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HAF Annual Report User Guide Change Summary

Section Changes
October 15, 2024
Section lll.c Community Engagement and Outreach — Update Figures
with references to current report period
Section lll.e Methods for Targeting — Update Figure 14 to display
conditional question
Section lll.g Certification Page — Update Figure 16 to update wording

and display conditional question

October 13, 2023

Throughout Update Figures and clarify annual report period of
performance as 12 months ending September 30

Section lll.c Community Engagement and Outreach — add dates to Q1
- Q4

Section lll.g Certification Page - Update wording on earned interest
guestions.

Appendix B Annual Reporting Timeline
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Section I. Reporting Basics

a) Overview

This document provides information on using Treasury’s Portal to submit the required Homeowner
Assistance Fund (HAF) Annual Report. It supplements the HAF Guidance on Participant
Compliance and Reporting Responsibilities containing relevant information on reporting
requirements.

Additionally, you should visit Treasury’s HAF home page for the latest guidance and updates on
Programmatic and reporting topics.

HAF Participants are required to submit Annual reports with descriptions and figures related to
their community engagement and outreach activities, performance goals, targeting plan, and
coordination efforts during the reporting period.

HAF Participants are required to submit Annual reports with information on the progress of their
HAF program(s), including background information, outreach expenditures, performance on goals
laid out in the HAF Participant Plan, and coordination efforts with community-based organizations,
housing agencies, and servicers.

b) What is Covered in this User Guide?

This User Guide contains detailed guidance and instructions for HAF Participants in using
Treasury’s Portal for submitting the HAF Annual Report. All Participants must submit the required
Annual Report via Treasury’s Portal. This guide is not comprehensive and is meant to be used as
a functional reference and in conjunction with the documents mentioned above.

This User Guide provides detailed instructions to help recipients enter and submit information
related to the following HAF activities:

¢ Community Engagement & Outreach
o Performance Goals
e Methods for Targeting

e Best Practices & Coordination

c) Designating Staff for Key HAF Reporting Roles

HAF Participants must designate staff or officials for one or more of the following three roles to
complete reports for their HAF award. Participants must make the required designations before
accessing Treasury’s Portal. The required roles are as follows:

e Account Administrator for the HAF award has the administrative role of maintaining the
names and contact information of the designated individuals for HAF reporting. The Account
Administrator is also responsible for working within your organization to determine its
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designees for the roles of Point of Contact for Reporting and Authorized Representative for
Reporting and providing their names and contact information via Treasury’s Portal. Finally,
the Account Administrator is responsible for making any changes or updates to the user roles
as needed over the award period. We recommend that the Account Administrator identify an
individual to serve in their place in the event of staff changes. The Account Administrator can
certify and submit official reports on behalf of the HAF Participant.

o Point of Contact for Reporting is the primary contact for receiving official Treasury
notifications about reporting on the HAF award, including alerts about upcoming reporting,
requirements, and deadlines. The Point of Contact for Reporting is responsible for completing
the HAF reports but is not able to certify and submit official reports on behalf of the HAF
Participant unless designated to one of the other two reporting roles.

e Authorized Representative for Reporting or ARR is responsible for certifying and
submitting official reports on behalf of the HAF Participant. Treasury will accept reports or
other official communications when submitted by the Authorized Representative for Reporting.
The Authorized Representative for Reporting is also responsible for communications with the
Treasury on extension requests and amendments of previously submitted reports. The official
reports may include special reports, Quarterly or Annual reports, and final reports.

Some essential items to note:
o Each designated individual must register with ID.me or Login.gov to access Treasury’s

Portal.

e Users who have previously registered through ID.me may continue to access Treasury’s
Portal through that method. This link includes further instructions.

e If you have not previously registered with ID.me, you should register through Login.gov
following this link. The following links provide additional information:

o https://login.gov/create-an-account/

o https://login.gov/help/get-started/create-your-account/

¢ Anindividual may be designated for multiple roles. For example, the individual designated
as the Point of Contact for Reporting may also be designated as the Authorized
Representative for Reporting.

e The recipient may designate one individual for all three roles.
e Multiple individuals can be designated for each role.

e An organization may make changes and updates to the list of designated individuals
whenever needed. An Account Administrator must process these changes.

Refer to Appendix A for guidance on designating individuals for the three roles.

Please contact HAF@treasury.gov for additional information on procedures for registering with
ID.me or Login.gov.
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d) Questions?

If you have any questions about the HAF Program’s reporting requirements, please contact us by
email via HAF@treasury.gov.

Section Il. Navigation and Logistics

a) Login to Landing Page and Portal Navigation

After logging into Treasury’s Portal, the landing page (see Figure 1) will appear. The landing page
will display brief introductions related to reporting for the State and Local Fiscal Recovery Funds
(SLFRF) Program, Emergency Rental Assistance (ERA) Programs, Capital Projects Fund (CPF)
Program, and Homeowner Assistance Fund (HAF) Program.

2 Treasury COVID-19 Relief Hub

easury Programs supporting State, Territory. Tribal, and Local Government as part

)

ican Rescue Plan.

Help/Contact Us
State and Local Fiscal Recovery Funds (SLFRF)
$350 billion available for state, territory, Tribal, and local governments to support the public health response and lay the foundation for a strong and equitable

economic recovery.

Emergency Rental Assistance (ERA)

$21.6 billion available for state, territory, and local governments to assist households that are unable to pay rent and utilities.

Homeowner Assistance Fund (HAF)

Nearly $10 billion available for state, territory, and Tribal governments to provide relief for our country’s most vulnerable homeowners.

Capital Projects Fund (CPF)
$10 billion available for state, territory, freely associated state, and Tribal governments for capital projects designed to jointly and directly enable work, education, and
health monitoring, which includes the provision and improvement of broadband infrastructure where it is lacking

Submission Process

Depending on if you are a state, territory, local, or Tribal government. you will be eligible for different programs.

will bring you to
particular program without reaching out to Treasury to re-open the

Ready to get started? Click “Go To Your Submissions” below.

Go To Your Submissions

Compliance Process
You now have a login and 24/7 access to this portal. You have two options while working on your compliance report(s) - save your progress or submit the report. If you
urn and edit information as needed. To resume

king on a draft report, click on “Compliance Reports” using the navigation to the left of the page.

lick “Edit” button to continue the process.

NOTE: Once a compliance report is certified it cannot be reopened. Contact the Treasury to reopen a case.

Ready to get started? Click “Go to your Reports" below

I Go To Your Reports I

Figure 1 Portal Landing Page

Please select “Compliance Reports” on the left side panel of the portal landing page or “Go to
Your Reports” on the bottom of the portal landing page to be taken to the My Compliance Reports
landing page. At this time, you will see all compliance reports by Program that have been created
or submitted.
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In the HAF Compliance Reports section, please select the edit icon on the respective Annual

Report to begin filling out required information (see Figure 2 below).

HAF Compliance Reports

Search Records per pezs: | 10
RaportName | Report Type « | ReportPeriod - | DusDate Status Edit
Award Date -
HAF-OR-39314 Quarterly September 30,  Movis, 2022 Draft
2022
Award Date -
HAFARODZ2  Annual Segtember 30, Nevis2022 Not Started
2022

KRy

ofl

Downlozd

Figure 2 HAF Compliance Reports Section

If the Participant has not submitted a HAF Plan yet, they will see the following message appear
and be asked to certify and submit their Annual Report without providing updated program

information (See Figure 3 below).

Submit HAF Annual Report without Updates

Annual Reports ask for updates based on information in approved HAF plans.

Our records reflect that your entity has not yet submitted a HAF plan as of October 13,2022. Treasury
encourages your entity to submit a HAF plan as soon as possible.

Treasury understands that there are many reasens for delayed submission. Please email
HAF_Tribal@Treasury.gov with the subject “HAF Plan Support” with any questions or concerns, support
needed to submit your HAF plan, or if you are no longer interested in participating in HAF.

HAF Participant HAF Plan Status
Alabama Submitted

Name Title Email
HAF Tester 2 HAF UAT Tester haf.test2@aol.com

Please enter your name below to certify and submit your Annual Report without providing
updated program information.

Cancel Submit

Figure 3 Missing HAF Plan Annual Report
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If a Tribal Participant has submitted a HAF Plan but it hasn’t been approved yet, they will see the
following message appear and be asked to certify and submit their Annual Report without
providing updated program information (See Figure 4 below).

Submit HAF Annual Report without Updates

Our records reflect that your entity has submitted a plan but is awaiting approval from
Treasury. Thank you for your patience.

HAF Participant HAF Plan Status
Alabama Draft

Name Title Email
HAF Tester 2 HAF UAT Tester haf.test2@aol.com

Please enter your name below to certify and submit your Annual Report without providing
updated program information.

Cancel Submit

Figure 4 HAF Plan Awaiting Approval

After clicking the pencil icon in the Edit column you will be directed to the Annual Report
module and be asked to enter information related to your HAF Program activities over the twelve
months ending on September 30. The Navigation Bar (see Figure 5) on the left of Treasury’s
Portal will allow you to move between Annual Report screens.
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State, Local and
Tribal Support
HAF Compliance

Introduction and
Instructions

Participant
Information

Community
Engagement and
Outreach

Performance
Goals

Methods for
Targeting

Best Practices
and Coordination

Certification

Figure 5 Navigation Bar
b) Helpful Tips/Shortcuts for Submitting Data to Treasury’s Portal

Treasury’s Portal leads you through a series of online forms that, when completed, will fulfill your
reporting obligations. While navigating through Treasury’s Portal and submitting required
information for the Annual Report, users will need to enter data directly into Treasury’s Portal
manually.

1. Manual Data Entry

Manual data entry requires you to provide inputs as instructed on the screen. Manual inputs
are described in detail below for each User Guide section.

Your inputs will be subject to validation by Treasury’s Portal to ensure that the data provided
is consistent with the expected format or description (e.g., entering “one hundred” instead of
100). If a given data entry fails a validation rule, Treasury’s Portal will display an error for you
to address.

You will not be able to submit data that has been entered if it does not satisfy the validation
rules.

2. Narrative Boxes

Homeowner Assistance Fund
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Tip: When filling out detailed narratives, you are encouraged to type out responses in a word
processing application (such as Microsoft Word) to minimize grammatical errors, track word
count, and concisely answer all required narrative details. You can copy and paste the final
written narratives directly into the Treasury Portal text boxes.

3. Corrections and Resubmissions

Once information is entered into Treasury’s Portal, the information will be accepted by
Treasury’s Portal as a record if there are no data validation errors. After a report has been
certified and submitted in the system by an Account Administrator (AA) or Authorized
Representative for Reporting (ARR), it can still be corrected or edited in the Portal by selecting
the” unsubmit” button next to submitted report if it is still before the reporting deadline. If a
Participant reopens a submitted report for revisions, they must complete revisions, recertify,
and resubmit the report before the reporting deadline. Participants will not be able to reopen
and revise an Annual Report if it is after the reporting deadline. Participants may also save a
draft report without submitting and continue working on the report prior to the deadline by
selecting the edit icon button next to the draft report.

Section lll. Annual Report

a) Instructions

Upon opening an Annual Report, you will land on an instructions page. Please read the
instructions as they are essential to understand before completing the subsequent screens. After
reading the instructions, please select “Next” at the bottom of the page or use the Navigation Bar
on the left of Treasury’s Portal to move to the next screen.

b) Participant Information

You will review and confirm information on your organization and use the text box to note any
discrepancies in the information displayed on this screen. Participant Information will be pre-
populated from your HAF Application file.

1. Review Participant Information prepopulated from your HAF Application and note any
information that needs to be updated in the text box (see Figure 6).

2. Review & verify the names and contact information for individuals the recipient has
designated for key reporting roles for the HAF Program displayed on the screen (see
Figure 7).

Homeowner Assistance Fund
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Participant Information

Please verify that you are an authorized representative of the HAF participant and confirm the accuracy of the HAF participant's
profile.

Participant Information

Entity Name Type
| State/DC

UEID TIN

CFDA% FAINZ

City State Zip

Please report discrepancies (if any) on the above information.

Figure 6 Participant Information Example

Contacts

The current list of HAF-related contacts for the Participant is shown below. This list can be managed by designated HAF
Account Administrators through the Treasury Covid-19 Relief Hub, or by clicking the Manage Contact button below.
Please ensure that this list is accurate before submitting this report.

Mams v Title w Email v Role= v
HAF Tester 3 HAF AT Tester &% haftest5@aoloom
Manage Contacts

Opens in new tab/window

Figure 7 Contact List Example

If changes to the Participant Information are needed, use the discrepancy textbox (see Figure 6).
If changes to the Point of Contact List are required, click on the “Manage Contacts” box shown in
Figure 7 and see Appendix A for instructions on how to add, delete, or edit contact information. If

you have other questions regarding Participant information, please contact
HAF@treasury.qgov.

After completing this screen, please select “Save and Next” to continue.

Homeowner Assistance Fund
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¢) Community Engagement & Outreach

On this screen, you will be asked to provide information about ongoing HAF community
engagement and outreach efforts. You will need information about the Participant’s outreach
expenditures in the past twelve months, and community-based organizations that the Participant
has interacted with.

Community Engagement & Qutreach

HAF participants are asked to answer the following questions as they relate to community outreach.

*1. Did you continue outreach to communities over the past twelve months (October 1, 2023 - September 30, 2024)?

--MNone-- v

*2. Please provide the total amount spent on outreach in the past twelve months (October 1, 2023 - September 30, 2024)?

3. You identified the community-based organizations and providers of counseling services or legal assistance listed below in your HAF
Participant Plan or a previous report. Please indicate whether you have performed outreach in the past twelve months (October 1, 2023 -
September 30, 2024) to each organization or provider by tapping "Provide Data" and selecting Yes or No.

Search Records perpage: | 10 | Page 1 of0 »
Crganization or Provider Name Type w Cwtreach Performed Provide Data

Faith and Community

Community Organization Provide Data
Empowerment

2 Homeownership OC Community Organization Provide Data

4. Did you perform outreach in the past twelve months (October 1, 2023 - September 30, 2024) to any community-based organizations or
providers of counseling services or legal assistance that are not on the list above? If so, use the button below to add these organizations and
providers to the list.

Add a new Org or Provider

Save and Back Save Information

Figure 8 Community Engagement Screen

1. Question One Data Element: Continued Community Outreach

Use the dropdown provided to indicate whether the Participant continued outreach to
communities once the HAF Program in the past twelve months.

o Select “Yes” if the Participant continued community outreach efforts over the past twelve
months Participants HAF Programs.

Homeowner Assistance Fund
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If the Participant did not continue community outreach efforts, select “No”.
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Question Two Data Element: Community Engagement Expenditures
e Please enter the amount of funds spent on outreach over the past twelve months.
Question Three Data Element: Community-Based Organizations

e Use the table provided to answer a series of questions regarding the community-based
organizations listed on the Participant’'s HAF Participant Plan.

o Table Column One Data Element: Community Based Organization Name

o The first column of the table provided is pre-populated with community-based
organizations listed on the Participant’s HAF Participant Plan.

o No user-input is required.

o Table Column Two Data Element: Type

o The second column of the table provided is pre-populated with community-based
organizations type.

o No user-input is required.

o Table Column Three Data Element: Outreach Performed

o The third column of the table provided is pre-populated with a checkmark if outreach
is performed as indicated by the module filled out in the fourth column of this table
“Provide Data”.

o No user-input is required.

o Table Column Four Data Element: Provide Data

o Use the module provided in the fourth column of the table to Provide Data. For each
community-based organization click on “Provide Data" to enter information on
outreach performed with the community-based organization in the reporting period
(the past twelve months).

Community-based organization Engagement in the Reporting Period

o After clicking on “Provide Data”, the screen shown in Figure 9 will appear. Review and
if necessary, update organizational information on this page.

o Select Yes or No under “Outreach Activity” for each of the community-based
organization listed on the Participant's HAF Participant Plan that the Participant
performed outreach to during this reporting period.

Homeowner Assistance Fund
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o If the Participant has reached out to the listed community-based organization check
HYeSH.

o If the Participant has not reached to out the listed community-based organization
check “No”.

o Save your information to return to the Community Engagement & Outreach page.

o Repeat for each community-based organization listed on the Participant's HAF
Participant Plan

New Community-Based Organization or Provider

Organization / Provider Information

Type

Community Crganization -

Name@ ‘Website (URL)

Community Helpers www.helper.org

Street Address 1 Street Address 2

1 main

City *State *Zip Code

my tows] Virginia v 22191

Primarily Serves LM| Addresses Impact of Housing

Outreach Activity

“Did you perform outreach to this organization or provider during the reporting period?

Yes No
Delete new Organization or Provider Cancel Save new Organization or Provider

Figure 9 - Community-Based Organization Engagement

5. Question Four Data Element: Other Community-Based Organizations

e Use the "Add a new Org or Provider” button shown in Figure 10 to add community-based
organizations not listed on the Participant’'s HAF Participant Plan.

o Please note that Participant’s will need to know the following information to add other
community-based organizations not listed on the Participant's HAF Participant Plan:

o Type (Community Organization / Provider)
o Name

o Website

o Street Address

Homeowner Assistance Fund
Annual Report User Guide
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4. Did you perform outreach in the past twelve months (October 1, 2023 - September 30, 2024) to any community-based organizations or providers of counseling
services or legal assistance that are not on the list above? If so, use the button below to add these organizations and providers to the list

Add a new Org or Provider

Save and Mext
Figure 10 Add New Community-Based Organization

When all information on the Participant's Community Engagement & Outreach has been recorded,
click “Save Information” or “Save and Next” at the bottom of the page.

d) Performance Goals

In this section, you will be asked to provide information about the progress on goals identified in
your HAF Participant Plan. You will need information about the progress on HAF Plan Goals, and
a narrative description of progress on those goals. To enter performance data, click the “Provide

Data” button provided in the fourth column shown in Figure 11 to open the Performance Record
screen shown in Figure 12.

Performance Coals

You identified the measurable outcomes listed below in your HAF Participant Plan. Please report a status and the

measurable results for each goal, and provide a narrative description of performance related to the goal, by clicking
"Provide Data" in each line of the table below.

You can also add new performance goals for the next Annual Reporting cycle using the button below the table.

Search Records perpage: | 10 . Page: 1 of0 »
Title w Program Design Element w Status ~ Provide Data
Mortgage Reinstatement Provide Deta
Payment Assistance for "
. Provide Data
Delinguent Property Taxes
Mortgage Reinstatement Provide Data
r
Add a Mew Goal

Figure 11 Performance Goals

1. Question One Data Element: HAF Participant Plan Goals Progress

o Use the table shown below in Figure 12 to provide information on the Participant’s
progress on its HAF Participant Plan Goals.

o Figure 11 Column One: Goal Title

Homeowner Assistance Fund
Annual Report User Guide

14




o The first column of the table will populate with the title you enter in the table that opens
when you click “Provide Data” in the fourth column of this table.

o No User-Input is required.

o Figure 11 Column Two: Program Design Element

o The second column of Figure 11 is pre-populated with the program-design elements
impacted by measurable outcomes identified in the Participant's HAF Participant Plan.

o No User-Input is required.

o Figure 11 Column Three: Status

o The third column of the table will be populated with the goal status you select in the
table that opens when you click “Provide Data” in the fourth column of Figure 11.

o No User-Input is required.

o Figure 11 Column Four: Provide Data (Narrative Description of Target Outcome Goal)

o Upon clicking on “Provide Data” in the fourth column of the table in Figure 11, the table
in Figure 12 will appear for you to enter the following:

1. Goal title

2. Goal Status

3. Actual measurable results

4. Narrative description

5. Whether the goal will continue for next year.

After Participant has completed 1-5 for the Performance Goal, save your data and repeat for the
remaining Performance Goals.

Homeowner Assistance Fund
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Performance Record

* Goal Title ~ Design Element
Mortgage Reinstatement

Please provide a short recognizable title for this goal.

*Goal Description ~Metric of success
Disburse allocated HAF funds quickly from initial inquiry through -Mortgage Reinstatement Program: disburse 50% of allocated funds by
dishursement of funds to reduce mortgage delinquency among targeted 12/31/2022
populations. -Average application processing time, from initial inquiry through

disbursement of funds less than 60 days

*Status

~Nare-- -

* Actual measurable results ~Narrative description and comments

* Continue this goal for next year?

Yes  No

Cancel Save

Figure 12 — Performance Record

2. Question Two Data Element: Add a New Goal

Use the “Add a New Goal” button shown in the lower left corner of Figure 11 if you plan to add
new performance goals for the upcoming year.

o Upon clicking the “Add a New Goal” button the table shown in Figure 13 will appear, and
you will be asked to fill out the following information on the newly added goal:

O

O

Goal Title

Design Element

Goal Description

Metric of Success

Status

Actual Measurable Results

Narrative Description and Comments

Continue Goal for Next Year (Yes/No)

Homeowner Assistance Fund
Annual Report User Guide
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New Performance Goal

*Goal Title * Design Element
~None- -

Please provide a short recognizable title for this goal.

*Goal Description * Metric of success

“Status
~None-- -

" Actual measurable results " Narrative description and comments

*Continue this goal for next year?

ves EE0

Cancel Add New Goal

Figure 13 - New Performance Goal

e) Methods for Targeting

On this screen (Figure 14), you will be asked to provide information about the Participant’'s Methods
for Targeting Homeowners eligible for HAF assistance. You will need information about the

Participant’s Targeting methods including challenges, successes, and results.

Methods for Targeting

*1. Please provide an update on your targeting plan including challenges, successes, efc.

= 2. 1s the targeting plan put forth in the HAF Plan achieving the desired resuits?
M -

*If you selected ‘no’, please explain what did not work and how the Participant is working to improve results.

Save and Back Save Information Save and Mext

Figure 14 Methods for Targeting

Homeowner Assistance Fund
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1. Question One Data Element: Targeting Plan Update

Use the text box to provide a narrative update on the Participant’s Overall Targeting Plan.

o Use this as an opportunity to describe any successes or challenges faced in Targeting.

2. Question Two Data Element: Targeting Plan Desired Results
Use the dropdown provided to indicate if the Participant’'s Targeting Plan is achieving the
desired results.
o Select “Yes” if the Participant’s Targeting plan is achieving all desired outcomes.

o Select “No” if the Participant’s Targeting plan is not achieving all desired outcomes,
provide a narrative description for all “No” answers.

o If“No” is selected, Participant will be provided an opportunity to explain what did not
work and what steps is the Participant taking to improve results.

f) Best Practices & Coordination

On this screen (Figure 15), you will be asked to provide information on how the Participant
coordinated with housing agencies and identified best practices for coordination with servicers. You
will need information about the Participant’s coordination efforts and related best practices.

Best Practices and Coordination

*1. Have you coordinated with any of these agencies? (FHA, VA, USDA, G5E's, State or Local Agencies that hold
mortgage portfolios)

Mo

* 2. Have you coordinated with servicers?

M

L

Save and Back Sawve Information Save and Mext

Figure 15 Best Practices & Coordination

1. Question One Data Element: Coordination with Housing Agencies

Use the dropdown to indicate whether the Participant coordinated with any of the listed
Housing Agencies
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Select “Yes” if the Participant coordinated with any of the agencies listed in Question
One.

o If“Yes”, please provide best practices and information on coordination efforts.

Select “No” if the Participant did not coordinate with any of the agencies listed in
Question One.

2. Question Two Data Element: Coordination with Servicers

Use the dropdown to indicate whether the Participant coordinated with servicers.

Select “Yes” if the Participant coordinated with servicers.

o If“Yes” provide a narrative description of best practices identified by the Participant
when coordinating with servicers.

Select “No” if the Participant did not coordinate with servicers.
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g) Certification

On the Certification screen shown in Figure 16, you will be asked two questions about interest earned
on HAF award funds. HAF participants that earn interest on HAF award funds in excess of the $500
per year pursuant to 2 CFR 200.305(b)(9) must remit that excess earned interest to Federal
Government using the Department of Health and Human Services Payment Management System
(PMS).

After answering questions 1 and 2, an Authorized Representative for Reporting (ARR) will need to
validate the report (click the “Validate” button). Once your Annual Report is successfully validated
(after correcting errors, if any), the ARR will be asked to enter their name (Name must match the
name of the user that logged into the portal) prior to clicking on the “Certify and Submit” button to
submit the Annual Report.

Certification

=1. How much in interest did you eam on HAF award funds in your last fiscal year?

-2 If you eamed interest in excess of $500, did you remit that excess eamed interest to the Department of Health and Human Services Payment Management System (PMS)?
Mo

I no, please explain.

Statement

| cerify that the information provided is accurate and complete affer reasonable inquiry of people
systems, and other information available fo the HAF padicipant. The undersigned acknowledges that
any materially false, ficliicus, fraudulent statement, or representation {or concealment or omission of a
material fact) in this submission may be the subject of criminal prosecution under the False Statements
Accountability Act of 1996, as amended. 18 USC 1001, and also may subject me and the HAF
participant to civil penaliies, damages, and administrative remedies for false claims or otherwise
(including under 31 USC 3729 ef seq.) The undersigned is an authorized representative of the HAF
participant with autharity fo make the above cerfifications and representations on behalf of the HAF

participant.
Name Email Address
Title Certification (Re-enter your name to certify)

Figure 16 Certification Screen

1. Question One Data Element: How much in interest did you earn on HAF award funds in the
most recently completed fiscal year?

Homeowner Assistance Fund
Annual Report User Guide
20



Please enter the dollar amount of interest earned on HAF award funds in your most
recently completed fiscal year.

2. Question Two Data Element: If you earned interest in excess of $500 during its fiscal year,
did you remit the excess earned interest to the Department of Health and Human Services
Payment Management System (PMS)?

Select “Yes” if the Participant did remit the excess earned interest to the Department of
Health and Human Services Payment Management System (PMS) in Participant’s most
recently completed fiscal year.

Select “No” if the Participant had earned interest in excess of $500 in its most recently
completed fiscal year and did not remit the excess earned interest to the Department of
Health and Human Services Payment Management System (PMS).

Select “N/A — Interest earned is less than $500” if the Participant had earned interest of
less than $500 on HAF Award Funds in its most recently completed fiscal year and did not
remit earned interest on HAF Funds to PMS.

3. Question Three Data Element: if you answered “No” to Question 2, a text box will appear and
prompt you to explain why no earned interest was submitted.

If you had earned interest in excess of $500 in your most recently completed fiscal year
and you did not remit the excess earned interest to the Department of Health and Human
Services Payment Management System (PMS), indicate how much interest was earned
on HAF award funds in your most recently completed fiscal year and please explain why
this excess earned interest was not remitted to PMS.

Use the “Validate” button at the bottom of the page (see Figure 16) to check your draft report for
errors. Errors will backfill through the previous screens to make error-fixing easier.

Once validation is passed, the ARR will need sign the report digitally by entering their name in
the text box presented and click the “Certify and Submit” button to complete the report submission.
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Appendix A — Designating HAF Points of Contact by HAF Account Administrators

Appendix A provides brief instructions for HAF Account Administrators on accessing Treasury’s
Portal to provide officials’ names and contact information to be designated as your organization’s
points of contact for the HAF award(s). The following pages offer step-by-step guidance.

Note the screens noted below may be subject to change.

Section A: Instructions

Step 1

You must be registered in the ID.me or Login.gov system to access Treasury’s Portal. If you
have questions about registering in ID.me or Login.gov, please review the information listed
under “Accessing Treasury’s Portal” on the HAF Reporting Page.

Step 2

Once you are registered in ID.me or Login.gov, click on the link in the email you received
requesting the POC designations. If you do not have the email link, please email us via
HAF@Treasury.gov, and the link will be provided.

Step 3

The link will take you to the Treasury Portal State, Local, and Tribal Support landing page
shown in Figure 17 below. Once on that page, click on the Go to Your Reports button at the
bottom left of the screen, as indicated by the red box below.
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Welcome to the Treasury Programs supporting State, Territory, Tribal, and Local Government as part

@

of the 2021 American Rescue Plan.

State, Local and

Tribal Support State and Local Fiscal Recovery Funds (SLFRF)

$350 billi ailable for state, territory, Tribal, and local sovernments to support the public health response and lay the foundation for a strong and equitable
economic recovery.

Welcome

ntroducti Emergency Rental Assistance (ERA)
ntroduction
$21.6 billion available for state, territory, and local governments to assist households that are unable to pay rent and utilities.

.
Submissions Homeowner Assistance Fund (HAF)

Nearly $10 billion available for state, territory, and Tribal sovernments to

Compliance Reports ide relief for our country’s most vulnerable homeow

Capital Projects Fund (CPF)
$10 billion available for state, territory, freely associats , and Tribal governments for capital projects designed to jointly and directly enable work, education, and
health monitoring, which includes the provision and improvement of broadband infrastructure where it is lacking.

Submission Process
Depending on if you are a state, territory, local, or Tribal sovernment, you will be eligible for different programs.

You have alogin and 24/7 access to this portal. You have two options while working on the submission/s - save your prograss or submit the submission. If you
save, you can return and edit inforr To resume working on a draft submission, click on “Submissions” using the navigation ta the left of the page. This
will bring you to vour list of submissions, click "Edit" Button to continue working. Once you submit and certify the agreament, you cannot edit your information for that

particular program without reaching out to Treasury to re-open the case and edit.

tion as need

Ready to get started? Click "Go To Your Submissions” below.

Go To Your Submissions

Compliance Process
You now have alogin and 24/7 access to this partal, You have two options while working on your compliance report(s) - save your progress or submit the report. If you
save, you can return and edit information as needed. To resume working on a draft repors k on "Compliance Reports” using the navigation to the left of the page.

t" button to continue the pros

This will bring you to your list of compliance reports, click "E:

NOTE: Once a compliance report is certified it cannot be reopened. Contact the Treasury to reopen a case.

Ready to get started? Click “Go to your Reports” below

Go To Your Reports

Figure 17 State, Local and Tribal Support Landing Page

Step 4

The Go to Your Report button will take you to the Submissions and Compliance page. Once
on that page, click on the three-line navigation icon at the top left of the screen. The red box

indicates the icon.

2 Treasury CC =19 Relief Hub
My Compliance Reports

SLFRF Compliance Reports

Figure 18 My Compliance Reports

Step 5

After clicking on the three-line navigation icon, a drop-down menu will appear on the top left
of the screen, as shown below. Please click on “Account” from the drop-down menu, as

indicated by the red box below.
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Figure 19 Account

Step 6

Next, you will see the screen below. Under the “Account Name” heading, click on your
organization’s name (as shown by the red box).

2 Treasury COVID-19 Relief Hub

Accounts .

All Accounts » | # =

» Szrted by AcezumtName o Fiterad by Al sozounts o Updated s favsezsnds 3gs Search this list... @ || @y O 6T
Account Mame T v | Community User Type « | DUNS w | EIM ~ | Account Record Type v
Example Account Name Example DUNS CARES -

Figure 20 Account Name
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Step 7

By clicking your organization’s name, Treasury’s portal will open to allow you to provide names
and contact information on your organization’s designees for the HAF reports, as shown
below. The landing page includes basic information about the designations. Please see
section B for more details about the roles and responsibilities for each of the three roles.

/TD-19 Relief Hub

Introduction Account Administrator, Point of Contact for Reporting, and Authorized Representative for Reporting

Each award recipient must designate up tothree individusls to serve as Tressury's lead contacts for reparting

Certification

Designation Form

reasury Portal

inyour orga

receiving official Tre
for completing 1

d final reparts
The Point of Contact for Reporting may be the same individual identified as the Authorized

Uszr Instructions

the "Certifi " taband ce 2 theof
the roles identified above for purposes of

ing onits award under the program.

2} Goto the "Designation Form”™ tab and complete the brief form providing the names and contact information for your organization's designess for the sward.

eward including elerts about upcoming reporting, rec

ficztion that you are suthorized by the recipient/grantes to submit names of individuals, who are suthorized to act on behalf of

Figure 21 Landing Page

Step 8

When you are ready to key in the names of the designated individuals, click on the Certification
button on the left navigation bar, as noted in the red box shown below.

Treasury COVID-19 Relief Hub

| Introduction Account Administrator, Point of Contact for Reporting, and Authorized Representative for Reporting

as Trezsury's lead contactsfi

Designation Form
ntainyour arganization's fist of designated individuals for reporting in the Treasury Ports

n the award.

horized Repres

=y ol
final raparts.

User Instructions

ry notifications about reparting on the award including alerts about upcoming reporting, rec

|ude spedial reparts. m

The Paint of Cantact for Reparting may be the ssme individual identified s the Authorized Representative for Reporting. The Account Administratar may be designated for these roles

Figure 22 Certification
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Step 9

On the “Official Certification of Authorization” screen, you should type in your name to indicate
you are authorized to submit the names of the designated individuals. Once you enter your
name, click on the Submit button.

Introduction

Certification

Designation Form

2 Treasury COVID-19 Relief Hub

Official Certification of Authorization

for purposes of reporting on its award under the program. | acknow
of a material fact) may be pu ine or impris ot
me to civil penalties and admi ive remedies for false

Signature of Account Administrator [Type name/signature equivalent]:

Step 10

Figure 23 Official Certification of Authorization

Next, click on the Designation Form button on the left navigation bar, as noted by the red box

shown below.

2

Introduction

Certification

Designation Form

Treasury COVID-19 Relief Hub

Official Certification of Authorization

Signature of Account Administrator [Type name/signature equivalent]:

Step 11

Figure 24 Designation Form

The Designation Form button will open the “Designation of Account Administrator, Point of
Contact for Reporting, and Authorized Representative for Reporting” screen shown below.
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= % Treasury COVID-19 Relief Hub

Introductior Program Name: Emergency Rental Assistance

Dasignation of Accor

Designation Farm

in the subject of your email note,

Program-Roles

TrEw

Narme v T

Figure 25 Designation of Account Administrator, Point of Contact for Reporting, and Authorized Representative

You can use the Designation Form to enter the names and contact information for each of the
three designations for each of your HAF allocations.

The roles for the HAF allocations are displayed as follows:
e HAF — Account Administrator
e HAF — Point of Contact for Reporting
o HAF — Authorized Representative for Reporting

The Designation Form screen shows nine data fields for entering the required information
about the designated individual. These include:

e Salutation (optional)

e First Name

¢ Middle Name (optional)
e Last Name

e Suffix (optional)

e Title
e Phone
e Email

o Name of Entity/Organization (Participant entity)

Note: The screen will display a list at the bottom of the screen with the names and contact
information of individuals (if any) who have previously been designated for any of the three
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roles. This list will be important in maintaining and updating your organization’s designees in
the future.

a. Designation of the Account Administrator

¢ Remember, we have temporarily authorized you as the HAF — Account
Administrator. There is no need to re-enter your name and contact information
if you plan to continue in that role.

¢ If you need to designate someone else as the HAF Account Administrator:
o Find your name at the bottom of the screen.
o Hit the blue Edit button located to the right of your name.

o Enter the name and contact information of the new HAF Account
Administrator.

o Hit the blue Complete button.

b. Designation of Point of Contact for Reporting and Authorized Representative for
Reporting

e Enter the next designee’s name and contact information.

e After entering the designee’s name and required contact information, select the
Program Role(s) for which they are being designated.

e Once the role is selected, click on the small arrow to the right of the role, which will
move the role to the box on the right.

e Click on the Complete button at the bottom of the screen.
e Follow the same process for each of the remaining designees.
¢ When you have entered all three designations, please press the Complete button.

e As a final step, go to the icon on the upper right of the screen as shown below to
exit the system.
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7 Treasury COVID-19 Relief Hub

Introduction Designation of Account Administratar, Point of Cantact for Reporting, and Authorized Representative for Reporting

Certification Please provide contact information forup to three individuslis) who willservein the following roles far your program sward

DesignationForm

Anindivichsal may servein one
Plesse provide t

Please sebect "complete” sfter you have pro

Please nots: you can save the fillsoke form and return toit Ister using the ik in the emsil note.

Please direct any

s to the email inchudedin the emsil bux relzted to your program. Please include "POCS for Reporting”in the subject of your email nate.

Tite Program-Roles

i

Figure 26 Designation Form

Section B: Questions and Answers

Who is authorized to designate the Account Administrator, the Point of Contact for
Reporting, and the Authorized Representative for Reporting for my organization’s HAF’s
award?

e Treasury requests that each HAF Participant follow its own decision-making procedures in
making the three designations for each award.

What is the deadline for making the designation?

o Treasury requests that users of Treasury’s portal make the three designations as soon as
possible to enable your organization to submit its Annual Report (i.
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What are the responsibilities for each of the three designated roles?

e Account Administrator for the HAF award has the administrative role of maintaining the
names and contact information of the designated individuals for HAF reporting. The Account
Administrator is also responsible for working within your organization to determine its
designees for the roles of Point of Contact for Reporting and Authorized Representative for
Reporting and providing their names and contact information via Treasury’s Portal. The
Account Administrator can also submit and certify reports. Finally, the Account Administrator
is responsible for making any changes or updates as needed over the award period. We
recommend that the Account Administrator identify an individual to serve in their place in the
event of staff changes. The Account Administrator can also certify and submit official reports
on behalf of the HAF award recipient.

e Point of Contact for Reporting is the primary contact for receiving official Treasury
notifications about reporting on the HAF award, including alerts about upcoming reporting,
requirements, and deadlines. The Point of Contact for Reporting is responsible for completing
the HAF reports but cannot certify and submit these reports.

e Authorized Representative for Reporting is responsible for certifying and submitting official
reports on behalf of the HAF award recipient. Treasury will accept reports or other official
communications submitted by the Authorized Representative for Reporting. The Authorized
Representative for Reporting is also responsible for communications with Treasury on
extension requests and amendments of previously submitted reports. The official reports may
include special reports, monthly reports, quarterly reports, and final reports.

May my organization designate one individual for multiple roles?

e Yes, an individual may be designated for multiple roles. For example, the individual
designated as the Account Administrator can also be designated as the Authorized
Representative for Reporting or Point of Contact for Reporting. It is also acceptable for an
organization to designate one individual for all three roles; however, it should also adhere to
any applicable personnel checks and balances rules.

May my organization designate more than one individual per role?

¢ Yes, you may designate more than one person per role but are encouraged to limit the number
of users assigned to each role.

May my organization change the designations from time to time?

e Yes, an organization may make changes and updates to the list of designated individuals
whenever needed.
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Must each of the designated individuals register for using Treasury’s Portal?

e Yes, each individual designated for any of the roles must register with ID.me or Login.gov
before being given access to Treasury’s portal. Please contact us at the email address below
for more information and guidance on registering with ID.me or Login.gov. If you are already
registered with ID.me, you do not have to register to Login.gov to access your reports.

Additional Questions or Additional Assistance?

o If you have additional questions about accessing or using Treasury’s portal to provide the
designees’ names and contact information, please email us at HAF@treasury.gov.
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Appendix B — Annual Reporting Requirements

All HAF participants are required to submit Annual Reports. The first annual report was due on
November 15, 2022, with subsequent reports due annually in mid-November. The following HAF
participants are required to submit Annual Reports:

e States
e The Department of Hawaiian Home Lands
e Tribal Governments

The Annual Report asks participants to report Grantee Plan updates on programs undertaken
with program funding and asks how the HAF Participant plans to ensure program outcomes are
achieved in an effective, efficient, and equitable manner. The Annual Report also includes
updates on program goals identified by the HAF.

Period of performance and due dates for Annual Reports are shown in Figure 27 below.

Report Period Covered Due Date
1 Award Date — September 30, 2022 Tuesday, November 15, 2022
2 October 1, 2022 - September 30, Wednesday, November 15,
2023 2023
3 October 1, 2023 - September 30, Friday, November 15, 2024
2024
4 October 1, 2024 - September 30, Monday, November 17, 2025
2025
Final October 1, 2025 — September 30, Monday, February 1, 2027
Report 2026

Figure 27 - HAF Annual Reporting Timeline
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