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• Due back to 
City on 
Wednesday, 
June 15, 2016 

Contracts 

• Enter online 
• Mail hard copy 

with backup 

Invoices 
 

• Submit online 

Reports 

• Completed in 
the fall/winter 
on previous 
fiscal year. 

Monitoring 

Basic Grant Requirements 



Contracts 
Due Wednesday, June 15, 2016 

    Before the City will execute the contracts: 
 All contracts must have original signatures 

 Livermore – Invoice Designee form 

 Current insurance certificates MUST BE included 

 Livermore – insurance submitted through PINS 

 Must include a DUNS number 
 Must register and maintain Central Contractor Registration 

 Must have a Business License with City 
 
 

 



Contracts 
 Format and information is the same as previous 

years 

 All relevant documents are provided in your packet 

 Livermore–Direct Deposit & Invoice Designee forms 

 Refer to HHSG Policy and Procedures Manual for 
program requirements 

 All programs are subject to 2016 Income Limits 

 

 



Requesting Reimbursement 
 All FY 2016 invoices will be entered and tracked in 

ZoomGrants 

 Every request for reimbursement MUST include: 
 

1. Invoice form with authorized original signature 
 

2. Summary of expenditures correlates the invoice and the 
backup materials 
 

3. Backup documentation; highlight each of the line items listed 
in the summary of expenditures 

 



 
 
Requesting Reimbursement 
Public Services 
Back-up documentation will include: 
 Summary of expenses including, hours, salaries 

and benefits being reimbursed with grant funds 
 Include the hourly rate for each employee 

 Signed timesheets for each employee being 
reimbursed through grant funds 

 Receipts for any supplies purchased or other bills to 
the grant (food must be a direct service to clients) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
Requesting Reimbursement 
Capital Projects 

Back-up documentation will include: 
 Summary of expenses for which you are requesting 

reimbursement 

 Receipts/invoices from all subcontractors 

 Proof of payment to subcontractors  

 If applicable, prevailing wage documentation 



 
Davis-Bacon 
Federal Prevailing Wage 
Only applies to… 
 Construction projects funded with $2,000 or more of 

federal (CDBG or HOME) funding  
 

Refer to HHSG Policy Manual for checklist 
 Policy Manual has steps to guide you through the 

process and documentation to submit 

 Contract amount determines the requirements 

 Must use a Federal Wage Decision 

 

 



Reporting Requirements  
Livermore 
 Due quarterly 
 (October 15, January 15, 

April 15, and July 15) 

Pleasanton 
 Due semi-annually 

(January 15 and July 15) 

Year End Report - CAPER 
 Data will be cumulative from quarter/semi-annual 

reports 
 Final ZoomGrants report for the year will include several 

additional CAPER narrative questions  

 



Additional HUD Reports 
Varies according to project and funding source 
 Federal Compliance Checklist 
 Equipment Report  

(fixed assets purchased with federal funds) 
 

Reports for Davis-Bacon eligible Capital Projects 
 Semi-Annual Labor Report 
 MBE/WBE Report  
   (minority/women-owned business enterprises) 

 Section 3 (hiring of local labor) 



Annual Monitoring 
Review of program performance of prior Fiscal 
Year 

 Agency capacity 

 Project file documentation 

 Records management client eligibility 

Information in Policy and Procedures Manual 

 Overview of Monitoring Process and Instructions 

 On-site Monitoring Form with questions 



 Zoom Grants Set up for FY 2016-2017 
 

 Each agency is allowed only one ID 
 

 Logging on for invoicing and reporting is the same 
as for submitting an application 

 

IMPORTANT 
 Update agency contact information if there have 

been personnel changes, etc. 
 

http://www.zoomgrants.com/default.asp


Submit the following through Zoom Grants 
 Quarterly and Semi-annual reports 
 Reimbursement Requests (invoice)  
 ZoomGrants will automatically track the drawdown of funds from the 

total grant amount 
 

Three components of an Invoice reimbursement 
1. Cover sheet (generated in ZoomGrants) 

2. Summary of expenditures (key to backup) 

3. Backup documentation (tied to summary) 
 

http://www.zoomgrants.com/default.asp


Invoice reimbursement process 
1. Enter invoice info in ZoomGrants  

 

2. Upload backup documentation 
 

3. Must click “Submit” button to record an invoice 
within the ZoomGrants system 
• Livermore – Do not download and send in 

wet signature and backup documentation. 

http://www.zoomgrants.com/default.asp


Data not required for every field 
(but system will prompt) 

 
         Data entry area 

(Data in this area 
updated by 

system) 

     Cover Sheet Step I 

http://www.zoomgrants.com/default.asp


Click the “Submit 
Invoice” button before 
printing, so that your 
invoice has a date/time 
stamp and  the update 
of the current funding 
snapshot will occur 
automatically. 

  Step II 

http://www.zoomgrants.com/default.asp


 Submit all reports via ZoomGrants 
 

 Do not submit hard copies of reports 
 

 Only report numbers for the specific reporting 
period 

 

 Year end report will include several supplemental 
questions  

 Reporting Accomplishments 

http://www.zoomgrants.com/default.asp


http://www.zoomgrants.com/default.asp


Questions 10-14 are for 
reporting numbers of 
unduplicated clients served for 
the specific reporting period 
(not cumulative).  

http://www.zoomgrants.com/default.asp


It is imperative that your internal 
intake and tracking procedures 
provide for collection of this data. 

http://www.zoomgrants.com/default.asp


Questions 15-17 are for reporting “units of service” delivered during the specific 
reporting period (not cumulative). 
 
You may report on up to three different service unit types (agency-defined; must 
relate to the units of service in your funding contract). 

http://www.zoomgrants.com/default.asp


Questions 18-24 are specific to the year-end CAPER. They are always visible 
but ONLY need to completed with your final report of the year (by July 15, 
2017). 

http://www.zoomgrants.com/default.asp


 You must update your intake forms with the 2016 
income limits 
 

 ZoomGrants may come out with improvements or 
enhancements during the year; staff will update 
agencies via email 

 

 For ZoomGrants technical questions and support,  
 contact Geoff or Emily at (866) 323-5404 x 2 or 

Questions@ZoomGrants.com 

Conclusion 

mailto:Questions@ZoomGrants.com


We look forward to working with you! 
Jean Prasher/Ty Robinson 

 
City of Livermore 

Housing and Human Services Division 
1052 S. Livermore Avenue 

Livermore, CA  94550 
 

Direct: 925-960-4586 
Main: 925-960-4580 
Fax: 925-960-4419 

Email:  
japrasher@cityoflivermore.net 

Fran Reisner 
 

City of Pleasanton 
Housing Division 

200 Old Bernal Ave., P.O. Box 520 
Pleasanton, CA  94566-0802 

 
Direct: 925-931-5007 
Main: 925-931-5002 
Fax: 925-931-5485 

Email:  
freisner@cityofpleasantonca.gov 
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