BRISTOL BAY HOUSING AUTHORITY
Instructions for Subrecipient Housing Block Grant Report Form (BBHA-01)
This form is to be used by BBHA Subrecipients to (1) submit the budget for the pass-through funds; (2) submit revisions to the budget; and (3) submit information to the BBHA on a quarterly basis.  If submitting a request for funds, use the Subrecipient Draw Request (short) form BBHA-02.
Name of Tribal Entity.  Enter the name of the Tribe or Village Council that has the Subrecipient Agreement with the BBHA.

Total Pass-Through Funds.  Enter the total amount of the IHBG Subrecipient Grant pass-through funds.

IHBG Fiscal Year.  Enter the year for the IHBG grant that applies to this form.  For example, if you are revising the budget for the FY2004 IHBG, enter “2004”.

Reason for Submitting Form.  Check the box of the reason you are submitting this form.  If using the form to submit your Quarterly Report, be sure to write in the last day of the quarter in the space provided.
Section I:  Budget and Project Status
Activity.  IHBG funds must be used for allowable affordable housing activities, as listed in the form.  Activities listed include the following:
Home Repairs - repairs such as weatherization, foundations, roofs, heating systems, etc. (Note:  a Home Repair Cost Estimate form must also be submitted for each family.)
Development – includes the cost of building new housing and facilities and related costs.
Subsidy Vouchers – if approved by the BBHA, includes cost of utility reimbursements

Crime Prevention – includes the cost of youth and cultural activities

Planning and Administration – administration costs (cannot exceed 20% of the grant)

Other –an affordable housing activity not included in above; describe in detail in section A.

Budget information.  If the form is used for submitting the original budget or a budget revision, only complete column (a).  If the form is used for submitting a quarterly or final report, complete columns (a), (b), (c) and (d).  Round all amounts to the nearest dollar.  Planning and Administration cannot exceed 20% of the total pass-through funds.
Section II: Scope of Work
This section is used to identify what will be done with the funds.  For each type of activity in your budget (home repairs, crime prevention, etc.), the corresponding scope of work section must be completed to describe the use of funds.  If submitting a quarterly or final report, the “Actual Cost to Date” columns must also be completed.
1. Home Repairs.  Enter a cost estimate for each home repair project.  Enter the name of the Homeowner and the budgeted amount from the Home Repair Cost Estimate form, which must be attached. For the quarterly and final reports, enter the actual expenditures.
2. Development/Acquisition.  If funds are to be used for new construction and/or the purchase of housing or land, complete this section.  Enter a description of the activity, such as “construct two single-family homes” or “purchase duplex”, and enter the number of families to be assisted and the total cost.  For the quarterly and final reports, enter the actual expenditures.

3. Subsidy Vouchers.  If funds are to be used to assist families under the Emergency Voucher program, complete this section.  Enter the proposed use of the vouchers, such as utility payments, and the estimated number of families and the total funds to be used.  For the quarterly and final reports, enter the actual expenditures.

4. Crime Prevention.  Enter any amounts to be used for crime prevention activities in this section.  List the specific activities, such as “cultural activities classes” or “sponsor youth sports teams”, the number of families to be assisted and the total estimated cost.  For the quarterly and final reports, enter the actual expenditures.

5. Planning and Administration.  This section is to be used to describe expenditures for planning and administration.  Enter the specific purpose, such as “Housing Director salary” or “staff training”, and the amount budgeted.  For the quarterly and final reports, enter the actual expenditures.

6. Other.  Enter any amounts in this section that do not fit in any of the above categories.  Normally these will require special approval.  Use the space below plus additional pages if necessary to describe the use of the funds. For the quarterly reports, enter the actual expenditures.
Section III:  Authorization
Enter the name and title of the person authorized to submit this report, who then signs and dates the report in the spaces provided.

REMEMBER:  This report is used for four different purposes as follows:
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