among other things, eviction prevention and eviction diversion programs; mediation between 
landlords and tenants; housing counseling; fair housing counseling; housing navigators or 
promotors that help households access ERA programs or find housing; case management related 
to housing stability; housing-related services for survivors of domestic abuse or human trafficking; 
legal services or attorney’s fees related to eviction proceedings and maintaining housing stability; 
and specialized services for individuals with disabilities or  seniors that support their ability to 
access or maintain housing. 

 
Income: Per the US Treasury, “With respect to each household applying for assistance, grantees 
may choose between using the Department of Housing and Urban Development’s (HUD) 
definition of “annual  income” in 24 CFR 5.609 and using adjusted gross income as defined for 
purposes of reporting under Internal Revenue Service Form 1040 series for individual federal 
annual income tax purposes.” 

 
The Low Income Home Energy Assistance Program (LIHEAP): The Low Income Home Energy 
Assistance Program (LIHEAP) helps families living on low incomes pay their heating bills in the 
form of a cash grant. Households in immediate danger of being without heat can also qualify for 
crisis grants. The cash grant is a one-time payment sent directly to the utility company/fuel 
provider to be credited to your bill. 2 

 
Low-income family: According to section 3(b) of the United States Housing Act of 1937 (42 U.S.C. 
1437a(b)), “those families whose incomes do not exceed 80 per centum of the median income 
for the area, as determined by the Secretary [of Housing and Urban Development] with 
adjustments for smaller and larger families, except that the Secretary may establish income 
ceilings higher or lower than 80 per centum of the median for the area on the basis of the 
Secretary’s findings that such variations are necessary because of prevailing levels of 
construction costs or unusually high or low family incomes.” 

 
Methods for Income Determination: Per the US Treasury, “The statute establishing ERA1 
provides that grantees may determine income eligibility based on either (i) the household’s total 
income for calendar year 2020, or (ii) sufficient confirmation of the household’s monthly income 
at the time of application, as determined by the Secretary of the Treasury (Secretary).” 

 
Other expenses: According to the US Treasury, “For both ERA1 and ERA2, other expenses related 
to housing include relocation expenses (including prospective relocation expenses), such as 
rental security deposits, and rental fees, which may include application or screening fees. It can 
also include reasonable accrued late fees (if not included in rental or utility arrears), and Internet 
service provided to the rental unit.” 

 
Prioritization: The process for determining the priority in which households are served by the 
ERAP program. Prioritization is the activity that arranges items or activities in order of 

 
2 LIHEAP (pa.gov) 

https://www.ecfr.gov/current/title-24/subtitle-A/part-5/subpart-F/subject-group-ECFR174c6349abd095d/section-5.609
https://www.ecfr.gov/current/title-24/subtitle-A/part-5/subpart-F/subject-group-ECFR174c6349abd095d/section-5.609
https://www.dhs.pa.gov/Services/Assistance/Pages/LIHEAP.aspx
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importance relative to each other. “P.L. 116-260 directs grantees to prioritize the following 
individuals for direct financial assistance and housing stability services.” 3 

 
Subrecipient: Subrecipients under the ERUC program are entities that receive a subaward from 
the County to carry out the purposes (program or project) of the ERA1 and ERA2 awards on 
behalf of the County. The County is accountable to Treasury for oversight of the subrecipients in 
accordance with 2 CFR 200.332, including ensuring their subrecipients comply with the ERA 
statutes, Award Terms and Conditions, applicable federal statutes, regulations, and reporting 
requirements. Throughout this document, we use subrecipient and non-profit interchangeably. 

 
 
 
 
 
 
 

  

 
3 R46688.pdf (fas.org) 

 

https://sgp.fas.org/crs/misc/R46688.pdf
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INTRODUCTION 
Manual Organization 
This manual consists of four main sections: 
1. Introduction: this section gives an overview of the program and guidance that is available.  
2. ERAP Policies: this section provides the program rules and regulations. These policies are intended for the 

general public. 
3. ERAP Procedures: this section provides the internal steps involved in implementing the rules and 

regulations. These procedures are intended for Your Way Home and its subrecipients.   
4. Attachments: this section provides a series of documents that are used to implement the program.  

  
The ERAP Procedures mirrors the ERAP Policies numerically, i.e. for each policy there is a respective 
procedure.   
 
General Information 

 

This document is designed to assist with implementing a program administered by the 
U.S. Treasury’s Emergency Rental Assistance Program (ERAP) in response to COVID-19, to 
provide emergency financial assistance and housing stabilization to vulnerable families 
and individuals in Montgomery County. This document contains required program and 
administrative policies and procedures for ERAP and should be used as a reference for all 
staff and partners (such as contractors and consultants) of ERAP. It is the responsibility of 
all staff and partners to understand and comply with policies and procedures in this 
document and any updates that may be provided by Montgomery County. 

 
These policies and procedures apply to two allocations of funds from the U.S. Treasury: 
ERA1, as funded through the Consolidated Appropriations Act (signed into law on December 
27, 2020) and ERA2, as funded through the American Rescue Plan (signed into law on March 
11, 2021). Although similar, there are some differences between the requirements for ERA1 
and ERA2, which will be identified when necessary. All ERA1 funds may be spent by the 
County by September 30, 2022 (December 31, 2022, for reallocation), and all ERA2 funds 
may be spent by the County by September 30, 2025. 

 
 

 ERAP1 
Consolidated Appropriations Act, 

2021 

ERAP2 
American Rescue Plan Act, 2021 

Objectives The U.S. Department of Treasury’s 
Emergency Rental Assistance program 
makes funding available to assist 
households that are unable to pay 
rent or utilities due directly or 
indirectly to the COVID-19 pandemic. 

The U.S. Department of Treasury’s 
Emergency Rental Assistance program 
makes funding available to assist 
households that are unable to pay rent or 
utilities during or due directly or indirectly 
to the COVID-19 pandemic. 

Date Passed 12/27/2020 3/11/2021 
Total Treasury Funding $25 billion $21.55 billion 
Deadline to Expend Funds September 30, 2022 (December 31, 

2022, for reallocation funds) 
September 30, 2025 

 

Beginning June 1, 2022, these policies and procedures apply to both US Treasury and 
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Commonwealth funds. 
 

A summary of the four funding sources is below: 
 

 ERA1 Federal ERA1 Commonwealth ERA2 Federal ERA2 Commonwealth 
Grantee Montgomery County Montgomery County Montgomery County Montgomery County 
Funding Allocation Consolidated Appropriations Act Consolidated Appropriations Act American Rescue Plan Act American Rescue Plan Act 
Funds Administered/Report to US Dept. of Treasury PA Dept. of Human Services US Dept. of Treasury PA Dept. of Human Services 
Funding Period 3/3/21-12/31/2022 5/7/21-9/20/22 3/3/21-9/30/2025 3/3/21-9/30/2025 
Internal Spend Deadline 12/15/2022 9/9/2022 3/31/2023 3/31/2023 
Applicable Guidance US Treasury Guidance & FAQs; 

where relevant and helpful, 
Treasury’s “Promising Practices” 
and “Program Service and Design” 
Resources 

DHS Instructions & Regulations US Treasury Guidance & 
FAQs; 
where relevant and helpful, 
Treasury’s “Promising 
Practices” and “Program 
Service and Design” 
Resources 

DHS Instructions & 
Regulations 

 

Guidance 
ERA1 and ERA2 federal-funded programs in Montgomery County are guided by this manual and any 
guidance provided by the US Treasury, whose guidance is available on their ERAP webpage.  

ERA1 and ERA2 Commonwealth-funded programs in Montgomery County are guided by this manual 
and any guidance provided by the Pennsylvania Department of Human Services, including their 
Instructions and Requirements manual and Procedural Memos. 
 
Under PA Act 24, Article I-E, Section 104-E(5), a county “is prohibited from placing any stipulations, restrictions or 
limitations on assistance or eligibility that are in addition to federal law or guidance or this article”.  PA Act 24 
also amended PA Act 1 Section 102-D to include the same prohibition on counties. 

 

Program Overview & Eligibility Requirements 

The Montgomery County ERAP program is designed to provide housing stability to thousands of 
low-and moderate-income Montgomery County residents at risk of eviction and/or 
homelessness because of COVID-19. ERAP provides emergency rental and utility assistance 
funding to income- eligible individuals and families who reside in Montgomery County and have 
been economically impacted directly or indirectly by the COVID-19 outbreak; and or during the 
Coronavirus Pandemic which ended on May 11, 2023. This program is an expansion of programs 
and services offered through Your Way Home (YWH), a public-private partnership that since 
2014 has helped end and prevent homelessness for thousands of Montgomery County 
residents. 
 
For a household to be eligible for the ERAP program, it must meet the below requirements 
under ERA1: 

1. Household must reside in Montgomery County at the time of application, AND 

2. one or more individuals within the household has qualified for unemployment benefits or 
experienced a reduction in household income, incurred significant costs, or experienced other 
financial hardship due, directly or indirectly, to the COVID-19 outbreak; AND 

3. one or more individuals within the household can demonstrate a risk of experiencing 
homelessness or housing instability; AND  

https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/guidance
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/faqs/change-log
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://www.dhs.pa.gov/ERAP/Documents/ERAP%20IR%20Revised%20May%202022.pdf
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/guidance
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/faqs/change-log
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Femergency-rental-assistance-program%2Fpromising-practices&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=eyCova30BC7GIdqP38f2on2I%2FXX0ro4mvOKdQXhdY0M%3D&reserved=0
https://www.dhs.pa.gov/ERAP/Documents/ERAP%20IR%20Revised%20May%202022.pdf
https://www.dhs.pa.gov/ERAP/Documents/ERAP%20IR%20Revised%20May%202022.pdf
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/guidance
https://www.dhs.pa.gov/ERAP/Documents/ERAP%20I%20R%20Revised%20December%202021.pdf
https://www.dhs.pa.gov/ERAP/Documents/ERAP%20I%20R%20Revised%20December%202021.pdf
https://www.dhs.pa.gov/ERAP/Pages/ERAP-Reports-and-Resources.aspx
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4. the household has a household income at or below 80% of area median income (AMI).  

a. Income eligibility will be based on average gross income over the 30 days preceding the 
time of the application and or pre-screen.  

 Income includes earned income, child support, welfare benefits, SSI, SSDI, 
unemployment income, workman’s comp, pension/investments/401K. 

 80% Area Median Income is as follows: 
1. 1 person: $59,050 
2. 2 persons: $67,450 
3. 3 persons: $75,900 
4. 4 persons: $84,300 
5. 5 persons: $91,050 
6. 6 persons: $97,800 
7. 7 persons: $104,550 
8. 8 persons: $111,300 4 

b. Payments from ERAP should not be included in eligible income calculations. 
 
For a household to be eligible for the ERAP program, it must meet the below requirements 
under ERA2: 

1. Household must reside in Montgomery County at the time of application, 
AND 

2. one or more individuals within the household has qualified for 
unemployment benefits or experienced a reduction in household income, 
incurred significant costs, or experience other financial hardship during or 
due, directly or indirectly, to the coronavirus pandemic which ended on 
May 11, 2023; AND 

3. one or more individuals within the household can demonstrate a risk of 
experiencing homelessness or housing instability; AND 

4. the household is a low-income family (as such term is defined in section 3(b) of 
the United States Housing Act of 1937 (42 U.S.C. 1437a(b)), currently defined as 
80% AMI 5 

a. Income eligibility will be based on average gross income over 
the 30 days preceding the time of the application and or pre-
screen. 

i. Income includes earned income, child support, welfare benefits, 
SSI, SSDI, unemployment income, workman’s comp, 
pension/investments/401K. 

ii. 80% Area Median Income is as follows: 
 1 person: $59,050 
 2 persons: $67,450 
 3 persons: $75,900 
 4 persons: $84,300 
 5 persons: $91,050 
 6 persons: $97,800 

 
4 2022 HUD income limits from https://www.huduser.gov/portal/datasets/il.html  

 

https://www.huduser.gov/portal/datasets/il.html
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 7 persons: $104,550 
 8 persons: $111,300 6 

b. Payments from ERAP should not be included in eligible income calculations. 
 

Social Security Numbers and proof of U.S. citizenship are not required for participation in 
ERAP. However, household participants may supply Social Security Numbers on their ERAP 
Application. 

 
 

5 As of this date, the definition of “low-income families” in 42 U.S.C. 1437a(b) is “those families whose 
incomes do not exceed 80 per centum of the median income for the area, as determined by the Secretary 
[of Housing and Urban Development] with adjustments for smaller and larger families, except that the 
Secretary may establish income ceilings higher or lower than 80 per centum of the median for the area on 
the basis of the Secretary’s findings that such variations are necessary because of prevailing levels of 
construction costs or unusually high or low family incomes.” 
6 2022 HUD income limits from https://www.huduser.gov/portal/datasets/il.html. Income limits for 2020 & 2021 are available 
in the Pre-Screen Document in the attachments. 

 

 
 

  

https://www.huduser.gov/portal/datasets/il.html
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ERAP POLICIES 
 
Policy 1: Eligible Program Activities 

 Applications. Households requesting rental and utility assistance must be 
screened for the ERAP program. Once the household has passed the pre-screen 
process, they must complete an application for program, and provide the 
necessary documentation. Households can contact 2-1-1, text their zip code to 
898-211, or contact one of the six non-profit providers to apply for the program. 

o Applications are available from any Montgomery County authorized 
subrecipient individualized website. A copy of the application is attached 
to this document. 

o Applications are available in both English and Spanish. 

o Applications can be turned into any Montgomery County sub-recipient 
via mail-in, drop-off, email, and or fax methods. 

ATTACHMENT: Pre-Screen Document 

ATTACHMENT: ERUC Application 

 Accommodations. There may be circumstances in which reasonable 
accommodations may be granted if an applicant is unable to apply directly on 
their own. During the pre-screen and application phases, these accommodations 
may be granted by a subrecipient to allow people who are disabled, temporarily 
disabled, sick, and/or unable to respond on their own behalf to apply to the 
program. In cases of reasonable accommodations, written documentation is 
mandatory to explain the need for reasonable accommodations. All reasonable 
accommodations requests are granted by a subrecipient on a case-by-case basis. 
Applications may also be submitted on behalf of the tenant by a landlord so long 
as the tenant completes. 

 Financial assistance. Each household may receive up to 12 months of assistance 
for rental payments and/or utility payments dating back to March 13, 2020. 
Assistance can be for rent and/or utility arrears or future rent payments. There is 
no financial limit on the amount of assistance a household can receive. If deemed 
necessary to ensure housing stability, an additional 3 months of rental and/or 
utility assistance can be authorized by ERAP. 

o For ERA1, no household can receive more than 15 months of assistance 
in total (inclusive of any assistance provided by ERA2 funds). Under ERA1, 
to the extent that applicants have rental arrears, ERAP providers may not 
make commitments for prospective rent payments unless they have 
provided assistance to reduce an eligible household’s rental arrears. 

o For ERA2, no household can receive more than 18 months of assistance 
in total (inclusive of any assistance provided by ERA1 funds). Under ERA2, 
no household can receive more than 18 months of assistance (inclusive of 
any assistance provided by ERA1 funds). Payments may be for 
prospective rent without covering arrears. 
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 Arrearages (for both ERA1 and ERA2). A household may receive assistance for 
rent or utility or a combination of both for any particular month; however, 
utilities must only be paid for arrearages (i.e. only rent payments can be made 
for future months). For households looking to receive prospective (future) rental 
payments, provider must recertify applicants eligibility every three months.  

 Other Costs Related to Housing 
o For ERA1: first month’s rent, last month’s rent, and security deposit for a 

household that has been temporarily or permanently displaced due to 
COVID-19. The provider must have backup documentation showing that 
the household was displaced due to COVID-19 outbreak. In these 
instances, first/last/security will each count separately in future rent 
payments and count toward the maximum of 15 months total of rental 
assistance. For example, if the first month’s rent, last month’s rent, and 
security deposit are paid through ERAP, that counts as 3 months toward 
the maximum number of months of assistance. The amount of a security 
deposit should not exceed one month’s rent. Double security deposits 
while also paying last month rent at move-in are not allowable. 

o For ERA2: first month’s rent, last month’s rent, and security deposit for a 
household that has been temporarily or permanently displaced due to, 
or during, the coronavirus pandemic which ended on May 11, 2023. The 
provider must have backup documentation showing that the household 
was displaced during the coronavirus pandemic. In these instances, 
first/last/security will each count separately in future rent payments and 
count toward the maximum of 18 months total of rental assistance. For 
example, if the first month’s rent, last month’s rent, and security deposit 
are paid through ERAP, that counts as 3 months toward the maximum 
number of months of assistance. The amount of a security deposit 
should not exceed one month’s rent. Double security deposits while 
also paying last month rent at move-in are not allowable. 

o County District Court fees associated with eviction proceedings. Rent or 
rental bonds, where a tenant posts a bond with a court as a condition to 
obtaining a hearing, reopening an eviction action, appealing an order of 
eviction, reinstating a lease, or otherwise avoiding an eviction order, may 
also be considered an eligible expense. All payments for these expenses 
must be supported by documentary evidence such as a bill, invoice, or 
evidence of payment to the provider of the service. 

 Relocation 
o ERA funds may be used to provide assistance to eligible households to 

cover prospective relocation assistance, rent, and utility or home energy 
costs, including after a financial eviction. 

o For both ERA1 and ERA2, other expenses related to housing include 
relocation expenses (including prospective relocation expenses), 
such as rental security deposits, and rental fees, which may include 
application or screening fees. 

o Before moving into a new residence, a tenant may not yet have a 
rental obligation, as required by the statutes establishing ERA1 and 
ERA2. In those cases, the program must provide a commitment 
letter for approved applicants specifying the amount of financial 



   
 

Page 15 
 

assistance under ERA programs that the subrecipient will pay a 
landlord on behalf of the household (such as for a security deposit 
or rent). The commitment letter expires 90 days from the issuance 
date. 

o This applies to relocation both within and outside of Montgomery 
County. 

 Commitment Letter for prospective renters  
o In some situations, such as when a household is temporarily staying in a 

hotel, applicants may not have a current lease or rental arrears. They may 
only be seeking assistance for future rent at a new residence. Often, in 
order to obtain a rental agreement, the applicant will need proof that they 
will be able to pay a security deposit and future rent. 

o Similar to how a bank may provide a pre-approval letter for a loan, a 
nonprofit may provide documentation to applicants which states that the 
applicant is preliminarily qualified or approved for rental assistance based 
on their application for assistance and specifies the amount of financial 
assistance the nonprofit will pay a landlord on behalf of the household if 
the landlord and household enter into a qualifying lease. This 
documentation may be used as a commitment letter to induce a landlord to 
enter into a new rental agreement with an eligible household and can help 
applicants in a variety of situations. Please see Commitment Letter. 

o Having proof of preliminarily qualified or approval for rental assistance 
can help several populations who have a high need for rental assistance. 
Examples of those who may be served by this practice include: 
• Eligible households who are currently unhoused due to financial eviction 
• Eligible households with an expiring lease 
• Eligible households with “month-to-month” agreements 
By implementing this practice, the program can reach those who are in 
need and not in a traditional lease situation. This practice can also create a 
more equitable program by serving populations who are more likely to be 
without a current lease and are at risk of experiencing homelessness or 
housing instability. 

 Hotels 
 An ERUC provider may provide rental arrears. It may also provide hotel or 

motel as long as the household has been temporarily or permanently 
displaced from its primary residence or does not have a permanent 
residence elsewhere due to the Covid-19 outbreak (ERA1), or during the 
Coronavirus pandemic (ERA2) which ended on May 11, 2023. 

 The household must be eligible for the ERUC program and have been 
displaced due to Montgomery County formal court eviction proceeding. 

 In addition, in some instances, a household in any of the above situations in 
relation to hotel/motel stay may be accommodated. Your Way Home 
reserves the right to accommodate households for the ERUC program on a 
case-by-case basis. Final determinations related to the ERUC program are 
made by the Your Way Home (YWH) Program Manager. 

Additionally: 
 The hotel or household must provide documentation – such as a payment 
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printout from the hotel, bank account statements, or credit card charges 
indicating that the household is residing at the hotel and the current 
dollar rate that the household is paying (e.g., $100 per night). 

 The program will only pay for the room and any applicable taxes for a limited 
period of three months. 

 The eligible applicant is responsible for all other incidental costs 
(meals, laundry, transportation, etc.). 

 If paying future rent, ERUC providers shall only pay in bi-weekly 
increments and record the appropriate dates in their Service Records in 
Clarity. 

 The bi-weekly expense for the room shall be equal to or less than the 
most recent daily rate the household paid multiplied by seven. Eligible 
costs do not include incidental charges to the room. Household must 
provide documentation of attempts to look for permanent housing 
solutions on a bi-weekly schedule (for future rent only) that is placed in 
the household internal file. 

 The ERUC provider shall make a reasonable attempt to provide case 
management services to relocate the household to permanent housing. 

 Hotel assistance cannot exceed 3 months. 
 

 Housing stability case management. Documentation will be assembled; process 
payments to landlords and utility companies; create a housing stabilization plan, 
goal setting, and/or household budgeting, as appropriate; and provide referrals 
and connections to other resources and supportive services in the community, 
as appropriate. The level of case management needed per household will vary 
based on household needs. Staff are expected to deliver strengths-based case 
management services that follow trauma- informed care and progressive 
engagement best practices. 
 

Restrictions on Duplication of Benefits: 
 Rental or Utility assistance cannot be provided to a household receiving such 

assistance from another source that covers the same cost for the same time 
period. This would be considered a duplication of benefits and is not allowable. 
For example, if a household owes $1,000 in rental arrearages and receives $300 of 
assistance through another source for these arrearages, the ERAP program would 
only be eligible to pay for the $700 difference that is not already covered. All 
households must complete a duplication of benefits calculation on the Application. 
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Policy 2: Prioritization Guidance 

Your Way Home in Montgomery County is prioritizing an equitable approach in its provision of 
financial assistance and housing stabilization to households who have been directly impacted 
by COVID-19. By targeting assistance toward households with 30% AMI or lower, households 
who have been unemployed for 90 or more days, and households within particular census 
tracts, ERAP aims to have the greatest impact on reducing housing instability and 
homelessness for the most vulnerable households. Staff and partners should consult the 
Emergency Rental Assistance Priority Index, which incorporates instability risk factors before 
the pandemic as well as the pandemic’s economic impacts and accounts for risk factors that 
are higher for certain groups, particularly Black, Indigenous, and Latinx renters. This tool 
should inform the provision of assistance by locating the census tracts within Montgomery 
County that have high-priority indexes. 

Households seeking assistance will be prioritized in the following order: 
 

1. 30% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a formal eviction notice or a shutoff notice. 
In addition, the Household must reside in a zip code of 19401, 19405, 19406, 19464, 
19446, or 19027. 

2. 30% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a presence of rent or utility arrearages. In 
addition, the Household must reside in a zip code of 19401, 19405, 19406, 19464, 
19446, or 19027. 

3. 30% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a formal eviction notice or a shutoff notice. 

4. 30% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a presence of rent or utility arrearages. 

5. 50% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a formal eviction notice or a shutoff notice. 

6. 50% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a presence of rent or utility arrearages. 

7. 80% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a formal eviction notice or a shutoff notice. 

8. 80% AMI or below, or unemployed for the 90 days preceding the application or pre-
screen to the program; in addition, there is a presence of rent or utility arrearages. 

9. All other households that meet program eligibility requirements. 
 

*In addition, in some instances, a household in any of the above situations may be prioritized for 
ERUC services over someone who has a higher acuity as indicated by the priority listing above. 
Your Way Home reserves the right to prioritize households for ERUC on a case-by-case basis. Final 
determinations related to ERUC prioritization are made by the YWH Program Manager. 
 
Program phase out in 2023  
 
As of April 1, 2023, Montgomery County will no longer be accepting new applications for ERAP, with 

https://www.urban.org/features/where-prioritize-emergency-rental-assistance-keep-renters-their-homes
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the exception of a pending eviction or utility shut off notice and approval from the subrecipient 
program manager. In addition, no standalone recertifications will be processed after March 31, 
2023. An applicant who has received ERAP funds prior to March 31, 2023, must currently have an 
eviction pending or a utility shut off notice and approval from subrecipient program manager to be 
considered eligible.  
 
Beginning June 19, 2023, the program will be offering move-in assistance (First Month, Last Month, 
Security Deposit) to new applicants that meet the eligibility requirements.   
 
Households who have been on the waiting list will be considered for assistance during the program 
phase out period.  

 
For ERA1 Federal funds, please refer to Treasury’s ERA1 Closeout Resource. 
 

 
  

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fsystem%2Ffiles%2F136%2FERACloseoutResource_1-5-23.pdf&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2FdAGb29XBJ24bHVVMrQc0t9GyMJzuHrPrb0aF%2BENO6E%3D&reserved=0
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Policy 3: Documentation Required for Each Household File 

1. Application for ERUC Assistance 
a. Applicants must be at least 18 years of age. 
b. Either a wet or digital signature are preferred. If these two options are not 

possible, the nonprofit provider will record verbal certification and the case 
manager will sign to confirm the household’s authorization. 

2. Proof of income for the last 30 days from application for every adult over the age of 18 
within the household, which can include: 

a. Employment pay stubs for all adult household members for the last 30 days 
b. Welfare cash assistance award letter 
c. SSI or SSDI award letter 
d. Unemployment award letter or check stubs, stating amount received for the last 30 days 
e. Workman’s compensation award letter, stating amount received 
f. Pension or retirement documentation 
g. If the household has no earned income or if the household has income for 

which they cannot provide documentation, the ERUC Self Declaration of 
Income will suffice 

h. Income used to determine eligibility follows HUD income inclusions and 
exclusions requirements at 24 CFR 5.609(b) and (c). 

 
ATTACHMENT: HUD Income Inclusions and Exclusions 

 

NOTE: Fact-specific proxy: A grantee may rely on a written attestation from the 
applicant as to household income if the grantee also uses any reasonable fact-
specific proxy for household income, such as reliance on data regarding average 
incomes in the household’s geographic area. 

 
Written Attestation Without Further Documentation: To the extent that a 
household’s income, or a portion thereof, is not verifiable due to the impact of 
COVID- 19 (for example, because a place of employment has closed) or has been 
received in cash, or if the household has no qualifying income, ERAP may accept a 
written attestation from the applicant regarding household income. If a written 
attestation without further documentation of income (or a fact- specific proxy as 
described above) is relied on, you must reassess household income for such 
household every three months. In appropriate cases, ERAP may rely on an 
attestation from a caseworker or other professional with knowledge of a 
household’s circumstances to certify that an applicant’s household income qualifies 
for assistance. 

 
3. Photo identification for Head of Household: PA Driver’s License, photo ID, Passport, 

and for every adult over the age of 18 years old 
a. If the ID does not match the lease, the non-profit agency must provide at 

least two documents that verify residency on the lease. 
b. Approved documents include but are not limited to: recent utility bills, PA Public 

State benefits, medical insurance, WIC, official court documents, bank statement, 
check stubs, and/or sufficient documentation showing proof of occupancy. 

4. Copy of the current executed lease or rental agreement, including any addenda 
a. If a household does not have a signed lease, documentation of residence may include: 
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i. evidence of paying utilities for the residential unit, 
ii. a written attestation by a landlord who can be identified as the verified owner 



   
 

Page 21 
 

 

or managing agent of the unit, or, 
iii. a written attestation by a sub-lessor who can provide identification 

5. Evidence of rental arrearages, if applicable 
a. Ledgers for rental arrearages can be received from tenants or 

landlords that show arrearages that are within the guidelines of the 
program. 

i. Proof of financial hardship due to the COVID-19 outbreak 
under ERA1, or during the coronavirus pandemic which ended 
on May 11, 2023, under ERA2, such as evidence of a 
household member’s current qualification for unemployment 
benefits or written attestation of financial hardship due to 
(ERA1) or during (ERA2) the coronavirus pandemic written on 
the ERUC Application. 

ii. Proof of risk of homelessness or housing instability, such as a past 
due utility or rent notice or eviction notice, evidence of unsafe or 
unhealthy living conditions, or written attestation of housing 
hardship due to (ERA1) or during (ERA2) the coronavirus pandemic 
on ERUC Application. 

iii. Clients in hotels or motels. Must provide Housing Search Log 
showing that they are working towards obtaining a unit such as a 
house, apartment, or room with a lease. 

6. Evidence of utility arrearages, if applicable 
a. Ledgers for utility bills can be received from tenants or landlords that 

show arrearages that are within the guidelines of the program. 
7. Written Attestation Without Further Documentation: To the extent that a 

household’s income, or a portion thereof, is not verifiable due to the impact of 
COVID- 19 (for example, because a place of employment has closed) or has been 
received in cash, or if the household has no qualifying income, ERAP may accept a 
written attestation from the applicant regarding household income. If a written 
attestation without further documentation of income (or a fact- specific proxy as 
described above) is relied on, you must reassess household income for such 
household every three months. Inappropriate cases, ERAP may rely on an 
attestation from a caseworker or other professional with knowledge of a 
household’s circumstances to certify that an applicant’s household income 
qualifies for assistance. 

8. Proof of financial hardship due directly or indirectly to the Covid-19 outbreak (for 
ERA1), or during the Coronavirus pandemic which ended on May 11, 2023 (for 
ERA2), such as:  

a. proof of rental arrearages 
b. proof of utility arrearages 
c. an eviction notice 
d. written attestation evidence of a household member’s current qualification 

for unemployment benefits 
e. written attestation of financial hardship on ERAP Application.  

 
9. Proof of risk of homelessness or housing instability, such as a past due 

utility or rent notice or eviction notice, evidence of unsafe or unhealthy 
living conditions, or written attestation of housing hardship due to the 
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COVID-19 outbreak on ERAP Application. 
a. Unsafe or unhealthy living conditions include broken appliances such 

as a furnace or stove, non-functional utilities, insect and/or vermin 
infestations, or structural damage that the household believes to 
threaten their well-being. 

b. Photo documentation must be provided by the household to the ERAP provider. 
10. Housing stabilization plan, goals worksheet, and/or household budget, as appropriate  
11. YWH ERAP Landlord Letter executed by the landlord (for rental assistance payments) 
12. A completed W9 form executed by the landlord (for rental assistance payments) 
13. Evidence of rental arrearages, if applicable 
14. Utility bill(s) showing amount of utility arrearages, if applicable. Utility bills can include water, 

electricity, gas, and internet.   
15. Copy of check/credit card authorization request for each payment 
16. Proof of rental/utility assistance payment(s) to vendor, after payment is made, 

such as a copy of the check, ACH transfer number and date, etc. 
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Policy 4: Protection of ERA applicant data privacy 
 
Clients  
Montgomery County is committed to protecting our clients’ privacy by ensuring the protection of ERA 
applicant data privacy or PII (personally identifiable information). Montgomery County collects PII, 
such as email address, name, home address, work address, and telephone number for communications 
purposes. The County also collects anonymous demographic information, such as their ZIP code, age, 
and gender. However, we do not collect any personal information about clients unless they voluntarily 
provide it. All clients can request that their PII not be shared with Your Way Home data systems.  

In the ERUC Application, there is a checkbox for clients to complete that states: "This agency may not 
share my personally identifying information within YWH Data Systems."  

While a client can remain anonymous, there are two pieces of information that are required so that 
the program can run properly:  

1. Home address is required, allowing the County to validate that the address is a residential 
property and is the household’s address. 

2. Since a client must be above 18 to receive services as a head of household a year of birth must 
be provided. However, a date of birth will be listed as 1/1/YYYY in the system for those clients 
wishing to remain anonymous.  

 
All of this information can be verified during the application process, without any of that information 
being entered into Clarity HMIS. 
 
Staff 

All County staff and subrecipients working on this project must abide by the HMIS Policy and Procedure 
Manual, which include the following "Revocation of Consent to Share Personally-Identifying 
Information in YWH Data Systems" policy on page 5: 

Policy: Clients maintain the right to revoke their consent for sharing personally-identifying 
information in YWH Data Systems at any time. If a client decides to revoke this consent, they 
must sign a new Release of Information. The staff person responsible for entering data into 
YWH Data Systems must then overwrite the client’s profile information using the protocol 
established in the Policy on Entering Non-Identifying Information.  

  

https://static1.squarespace.com/static/59e4bd08d7bdce1e8a5b15bb/t/5c0ec1ea0ebbe8423dbad194/1544471019414/Your+Way+Home+Montgomery+County+PA-504+Continuum+og+Care+HMIS+Policy+and+Procedures+Manual.pdf
https://static1.squarespace.com/static/59e4bd08d7bdce1e8a5b15bb/t/5c0ec1ea0ebbe8423dbad194/1544471019414/Your+Way+Home+Montgomery+County+PA-504+Continuum+og+Care+HMIS+Policy+and+Procedures+Manual.pdf
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Policy 5: Documentation Required for Households that have Received Assistance and Recertify 

If a client has received ERUC funding and needs additional months of rental and utilities assistance, 
they must be re-certified. Here is what is required to be recertified:  

1. Case manager must verify an executed lease is on file and household 
still resides at that same address. If household has moved, a new 
eligibility determination must be made. 

2. Income Eligibility Worksheet 
3. Proof of Income for the last 30 days, which can include: 

a. Employment pay stubs for all adult household members for the last 30 days 
b. Welfare cash assistance award letter 
c. SSI or SSDI award letter 
d. Unemployment award letter or check stubs, stating amount 

received for the last 30 days 
e. Workman’s compensation award letter, stating amount received 
f. Pension or retirement documentation 

4. Written attestation of current financial hardship 
a. Under ERA2: risk of homelessness or housing instability due 

directly or indirectly to the COVID-19 outbreak 
b. Under ERA2: risk of homelessness or housing instability 

during the Coronavirus pandemic  
5. YWH ERAP Landlord Letter executed by the landlord (for rental assistance payments) 
6. Copy of check/credit card authorization request for each payment 
7. Proof of rental/utility assistance payment(s) to vendor, after payment is 

made, such as a copy of the check, ACH transfer number and date, etc. 
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Policy 6: Program Requirements for Landlords 
1. Landlords cannot receive financial assistance through this program without 

the participation of their tenant. 
2. For landlords that receive funds under the ERAP program for prospective rent 

or for rental arrearages, they are prohibited from evicting the participating 
tenant for nonpayment of rent with respect to the period covered by the 
assistance. In addition, they are prohibited from evicting tenants for 
nonpayment of rent for 60 days longer than the period covered by the rental 
assistance. 7 

3. In order to remove barriers a household may face in accessing new housing, ERAP 
may, at the tenant’s request, provide assistance for rental or utility arrears after an 
otherwise eligible tenant has vacated a unit. 8 

4. It may be required for the landlord to provide proof of ownership, proof of authorization for 
property management, and/or proof that landlord resides separately from the tenant. 

 
 
 

7 This is allowable per Treasury FAQ #32, FAQs | U.S. Department of the Treasury. 
8 This is allowable per Treasury FAQ #40, FAQs | U.S. Department of the Treasury. However, 
Montgomery County is choosing not to “requir[e] the landlord or utility provider to notify the tenant 
that payment has been received and that there will be no further collection efforts.”  

https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/faqs#32
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/faqs#40
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Policy 7: Data Entry Requirements & Clarity HMIS 

1. 2-1-1 is required to enter all pre-screen data into the Clarity HMIS system within 2 
business days, but preferably sooner, of the initial call-in. Households who pass the 
pre-screen will be referred to a subrecipient. 

2. For households that were referred, household information will be entered into Clarity 
HMIS by the subrecipient that received the referral. For walk-ins who pass the pre- 
screen, household information will be entered into Clarity HMIS by the subrecipient. 

3. All County staff and subgrantees working on this project need to abide by the HMIS 
Policy and Procedure Manual. 

4. The County and its subrecipients respect client confidentiality. All subrecipients will 
provide a Notice of Privacy Practices and will seek written permission for release of 
information from the client. Subrecipients must maintain written releases in the client 
record. 

For any referrals or exchange of identifying information, the client must sign a valid 
written HIPAA compliant authorization. 

ATTACHMENT: DHS Notice of Privacy Practices 

ATTACHMENT: HIPAA Authorization Form

https://static1.squarespace.com/static/59e4bd08d7bdce1e8a5b15bb/t/5c0ec1ea0ebbe8423dbad194/1544471019414/Your+Way+Home+Montgomery+County+PA-504+Continuum+og+Care+HMIS+Policy+and+Procedures+Manual.pdf
https://static1.squarespace.com/static/59e4bd08d7bdce1e8a5b15bb/t/5c0ec1ea0ebbe8423dbad194/1544471019414/Your+Way+Home+Montgomery+County+PA-504+Continuum+og+Care+HMIS+Policy+and+Procedures+Manual.pdf


   
 

   
 

 

Policy 8: Allowable Administration 

For direct Administration costs under ERA1 Federal, the County is allowed up to 10% of the total 
allocated funds. The County is distributing this between subrecipients (approximately 5.4%) and the 
County. Administrative costs for subrecipients will be calculated in relation to the disbursed assistance 
administered, calculated on a regular interval, excluding the County’s own administrative costs.  

For direct Administration costs under ERA1 Commonwealth, the County is allowed up to 9.09% of 
the total allocated funds. The County is distributing this between subrecipients (approximately 5.4%) 
and the County. Administrative costs for subrecipients will be calculated in relation to the disbursed 
assistance administered, calculated on a regular interval, excluding the County’s own administrative 
costs.  

For both ERA1 Federal and ERA1 Commonwealth, subrecipients may only charge administrative costs 
to the ERA1 award after September 30, 2022 (December 31, 2022, for reallocation funds), for award 
closeout activities, such as preparation of final financial and performance reports. Subrecipients must 
submit all their final financial, performance, and other reports to the ERA grantees no later than 90 
calendar days (or an earlier date as agreed upon by the ERA grantee and subrecipients) after the end 
date of the period of performance (see 2 CFR 200.344(a)). 

For direct Administration costs under ERA2 Federal, the County is allowed up to 15% of the total 
allocated funds. The County is distributing this between subrecipients (approximately 5.4%) and the 
County. Administrative costs for subrecipients using ERA2 funds will be calculated in relation to the 
disbursed assistance administered, calculated on a regular interval, excluding the County’s own 
administrative costs.  

For direct Administration costs under ERA2 Commonwealth, the County is allowed up to 13% of the 
total allocated funds. The County is distributing this between subrecipients (approximately 5.4%) and 
the County. Administrative costs for subrecipients using ERA2 funds will be calculated in relation to the 
disbursed assistance administered, calculated on a regular interval, excluding the County’s own 
administrative costs.  

For both ERA1 and ERA2, an indirect cost rate of 10% (of actual administrative costs) will be applied at 
the end of the nonprofit’s period of performance. The County will also apply a 10% indirect cost rate 
for its administrative costs.  

Only direct incurred costs are eligible for Administration, such as staffing and equipment 
specifically for the ERAP program. Indirect administrative costs will be covered by the indirect 
cost rate. 

Administrative payments will only be processed if the following is achieved: 

 An executed Subrecipient Payment Request form between the County and provider 
 ERAP Administration spreadsheet is available upon request, outlining the direct costs 

associated with the project 
 Copy of payroll register for all staff on the spreadsheet is available upon request, as 

backup documentation 
 Any other applicable backup documentation for any other eligible costs charged 
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Policy 9: Appeals & Complaints 

Appeals 

Any client denied from the program who wishes to appeal should contact the YWH Program Manager 
who will follow up as necessary. The Program Manager will respond to appeals within 10 business days. 

 
Sabrina Lyons 
Phone: 610-278-3506 
Email: sabrina.lyons@montgomerycountypa.gov  

Households whose application has been denied can re-apply to the program 30 days from the date 
of denial.  

Complaints 

All program complaints should be reported to the YWH Program Manager who will follow up as 
necessary. The Program Manager will respond to complaints within 10 business days. 

 
Sabrina Lyons 
Phone: 610-278-3506 
Email: sabrina.lyons@montgomerycountypa.gov  

 
Discrimination: 
To make a complaint of discrimination on the grounds of race, color, religion, national origin, sex, 
disability, familial status, and/or limited English proficiency covered by Title VI of the Civil Rights Act of 
1964 (which prohibits discrimination on the ground of race, color, or national origin in programs or 
activities receiving federal financial assistance), Section 504 of the Rehabilitation Act of 1973 (which 
prohibits discrimination because of disability in programs or activities receiving federal financial 
assistance), the Age Discrimination Act of 1975, and the Fair Housing Act, which prohibits 
discrimination in housing because of race, color, national origin, sex (including gender identity and 
sexual orientation), religion, disability, and having, expecting, adopting, or fostering a child under the 
age of 18, members of the public should contact the to the Housing Equality Center of PA. 
 
They can be reached by phone at 866-540-FAIR, by email info@equalhousing.org, or using an online 
form at https://www.equalhousing.org/report-discrimination/ 

mailto:slyons@montcopa.org
mailto:slyons@montcopa.org
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.justice.gov%2Fcrt%2Ffcs%2FTitleVI&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=zMfmUIa8twM7bQIkZwUgpFRDXlwYYbZTOyI5p4za%2ByE%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.justice.gov%2Fcrt%2Ffcs%2FTitleVI&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=zMfmUIa8twM7bQIkZwUgpFRDXlwYYbZTOyI5p4za%2ByE%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.hhs.gov%2Fsites%2Fdefault%2Ffiles%2Focr%2Fcivilrights%2Fresources%2Ffactsheets%2F504.pdf&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=V%2B%2FGJmxVZi8WW86AOOoTJVAWF%2F3F3mmNcINuwX9Qrbc%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dol.gov%2Fagencies%2Foasam%2Fregulatory%2Fstatutes%2Fage-discrimination-act&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=7LwhJpOJSsOJdZFHcxh%2Fr%2FdUTflR5tiEYkSJpcMf8Cg%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.justice.gov%2Fcrt%2Ffair-housing-act-2&data=05%7C01%7CKayleigh.Silver%40montgomerycountypa.gov%7Ca635175a604c42ec04fe08db14579c85%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C638126138921937968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=9gtYTx19VxNwTfbnZ%2BwfGrhPMjSwikki4gt3YtWp07w%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.equalhousing.org%2F&data=04%7C01%7CAMcNeal%40montcopa.org%7C01f91709fd194bfd9e1f08d978793155%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C637673284171365156%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=IJlTTB39hD622nH9BmXBfNRN6vJ3xN6qiwDg4RaLbTc%3D&reserved=0
mailto:info@equalhousing.org
https://www.equalhousing.org/report-discrimination/
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Policy 10: Fraud, Waste, & Abuse 

When a nonprofit agency has reason to believe that a client, landlord, or employee may have abused 
the program, immediate action is required to gather more information regarding the validity of the 
concern or claim and, if valid, the nature and extent of the abuse. The nonprofit should collect as much 
information as possible about the case so that a fair and informed decision can be made. The agency 
may confront the client, landlord, or employee with any information it has and discuss the facts. 

 
Fraud is defined as the wrongful or criminal deception intended to result in financial or personal gain. 
Fraud includes false representation of fact, making false statements, or by concealment of information. 

 
Waste is defined as the thoughtless or careless expenditure, mismanagement, or abuse of resources to 
the detriment (or potential detriment) of the U.S. government. Waste also includes incurring 
unnecessary costs resulting from inefficient or ineffective practices, systems, or controls. 

 
Abuse is defined as excessive or improper use of a thing, or to use something in a manner contrary to 
the natural or legal rules for its use. Abuse can occur in financial or non-financial settings. 

 
For members of the public who believe they are aware of fraud, waste, or abuse, including 
noncompliance with program guidelines, they should reach out to the YWH Program Manager and notify 
her right away so the issue can be investigated: 

 
Sabrina Lyons 
Phone: 610-278-3506 
Email: sabrina.lyons@montgomerycountypa.gov  

 

• As the administrator responsible for the management of the ERA Program funds, Montgomery 
County will take reasonable efforts to identify waste, fraud, and abuse. 

• Fraud will be reported to the State or Local law enforcement agency, as applicable. 
• Fraud in excess of $100,000 will also be reported to Treasury Office of the Inspector General 

(Treasury OIG). 
• Individual fraud associated with a single IP address, or other linking factor, that collectively 

exceeds $100,000 will be reported to Treasury OIG. 
• Fraud or schemes involving public officials or employees of the ERA Grantee and/or sub grantee 

agency will be reported to Treasury OIG regardless of the amount of the fraud. 
• To file a complaint, citizens may visit https://oig.treasury.gov/report-fraud-waste-and-abuse 

mailto:slyons@montcopa.org
https://oig.treasury.gov/report-fraud-waste-and-abuse
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Policy 11: Conflict of Interest 

The ERAP programs follows the County’s Code of Conduct and Conflict of Interest Policy for all 
employees, officers, volunteers, agents, grantees, and vendors. All employees working under the ERAP 
program, including Montgomery County and subrecipient staff, shall conduct themselves at all times in 
the best interest of the ERAP program. 
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Policy 12: Financial Management and Accounting  
 
Procurement 
Montgomery County and its subrecipients are required to follow federal procurement requirements set forth in 2 CFR 
200.331–333.   

 
Budgeting  
The County tracks funds awarded and disbursed by U.S. Treasury and the Commonwealth of Pennsylvania. The 
County budgets for its own program oversight and for the six subrecipients implementing the program 
according to their capacity and need.  
 
Reallocation  
Montgomery County submits reallocation requests to the U.S. Treasury per the Treasury’s portal. Montgomery 
County submits reallocation requests to the Commonwealth of Pennsylvania when funds are available. 
 
Audits and Reconciliation 
Montgomery County conducted a series of audits by September 2022 looking retroactively at data since the 
beginning of the program. After that date, Montgomery County audits the Clarity HMIS system on a weekly 
basis and makes any adjustments as required.  
 
The County and its subrecipients reconcile financial and administrative expenses on a monthly basis.  
 
Earned Interest 
The County earns interest on award funds not yet disbursed to subrecipients. It is the County’s policy that all 
earned interest is transferred (per its funding source) as financial assistance - not as administrative funds - to 
the community.  
 
Subawards  
The County awards its ERA funds as subawards to subrecipients on a capacity and need basis. Funding awards 
are codified in an initial subrecipient agreement and subsequent subrecipient agreement amendments.  
 
Staff Costs  
Montgomery County uses ERA administrative funds to staff the oversight of the program. In addition, the 
County provides financial support for subrecipient staff costs on a monthly basis using ERA administrative funds. 
This includes staff salary and benefits, such as health insurance and workers’ compensation, and other staff 
costs to run the program.   
 
Administrative Expenses  
ERA administrative funds are used by Montgomery County to administer and provide oversight of the program. 
This includes the procurement of contractors and consultants. Montgomery County also provides financial 
support for its subrecipients to implement the program, including funds for necessary equipment and supplies. 
 
Any funds that were budgeted as administrative that go unused will be transferred (per its funding source) as 
financial assistance and administrative funds to the subrecipients. 
 
Disbursements 
Montgomery County provide funding and administrative disbursements as required to its contractors and 
subrecipients once contracts, subrecipient agreements, and/or subrecipient agreement amendments are 
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executed. The County ensures that funds are disbursed in a timely manner and in compliance with the award 
terms. Funds may be disbursed in multiple disbursements to contractors and subrecipients as necessary until 
the full contract or subrecipient agreement amount is exhausted.  
 
Record Retention 

Per the ERA 1 and ERA2 Award Terms, financial records, supporting documents, statistical records, and all 
other non-Federal entity records pertinent to the ERA1 award must be retained for a period of five years 
after all funds have been expended or returned to Treasury. 
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Policy 13: Reporting & Monitoring 
 
Any subrecipient that spends award funds above $750,000 is required to submit a single audit to 
Montgomery County on an annual basis. 
 
Montgomery County will take the lead on drafting and submitting monthly, quarterly, and closeout 
reports for the U.S. Treasury and the Commonwealth of Pennsylvania. The County will work closely with 
all subrecipients to gather and reconcile all the required data for these reports.  
  
Montgomery County’s Recovery Office will conduct internal monitoring of the program. Subrecipient 
Staff may also be expected to participate in compliance review(s), end of program close-out evaluation, 
and final report(s). 
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ERAP PROCEDURES 
 

Procedure 1: Eligible Program Activities 
Conduct ERAP Pre-Screen: 
For households contacting 2-1-1, the 2-1-1 operator will conduct an ERAP Pre-Screen. For those 
households contacting non-profits directly, an ERAP Pre-Screen is done in person or electronically. 

 
Persons living in Montgomery County who have experienced a COVID hardship and are in need of rent 
and/or utility assistance will receive an ERAP eligibility pre-screen for the program by calling 2-1-1 or 
by texting their zip code to 898-211. Pre-screen determines initial eligibility and helps the County 
make referrals to the appropriate non-profit provider. When appropriate, then 2-1-1 will provide the 
ERAP Application to the household to complete and submit electronically for review by ERAP staff. 

 
Households that enter the program directly through a non-profit are pre-screened by the case 
manager. 

 
Households who do not pass pre-screen and are ineligible for ERAP will be referred to other programs 
and services within Montgomery County that fit their needs. These referrals will be given verbally. 
Landlords or utility companies may complete the pre-screen on behalf of tenants but must inform the 
household that they will be contacted for the full application. 

 
Clarity HMIS Record Search & Creation 

For households who pass pre-screen and are eligible, 2-1-1 or subrecipient nonprofit will then 
conduct a Clarity HMIS record search & creation for the household. 

 2-1-1 will read the Verbal Consent statement for identifying information to go into 
Clarity HMIS. 

 2-1-1 will update the Head of Household (HoH) demographic information in Clarity if a 
profile already exists, or create a new profile for households not yet in Clarity HMIS. 
Additionally, 2-1-1 will update or create profiles for each household member and join the 
household in Clarity HMIS. 

 2-1-1 will immediately check the “Notes” and “History” tab in the HoH profile to see if a 
referral or contact has already been attempted for emergency rental assistance. 
2-1-1 will check the Assessments tab to see if the household previously was served by a 
nonprofit provider for emergency rental assistance. If so, 2-1-1 will refer the household to that 
same nonprofit provider for additional possible assistance. If the household has not 
previously received emergency rental assistance, 2-1-1 will refer via Clarity HMIS to ERAP’s 
pending queue. 

 2-1-1 will write a note in the Clarity referral and the HoH profile via the “Notes” tab in Clarity, 
outlining the pre-screen outcome and next steps. 



   
 

   
 

 

Application 
The steps to input an ERUC application into Clarity is as listed in the Clarity Training attachment. In this 
attachment you will find the nine steps it takes to create a new household in Clarity: 

• History tab 
• Months of service tab 
• Address location tab 
• Head of Household tab 
• Household members tab 
• Service records tab 
• Funding source tab 
• Start date 
• End date tab 

 
ATTACHMENT: Clarity Training: New ERA Service 

 
 
Pre-approval for prospective renters 

1. Determine eligibility for pre-approval for prospective renters based on the ERUC application 
• Eligible households who are currently unhoused due to financial eviction 
• Eligible households with an expiring lease 
• Eligible households with “month-to-month” agreements 

2. If the applicant is preliminarily qualified for assistance, prepare the 
Commitment Letter to landlords using the template that shows they are 
eligible for rent assistance. 

 
ATTACHMENT: Commitment Letter 

 
 

ERAP Program Closing 

If a household is receiving future rent, their Clarity program enrollment may stay open 
during that time. Once all financial assistance has ended, the ERAP provider must close the 
ERAP program enrollment for all household members in Clarity HMIS. 
 
Accommodations 
Reasonable accommodations must be documented in writing or verbally at any time from the 
applicant or anyone the applicant gives permission to communicate on their behalf. 
Documentation requirements may be waived for households who request accommodation for 
the initial application for assistance. 

 
Here are some examples of reasonable accommodations: 

 
- Mental Health Disability 



   
 

   
 

- Physically Disabled 
- Hospitalized and/or unable to speak for themselves 

 
Subrecipients should utilize LanguageLine, provide language accessibility, and make other accommodations 
where necessary in order for everyone to have access to the pre-screen and application process. 
 
In accordance with Title VI of the Civil Rights Act of 1964 (Title VI) ERA subrecipients must ensure they provide 
meaningful access to their limited-English-proficiency (LEP) applicants and beneficiaries of their federally 
assisted programs, services, and activities. Denial of an LEP person’s access to federally assisted programs, 
services, and activities is a form of national-origin discrimination prohibited under Title VI and Treasury’s Title 
VI implementing regulations at 31 CFR Part 22. Meaningful access for an LEP person may entail providing 
language assistance services, including oral interpretation and written translation where necessary, to ensure 
effective communication regarding the ERA grantee’s programs, services, and activities. For more information 
regarding reasonable steps to provide meaningful access for LEP persons, please go to https://www.lep.gov 
and the ERA programs’ Promising Practices webpage at  
[https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-
governments/emergency-rental-assistance-program/promising-practices/outreach]. See also Treasury’s 
published LEP guidance at 70 FR 6067 (Feb. 4, 2005).  

https://www.lep.gov/
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/promising-practices/outreach
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/promising-practices/outreach
https://www.lep.gov/sites/lep/files/resources/depttreas_lep_guide_final.pdf
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Procedure 2: Prioritization Guidance 
 

Once the pre-screening process is completed, the household is evaluated for the following: 
• Zip code of the residence 
• Income of the entire household, which includes any adult residing in the home 
• Unemployment status, identifying any household member on unemployment for 90 days or 

more 
• Eviction status  
• Utilities shut-off notices  

 

Staff decide prioritization based on the information provided above to assign the household a number 
based on the prioritization rubric.  

Your Way Home reserves the right to prioritize households for ERUC on a case-by-case basis. Final 
determinations related to ERUC prioritization are made by the YWH Program Manager. 

 
Program phase out in 2023  
 
As of April 1, 2023, new applications for ERAP will no longer be accepted, with the exception of 
a pending eviction. In the case of an exception, approval must be granted by the subrecipient 
program manager. The program manager must note in the client’s Clarity file that an exception 
has been made due to a pending eviction. Households who have been on the waiting list 
should be considered for assistance during the program phase out period.  
 
No recertifications will be processed after March 31, 2023. If a client is recertified in March 
2023, they can receive prospective rent in April, May, and June, but there will no 
recertification payments beyond June. However, if there is a pending eviction for a client, an 
exception can be made. In the case of an exception, approval must be granted by the 
subrecipient program manager. The program manager must note in the client’s Clarity file that 
an exception has been made due to a pending eviction.   
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Procedure 3: Documentation Required for Each Household File  
 

ERAP Application & Program Enrollment 
Documentation can be accepted electronically, by mail, or by walk-in at any of the 
subrecipient nonprofits.  
 
ERAP will reference their pending queue in HMIS, as well as eligible pre-screen 
questionnaires they have processed, to enroll into ERAP and begin processing the full 
application. Households will be contacted utilizing the aforementioned prioritization 
policies. 

If staff have attempted initial contact with a household, and the household has not 
responded within 5 business days, the staff member will close/reject the referral in 
Clarity HMIS. Attempted contacts must be documented via the “Notes” section in the 
HoH profile in Clarity HMIS. 
As soon as a household is successfully contacted, check the “History” tab in the HoH profile 
to see whether a client has already been serviced by a different agency. If serviced by 
another agency, contact the YWH Program Manager. Once it is determined which agency 
will be serving the household and processing the full application, the staff member must 
enroll the entire household in the ERAP program in Clarity HMIS.  This includes the Head of 
Household and all other household members.  

This ERAP staff member is now working with the household and responsible for the full 
processing and completion of the application and financial assistance. Using the ERAP 
File Checklist, these documents can be collected via electronic means or in person. ERAP 
staff will give instructions to the applicant on how to provide the documents needed. 
Applications and all required documentation should be kept on file internally both on 
paper and in Clarity. A complete record should be readily available within 7 days of first 
disbursement of funds. 
 

ATTACHMENT: YWH ERAP File Checklist 
 

1. Compass Community Partner Database 
a. As part of the Proof of Income, the compass community partner database 

has been provided by the Commonwealth of Pennsylvania as a tool to 
determine immediately if a client is financially eligible for this program. 
The compass tool should be registered only by a supervisor or an 
authorized Q.A. reviewer for each sub-recipient. There should be no more 
than two authorized users per agency. 

b. To receive automatic financial eligibility it can be completed using an 
individual search by using the client’s first and last name, date of birth, 
and the last four digits of the client’s social security number. Upon the 
search, it will only determine if a client is automatically income-eligible 
by these three options. 

i. If it states YES, Automatically Income-Eligible 
ii. If it states NO this means the client is NOT automatically income-

eligible and you must use other “proof of income” options to 
verify income. 

iii. If it states “unable to locate”, you must use other “proof of 
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income” options to verify income. 
 
If you are using this tool to verify income, please print and place it in the client’s internal 
file. Each time a client recertifies you must re-verify this information. 

The process to register for the compass community partner database is as followed: 

1. Review the Compass Community Partner Powerpoint, and follow the steps. 
2. Go to the www.compass.state.pa.us 
3. Register your organization, if not already registered. 
4. Request user access, beginning with a Delegated Administrator (DA). All users 

will receive their Keystone ID (b-userID) by email after the registration request 
has been approved. 

5. Bookmark this page as this is the page you will use to access 
the database, 
https://www.compass.state.pa.us/Compass.Web/CP/Landing 

 
If an applicant has been denied, then a denial letter must be drafted and given to the 
client. A note must then be added in Clarity with the reason for the denial. 

 
ATTACHMENT: Client Approval Letter 

 

ATTACHMENT: Client Denial Letter 
 

Utility bills 
The staff member must ask an applicant if they have a shut-off notice or arrearages for utilities. If they do, the 
client must provide copies of the shut-off notices or the utility bills showing the arrearage. The subrecipient 
must verify utility arrearages by substantiating the ledger with the utility company to ensure arrearages are 
within program guidelines.    

 
ATTACHMENT: Utility verification letter 
 

Payment Request Form  
By submitting a Payment Request Form for a household assisted, the Subrecipient Case 
Manager is confirming that they have all required documents outlined in this manual and will 
retain all applicable records for this project consistent with 24 CFR 578.103, including 
Participant Files.  

 
Phase Out Letter 
If a client has reached the end of the program, they must receive a ERUC Phase Out Letter. It 
must be completed by the case manager and given to the client. One of the following reasons 
must be listed:  

• Your household income was determined to be over 30% of the Annual Median Income eligibility 
requirements.   

• The 18-month time limit has been reached.   
• ERUC funds are no longer available.  
• [Insert Other as Needed] 

http://www.compass.state.pa.us/
https://www.compass.state.pa.us/Compass.Web/CP/Landing
https://www.law.cornell.edu/cfr/text/24/578.103
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ATTACHMENT: Phase Out Letter 
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Procedure 4: Protection of ERA applicant data privacy 
Clients  
Clients may choose to provide personally identifying information (PII) voluntarily. All clients can request 
that their PII (such as their name, social security number, date of birth, email address, work address, 
telephone number, race, ethnicity, and gender) not be shared with Your Way Home data systems. If a client 
requests that their PII remain anonymous, staff members must honor their request and be respectful of 
their right to remain anonymous.  

In the ERUC Application, there is a checkbox for clients to complete that states: "This agency may not share 
my personally identifying information within YWH Data Systems." All staff should be vigilant about having 
clients who wish to remain anonymous check the checkbox and verbally discuss with the client their choice 
to remain anonymous. Staff should not discuss with a client why they are choosing to remain anonymous.   

There are only two pieces of information that are required to be collected so that the program can run 
properly:  

1. Address of service / home address is required, allowing the County to validate that the address is a 
residential property. 

2. Since a client must be above 18 to receive services as a head of household a year of birth must be 
provided. However, a date of birth will be listed as 1/1/YYYY in the system for those clients wishing 
to remain anonymous.  

 
All of this information can be verified during the application process, without any of that information being 
entered into Clarity HMIS. 
 
Staff 

All County staff and subrecipients working on this project must abide by the HMIS Policy and Procedure 
Manual, which include the following "Revocation of Consent to Share Personally-Identifying Information in 
YWH Data Systems" procedure on page 5: 

Procedure: Clients may revoke their consent to share personally-identifying information by signing 
a new Client Release of Information. The data entry staff is responsible for updating this personally-
identifying information on the client’s profile using the protocol as established in the Policy on 
Entering Non-Identifying Information within 5 business days of the client signing the form. The 
agency must maintain a copy of the new client Release of Information form with their paper file. 

 
  

https://static1.squarespace.com/static/59e4bd08d7bdce1e8a5b15bb/t/5c0ec1ea0ebbe8423dbad194/1544471019414/Your+Way+Home+Montgomery+County+PA-504+Continuum+og+Care+HMIS+Policy+and+Procedures+Manual.pdf
https://static1.squarespace.com/static/59e4bd08d7bdce1e8a5b15bb/t/5c0ec1ea0ebbe8423dbad194/1544471019414/Your+Way+Home+Montgomery+County+PA-504+Continuum+og+Care+HMIS+Policy+and+Procedures+Manual.pdf
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Procedure 5: Documentation Required for Households that have Received Assistance and Recertify 
 

When a client needs additional rental or utility assistance, beyond their original award, the staff member 
must recertify the household using the Re-Certification Form. Forwarded rental assistance can only be 
provided for 3 months in the future. If the client returns to seeking rental assistance for months beyond 
those initial forwarded months, they must be recertified. The prioritization process must still be followed 
during recertification as a household’s financial situation or location may have changed.  
 
For ERA1, subrecipients may approve applications covering up to three months of prospective assistance 
pursuant to FAQ 10 up until September 30, 2022 (December 31, 2022, for reallocation funds). Subrecipients 
may not provide prospective rental or utility assistance or cover costs for other expenses related to housing 
for any period beyond September 30, 2022 (December 31, 2022, for reallocation funds). Any rental or utility 
costs provided after December 31, 2022, must be made using ERA2 award funds.  
 

ATTACHMENT: Re-Certification Form
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Procedure 6: Program Requirements for Landlords 
 

Property Look-Up Steps (Landlord) 
When reviewing the landlord, the assigned case manager must also look up to confirm that the 
landlord listed on the application is the owner of the rental property through the Montgomery County 
property records look-up tool. Complete the following steps: 

1. Confirm the address(s) listed on the landlord application for their tenant(s). This is the 
address that they state their tenant is residing at (not landlord’s mailing address unless listed 
as the same as tenants). 

2. Go to County Property Records website through this link: 
https://propertyrecords.montcopa.org/ 

3. Click on “Search by Owner” or “Search by Address.” Then click on “Agree” for Disclaimer. 
4. For owner search, type in the name (last name, first name) of the landlord as listed on their W- 

9 in the “Search by Owner Name” box, then click Search. For address search, enter in the rental 
property address in the “Property Address” box, then click Search. 

5. This will bring up a list of the properties/registered owner. Locate the correct address and 
click on the parcel number to confirm that the landlord is the property owner where the 
tenant is residing. 

a. If landlord is not listed as the property owner, move to step 8 below. If landlord 
is confirmed as property owner, complete steps 6 & 7. 

6. Print/Save screen showing this confirmation and upload to documents folder in 
landlord’s internal and external case file. 

7. If the landlord applicant is not listed as the property owner through this search, 
proof of ownership OR proof of ownership authorization for property 
management is required. 

a. Complete the following steps to verify proof of ownership: 
i. Request other proof of ownership such as a mortgage statement or real 

estate tax bill which lists the landlord applicant as the owner. Real estate tax 
bill should be for most recent year and mortgage statement must be within 
last 3 months. Upload to file and notate in audit log. If neither of these 
documents are available move to option #2. 

ii. Contact the listed landlord and request a copy of the deed be emailed to the 
reviewer to confirm ownership of rental property. If deed is obtained and 
supports ownership claim, call the Recorder of Deeds to confirm the deed 
has been recorded. Contact the Montgomery County Recorder of Deeds at 
(610) 278-3289. 

iii. After deed is confirmed as recorded, notate the conversation with the 
Recorder of Deeds in an audit log and upload a copy of the documents folder 
in the client's internal case file. If the listed landlord is an Executor of the Will 
to the deceased property owner, verify the Executor’s authority by having the 
Executor email a copy of the Short Certificate (proof of appointment of a 
person to handle the affairs of a decedent) then upload to the documents 
folder in the client's internal case file. 

https://propertyrecords.montcopa.org/
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b. When a property manager is providing documents on behalf of the 
landlord, the following steps are required: 

i. If a property manager is representing the landlord (and therefore owner and 
landlord applicant don’t match), request a copy of the Property Management 
Agreement between the landlord’s agent and the landlord. Upload to file. 

ii. If this is not available, document why in the audit log and request an email or 
written signed statement from the listed property owner that confirms that 
the landlord/property manager listed is duly authorized to submit this 
application on behalf of the landlord. 

iii. This e-mail or note must be accompanied by a form of identification from the 
property owner that verifies the statement is coming from owner. Request a 
digital image be sent and upload to file along with note. 

iv. Request supervisor review of the statement and ID provided. 
 
If proof of ownership or authorization is not received or available, then application is denied.  

 
ATTACHMENT: YWH ERAP File Checklist 
 
ATTACHMENT: Landlord Verification Letter 

 
 

Relationship Verification 

1. In general, the participant cannot be directly related to their landlord (spouse, 
parent, sibling, aunt, uncle, etc.) unless the following conditions are documented: 

a. Documented evidence of rental payments existing prior to time period of ERUC/ ERAP 
assistance request (through prior payments and evidenced by bank statement or 
rental receipts); AND 

b. Evidence of financial separation of households (i.e., separate tax returns, 
related individuals not listed on same tax return). 

2. As part of the control for this process, if the landlord and tenant share the same last name 
and/or same address, check their place of residence and identify the relationship in the 
client's internal clients file (parent/child, significant others, siblings, etc.). If the tenant and 
landlord are related and the application does not meet the criteria of 1 of this section above, 
households are not eligible for assistance. 
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Procedure 7: Data Entry Requirements & Clarity HMIS 
 

Application 
1. Staff will be required to enter ERAP Program data in HMIS for all households contacted with a 

full application. The ERAP Program will be closed via HMIS for any household unable to be 
contacted in 30 days after receiving the application, or when financial assistance has ended 
(whichever is sooner). 

2. Staff and 2-1-1 will be required to enter data into HMIS following the procedures outlined in 
this document. Staff are expected to enter data in real time whenever possible, in order to 
maximize coordination and avoidance of duplication of benefits. Staff will be expected to 
always utilize Clarity HMIS when working with households on the processing of applications. 

3. Staff and 2-1-1 must enter notes into the “Notes” tab on any eligible household they 
speak with or communicate with. 

 
Processing of Financial Assistance 

Once the application is complete, and all paperwork has been provided, the case manager will submit a 
request for a check/credit card authorization for the approved amount of assistance. 

If the applicant’s landlord does not participate, does not return documents, or does not accept the 
ERAP financial assistance, a supervisor may authorize direct payment to the applicant. After reasonable 
attempts to obtain the cooperation of landlords or service providers or after their refusal to cooperate, 
assistance payments shall be made directly to the tenant. Assistance payments shall not be delayed 
and shall be issued directly to the tenant after seven days if the initial written outreach request was 
mailed, or after five days if the provider made three attempts by phone, text, or email over a five-day 
period. All attempts to contact the landlord and engage them in payment must be documented in the 
Notes section of Clarity HMIS. 

However, ERA2 does not require grantees to seek the cooperation of the landlord or utility provider before 
providing assistance directly to the tenant. 

 
If a supervisor authorizes direct payment to the applicant, then a Direct-to-Tenant Letter must be prepared 
and given to the client. 
 
Other housing costs must be entered in Clarity HMIS as Service Records according to the corresponding 
type (e.g., First Month, Last Month, Security Deposit), not as Rental Assistance. 

 
ATTACHMENT: Direct-to-Tenant Letter template 

The Financial Analyst will process and distribute the financial assistance.  

Staff must add Service Records to the HoH program enrollment, as appropriate: 

a. Rental arrearages (one service record for each check of rental arrearages provided) 
b. Prospective Rent (one service record for each check of prospective rent provided) 
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c. Utility Assistance (one service record for each check towards utility assistance provided) 
d. Other Housing Costs (one service record for each: First Month’s Rent, Last Month’s Rent, Security 

Deposit (if assisting with relocation), Hotel payments)  
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Procedure 8: Allowable Administration 

As per the agreement and terms for allowable administration expense of the total funds received, 
 The County will prepare the budget, which includes the following County and 

Subrecipients detail: 
1. Financial assistance 
2. Administrative Direct expenses 
3. Administrative Indirect expenses 
4. Additional expenses, if applicable 

 
 County prepares and submits a memo to the controller to release the funds to subrecipients. 
 Distribute the funds to Subrecipients and record in the master file. 

 
Record the Direct administration expenses (salaries, wages, and benefits paid to employees 
working for this program, etc.) 
 Send out emails to all Subrecipients for the admin expense reports to be received on 

or before 5th of every month. 
 Track expenses so that the limit on overspending is maintained. 

 
Documents required from Subrecipients 
 Spreadsheet recording all expenses for the month of the claim indicating the program name 

ERA1 or ERA2 
 Timesheets for the month of claim showing actual hours worked for the particular program 

ERA1 and/or ERA2 
 Paystubs showing the salary or wages for that month in case of salary or wages 

increments supporting document letter from Subrecipient on their letterhead 
with authorized signatory required. 

 Employee Benefits details required, if claiming. 
 All other direct expenses claimed on the spreadsheet require valid invoice and 

payment proof. If not then the expense is not accountable. 
 Reconcile the details with spreadsheet and revert back to Subrecipient for 

confirmation and ask for the missing documents or error found if any. 
 

Clarity Training: New ERA Service attachment is the training for subrecipients to enter a new service 
record.  

 
ATTACHMENT: Clarity Training: New ERA Service 
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Procedure 9: Appeals & Complaints 
For clients that would like to appeal their eligibility decision, they can reach out to the YWH Program 
Manager ten days from the date of denial. If necessary, the Program Manager may contact the 
subrecipient to retrieve the internal file to review for accuracy and allow the agency to provide any 
further supportive evidence to uphold the denial. The Program Manager will follow up as necessary 
within 10 business days.   

 

Households whose application has been denied can re-apply to the program 30 days from the date of 
denial. 
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Procedure 10: Fraud, Waste, & Abuse 

Claims and concerns regarding potential fraud and abuse can come from staff, clients, 
landlords, or members of the local community. For example, a housing specialist may receive 
a credit report showing that a family has two jobs, when the family identified income from 
only one job on its application. The agency may receive an anonymous phone call reporting 
that someone is illegally living in a unit. Each nonprofit agency should establish a process 
whereby these accusations, claims, and concerns about potential abuse are documented and 
responded to as efficiently as possible by qualified staff. It is important that the process is 
standardized, clear, and consistently followed. Without a consistent, standardized process, 
nonprofits are vulnerable to accusations of unfair treatment. At a minimum, the agency 
should provide all participating clients, landlords, and employees with written instructions 
identifying staff to contact if program abuse is suspected. 

 
When a nonprofit agency has reason to believe that a client, landlord, or employee may 
have abused the program, immediate action is required to gather more information 
regarding the validity of the concern or claim and, if valid, the nature and extent of the 
abuse. The nonprofit should collect as much information as possible about the case so that 
a fair and informed decision can be made. The agency may confront the client, landlord, or 
employee with any information it has and discuss the facts. It may also interview and 
obtain any additional information from other parties involved. Other parties may include 
nonprofit agency staff, representatives from another local agency (police, welfare agency), 
and other third parties, such as the person reporting the abuse, landlord, tenant, or 
employer. 

 
The nonprofit agency should summarize the actions taken and the findings and recommendations of its 
assessment in writing. The summary should include the following: 

 
• Name and address of the subject(s); 
• Synopsis of the alleged abuse or fraudulent activity which specifies the sources; 
• Name and address of known witnesses or persons having knowledge of the allegations; 
• Known or suspected period during which the alleged offense occurred; 
• Known or suspected monetary loss; 
• Determination, based on the evidence, as to whether the subject is abusing or has abused the program 
and is receiving or received a benefit to which he or she is not entitled; 
• Corrective action to be taken to remedy the situation. 

 
The summary should then be sent to the YWH Program Manager in a timely manner. 

 
Fraud:  
What is fraud: 

• Fraud: a single act or pattern of actions made with the intent to deceive or mislead, 
constituting a false statement, omission, or concealment of a substantive fact. 

What is not fraud: 
• Fraud is different from errors. Errors happen unintentionally. For example, if a 

question is not clear and a tenant responds erroneously. 
Consequences of fraud: 

• If fraud is discovered, program integrity may require taking legal action to pursue a 
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remedy of the situation, such as terminating program assistance or referring the 
matter to the authorities. Identifying fraud is an important component of securing 
program integrity and ensuring funds are allocated to eligible families. 

 
Rental assistance fraud may involve various stakeholders (i.e., tenants, landlords, agencies) 
and may incorporate various activities: 

• Knowingly submitting false or altered information to secure eligibility 
• Soliciting or accepting payment for preferential treatment of an application 
• Attempting to obtain rent amounts larger than stipulated in the lease 
• Using tenant or landlord data to solicit benefits, without the tenant and landlord authorization 
• Concealing assets or misrepresenting income 
• Submitting applications for nonexistent tenants or rental units 

 
The County and its subrecipient agencies must take the following responsibility with regard 
to fraud, waste, and abuse: 

• The County, as the administrator responsible for the management of the ERA 
Program funds, and its subrecipients, as implementors of this program, should 
make reasonable and necessary efforts to identify waste, fraud, and abuse. 

• If fraud is suspected, it must be reported to the YWH Program Manage. A fraud 
report must be completed and returned to the HPPM. 

• Depending on the severity of the suspected fraud, the HPPM will determine 
which of the agencies the fraud report should be submitted to: 

o Montgomery County Detective; and/or, 
o Pennsylvania Office of the State Inspector General (OSIG); and/or, 
o Treasury OIG. 

• If fraud is suspected over $100,000, it must be reported to the Treasury OIG by 
the non-profit supervisor at https://oig.treasury.gov/report-fraud-waste-and-
abuse. 

• Fraud or schemes involving public officials, employees of the County, or 
employees of a subrecipient agency will be reported to Treasury OIG 
regardless of the amount of the fraud. 

• If fraud is being reported to the OSIG, a Field Investigation Referral must be completed. 
 

(List modified from the Massachusetts Emergency Rental Assistance Program) 
 

ATTACHMENT: Field Investigation Referral & Field Investigation Referral - Example 
 

Possible Fraud Identified: 
For any client that has been deemed possibly fraudulent in the ERA program, the nonprofit 
must create a public alert in Clarity. To create a public alert: 

 
1. Go to a client’s profile 
2. Go to Head of Household 
3. Go to the Notes tab, scroll down to the bottom of the Notes tab page 
4. Create a note under Public Alerts 
5. Note should state “POSSIBLE ERUC FRAUD CASE. Please contact YWH 

Program Manager.” Staff should be sensitive about possible fraud 
information and should not inform the client. 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Foig.treasury.gov%2Freport-fraud-waste-and-abuse&data=04%7C01%7CAMcNeal%40montcopa.org%7C146da43b39714d6fd5e108d9c19cf4fd%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C637753702133620092%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=uhNh8wol%2F0GYpmwYa1sKnCdhTgEWnr%2BeK8fXDkoCQa8%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Foig.treasury.gov%2Freport-fraud-waste-and-abuse&data=04%7C01%7CAMcNeal%40montcopa.org%7C146da43b39714d6fd5e108d9c19cf4fd%7Cabb624ec6a274c8195ceb75e7c96ad9c%7C0%7C0%7C637753702133620092%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=uhNh8wol%2F0GYpmwYa1sKnCdhTgEWnr%2BeK8fXDkoCQa8%3D&reserved=0


   
 

51 
 

 
If assistance has already been provided to a landlord, utility, or tenant identified as 
possibly fraudulent, the assistance will remain in Clarity and in a subrecipient’s internal 
financial records during the investigative phase. If and when a guilty verdict is reached, 
this assistance must then be removed from Clarity by the subrecipient and the County will 
reconcile with DHS and Treasury if the funds have previously been reported. 

 
Waste: 
Waste is defined as the thoughtless or careless expenditure, mismanagement, or abuse of resources to the 
detriment (or potential detriment) of the U.S. government. Waste also includes incurring unnecessary costs 
resulting from inefficient or ineffective practices, systems, or controls. An example of this would be 

subrecipients that use ERA administrative funds to fully pay for staff that work on non-ERA programs within 
the agency. 

 
Abuse: 
Identification of Abuse 
If the subrecipient determines that a client, landlord, or employee has abused the program, the 
subrecipient must take immediate actions to remedy the situation. For example, if a client does not 
disclose fully disclose all sources of income or a landlord evicts a client before the 60-day period, these 
would be considered abuse, as violations of the program rules were committed. 
 
The subrecipient’s actions will vary, depending upon the extent and nature of the abuse. The subrecipient 
must determine that a preponderance of evidence demonstrates that the action taken by the client, 
landlord, or employee was willful and intentional, in order to terminate assistance on the basis of fraud or 
abuse. 

 
Possible Remedies for Abuse 
If the applicant is ineligible for the program at any time in the process, the subrecipient must terminate the 
assistance. The subrecipient may at any time deny future rental assistance if a landlord or client has 
committed fraud, bribery, or any other corrupt or criminal act in connection with the ERA program. The 
subrecipient may also consider debt collection for any funds that were misused or abused. 
 
If the subrecipient paid too much assistance to the client because of discrepancies in information furnished 
by the applicant and if the subrecipient has sufficient evidence that the client intentionally misrepresented 
its circumstances, the subrecipient must pursue debt collection and may terminate assistance. 

 
Tips for Reviewing Tenant Files 

• Confirm documents appear in their original state: 
o Complete documents are submitted 
o Does not look altered (E.g., font, size is consistent, nothing looks pasted) 
o No unusual formatting 
o No inconsistent signatures 
o No inconsistent dates 

• Supporting documentation submitted should be consistent with information 
reported on the application 

• If information was previously submitted on another application, information is 
consistent across applications 
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• If information is found to be inconsistent, additional follow up and documentation 
is required to confirm eligibility 

 
What to do in cases of suspected Fraud or Abuse 
Immediate action to gather additional information is required in cases of suspected fraud or abuse. 

1. Collect Information 
▪ Obtain additional information to clarify items, this may include: 

▪ Requesting additional information. May include additional documents or 
clarifications to the application questions. 

▪ Carrying out additional phone calls or interviews with tenants and/or landlords 
2. Document Findings 

 

▪ If concern persists, retain the full application file and note key information: 
▪ Name and address of the subject(s) 
▪ Summary of the alleged fraud or abuse citing specific sources 
▪ Name and address of any individuals with knowledge of the allegations 
▪ Known or suspected time period when allegations occurred 
▪ Known or suspected monetary loss 

3. Escalate to Defined Contact 
▪ Case Managers should escalate questions to Supervisors and Managers if a 
question about fraud exists 
▪ Supervisors and Managers should work with YWH Program Manager to 
review the file and confirm concern 
▪ YWH Program Manager escalate concerns as necessary 

 
ATTACHMENT:     Fraud, Waste, and Abuse Training
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Procedure 11: Conflict of Interest 
All subrecipient staff working on this program will sign an “Acknowledgement of Code of Conduct and 
Conflict of Interest Policy” to ensure compliance with the program’s Conflict of Interest policy. 
 
ATTACHMENT: PA-504 CoC Code of Conflict and Conflict of Interest Policy Updated 10.25.21 
 

The final document in the attachments is the General Standards for ERUC programs which includes a 
standard for Staffing and Application Process. 
 
ATTACHMENT: The General Standards for ERUC programs 
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Procedure 12: Financial Management and Accounting 
 
Procurement 
The County’s financial management team procures all ERA subrecipients per the federal procurement requirements set 
forth in 2 CFR 200.331–333. In addition, the financial management team ensures that all ERA subrecipients follow the 
federal procurement requirements set forth in 2 CFR 200.331–333.   
 
Budgeting  
The County’s Financial Analyst and Coordinator tracks the funds awarded and disbursed by U.S. Treasury and the 
Commonwealth of Pennsylvania. The Financial Analyst and Coordinator also budgets the County’s six subrecipients 
according to their capacity and need. Budgets are tracked daily so that funds are available for program and 
administrative costs. The County’s financial management team makes weekly spending projections to properly 
assess whether additional funds or disbursements are necessary.  
 
The County may reallocate funds as necessary to another subrecipient depending on the community’s financial 
assistance need. 
 
The County’s Financial Analyst and Coordinator tracks any unused administrative funds that were budgeted to the 
County and the subrecipients. The Financial Analyst and Coordinator then transfers (per its funding source) these 
unused funds (as financial assistance and administrative) to the subrecipients depending on the area of need.  
 
Reallocation  
The County’s Financial Analyst and Coordinator takes the lead on submitting reallocation requests to the U.S. 
Treasury and Commonwealth of Pennsylvania. Any reallocation funds awarded to the County are tracked and 
budgeted by the County’s financial management team. 
 
Audits 

Montgomery County’s auditing team has conducted a series of audits looking retroactively at previous 
data. The following audits were completed for retroactive data by September 2022 and are conducted 
weekly after September 2022: 

 
1. ERA over 18 months: This audit examines ERA households receiving assistance through ERA where 

over 18 months of assistance had been approved. The County reviews the total months of assistance 
provided per household. Any months of assistance greater than 18 months are identified and 
determined to be ineligible under ERA funding. The County removes these months of service from 
the Clarity data system and notifies each agency that these months are ineligible. This is an ongoing 
audit through the duration of the program. 

 
2. ERA1 over 15 months: This audit examines households receiving assistance through ERA1 where over 

15 months of assistance had been approved. The County reviews the total months of assistance 
provided per household. Any assistance greater than 15 months are identified and determined to be 
ineligible under ERA1 funding. The County transfers eligible service months 16, 17, & 18 to an ERA2 
funding source. If assistance for service months 16, 17, & 18 is provided before ERA2 funds are 
available these months are not eligible to transfer to ERA2 and are removed from the Clarity data 
system. Agencies are notified that these months were either transferred to ERA2 or deemed 
ineligible. This is an ongoing audit through the duration of the program. 

 
3. Missing Addresses: On a weekly basis the County reviews all client addresses in the shared 
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database and identifies any addresses that are missing or incomplete. Any addresses identified as 
missing or incomplete are emailed to the respective agency to correct. This is an ongoing audit 
through the duration of the program. 

 
4. Duplicate Payments: This audit examines households receiving assistance through ERA funding 

where potential duplicate or overlapping payments have been approved. The County flags these 
potential payments and sends to each respective agency for review. The agency is then asked to go 
through the clients’ individual internal files and check them against what has been placed into the 
Clarity data system. If a data error is found, they are granted permission to make corrections in 
Clarity. If a duplication of service is found, the agency must notify the County of the duplication. 
Ineligible payments will be removed from the Clarity system. This is an ongoing audit through the 
duration of the program. 

 
5. Service dates before 3/13/20: This audit examines all client payments with service dates prior to 

March 13, 2020, the start of the ERA1 program. The County flagged any payment with a service 
date prior to March 13, 2020, and sent them to each respective agency for review. The agencies 
were asked to correct any data entry errors and submit documentation validating the correction. 
Any payments found that were approved for services before March 13, 2020, are ineligible and 
were removed from the Clarity data system. This was a one-time audit. 

 
6. Ineligible households: This audit examines income limits for each household. Any household that is 

above the income limit is deemed ineligible and any payments approved for these households will be 
removed from the Clarity data system. This is an ongoing audit through the duration of the program. 

 
7. Data Quality Audit: On a weekly basis the County reviews all client payments in the shared 

database and identifies any data quality errors such as payments to non-Head of Household, 
funding source/program discrepancies, and service date errors. Any data quality errors identified 
are emailed to the respective agency to correct. This is an ongoing audit through the duration of 
the program. 

 
Additional audits will be completed as necessary. 

 
Reconciliation and Recharacterization 
Auditing of the Clarity HMIS system is done on a weekly basis. The County’s financial management team works 
closely with the auditing team to ensure that any misidentified funds are reconciled.  
 
Reconciliation of the previous month’s financial and administrative expenses is to completed by each subrecipient 
by a date specified by the County for reporting purposes.  
 
If necessary (e.g. if an expense is identified for a fund that is overbudget or tagged improperly), the entry for the 
expense will be requested to be recharacterized by the subrecipient.  
 
Earned Interest 
The County’s Financial Analyst and Coordinator tracks any monthly interest earned by the County for award funds 
not yet disbursed to subrecipients. All earned interest is transferred (per its funding source) as financial assistance 
- not as administrative funds - to the community.  
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Subawards  
The County awards ERA funds to subrecipients on a capacity basis, in consultation with the financial management 
team and with approval by the HCD Administrator. Funding awards are codified in an initial subrecipient 
agreement and subsequent subrecipient agreement amendments, which are signed by both the subrecipient and 
the County.  
 
Staff Costs  
Subrecipients must submit any staffing costs to the Financial Analyst and Coordinator on a monthly basis. Included 
in the submission must be any timesheets and pay stubs related to this program. Staff benefits, such as health 
insurance and workers’ compensation, must also be submitted with supporting documents. Staff costs, such as cell 
phone expenses, must also be submitted for reimbursement. If there is an increase in a staff member’s salary, a 
supporting document must be included.  
 
Administrative Expenses  
Subrecipients must submit administrative expenses to the Financial Analyst and Coordinator on a monthly basis. If 
any supplies or equipment are purchased, an invoice or receipt must be included in the submission.    
 
Disbursements 
Funding disbursement: Once subrecipient agreements or subrecipient agreement amendments are executed, 
funds will be disbursed as per required. The Financial Analyst and Coordinator will draft a memo which includes 
the memo number, funding amount, funding source, GL code, and date of disbursement.    
 
Administrative disbursement: Once subrecipient agreements or subrecipient agreement amendments are 
executed, funds will be disbursed as per required. The Financial Analyst and Coordinator will draft a memo which 
includes the memo number, funding amount, funding source, GL code, and date of disbursement.    
 
Record Retention 

Montgomery County and all subrecipients must retain financial records, supporting documents, statistical 
records, and all other non-Federal entity records pertinent to the ERA1 award for a period of five years 
after all funds have been expended or returned to Treasury. 
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Procedure 13: Reporting & Monitoring 
 
Reporting 
Each subrecipient is required to submit a single audit to the Financial Analyst and Coordinator on an annual 
basis if they spend award funds above $750,000. The Financial Analyst and Coordinator then completes a 
Checklist for Reviewing Subrecipient Single Audit Reports to ensure that the subrecipient is fiscally solvent 
and can properly handle the subaward funds.   

 
Montgomery County is responsible for providing the following reports: 

• DHS ERAP Monthly Report: ERAP46_202205R 
• DHS ERAP Monthly Report: ERAPTWO-46_202205R 
• DHS ERAP Quarterly Report 
• Treasury monthly report, uploaded to Treasury’s Portal 
• Treasury quarterly report, due the 15th of the month after the quarter ends, uploaded to 

Treasury’s Portal. Quarterly reporting guidance is available here. 
 

Nonprofits are responsible for providing the following reports to the County: 
• Weekly applications report 
• Monthly reconciliation report 
• Monthly administrative expenditures reports 

 
Nonprofits are responsible for reviewing Clarity data on a regular basis. This includes reviewing and 
sharing Funding Source Financial Detail reports created in Clarity, due the 5th of each month (or the 
Friday before if it falls on a Saturday, or the Monday after if it falls on a Sunday). Nonprofits are also 
responsible for correcting all data quality errors identified weekly by the YWH ERA Data Coordinator by 
the close of business each Friday. 

 
ATTACHMENT: Application Weekly Report 
 

For federal funding, U.S. Treasury reporting guidance is listed here: https://home.treasury.gov/policy- 
issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance- 
program/reporting 

 
For Commonwealth funding, reporting guidance is provided here: 
https://www.dhs.pa.gov/ERAP/Pages/ERAP.aspx 

 
 

Communications 
All nonprofit providers must not make any adjustments to any service records once reconciliation 
reports have been submitted for the month. Any adjustments that are needed must be approved first; 
nonprofits must provide reasoning for any proposed change to a service record to the YWH Program 
Manager, or the YWH ERA Data Coordinator. 

 
All nonprofits must inform all ERA staff changes to the YWH Program Manager within 7 days of hire. In 
addition, all ERA staff must complete a YWH approved ERA data entry training prior to entering any services 
into Clarity. 
 

ATTACHMENT: Emergency Rental Utility Coalition Fraud, Waste, & Abuse Training 

https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/reporting
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/reporting
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/reporting
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-governments/emergency-rental-assistance-program/reporting
https://www.dhs.pa.gov/ERAP/Pages/ERAP.aspx
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Monitoring 

There will be both internal (Montgomery County Recovery Office) and external (U.S. Treasury, 
Commonwealth of Pennsylvania) monitoring of this program. The County will be in touch with future 
monitoring plans. 
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ATTACHMENTS 
Pre-Screen Document 

 
Income Limits: 2020, 2021, 2022, & 2023 

 
 

All boxes must be completed below.
Screening Date:

Total # of Household Members:

Select the household type:

Is the household at risk of losing housing without assistance?

What is the household's current gross monthly income from all sources, before taxes taken out? Yearly Income % AMI
0.00%

Are you facing eviction?

Have you received a "Notice to Quit" or landlord-tenant complaint filed at a Montgomery County Court?
     If yes, please enter court date. Court Date:

Have you received a "Judgement" from a Montgomery County Court?

Have you been offered a "Pay and Stay" from a Montgomery County Court Judge?

Have you received a 10-day utility shut off notice?

How much financial assistance will the household need to not become homeless? $
     How many months of rent does this represent?
     How many months of utility assistance does this represent?

Have you been displaced and are now in need of move-in assistance (first month's rent, last month's rent, security deposit)?

STAFF: Beginning June 19, 2023, new applicants who are eligible for assistance must meet the AMI requirement and either: 1) Have a 
pending eviction or utility shut off notice and approval from the program manager; or, 2) Be in need of move-assistance.

ERUC Initial SCREENING - QUICK GUIDANCE TOOL, update: 6.27.2023

Head of Household Full Name & 
Contact Information:

During or due to the Coronavirus pandemic, which ended May 11, 2023, have one or more individuals in your household 
qualified for unemployment benefits, experienced a reduction in household income, incurred significant costs, or experienced 
other financial hardship?

2020 1 2 3 4 5 6 7 8
80% AMI 54,150.00$ 61,850.00$ 69,600.00$ 77,300.00$ 83,500.00$ 89,700.00$ 95,900.00$ 102,050.00$ 
50% AMI 33,850.00$ 38,650.00$ 43,500.00$ 48,300.00$ 52,200.00$ 56,050.00$ 59,900.00$ 63,800.00$ 
30% AMI 20,300.00$ 23,200.00$ 26,100.00$ 29,000.00$ 31,350.00$ 35,160.00$ 39,640.00$ 44,120.00$ 

2021 1 2 3 4 5 6 7 8
80% AMI 52,950.00$ 60,500.00$ 68,050.00$ 75,600.00$ 81,650.00$ 87,700.00$ 93,750.00$ 99,800.00$ 
50% AMI 33,100.00$  37,800.00$  42,550.00$  47,250.00$  51,050.00$  54,850.00$  58,600.00$  62,400.00$  
30% AMI 19,850.00$  22,700.00$  25,550.00$  28,350.00$  31,040.00$  35,580.00$  40,120.00$  44,660.00$  

2022 1 2 3 4 5 6 7 8
80% AMI 59,050.00$ 67,450.00$ 75,900.00$ 84,300.00$ 91,050.00$ 97,800.00$ 104,550.00$ 111,300.00$ 
50% AMI 36,900.00$  42,200.00$  47,450.00$  52,700.00$  56,950.00$  61,150.00$  65,350.00$  69,600.00$  
30% AMI 22,150.00$  25,300.00$  28,450.00$  31,600.00$  34,150.00$  37,190.00$  41,910.00$  46,630.00$  

2023 1 2 3 4 5 6 7 8
80% AMI 62,500.00$ 71,400.00$ 80,350.00$ 89,250.00$ 96,400.00$ 103,550.00$ 110,700.00$ 117,850.00$ 
50% AMI 39,100.00$ 44,650.00$ 50,250.00$ 55,800.00$ 60,300.00$ 64,750.00$ 69,200.00$ 73,700.00$ 
30% AMI 23,450.00$ 26,800.00$ 30,150.00$ 33,500.00$ 36,200.00$ 40,280.00$ 45,420.00$ 50,560.00$ 

Source: HUD Metropolitan Fair Market Rent/Income Limits Area (HMFA)

YEARLY UPPER THRESHOLD SALARY LIMIT BASED UPON PERSONS IN FAMILY
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ERUC Application 
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HUD Income Inclusions and Exclusions 
 
 

24 CFR 5.609(b) and (c) 

HUD Exhibit 5-1 Income Inclusions and Exclusions 

Examples included in parentheses have been added to the regulatory language for clarification. 

 

INCOME INCLUSIONS: 

(1) The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, 
fees, tips and bonuses, and other compensation for personal services; 

(2) The net income from operation of a business or profession. Expenditures for business expansion 
or amortization of capital indebtedness shall not be used as deductions in determining net 
income. An allowance for depreciation of assets used in a business or profession may be 
deducted, based on straight line depreciation, as provided in Internal Revenue Service regulations. 
Any withdrawal of cash or assets from the operation of a business or profession will be included in 
income, except to the extent the withdrawal is reimbursement of cash or assets invested in the 
operation by the family; 

(3) Interest, dividends, and other net income of any kind from real or personal property. 
Expenditures for amortization of capital indebtedness shall not be used as deductions in 
determining net income. An allowance for depreciation is permitted only as authorized in 
paragraph (2) above. Any withdrawal of cash or assets from an investment will be included in 
income, except to the extent the withdrawal is reimbursement of cash or assets invested by the 
family. Where the family has net family assets in excess of $5,000, annual income shall include 
the greater of the actual income derived from all net family assets or a percentage of the value of 
such assets based on the current passbook savings rate, as determined by HUD; 

(4) The full amount of periodic amounts received from social security, annuities, insurance policies, 
retirement funds, pensions, disability or death benefits, and other similar types of periodic 
receipts, including a lump-sum amount or prospective monthly amounts for the delayed start ofa 
**periodic amount (e.g., Black Lung Sick benefits, Veterans Disability, Dependent Indemnity 
Compensation, payments to the widow of a serviceman killed in action). See paragraph (13) 
under Income Exclusions for an exception to this paragraph;** 

(5) Payments in lieu of earnings, such as unemployment, disability compensation, worker's 
compensation, and severance pay, except as provided in paragraph (3) under Income Exclusions; 

(6) Welfare Assistance. 

(a) Welfare assistance received by the family. 

(b) If the welfare assistance payment includes an amount specifically designated for shelter and 
utilities that is subject to adjustment by the welfare assistance agency in accordance with 
the actual cost of shelter and utilities, the amount of welfare assistance income to be 
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included as income shall consist of: 

(c) The amount of the allowance or grant exclusive of the amount specifically designated 
for shelter or utilities; plus 

(d) The maximum amount that the welfare assistance agency could in fact allow the family for 
shelter and utilities. If the family’s welfare assistance is ratably reduced from the standard 
of need by applying a percentage, the amount calculated under this paragraph shall be the 
amount resulting from one application of the percentage. 

(7) Periodic and determinable allowances, such as alimony and child support payments, and regular 
contributions or gifts received from organizations or from persons not residing in the dwelling; 
and 

(8) All regular pay, special pay, and allowances of a member of the Armed Forces, except as provided 
in paragraph (7) under Income Exclusions. 

(9) For Section 8 programs only and as provided in 24 CFR 5.612, any financial assistance, in excess of 
amounts received for tuition, that an individual receives under the Higher Education Act of 1965 
(20 U.S.C. 1001 et seq.), from private sources, or from an institution of higher education (as 
defined under the Higher Education Act of 1965 (20 U.S.C. 1002)), shall be considered income to 
that individual, except that financial assistance described in this paragraph is not considered 
annual income for persons over the age of 23 with dependent children. For purposes of this 
paragraph “financial assistance” does not include loan proceeds for the purpose of determining 
income. *(Note: This paragraph also does not apply to a student who is living with his/her parents 
who are applying for or receiving Section 8 assistance.)* 

INCOME EXLCUSIONS: 

(1) Income from employment of children (including foster children) under the age of 18 years; 

(2) Payments received for the care of foster children or foster adults (usually persons with disabilities 
unrelated to the tenant family, who are unable to live alone); 

(3) Lump-sum additions to family assets, such as inheritances, insurance payments (including 
payments under health and accident insurance and worker’s compensation), capital gains, and 
settlement for personal or property losses, except as provided in paragraph (5) under Income 
Inclusions; 

(4) Amounts received by the family that are specifically for, or in reimbursement of, the cost of 
medical expenses for any family member; 

(5) Income of a live-in aide, as defined in 24 CFR 5.403; 

(6) The full amount of student financial assistance paid directly to the student or to the educational 
institution (see Income Inclusions (9), above, for students receiving Section 8 assistance); 
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(7) The special pay to a family member serving in the Armed Forces who is exposed 
to hostile fire (e.g., in the past, special pay included Operation Desert Storm); 

(8) (a) Amounts received under training programs funded by HUD (e.g., training 
received under Section 3); 

(b) Amounts received by a person with a disability that are disregarded for a 
limited time for purposes of supplemental security income eligibility and 
benefits because they are set-aside for use under a Plan to Attain Self- 
Sufficiency (PASS); 

(c) Amounts received by a participant in other publicly assisted programs that 
are specifically for or in reimbursement of out-of-pocket expenses incurred 
(special equipment, clothing, transportation, childcare, etc.) and which are 
made solely to allow participation in a specific program; 

(d) Amounts received under a resident service stipend. A resident service 
stipend is a modest amount (not to exceed $200 per month) received by a 
resident for performing a service for the owner, on a part-time basis, that 
enhances the quality of life in the project. Such services may include, but are 
not limited to, fire patrol, hall monitoring, lawn maintenance, and resident 
initiative coordination. No resident may receive more than one such stipend 
during the same period of time; or 

(e) Incremental earnings and benefits resulting to any family member from 
participation in qualifying state or local employment training programs 
(including training programs not affiliated with a local government) and 
training of a family member as a resident management staff person. Amounts 
excluded by this provision must be received under employment training 
programs with clearly defined goals and objectives and are excluded only for 
the period during which the family member participates in the employment 
training program. 

(9) Temporary, nonrecurring, or sporadic income (including gifts); 

(10) Reparation payments paid by a foreign government pursuant to claims filed under 
the laws of that government by persons who were persecuted during the Nazi era. 
(Examples include payments by the German and Japanese governments for 
atrocities committed during the Nazi era). 
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DHS Notice of Privacy Practices 
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HIPAA Authorization Form 
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Utility Verification Letter 
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Phase Out Letter 
 

 



81  

 

 

 
  



82  

 

 

Re-Certification Form  
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Landlord Verification Letter 
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Commitment Letter 
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Income Levels 
YEARLY UPPER THRESHOLD SALARY LIMIT BASED UPON PERSONS IN FAMILY 

         

2020 1 2 3 4 5 6 7 8 
80% AMI $ 54,150.00 $ 61,850.00 $ 69,600.00 $ 77,300.00 $ 83,500.00 $ 89,700.00 $ 95,900.00 $ 102,050.00 
50% AMI $ 33,850.00 $ 38,650.00 $ 43,500.00 $ 48,300.00 $ 52,200.00 $ 56,050.00 $ 59,900.00 $ 63,800.00 
30% AMI $ 20,300.00 $ 23,200.00 $ 26,100.00 $ 29,000.00 $ 31,350.00 $ 35,160.00 $ 39,640.00 $ 44,120.00 
         

2021 1 2 3 4 5 6 7 8 
80% AMI $ 52,950.00 $ 60,500.00 $ 68,050.00 $ 75,600.00 $ 81,650.00 $ 87,700.00 $ 93,750.00 $ 99,800.00 
50% AMI $ 33,100.00 $ 37,800.00 $ 42,550.00 $ 47,250.00 $ 51,050.00 $ 54,850.00 $ 58,600.00 $ 62,400.00 
30% AMI $ 19,850.00 $ 22,700.00 $ 25,550.00 $ 28,350.00 $ 31,040.00 $ 35,580.00 $ 40,120.00 $ 44,660.00 
         

2022 1 2 3 4 5 6 7 8 
80% AMI $ 59,050.00 $ 67,450.00 $ 75,900.00 $ 84,300.00 $ 91,050.00 $ 97,800.00 $ 104,550.00 $ 111,300.00 
50% AMI $ 36,900.00 $ 42,200.00 $ 47,450.00 $ 52,700.00 $ 56,950.00 $ 61,150.00 $ 65,350.00 $ 69,600.00 
30% AMI $ 22,150.00 $ 25,300.00 $ 28,450.00 $ 31,600.00 $ 34,150.00 $ 37,190.00 $ 41,910.00 $ 46,630.00 
         

Source: HUD Metropolitan Fair Market Rent/Income Limits Area (HMFA)     

 
Schedule: 
 Federal ERA1 & ERA2 Commonwealth ERA1 & ERA2 
March 13, 2021 - December 31, 2021  2020 AMI 
April 1, 2021 - April 17, 2022 2021 AMI  

January 2022 - May 31, 2022  2021 AMI 

April 18, 2022 - December 31. 2022 2022 AMI  

June 1, 2022 - December 31, 2022  2022 AMI 
Notes Any applicant determined income eligible and approved under 

ERA1 is considered income eligible for ERA2 unless the agency 
has information that reflects a change in income and warrants a 
new income eligibility determination for ERAP2. 
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YWH ERUC File Checklist  

Updated: 06/15/2022 
Staff name: Date: 

 
Applicant name:  
 

DOB: 
 

Cell phone:  
 

Email:  
 

Eligibility requirements for program participants  
� RESIDENCY: Household must reside in Montgomery County at the time of application. 
� INCOME LIMIT: Household must be at or below 80% of Area Median Income at application. 
Income eligibility will be based on average gross monthly income over the 30 days preceding the time of assistance, 

projected out to yearly income. 
• Income may include: earned income, child support, welfare benefits, SSI, SSDI, unemployment income, workman’s 

comp, and/or pension/investments/401K. 

• 80% Area Median Income Limits are as follows: 

               Note: Payments from ERUC-CV should not be included in eligible income calculations. 
� FINANCIAL HARDSHIP: Under ERA1, one or more individuals within the household have qualified for unemployment 

benefits or experienced a reduction in household income, incurred significant costs, or experienced other financial 
hardship due, directly or indirectly, to the COVID-19 outbreak. Under ERA2, one or more household members have 
qualified for unemployment benefits or experienced a reduction in household income, incurred significant costs, or 
experienced other financial hardship directly or indirectly due to the coronavirus pandemic which ended on May 11, 
2023.  

� HOUSING HARDSHIP: The household can demonstrate being at risk of homelessness or housing instability. 
� RECERTIFICATION: A client who needs additional rental or utility assistance, beyond their original award, the 

household must recertify using the Re-Certification Form. 
� ASSISTANCE LIMIT: No more than 15 months’ of rent and/or utility assistance can be provided under ERA1. If needed 

to ensure ongoing housing stability, an additional 3 more months of financial assistance can be authorized & provided, 
under ERA2. No household may receive more than 18 months’ worth of assistance. If a household is receiving both 
rent and utility assistance, both count towards the assistance limit (e.g., if only rental assistance was received in 
January and only utility assistance was received in February, this counts as two months towards the cap).    

 
Client File Checklist 

*client internal file must be organized in this order* 
� Application for ERUC Assistance 

a.  Either a wet or digital signature is preferred.  If these two options are not possible, the nonprofit provider will record 
verbal certification and the case manager will sign to confirm the household’s authorization 

b.  2-1-1 pre-screen document, if applicable 
� Proof of income for the last 30 days from application for every adult over the age of 18 within the household, 

which can include: 
a.  Employment pay stubs for all adult household members for the last 30 days 
b.  Welfare cash assistance award letter 

1 person 2 persons 3 persons 4 persons 5 persons 6 persons 7 persons 8 persons 
$59,050.00 $67,450.00 $75,900.00 $84,300.00 $91,050.00 $97,800.00 $104,550.00 $111,300.00 
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c.  SSI or SSDI award letter 
d.  Unemployment award letter or check stubs, stating amount received for the last 30 days 
e.  Workman’s compensation award letter, stating amount received 
f.  Pension or retirement documentation 
g.  If the household has no earned income or if the household has income for which they cannot provide 

documentation, the ERUC Self Declaration of Income will suffice 
� Photo identification/Proof of Residency for Head of Household: PA Driver’s License, photo ID, Passport, and for 

every adult over the age of 18 years old 
a.  If the ID does not match the lease, the non-profit agency must provide at least two documents that verify 

residency on the lease 
b.  Approved documents may include, but are not limited to: recent utility bills, PA Public State benefits, medical 

insurance, WIC, official court documents, bank statement, check stubs, and/or sufficient documentation showing 
proof of occupancy 

� Copy of the current executed lease or rental agreement, including any addenda 
a.  If a household does not have a signed lease, documentation of residence may include:  
� evidence of paying utilities for the residential unit, 
� a written attestation by a landlord who can be identified as the verified owner or managing agent of the unit, or, 
� a written attestation by a sub-lessor who can be identified as the verified individual subleasing the rental unit. 
a.  In the absence of a signed lease, evidence of the amount of a rental payment must also be obtained and may 

include bank statements, check stubs or other documentation that reasonably establishes a pattern of paying rent; 
if sufficient documentation showing the rental payment amount cannot be obtained, approval for rental assistance 
payment must be given by the Your Way Home team. 

 
� Utility bill(s), showing arrearages, if applicable 
• Ledgers for utility bills can be received from tenants or landlords that show arrearages that are within the 

guidelines of the program 
� Evidence of rental arrearages, if applicable 
• Ledgers for rental arrearages can be received from tenants or landlords that show arrearages that are within the 

guidelines of the program 
� Proof of financial hardship due to and or during the Covid-19 outbreak under ERA1, or due to or during the 

coronavirus pandemic under ERA2, such as evidence of a household member’s current qualification for 
unemployment benefits or written attestation of financial hardship due to (ERA1) or during (ERA2) the coronavirus 
pandemic written on the ERUC Application 

� Proof of risk of homelessness or housing instability, such as a past due utility or rent notice or eviction notice, 
evidence of unsafe or unhealthy living conditions, or written attestation of housing hardship due to or during the 
coronavirus pandemic on ERUC Application 

� Clients in hotels or motels: 
a.  Must provide Housing Search Log showing that they are working towards obtaining a unit such as a house, 

apartment, or room with a lease.  
b.  Hotel ledger documenting the cost of stay per night (ERAP does not cover any expenses or incidentals charged to 

the room) 
� Approval Letter, if applicable 
� Denial Letter, if applicable 
 
Landlord/Unit Documentation: if the landlord is participating 
� Copy of executed tenant lease or other attestation  
� An executed Payment to Landlord Approval Letter  
� Copy of W-9, filled out by the landlord   
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� Proof of Montgomery County Property Record Search.  Print out all documents and place them in the client file. 
(effective: 11/29/2021) 

• If applicable, proof of property lien lookup, print out all documents, and place in the client file. (effective: 
02/10/2022) 

Direct-to-Tenant: if the landlord is not participating 
� Direct-to-tenant Approval Letter 
� Documentation showing the landlord is not participating in the program. Print out proof of outreach to a landlord 

over a 7-day period. (effective: 1/24/2022) 
� Completed W-9 by tenant (1099 tax form should not be sent to tenants) 
� Proof of Montgomery County Property Record Search.  Print out all documents and place them in the client file. 

(effective: 11/29/2021) 
• If applicable, proof of property lien lookup, print out all documents, and place in the client file. (effective: 

02/10/2022) 
 

Recertification Documentation: if paying rental or utility payments going forward 
� Recertification form 
� Updated income for all adult household members 
� Written attestation – client’s proof or written attestation of ongoing financial hardship  

Financial Record Documentation: 
� Copy of check/credit card authorization request 
� Proof of rental/utility assistance payment(s) to the vendor, after payment is made 
� Approval Letter (landlord, utility, or direct-to-tenant) 
� Commitment letter, if applicable 

Clarity HMIS Data Entry 
� Head of Household profile created/updated 
� All other household members (adults and minors) profiles created/updated 
� Household members joined in Clarity as a household 
� ERUC Program Enrollment in Clarity for Head of Household and all other household members 
� Location (address with zip code) added to Location Tab in Head of Household profile, before the service start date 
� Service start and end date matches documentation from utility or landlord or vendor (double-check every service 

amount against documentation) 
� Service Records should only be added to head of household 
� Funding Source should always match program enrollment (e.g., federal ERA1 funding source should never be in 

Commonwealth ERA1 enrollment) 
� Service Records added to Program Enrollment, as appropriate (service records should never be entered from the 

services tab, always from the program enrollment) 
� ERUC Program Enrollment ended once financial assistance has ended 

https://propertyrecords.montcopa.org/
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Client Approval Letter 
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Direct-to-Tenant Letter template 
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Clarity Training: New ERA Service 
 

9 Questions to Ask Every Time You Create a New ERA Service in Clarity 
By going through these 9 questions every time you will avoid the most common ERA DQ errors 

 
1. Did you check the History Tab to count how many months of Service this client has already 

received? 
a. Clients are only eligible for 15 months of ERA1 Assistance. 
b. Clients are only eligible for 18 months of Total Combined Assistance across ALL ERA funding 

sources, even if some of those months were approved at a different agency they still count 
against these totals. 

c. *It is EXTREMELY IMPORTANT that we count months of service EVERY time BEFORE 
approving a client for further assistance to make sure we don’t cross those eligibility limits. 

d. Use the “Months Assistance Cheat Sheet” you were provided. 
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2. Has this month of service already been paid? 
a. Review the History tab to make sure this month and service has not already been paid. If, 

for example, Nov. 2021 Rent has already been paid in a previous service, please do not 
enter a new service paying for Nov. 2021 Rent again. 

b. In that situation, STOP, clarify that there is truly a reason to enter another Nov. 2021 Rent 
payment (i.e. we wrote a check for the wrong amount and need to pay the balance), and 
DOCUMENT clearly exactly why you are paying for the same service in the same month. 
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3. Is there a complete, active Address in the Location Tab? 
a. Is there an address in the Location Tab? Not only the Profile Tab (See screenshots below) 
b. Is the address complete? (Street Address, City, State, Zip Code) 
c. Is the Location Date BEFORE the Service Start Date? If not please edit the Location Date to 

at least the day the first ERA Service for the client begins. 
i. If we are paying rent arrears covering April. 1, 2020 to Dec. 1, 2020 the location 

date should be at least April 1, 2020 or earlier. 
 

Profile Tab Only 

 
4. Is this client the Head of Household? 

a. We can only add services to the Program Head of Household in Clarity. The screenshot 
below shows you where to find the Program Head of Household. You need to open the ERA 
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Program where you will be entering the service. You will find the Program Head of 
Household identified on the right side of the screen. 

 

b. If the household has an incorrect or blank Head of Household in the program enrollment, 
you must correct this before entering the service. 

c. If there are older services/payments entered in the household for someone who is not the 
Head of Household those services/payments need to be moved to the Head of Households 
profile. 
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5. Are all current Household Members included in the Program Enrollment? Are only the current 
Household Members included in the Program Enrollment? 

a. Because household size is used to determine eligibility for the ERA programs, it is very 
important that these Program Enrollments include accurate counts of all Household 
Members. 

 

6. Did you open the Program Enrollment to enter the Service, or did you open the Service Tab? 
a. You ALWAYS need to open the Program Enrollment to add the Service (see Screenshot 

below). 
 

b. You should NEVER open the Services Tab to add a Service. 
 

7. Did you combine Services together that should be separated? 
a. Prospective Rent and Rent Arrears should always be entered as 2 distinct services, never 

combined. Below are a few common examples: 
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i. If the client has a $5,000 bill for Rent Arrears, and $3,000 Prospective Rent for 8 
total months covering from Oct. 2021 - May 2022, and you cut 1 check. Please 
enter two separate Services into Clarity. 

1. Rent Arrears - $5,000 
a. Start Date = Oct. 1, 2021 
b. End Date = Feb. 28, 2022 
c. Note - $8,000 Total Check split between $5,000 Rent Arrears and 

$3,000 Prospective Rent 
2. Prospective Rent - $3,000 

a. Start Date = March 1, 2022 
b. End Date = May 31, 2022 
c. Note - $8,000 Total Check split between $5,000 Rent Arrears and 

$3,000 Prospective Rent 
 

b. Rent and Late Fees etc… should always be entered as at least 2 distinct services, never 
combined. 

i. If you have 1 bill that combines rent arrears and late fees, please enter them as 2 
separate services, even if you only cut 1 check as an agency. Treasury asks us to 
report separately Rental Expenditures and Late Fees. 

ii. For Example – If the client has a $2,400 bill for rent arrears and late fees ($2,000 
Rent, $400 Late Fees) for 2 months Jan. & Feb. 2022, and you cut 1 check. Please 
enter two separate Services into Clarity. 

1. Rent Arrears - $2,000 
a. Start Date = Jan. 1, 2022 
b. End Date = Feb. 28, 2022 
c. Note - $2,400 Total Check split between $2,000 Rent Arrears and 

$400 Late Fees 
2. Other Housing Expenses = $400 

a. Start Date = Jan. 1, 2022 
b. End Date = Feb. 28, 2022 
c. Note - $2,400 Total Check split between $2,000 Rent Arrears and 

$400 Late Fees 
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8. Does the Funding Source you chose match the Program Enrollment? 
 

9. Did you enter the Start Date and End Date correctly? 
a. Is there documentation to match the Start and End date of service? (Utility Bill, Rent Bill 

etc..) 
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b. Is the Start Date BEFORE the End Date? 
 

 

 
 
 
 
 
 

Security Deposit = 1 Month (not the entire rental period) 
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Application Weekly Report 
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Field Investigation Referral 
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Field Investigation Referral – Example 
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PA-504 CoC, Homes For All, and Your Way Home Code of Conduct and Conflict of Interest Policy 
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General Standards for ERUC programs 
 

General Standards 

A. Staffing 
 

Each agency should have the following staff (listed by function; titles may vary by 
agency): 

• Case Managers: contacts clients, ensures application, maintains files, 
entering into clarity & recertification’s 
• Case Manager Coordinator: checking clarity, processing recertification’s, & 
reviews case manager files (Q.A.), and if needed can processes applications, 
maintain files 
• Provider Program Manager: Final reviewer of all approved applications 
and denials, handling concerns, and should submit a final submission for 
the request of payments 
• Financial Reviewer/Coordinator: Reviews both financial and program file 
and conduct internal procedure for processing check, which includes making a 
copy of the check register or copy of the check. 

 
B. Application Process: 

 
1. Each agency has their own email address to receive new applications.  

 
2. Intake worker separates applications by prioritization, checks clarity 
database to ensure no duplicates. 

 
A lead case manager, and or housing coordinator at that time will also check 
the Clarity database to identify if the applicants are returning or are new clients 
and to prevent duplication of services with other organizations. 

 
3. From there, Provider Program Manager will triage applications based on 
Montgomery County’s prioritization guidelines and forward the applications to 
the housing case managers. Housing case managers should actively work on at 
least 15 clients per week. 

 
4. Housing case managers will actively contact clients, landlords, and will 
receive support from the housing coordinator, or provider program manager to 
answer any questions related to their assigned cases. At that point, they will 
also input the client’s data into Clarity and make a profile to combine the 
household members. Housing case managers are required to make 
documentation notes under each client in Clarity, specifically when there are 
discrepancies. 

 
5. If clients qualify, then the housing case managers will proceed to gather 
documentation such as IDs, proof of income, lease, W9, proof of arrears and 
COVID-19 Impact, landlord verification letter, etc. An internal hardcopy file 
should be created. See the attached checklist. 
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If the housing case manager believes a client does not qualify, they will 
communicate this with the provider program manager to confirm before 
notifying the client of their ineligibility. If denied, the provider program 
manager must send the client a letter of denial including reasoning, and 
grievance process. 

 
6. Once per week at scheduled times, the housing case manager will 
present client documentation and client files to the provider program manager 
for review. The provider program manager will check the landlord property 
ownership via the Montgomery County Tax Bureau or Montgomery County 
Property Search website. If the property owner cannot be verified via those two 
resources, then additional documentation will be required such as mortgage 
statements, tax returns, etc. The provider program manager will also be 
specifically looking at both financial and program files, making sure there’s a 
COVID-19 impact, proof of gross income for all household adults from the last 
30 days whether that’s pay stubs, bank statements, SSI letters, or a self-
declaration of income attestation, and that there’s no discrepancies or errors in 
the lease, ledger, and landlord verification letters. The provider program 
manager will also check that all files are correctly organized. 

 
Housing manager will then send the client’s financial files to the finance 
manager to review. The finance manager will carefully check both program and 
financial files for signed and dated leases, ledgers (making sure there aren’t any 
duplicate charges from the landlord), landlord verification (matching those 
numbers to the amounts on ledgers or written communication from landlords), 
W9s (making sure they are signed, dated, and all required boxes are checked off 
and filled out properly, W9s must have a social security number if it’s for an 
individual, or must have an EIN number if it’s for a company), ACH forms 
(making sure that the payee is either a landlord or a landlord’s real estate 
company). If there are any discrepancies, the officer will go back to the housing 
manager to resolve the matter and decide whether or not to approve the case. 

 
7. Provider Program Manager will review the file and sign for approval of the 
payment request to the financial reviewer or coordinator. 

 
8. In the event that there are any discrepancies or doubts about the details 
of a case (validity of documents, the truthfulness of testimony, etc.), the case 
will be reviewed by the housing manager, the housing quality control officer, the 
executive director, or the administrator. If a case raises any red flags, the 
executive director, housing manager, or quality control officer will ask for 
additional proof of residence, proof of previous rental payments, additional 
proof of property ownership, explanation of any discrepancies, etc. 

 
9. If a case requires further guidance, the provider program manager may 
also send the details to the Montgomery County YWH Program Manager for 
additional input. 

 
10. If the parties agree that the case should be denied, the provider program 
manager will communicate this information in writing of their right to appeal the 
decision with the Montgomery County Your Way Home Homeless Prevention 
Program.



 

 

ERUC Fraud, Waste, and Abuse Training 
 

 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 
 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 
 
NOTE: Video not Available for this document. 
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