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SUBJECT: 
 
VA GPD Attendance 
Documentation and Annual 
Financial Reporting 
 

APPLICABLE TO: 
 
All Parties Involved in the 
Programmatic Operations of VA 
GPD Funded Programs  
 

ISSUED: 
 
March 4, 2019 
 

 

ADMINISTERED BY: 

Division of Adult Services  
Any DHS Division or Office Manager  
Provider Contracts and Veteran Affairs 
DSS Finance 

APPROVED BY: 

Joslyn Carter, Administrator 

Department of Social Services/ 
Department of Homeless Services 

 
 
 PURPOSE 
 
This procedure provides instructions on the use of per diem grants consistent with 
recommendations from the United States Department of Veteran’s Affairs (VA) and the 
New York City Department of Social Services’ (DSS) Office of Audit Services. The 
procedure addresses the findings of the Veteran’s Affairs Homeless Providers 
Grant/GPD Award Review (#8-724).  
 
The VA Office of Internal Controls (OIC) performed a review to ensure that per diem 
grants are used in compliance with federal financial regulations and the Memorandum 
of Understanding between the Department of Homeless Services and the Grant Per 
Diem (GPD) Program Office.  
 
GPD reimbursement for program costs depends on accurate reporting of the number of 
beds used to lodge clients per night. DHS staff and VA liaisons are responsible for 
ensuring that attendance records are maintained and consistent with VA payment 
vouchers.  
 
For VA GPD programs, DSS Finance must submit an SF-425 Federal Financial Report 
form (Attachment A) annually. This form acts as an official request for reimbursement 
from the VA. Its contents are determined by the expenditures invoiced to the VA through 
the contract monitoring procedure (DHS PB #2019-XX) and the attendance verification 
data obtained through this procedure. 
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 TERMS 
 

48 Hour Curfew Policy: Shelter providers are required to contact DHS to exit 

clients from their assigned placement after 3 consecutive absences, beginning 

48 hours from the time of the first missed curfew and verification of unit 

occupancy. 

Note: DHS allowance for billable days is up to the first 48 hours of a client’s exit 

from shelter.  

 

Absence: A client is absent when they are not signed in for overnight lodging 

and are out of shelter past 8:00 the next morning.  

 

Billing Day: A single lodging unit that spans part or all of each of two 

consecutive Care Days and both the client and the lodging provider have met all 

of the DHS specified requirements. 

 

Care Day: A unit of time beginning at 8:00 am (inclusive) on a given calendar 

day up to 8:00 am (exclusive) the following calendar day. 

 

CARES: Client Assistance and Rehousing Enterprise System is the agency’s 

database for tracking clients in temporary shelter and is considered the system of 

record used to archive client lodging records and shelter invoices generated each 

month based on client lodging records. 

 

CARES Daily Attendance Roster: A menu screen in the CARES database used 

by authorized individual shelter providers to update attendance values (Present, 

Absent, Late or Pass), and finalize the overnight status of clients checked in to 

their shelter units for overnight lodging. 

 

Curfew: Shelter providers are responsible for implementing a curfew of 10:00 

p.m. for single adults. 

 

Overnight Lodging: A client that is properly “checked-in” to temporary shelter 

and is properly “signed in” for the night and remains past 8:00 am the following 

morning. 

 

 

 

 

 

 



DHS-PB-2019-04 

 

 OFFICE OF POLICY, PROCEDURES AND TRAINING ‒ Page 3  

 

 

 POLICY 
 

This policy establishes documentation retention procedures for all parties involved in 
the programmatic operations of GPD funded programs to that ensure attendance 
records are accurately maintained and reported. The policy also provides guidance 
for the annual submission of the SF-425 form (Attachment A) to the GPD Program 
Office, a component of the contract monitoring procedure that relies on the data 
retained through the attendance documentation procedure.   
 
The policy ensures compliance with the following federal financial management 
requirements:  

 

 38 Code of Federal Regulations §61.33(e) Payment of Per Diem, 
states, “VA will not pay per diem for any additional days of absence when 
a veteran has already been absent for more than 72 hours consecutively 
(scheduled or unscheduled).”1  

 
 

 2 Code of Federal Regulations (CFR) 200 Subpart D, Post Federal 
Award Requirements § 200.302 Financial management, states, “(b) 
The financial management system of each non-Federal entity must 
provide for the following: (2) Accurate, current, and complete disclosure 
of the financial results of each Federal award or program in accordance 
with the reporting requirements set forth in §§ 200.327 Financial reporting 
and 200.328 Monitoring and reporting program performance”  

 
  
 PROCEDURE 
 

I. Client Attendance Registry 
 

Curfew for clients at GPD programs is 10 p.m., and they must sign-in between 
the hours of 10 p.m. and 12 a.m. The provider must ensure that this window is 
enforced. Provider and DHS staff conduct bed checks at 10 p.m., 12 a.m., and 
2 a.m. to verify that clients who have signed in are lodged overnight. If a client 
violates curfew and fails to sign in over the course of the night, they are allowed 
48 hours to return to shelter. If they do not return after this window closes, they 
are logged out of attendance records and are required to engage in a case 
conference with DHS and/or VA GPD liaisons at the Multi-Service Center 
(MSC), the central point for veterans’ services that is staffed by both DHS and 
the VA.  
 
 
 

 
                                                      
1
 Per the VA, the GPD model calls for a 48 hour curfew policy. 
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II. Attendance Documentation 
 

1. Attendance Review 
 

Attendance procedures for overnight lodging must be managed efficiently and 
in compliance with applicable policies and procedures that govern them. DHS 
is responsible for ensuring that the provider reports attendance accurately. 
This verification process involves a comparison of VA attendance records 
collected by the provider and CARES rosters.  

 
2. Attendance Verification and Reporting 

 
The Memorandum of Agreement for Project Number 08-724 between the U.S. 
Department of Veteran’s Affairs and DHS states: “At the end of each month, 
VA will determine the total number of covered veterans for the Recipient and 
number of days each was provided housing. For each of these covered 
veterans, VA will pay the recipient the per diem amount multiplied by the 
number of days the Recipient furnished housing to the veteran.” This 
information is recorded in an initial payment voucher.  
 
 
At the end of each monthly period, the DHS administrative director receives a 
payment voucher from the VA which reflects attendance records collected by 
the provider. The DHS administrative director compares CARES rosters with 
the provider’s data and verifies the attendance of clients registered to the 
GPD program.  
 
Upon verification, the DHS administrative director reviews the voucher and 
compares its findings to the verified data. If discrepancies exist, the DHS 
administrative director reports them to the VA. The VA sends a revised 
voucher reflecting DHS attendance records. The DHS administrative director 
reviews and authenticates the final voucher to the VA.  
 
If discrepancies do not exist, the DHS administrative director requests an 
official payment voucher from the VA using the VA Homeless Providers Per 
Diem Payment Voucher (Attachment B).The DHS administrative director 
signs the voucher and submits it to the VA.  

 
3. Bill and E-Voicing 

 
When the VA receives a verified invoice from the DHS administrative director, 
it submits the approved invoice to DSS Finance and GPD liaisons. DSS 
enters the approved invoice into the VA e-voicing system.  
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III. Annual Financial Reporting: SF-425 Submission  

 
The Per Diem Only Models Recipient Guide, Fiscal Reporting and Debt, states, 
“All Providers are required to complete the SF 425 Federal Financial Report (FFR) on 
an annual basis for each activity. Annual FFRs are due no later than 90 days after the 
end of the Federal Fiscal Year (September 30th).”  

  
DSS Finance submits a SF-425 Federal Financial Report annually (Attachment A) 
requesting reimbursement for GPD programs. FFRs must be submitted no later than 
90 days after the end of the Federal Fiscal Year (September 30th). The financial report 
must include accurate information that reflects the invoice amount determined by the 
attendance record documentation and review. 

 
Effective Immediately  
 
 ATTACHMENTS 
 
Attachment A  SF-425 Federal Financial Report 

 
Attachment B  VA Homeless Providers Per Diem Payment Voucher 

 
 RELATED ITEM 

 
DHS PB #2019-03 VA GPD Contract Monitoring Procedure 

https://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=636d13fe-7a18-408f-b2d0-1cb8679f090c





