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% ‘ DEPARTMENT OF HOUSING &
COMMUNITY DEVELOPMENT

OPENING COMMENTS

® Welcome
® CD50 & CD51 Updates
® Purpose:

1.) Align subgrantees reporting and payments
processes to improve fairness and efficiency.

2.) Provide greater accountability / documentation via
Neighborly for subgrantees and CDBG staff.

3.) Align draw requests and corresponding
accomplishments.




PRESENTATION
AGENDA

Why do we collect CDBG Report data
When do we collect data

What data do we collect

Draw requests in Neighborly
Communication through Neighborly

Questions



WHEN, WHY AND HOW DO WE COLLECT DATA?

Quarterly - 15t day after the end of each quarter
Annually - in July of each year for the CAPER

All reports must be submitted via Neighborly
Substantiates that work is complete and reimbursable

HUD requires DHCD to report on each
subrecipients' accomplishments

BALTIMORE CITY DEPARTMENT OF HOUSING & COMMUNITY
DEVELOPMENT
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WHY DO WE COLLECT
CDBG DATA?

 Data is entered into HUD's system o
record (IDIS).

» Data is included in the Consolidated
Annual Performance Evaluation Report
(CAPER).

» Data is included in the DHCD Annual
Report.

 The Communication Division may share
the data with the media and researchers.

» Accurate and complete data is critical.

BALTIMORE CITY DEPARTMENT OF HOUSING & COMMUNITY
DEVELOPMENT




BALTIMORE CITY
% ‘ DEPARTMENT OF HOUSING &
COMMUNITY DEVELOPMENT

NEIGHBORLY - PART 1: GOALS

* Provide progress achieved in accomplishing goals / objectives
* Show actual outcome versus expected outcome
* Note any difficulties encountered

* Goals come from Section F: Activity Descriptions on
your application

Always click save when you are ready to move on.

BALTIMORE CITY DEPARTMENT OF HOUSING & COMMUNITY 6 OO
DEVELOPMENT



NEIGHBORLY - PART 2: ACCOMPLISHMENTS REPORTING

Beneficiaries Served Costs
« Quarterly Target to be Served « CDBG Costs as Authorized in your
Contract

* Number Actually Benefiting this

Quarter « Amounts from other funding

sources

* Total Served to Date
« CDBG Amount Expended

* Other Funding Expended

Always click save when you are ready to move on.

BALTIMORE CITY DEPARTMENT OF HOUSING & COMMUNITY 7 OO
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NEIGHBORLY - PART 3: NARRATIVE AND SUPPORTING
DOCUMENTS

- Provide a narrative describing accomplishments and barriers during the
quarter

« This can be done by listing Successes/Highlights for EACH activity and
any challenges for EACH activity

« Upload any supporting documentation

« These could include progress reports or a list of projects completed

Always click save when you are ready to move on.



NEIGHBORLY - PART 4: REQUIRED DOCUMENTS

Upload the required electronic reports to the appropriate location in Neighborly

- Based on the Reporting section of your Contract

- Download and complete the appropriate forms and upload into Neighborly Part
4 in their original format. No PDF's

- Forms are located and downloadable in Neighborly - Part 4

- Do not submit reporting forms as an attachment to a Task or an email. Only
submit forms to Neighborly Reports - Part 4.

Always click save when you are ready to move on.



REIMBURSEMENT REQUESTS - CHANGES IN CD-50

« "NEW - All subrecipients will only make draw requests quarterly through the
Neighborly portal.

* "NEW - Draw Form / Reimbursement Request Excel template will only
be found in the Documents, Subrecipient Contract Documents folder.

« *NEW - Reporting out of cycle, combining reporting periods or year end
reporting will not be accepted and negatively impact the scoring of next years
application.

« *NEW - Reporting reminders will be generated in Neighborly and sent as a
Neighborly Notification email.

Special Note: Quarter 1 of CD-50 will have an extended deadline of October 31t

11/7/2024 10



REIMBURSEMENT PROCESS

* Request payment via Neighborly : Budget > Draw Request tab.
» Check the status of award in the Neighborly Budget.
» Upload your documentation to support the charges in your request.
NEW - Draw request in Neighborly are based on activities. Budgets
are set up by activity.
o Visual representation of funds disbursed and pending and
remaining.

o Cannot overspend.

11/7/2024 11



%“HL | DepaarvenT o wousie & Reporting Accomplishments

COMMUNITY DEVELOPMENT

ACCOMPLISHMENT REPORTING - 1

* Click on Reports section to open reporting module.

%ﬁ Home

AccounT
Caseld 109715 Program CDBG-Capital Projects
% REPORTS Name DHCD - Office of Rehabilitation Services - Deferred Loan Program Status Quarterly Report Submitte
“*2 REFORTS DUE \
]
ACCOMPLISHMENTS
Reports
DRAW REQUESTS —————————
Quarterly Report (2 of 4)
APPLICATION
s DATE RANGE AVAILADLE @ bue @ sTaTus repoRT £ riLes suoMITTED OV AcTion
& oocumenrs 1904 7/1/2023-9/30/2023 9/30/2023 10/15/2023 Complete 5 of 5 steps completed 5 david fielderebaltimorecity.gov
1/31/2024 2:45:48 PM
-
%] users
1905 10/1/2023-12/31/2023 12/31/2023 1/15/2024 Complete 5 of 5 steps completed 5 david fielder@baltimorecity.gov [
1/31/2024 2:48:59 PM
1906 1/1/2024-3/31/2024 3/31/2024 4/15/2024 Past Due 0 e
1907 4/1/2024-6/30/2024 &6/30/2024 7/15/2024 Past Due 1] Lo
.

11/7/2024 12



SORE Reporting Accomplishments

Accomplishment Reporting - 2

* Review & complete Parts 1 —4.

* Questions? Ask CDBG Monitor before submitting report.
* Submit
* Save / Complete & Continue.

%ﬁ Home

AccouNT

Caseld 109715 Program  CDBG-Capital Projects

REPORTS \ Name DHCD - Office of Rehabilitation Services - Deferred Loan Program Status  Quarterly Report Submitted
2 REPORTS DUE

Reports » Quarterly Report » 1906

5 oraw RequesTs

& I O Part1-Goals | [J Part2- Accomplishments ~ (J Part 3 - Narrative and Supporting Documents [ Part 4 - Required Documents () Submit
2z| aepuicaTION

" Provide progress achieved in accomplishing the following goals / objectives

7= bocuments

] users 1. Deferred Loan Program

Assist homeowners in correcting major housing deficiencies and serious health and safety issues

Progress
Enter goal progress here..
4
Difficulties
Enter any difficulties encountered here...
Encountered

No save history

1772004 =

H
(48]



%“HL DEPARTMENT OF HOUSING & Completing A Draw Request

COMMUNITY DEVELOPMENT

Draw Request

* Click on Draw Requests tab.
* Example of Canceled Draw Request — Orange Box

%ﬁ Home

ACCOUNT

Caseld 109715 Program CDBG-Capital Projects

REPORTS Name DHCD - Office of Rehabilitation Services - Deferred Loan Program Status Quarterly Report Submitted

**2 REPORTS DUE

ACCOMPLISHMENTS

Draw Requests

. /
DRAW REQUESTS
REQUESTED REQUESTED DISDURSED DISODURSED
Z=. APPLICATION 1D STATUS WORKFLOW DETAILS DATE AMOUNT DATE AMOUNT
7507 Cancelled 0of2 Quarter 1 10/9/2024 $0.00 N/A N/A

o

© DOCUMENTS

Add a Draw
UsERS

33

117772024 14



%‘HL DEPARTMENT OF HOUSING & Completing A Draw Request

COMMUNITY DEVELOPMENT

Draw Request - continued
* Enter description to advance.
* Naming Protocol: ABC Organization_Draw 1_CD-50, ABC Organization_Draw 2_CD-50
* Naming protocol for Draw Form: ABC Organization_Draw Form 1_CD-50, ABC Organization_Draw Form 2_CD-50

Home
il

ADD A DRAW
AccouNT
Caseld 109715 Request Date 10/9/2024 Program  CDBG-Capital Projects
e Name DHCD - Office of Rehabilitation Serviceg Status Quarterly Report Submitted
B Description Enter description

AccompLIsHMENTS
Draw Requests

=3 DRAW REQUESTS

REQUESTED REQUESTED DISDURSED DISDURSED

APPLICATION Add DATE AMOUNT DATE AMOUNT

10/9/2024 $0.00 N/A N/A

DOCUMENTS

Add a Draw

UseErs

11/7/2024 15



%’ﬁ DEPARTMENT OF HOUSING &
COMMUNITY DEVELOPMENT

Completing A Draw Request

Draw Request - continued

* Upload Draw Form. Use naming protocol for doc. Yellow Box.

* Enter amount requested. Orange Box.

%ﬁ Home

ACCOUNT

reronTs Draw Requests » Draw Id: 7508
*+2 REPORTS DUE
ACCOMPLISHMENTS
Status  Not Submitted
DRAW REQUESTS Date Requested  10/9/2024

=| arpuLicaTioNn

3

Request  Workflow 0 of 2°

DOCUMENTS

w

[i]1]

Amount Requested  $0.00

Amount Approved  $0.00

“*ACTION REQUIRED: This draw request has NOT yet been submitted. In the form below, provide a summary of the draw request, enter the amount requested by category, upload any supporting documentation, and

then click Submit.

B

users

ABC Organization_Draw 1_CD-50

DETAILS

CATEGORY

Program Costs

Example Funding Source

11/7/2024 Totas

SUMMARY DOCUMENTATION

Upload File &P

oRIGINAL oTHER = AVAILADLE AMOUNT
AMOUNT DISDURSEMENTS BALANCE REQUESTED
$1.00 $0.00 $1.00 $0.00 e
|
T T T ™ T 16
<1nn ennn <1nn ennn



BALTIMORE CITY
% DEPARTMENT OF HOUSING &

COMMUNITY DEVELOPMENT

Completing A Draw Request

Draw Request —cont.

* Enter amount requested. Orange Box.
* Click Submit or Cancel. (See slides 18 & 25 for Cancel example.)

DETAILS

ORIGINAL
CATEGORY

- OTHER = AVAILADLE AMOUNT
AMOUNT DISOURSEMENTS DALANCE REQUESTED
R s $1.00 $0.00 $1.00 $0.00
Example Funding Source
| Totals $100 | | $0.00 | | $100 | | $0.00 |

Last updated by david fielder@baltimorecity.gov on 10/9/2024 3:42;

e

11/7/2024 17



SORE Completing A Draw Request

Draw Request — continued

* Confirmation of draw amount
* Click Proceed or Cancel.

§ﬁ Home

cegEme |, Temosrons 9 CoNFIRM
ACCOUNT
ACTION REQUIRED: This draw request h the amount requested by category, upload any supporting documentation, and
REPQRTS You are submitting this draw for $0.50. Proceed?
++2 REPORTS DUE
SUMMARY

ACCOMPLISHMENTS

- CE‘
ABC Organization_Draw 1_CD-50

[ Upload File !Tg

(=5 DRAW REQUESTS

APPLICATION

DOCUMENTS

DETAILS
usens
- ORIGINAL OTHER = AVAILADLE AMOUNT
caTEcoRY AMOUNT DISDURSEMENTS BALANCE REQUEsTED
(rEgam(EE: $1.00 $0.00 $1.00 5050
Example Funding Source
Totals $1.00 $0.00 $1.00 $0.50
Last updated by david.fielder@baltimorecity.gov on 10/9/2024 3:42:58 PM
/

18



SORE Completing A Draw Request

Draw Request — continued

* Confirmation of draw request submitted successfully.
* Click Confirm.

(3 ﬁ Home

0 INFORMATION

AccounT
Request = Workflow 0 of 2
Draw Request submitted successfully
REPORTS
2 REPORTS DUE SO LGS

Confirm
ACCOMPLISHMENTS

ABC Organization_Draw 1_CD-50

**No files uploaded

APPLICATION

DETAILS
DOCUMENTS

oRIGINAL - othER - AVAILABLE AmounT AMOUNT
By usens catzcoRy AMOUNT DISDURSEMENTS bALANCE RequEsTED AppROVED
Fregam s $1.00 $0.00 $1.00 $0.50 $0.00
Example Funding Source
Totals $1.00 $0.00 $1.00 $0.50 $0.00

Last updated by david.fielder@baltimorecity.gov on 10/9/2024 3:54:54 PM

N
11/7/20Z% Q 19



%“HL DEPARTMENT OF HOUSING & Completing A Draw Request

COMMUNITY DEVELOPMENT

Draw Request - continued

* Neighborly shows amount requested. Blue Box
* Requests & Workflow Tabs. Yellow Box.

gﬁ Home

ACCOUNT

repoRTS Draw Requests » Draw Id: 7508

%2 REPORTS DUE

ACCOMPLISHMENTS "

Status  Submitted Amount Requested 5050

DRAW REQUESTS Date Requested  10/9/2024 Pending Approval  $0.00

B

APPLICATION
Request | Workflow 0 of 2*

[ bocuments
SUMMARY DOCUMENTATION
5] users
BC Organization_Draw 1_CD-50
**No files uploaded
Draw Requests » Draw Id: 7508
A
Status  Submitted Amount Requested 5050
DateRequested  10/9/2024 Pending Approval  $0.00 DETAILS
Request  Workfiow 0ot 2 oRIGINAL - oThHER - AvalLADLE AMOUNT AMounT
caTEGORY AMouNT BISDURSEMENTS DALANCE REquEsTED AppROVED
B e Program Costs 51.00 $0.00 $1.00 $050 $0.00
Example Funding Source
Submitted 1o Fiscal
Totals $1.00 $0.00 $1.00 5050 $0.00

11/7/2024 ’ 20



%“HL DEPARTMENT OF HOUSING & Completing A Draw Request

COMMUNITY DEVELOPMENT

Draw Request - continued
* Visualization of draw & funding status . Blue Box.

%ﬁ Home

ACCOUNT

Caseld 109715 Program CDBG-Capital Projects

REPORTS Name DHCD - Office of Rehabilitation Services - Deferred Loan Program

Status Quarterly Report Submitted
**2 REPORTS DUE

ACCOMPLISHMENTS

Draw Requests
>

15 omaw nequests
T
REQUESTED REQUESTED DISDURSED DISODURSED
‘7:'.;1 APPLICATION o STATUS WORKFLOW DETAILS DATE AMOUNT DATE AMOUNT
7508 Submitted 0of2 ABC Organization_Draw 1_CD-50 10/9/2024 $0.50 N/A N/A
[~ oocumenTs -
7507 Cancelled 0of2 Quarter 1 10/9/2024 50.00 N/A N/A ]
Requested
Fo3| 0.50
o] usems .
$ Add a Draw

@ Disbursed $0.00
Pending $0.50
@ ShortPaid 50.00

11/7/2024 21



%‘HL DEPARTMENT OF HOUSING & Communication Via Neighborly

COMMUNITY DEVELOPMENT

Task Assignment — Response & Completing
* Task assignment.

T Delete < Reply & Replyall = Forward ~ &, Zoom e Jd Ev @

Task Assignment for Housing Preservation Programs

Neighborly Software <no-reply@neighborlysoftware.com> 0 S & o~
To: Fielder, David (DHCD) Thu 5/9/2024 10:36 AM
©® S5ome content in this message has been blocked because the sender isn't in your Safe senders list. Trust sender | | Show blocked content

CAUTION: This email originated from outside of Baltimore City IT Network Systems.
Reminder: DO NOT click links or open attachments unless you recognize the sender and know that the content is safe. Report any suspicious
activities using the Report Phishing Email Button, or by emailing to Phishing@baltimorecity.gov

Case Name: Boji———
Case |d: 42788

= Task Status: Active

Task Subject: Funding
Task Due Date: 5/10/2024
Task Details: This case h

2 I

ey, EEEEE—
Task Owner(s): David Fielder - david.fielder@baltimorecity.gov, St

Task Follower(s): Chery| —— e ——

https://portal.neighborlysoftware.com/BALTIMOREMD/administration

= Reply ~+ Forward

11/7/2024 22



%‘HL DEPARTMENT OF HOUSING & Communication Via Neighborly

COMMUNITY DEVELOPMENT

Task Assignment — Response & Completing
* View all tasks on Neighborly dashboard.

%ﬁ Home

Good Morning, David

Welcome to the Baltimore City Department of Housing & Community

8 -i Development Portal

BALTIMORE CITY The City of Baltimore is committed to accessibility for all applicants. If you require this material in an alternate

DEPARTMENT DF HDUS' NG & format, please contact eviction.prevention@baltimorecity.gov.
COMMUNITY DEVELOPMENT

[  MyTasks Show Item Type: Complete (5, -

Task . .

o Case Subject Status Due Date Action

13155 98227: FY 23 Emergency Roof Repair CD-48 Quarterly Reports Complete 8/11/2023 View Task
Program

13154 98228: FY 23 Deferred Loan Program CD-48 Quarterly Reports Complete 8/11/2023 View Task

13110 98226: DHCD - Office of Rehabilitation Quarterly Report Complete 8/7/2023 View Task
Services
98226: DHCD - Office of Rehabilitati .

g0 6= o Renspiiaton DUE: FOUR CD-48 QUARTERLY REPORTS Complete  8/15/2023 View Task
98226: DHCD - Office of Rehabilitati DUE: HOUSING SALES CONSTRUCTION REHAB .

13341 ee orRenabiliEtion Complete  8/18/2023 View Task

|tes:t/portalneighborlysoftware.com/baltimaremd/Participant Services SPREADSHEET

11/7/2024 23



%‘HL DEPARTMENT OF HOUSING & Communication Via Neighborly

COMMUNITY DEVELOPMENT

Task Assignment — Response & Completing
* View specific task.

TASK

Details Messages (0) « (6)

Subject Owner(s) @

a David ATTACHMENTS

CD-48 Quarterly Reports Fielder

Details “*No files uplooded

Please submit all Quarterly reports so Follower(s) @
the accomplishments can be included

David ( LaTonya )
in the annual report to HUD (CAPER) 8 Herman % a Lewis B

a Romilla o

Please upload a completed "Housing David
: - — Susan
& - x
Status Due Date ATTERE
Complete ~ 8/11/2023

Created by susan.moriarty@baltimorecity.gov at 8/4/2023 11:46:40 AM
Last updated by david.fieldergbaltimorecity.gov at 2/1/2024 9:44:18 AM

Save

11/7/2024 24




%“HL DEPARTMENT OF HOUSING & Communication Via Neighborly

COMMUNITY DEVELOPMENT

Task Assignment — Response & Completing
* Respond to the Task Follower.

TASK

Details Messages (0) Audit Log (6)
Adding a message will notify the task owner(s) and follower(s). '

Mo Messages Found

11/7/2024 25



%‘HL DEPARTMENT OF HOUSING & Communication Via Neighborly

COMMUNITY DEVELOPMENT

Task Assignment — Response & Completing
* Response to Task via Neighborly

T Delete “~ Reply % Replyall * Forward ~ @& Zoom ) Read / Unread () Categorize ~ [ Flag/Unflag ~ &

MNew Task Message Posted for Housing Preservation Programs

. Neighborly Software <no-reply@neighborlysoftware.com> QD « & -~
To: Fielder, David (DHCD) Thu 5/9/2024 10:40 AM
@ Ssome content in this message has been blocked because the sender isn't in your Safe senders list. Trust sender | | Show blocked content

CAUTION: This email originated from outside of Baltimore City IT Network Systems.
Reminder: DO NOT click links or open attachments unless you recognize the sender and know that the content is safe. Report any suspicious activities
using the Report Phishing Email Button, or by emailing to Phishing@baltimorecity.gov

Case Name: INEG—_—_—_————
Case |d: 4210

Task Name: Funding
Task Id: 16660

Message Posted By: david fielder@baltimorecity.gov
Message: This case hacl A —

Click here to login: https://portal.neighborlysoftware.com/BALTIMOREMD/administration

< Reply  Forward

11/7/2024 26



%‘HL DEPARTMENT OF HOUSING & Communication Via Neighborly

COMMUNITY DEVELOPMENT

Task Assignment — Response & Completing
* Completion of Task
* Do not upload documents to task unless directed by CDBG staff. Upload documents in appropriate
Neighborly location.

TJ Delete < Reply %\ Replyall ~ Forward ~ Zoom 3 Read /Unread  {J Categorize ~ [= Flag/Unflag ~ & Print

Task Assignment for Housing Preservation Programs

Neighborly Software <no-reply@neighborlysoftware.com> @ “« &« o
To: Fielder, David (DHCD) Thu 5/9/2024 10:40 AM
@ some content in this message has been blocked because the sender isn't in your Safe senders list. Trust sender Show blocked content

CAUTION: This email originated from outside of Baltimore City IT Network Systems.
Reminder: DO NOT click links or open attachments unless you recognize the sender and know that the content is safe. Report any suspicious activities using the
Report Phishing Email Button, or by emailing to Phishing@baltimorecity. gov

Case Name: BolfiGEGG_———
Case |d: 42 T

> | Task Status: Complete
Task Subject: Funding
Task Due Date: 5/10/2024
Task Details: This case

Task Owner(s): David Fielder - david.fielder@baltimorecity.gov, il
Task Follower(s): Chery| | ——

https://portal.neighborlysoftware.com/BALTIMOREMD/administration

<~ Reply * Forward

11/7/2024 27
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