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Overview 
The Supportive Housing Division’s goal is to protect and provide opportunities for 
the most vulnerable and underrepresented people in Travis County.  

The Supportive Housing Initiative Pipeline -SHIP- is one of our programs that 
helps us achieve this goal, by providing financial resources to build affordable 
housing for people experiencing homelessness or at risk of becoming homeless. 

Purpose 
The SHIP Quick-Start-Guide explains the Standard Operating Procedures -SOPs- 
and requirements to transition from Subaward Development with the Research & 
Planning division to Subaward Management with the Supportive Housing division 
for the Pre-Construction phase. In addition to this, it will help you understand 
how your project will be monitored for progress and compliance during the 
Construction phase, and how to fulfill your post-Construction obligations. 
 
For additional information, please use the SHIP Quick-Start-Guide resources or go 
to Supportive Housing (traviscountytx.gov) 
 
*This document serves ONLY as a guide; it does NOT supersede any local, state, or federal laws, statutes, 
rules, regulations, or any other requirements. 

 

SUB-RECIPIENTS QUICK-START-GUIDE 
 

INTRODUCTION 
 

https://www.traviscountytx.gov/health-human-services/divisions/supportive-housing
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TRANSITION FORMS 
Use this section to understand the requirements for transitioning from the Subaward Development to the Subaward 
management phase. 
 

The Travis County Research & Planning division 
works with you on the Subaward Development 
process.  Once this process is completed, you will 
receive your signed Subaward Agreement and the 
SHIP Transition Memo (Note 1.) This memo 
contains the list of required documents for 
transitioning from the Subaward Development to 
the Subaward management phase with the Travis 
County Supportive Housing division. 
 
These are the mandatory transition forms you need 
to upload through the Smartsheet Submission Form 
(note 2.) 

1. Construction Documents: 
• Construction Contract 
• Construction Project Plan 
• Construction Drawings (Note 3) 

2. General Contractor Certificate of Insurance 
(GC COI) 

3. Federal Funding Accountability and 
Transparency Act form (FFATA) 

4. Section 504 Self-Evaluation 
 
These are the transition forms you need to submit 
only if it is applicable to your organization: 

5. Disclosure of Lobbying Activities (SF-LLL) 
6. Payment & Performance Bonds 
7. Delegation of Signature Authority 

 
 

Note 1: 
SHIP Transition Memo  
 

 
Note 2: 
Smartsheet Submission Form 
Contract Documents Submission Form 
 

 
 
Note 3: 
The Construction Drawings are large files that need to be 
submitted through Globalscape. You will receive an email 
request with a link to upload your documents. 

https://app.smartsheet.com/b/form/61a765e20d6a4dc2b6c576255a94af28
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PRE-CONSTRUCTION MEETINGS 
Use this section to understand the purpose of the pre-development and the pre-construction meetings. 
 

 

 

Upon review and approval of all required forms for 
the transition process, the Supportive Housing 
Division will schedule the following meetings: 

• The Pre-Development Meeting 
• The Pre-Construction Meeting. 

 
Pre-Development Meeting: 
The compliance consultants assigned to your 
project will set this meeting to discuss the 
permitting requirements (e.g., municipal and state)  
with your team, your general contractor, and a City 
of Austin representative. 
Your General Contractor will be responsible for 
procuring the necessary permits identified in the 
meeting, and for submitting them through the 
Smartsheet Pre-Development Document 
Submission Form (Note 4.) 
 
Pre-Construction Meeting: 
The SHIP Senior Planner will set this meeting and 
share the agenda with your team, your general 
contractor and sub-contractor’s teams, and the 
compliance monitors assigned to your project.  
During this meeting, the Travis County team and all 
parties involved in the construction phase will be 
introduced; the monitors will discuss the 
monitoring and reporting practices for the 
construction progress, and wage and Safety 
compliance; and the Travis County team will 
explain the Sub-Recipient invoicing process. 
 
 

Note 4: 
Smartsheet Pre-Development Document Submission Form: 
Pre-Development Document Submission Form 
(smartsheet.com) 
 

 
 

https://app.smartsheet.com/b/form/b6f7620946ea4c9aa8afdfac5b54d5a9
https://app.smartsheet.com/b/form/b6f7620946ea4c9aa8afdfac5b54d5a9
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NOTICE TO PROCEED 
Use this section to understand the purpose of the Notice to Proceed 
 

 

 

 

 

The Travis County Supportive Housing Division 
Director will grant the Notice to Proceed (NTP) by 
signing the agenda once the pre-construction 
meeting has occurred. 
 
The NTP date officially finalizes the Transition 
Process (Note 5) and introduces your organization 
to the Subaward Management phase within the 
Supportive Housing Division. 
During this phase, your compliance monitors will 
start the site visits, and you will be allowed to start 
drawing SHIP funds for your project. 
 
You will receive the following documents from the 
Travis County SHIP team as soon as your NTP is 
granted: 
 

1. Pre-Construction meeting agenda with 
notes discussed during the meeting, and 
the NTP section signed by the SHD Director. 

2. Invoicing Packet for drawing SHIP funds 
monthly. 

3. LCPtracker Set Up form for contractors and 
sub-contractors’ wage compliance 
reporting. 

 
 
 
 

Note 5: 
Find the Transition process Infographic in the next page. 
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INVOICING PROCESS 
 Use this section to understand the process for drawing funds for paying the allowable expenses of your project. 
 

 

             

Section 14 of the Subaward agreement states that 
monthly invoicing is required (Note 6.) 
Your invoices must include only the expenses that are 
allowable and allocable as expressed in the LFRF 
Supportive Housing Sub-Recipient agreement. 
 
You will receive the SHIP Invoicing Packet with the 
following documents: 

1. The SHIP Invoicing instructions 
2. The Invoicing Cover form with the list of 

documents and forms required. 
3. The Approvers’ Signature page template. 

 
Use the checklist from your Invoicing Cover form to 
ensure all contents are included prior to submit them 
in Smartsheet (Note 7.) 
 
Your submission will be reviewed by the Travis County 
Team for accuracy and completeness. This process 
could take up to 30-days to be completed. (Note 8.) 
If your submission is incomplete or contains errors, it 
will be rejected. You will receive a written notification 
with the reason for the rejection, and the 30-day 
prompt-pay clock will start over upon re-submission 
of your documents. 
 
Only complete and accurate submissions will be 
reviewed, and once approved, the Approvals 
Signature Page will be signed by the Travis County 
Team and the Compliance Monitors before it is sent 
to the Accounts Payable to process your payment. 
 

Note 6: 
You must upload your invoicing cover form and documents 
by the 15th of every month. 
If your project has not started, or you don’t have any 
invoices, please submit “No invoice submissions reported” 
and attach an explanation on your organization letterhead. 
 
Note 7: 
All your documents must be uploaded through the 
following form: 
SHIP - Invoice Packet Submission Form (smartsheet.com) 
 

 
 
Note 8: 
Find the Invoicing process Infographic in the next page. 
 
 

https://app.smartsheet.com/b/form/89abc7a6b0f44ba7b00f2cb4b7feaf87
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CONSTRUCTION PHASE 
 

 

WAGE COMPLIANCE 
Use this section to understand the steps your GC and Sub-C will take to comply with the Wage requirements. 
 

Travis County SHD uses LCPtracker, a Labor 
Compliance Program Tracker software, as a tool 
that ensure that each GC and Sub-C comply with 
the Wage requirements outlined in your Subaward 
agreement. 
Wage Compliance Process: (Note 9) 
Step 1: 
SHIP will provide the LCPtracker Set Up form and 
the How-to-Guide (Note 10) to your GC and Sub-C 
for the wage compliance reporting. Each of them is 
required to fill out the form and send it to the 
Compliance Monitors. 
Step 2: 
The Compliance Monitors set up the GC and Sub-
C’s LCPtracker accounts by adding the information 
provided in the form. Once the setup is completed, 
the GC and Sub-C will have access to their 
LCPtracker accounts to submit their Certified 
Payroll, the Wage Compliance Certification form, 
and the Project Wage Rate sheet on a biweekly 
basis. They are also required to submit the Sub-
Contractors Checklist form in Smartsheet monthly 
on the 5th. (Note 11) 
Step 3: 
The Compliance Monitors will start monitoring your 
project by conducting site visits and randomly 
surveying workers to complete the HUD 11 forms. 
Step 4: 
The Compliance Monitors will submit their Wage 
Compliance Reports in Smartsheet, to the Travis 
County SHIP, auditing, and accounting teams for 
review.  
The Wage Compliance reports are submitted 
monthly; however, noncompliance is notified to 
Travis County within 48 hours of the findings. 

Note 9: 
Find the Wage Compliance Process Infographic in the next 
page. 
 
Note 10: 
LCPtracker Set Up form and LCPtracker How-to-Guide. 

 
SHIP-LCP_Tracker_How-To_Guide.pdf (traviscountytx.gov) 
 
Note 11: 
Find the Subcontractors Checklist form here:  
Supportive Housing (traviscountytx.gov) 

 
 
Submit the Subcontractors Checklist here: 
SHIP - Subcontractors List - Submission Form 
(smartsheet.com) 

 
 

https://www.traviscountytx.gov/images/health_human_services/Docs/SHIP-LCP_Tracker_How-To_Guide.pdf
https://www.traviscountytx.gov/health-human-services/divisions/supportive-housing
https://app.smartsheet.com/b/form/53ee0d436d0a41a9b091b8b0a624711d
https://app.smartsheet.com/b/form/53ee0d436d0a41a9b091b8b0a624711d
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SAFETY COMPLIANCE 
Use this section to understand the Construction Monitoring process and to comply with the Safety requirements on the 
construction site. 
 

The Compliance Monitoring team will start 
conducting visits to your construction site to 
monitor the progress and safety compliance of your 
construction project. 
Safety Compliance Process: (Note 12) 
Step 1: 
The Compliance Monitors will set up the 
requirements for your project in Smartsheet 
software. 
Step 2: 
During the site visits, the Compliance Monitors will 
perform a general safety inspection to review the 
site safety practices and compliance with the safety 
requirements outlined in the subaward agreement. 
They will also monitor the construction progress 
planned in the project schedule, the ongoing site 
work, the pending city inspections, and any change 
order status. 
The GC and Sub-C will complete and submit a safety 
checklist (Note 13) to be reviewed by the monitors. 
Step 3: 
The Compliance Monitors will submit their reports 
in Smartsheet to the Travis County SHIP, auditing, 
and accounting teams for review. 
These reports would include compliance with the 
Site Safety plan, display of the Daily Tailboards for 
hazards and Construction Safety Signage, use of 
Personal Protective Equipment, etc. 
The Safety Compliance reports are submitted 
monthly; however, noncompliance is notified to 
Travis County within 48 hours of the findings. 
 

Note 12: 
Find the Safety Compliance Process Infographic in the next 
page. 
 
Note 13: 
SHIP - Construction Monitoring - Safety Certify 
(smartsheet.com) 

 
 
The requirements listed in the Safety Checklist that the GC 
and Sub-C must comply with are: 

• 90% of the GC and Sub-C personnel completed the 
OSHA 10 training, delivered by certified OSHA 
trainers.  

• The Site Health and Safety plan is available at the job 
site. 

• All site personnel participate in a daily safety briefing 
before commencing work or entering work zones. 
Attendance, and notes of these briefings must be 
documented and maintained at the job site.  

• GC and Sub-C comply with applicable parts of 29 CFR 
1926, the Construction Standards.   

• GC and Sub-C comply with applicable Texas Health 
and Safety Codes, including Chapter 502, Hazard 
Communication Act, the Texas Labor Code, and the 
Texas Workers’ Compensation Act.  

• All site personnel are provided a water break of at 
least ten (10) minutes every four hours during the 
workday.   

 

https://app.smartsheet.com/b/form/bef6372aa7a2473ebca1174e0a18342a
https://app.smartsheet.com/b/form/bef6372aa7a2473ebca1174e0a18342a
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REPORTING COMPLIANCE 
Use this section to submit the Quarterly Project and Expenditure report. 

Your organization is required to submit quarterly 
reports during the Construction phase of your 
project based on the section 4 of your Subaward 
Agreement. 
 
Quarterly Project and Expenditure Report: 
Travis County SHIP will send you the Quarterly 
Project and Expenditure Report form (Note 14) 
with the prefilled information of your project.  
In this report, you will provide the status of 
completion of your project, and funding 
expenditures. 
Submit your report to Travis County in Smartsheet 
SHIP Reporting Submission form (Note 15) within 
10 days after the end of each quarter, in 
accordance with the schedule provided in section 
4.1. (Note 16) 
Special circumstances might require you to add 
additional attachments: 

• Attach the FFATA form with your first 
quarterly report ONLY. (Note 17) 

• Attach your Project Schedule to show the 
construction progress for this quarterly 
reporting period. 

• If project has not started, attach an 
explanation on your organization 
letterhead. 

• Attach Project Budget if it has been 
amended. 

 

Note 14: 
Quarterly/Expenditure Report form. (Attachment Q) 

 
 
Note 15: 
SHIP - Quarterly Reporting Submission Form (for 
Subrecipients) (smartsheet.com) 

 
 
Note 16: 
Quarterly Report Schedule 

 
 
Note 17:  
SHIP-FFATA_Form-fillable.pdf (traviscountytx.gov) 

https://app.smartsheet.com/b/form/f487b83258464a1c91cca7408a5f62f9
https://app.smartsheet.com/b/form/f487b83258464a1c91cca7408a5f62f9
https://www.traviscountytx.gov/images/health_human_services/Docs/SHIP-FFATA_Form-fillable.pdf
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REPORTING COMPLIANCE 
Use this section to submit the Recovery Plan Annual report. 

Your organization is required to submit annual 
reports during the Construction phase of your 
project based on the section 4 of your Subaward 
Agreement. 
 
Recovery Plan Annual Report: 
Travis County SHIP will send you the form Recovery 
Plan Annual Report (Note 18) with the prefilled 
information of your project.  
This report is required within 60 days after your 
Subaward agreement is signed, and within 10 days 
of the end of each June thereafter, in accordance 
with the schedule provided in section 4.2.  (Note 
19) 
Submit your report to Travis County in Smartsheet 
SHIP Recovery Plan Annual Submission Form (Note 
20) 
If your organization has done an evaluation study of 
the project, your organization must post it publicly 
and link it to the use of evidence portion of your 
Recovery Plan Report. (Note 21) 

Note 18:  
Recovery Plan Annual Report (Attachment R) 

 
 
Note 19: 
Annual Report Schedule 

 
 
Note 20: SHIP Recovery Plan Annual Submission Form 
(smartsheet.com) 

 
 
Note 21: 
Your organization must determine whether the costs of the 
study should be recategorized as evidence-based for the 
project. 

https://app.smartsheet.com/b/form/7cd34b6d73934c1aa99796b329169483
https://app.smartsheet.com/b/form/7cd34b6d73934c1aa99796b329169483
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CLOSE-OUT REPORTS 
 Use this section to learn how to close out the construction portion of your Subaward Agreement. 
 

Based on the section 4.4 of your Subaward 
Agreement, your organization is required to submit 
to Travis County SHIP the Close-Out reports packet 
within 90 days of the issuance of: 

• Certificate of Substantial Completion of the 
Construction 

• Final Certificate of Occupancy. (Note 22) 
 
You must include the following reports in your 
Close-Out Report packet (Note 23,) via Smartsheet 
SHIP Post-Construction Reports submission form: 
(Note 24)  
 
Financial Reports: 
Report the following information: 

• The total amount of funds received through 
your Subaward. 

• The total project expenditures. 
• Any amount due to be returned to Travis 

County or the Treasury, and payment of it. 
 
Performance Reports: 
Provide the Performance Reports from the 
Recovery Plan Reports your provided annually. 

• Provide a summary status report of your 
project with major milestones, and any 
outstanding compliance issues related to 
Labor Standards, invoice, payments, 
retainage, lien releases, and inspections.  

• Provide a detailed completion of project 
report, stating all real and personal 
property acquired with Subaward Funding. 
 

Provide a statement If the information requested 
above was already provided in another report.  

Note 22: 
Notify your Compliance Monitor upon receiving the 
Certificate of Substantial Completion of the Construction and 
the Final Certificate of Occupancy 
 
Note 23: 
If the information requested for the Close-Out reports is 
already in another report, provide a statement that identifies 
exactly where it was provided. 
 
Note 24: 
SHIP Post-Construction Reports Submission Form 
(smartsheet.com) 

 
 

https://app.smartsheet.com/b/form/363a82e6994445a1aa17f7f76663de43
https://app.smartsheet.com/b/form/363a82e6994445a1aa17f7f76663de43
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FUNDING CLOSE-OUT REPORTS 
Use this section to understand the requirements after the termination of your Subaward or the end of funding advances. 
 

Based on the section 4.6 of your Subaward 
Agreement, your organization is required to submit 
to Travis County SHIP a Funding Final Close-Out 
report.  
 
Your Funding Close-Out requirements are: 
 

1. You must report Data in your performance 
reports to the Travis County SHIP within 15 
days of the termination of the Subaward or 
the end of the funding advances. (Note 25) 

2. You must submit your Funding Close-Out 
report to Travis County SHIP within 60 days 
of the termination of the Subaward or the 
end of the funding advances. 

3. Your organization must keep sufficient 
records to substantiate the information 
provided in all requests and reports. 

 
Travis County SHIP will provide the Funding Final 
Close-Out packet immediately after receiving your 
request for the last available funds. 
You must submit the complete packet within 45 
days of receipt, in the Smartsheet Submission 
Form. (Note 26) 
 
 

Note 25: 
Data must be in accordance with the information provided in 
your Project Work Statement (Attachment A) and your 
Program Budget for Subaward Funding (Attachment B.) 
 
Note 26: 
SHIP Post-Construction Reports Submission Form 
(smartsheet.com) 

.  

https://app.smartsheet.com/b/form/363a82e6994445a1aa17f7f76663de43
https://app.smartsheet.com/b/form/363a82e6994445a1aa17f7f76663de43
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POST-COMPLETION REPORTS 
Use this section to understand the reporting requirements following the completion of your project and the submission of 
your Close-Out reports. 
 

Based on the section 4.5 of your Subaward 
Agreement, your organization is required to 
continue reporting to Travis County SHIP after the 
completion of your project, by April 10th of each 
year for the prior County Fiscal Year. 
 
Annual Post-Completion Report:  
Submit this report for the first 20 years after 
completion of construction of your project. 
Your report must include the following information: 

• Certificate of Continuing Compliance. 
• Report on the Financial condition of the 

project. 
• Statistical Data relating to persons with 

special needs, race, ethnicity, income, fair 
housing opportunities, and other 
information requested by Travis County 
SHIP. 

 
Bi-Annual Post-Completion Report:  
Following the 20th anniversary of completion of 
construction of your project, you will submit your 
Post Completion Report every two years in the 
even numbered calendar years for the reminder of 
the useful life of your project. (Note 27) 
 
Submit your reports via Smartsheet SHIP Post-
Construction Reports submission form. (Note 28)  

  
Note 27: 
The Bi-Annual reporting is reasonably agreed to by Travis 
County SHIP and your organization. 
 
Note 28: 
SHIP Post-Construction Reports Submission Form 
(smartsheet.com) 

 

https://app.smartsheet.com/b/form/363a82e6994445a1aa17f7f76663de43
https://app.smartsheet.com/b/form/363a82e6994445a1aa17f7f76663de43
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AFFORDABILITY OBLIGATIONS 
Use this section to comply with the affordability obligations and occupancy requirements defined in your Subaward 
Agreement. 
 

Based on the section 6 of your Subaward 
Agreement, here are some of your organization 
obligations after completion of construction of your 
project: 
 

1. Limit on administrative costs: 
The Subaward Funding cannot use more 
than 10% for administrative and planning 
costs. 

2. Operations compliance: 
The operations comply with the uses of 
recover housing and inpatient treatment 
facility for qualified individuals throughout 
the affordability period. 

3. Occupancy requirements: (Note 29) 
Only individuals whose annual income does 
not exceed 65% of the AMI are housed or 
treated. 

4. Lease requirements: (Note 30) 
Program Guidelines for Rental Housing 
Development Assistance and 
Nondiscrimination/Fair housing/equal 
access/equal opportunity must be enforced 
for eligibility and selection process. 

 

Note 29: 
Find your specific Occupancy requirements in Section 6.6 of 
your Subaward agreement. 
 
Note 30: 
Find all Lease provision in Section 6.10 of your Subaward 
agreement. 
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RESOURCES 
 

 

CONTACT INFORMATION 
 
TRAVIS COUNTY STAFF 
Name Title Email Phone 
Monique Coleman Supportive Housing Division 

Director 
monique.coleman@traviscountytx.gov (512) 854-1604 

Maria Manners Supportive Housing Sr. Planner maria.manners@traviscountytx.gov (512) 595-4457 
Juan Hawkins Supportive Housing Administrative 

Associate 
Juan.Hawkins@traviscountytx.gov 
 

(512) 854-2180 

Sandy Hendrix Travis County HHS Accountant 
Lead 

sandy.hendrix@traviscountytx.gov (512) 621-5430 

Veronica Turman Travis County HHS Accountant 
Lead 

veronica.turman@traviscountytx.gov (512) 854-5298 

Jean Liburd Procurement Specialist III Jean.Liburd@traviscountytx.gov (512) 854-4850 
David Jungerman County Auditor Chief Asst II david.jungerman@traviscountytx.gov (512) 854-7829 
Sanjuana Gonzalez Financial Analyst Lead sanjuana.gonzalez@traviscountytx.gov (512) 854-4122 
 
GUIDEHOUSE CONSULTANTS 
Name Title Email Phone 
Laura Slutsky Guidehouse Compliance 

Consultant 
lslutsky@guidehouse.com (267) 256 - 7922 

John Stamatov Guidehouse Compliance 
Consultant 

jstamatov@guidehouse.com  (508) 277 - 9238 

Vethina Hage Guidehouse Compliance 
Consultant 

vhage@guidehouse.com (215) 832-4416 

Keonte Henson Guidehouse Compliance monitor khenson@guidehouse.com (443) 852 -9742 
Alex Shumate Guidehouse Compliance monitor ashumate@guidehouse.com (704) 431-2129 
Todd Houtkooper Guidehouse Compliance Monitor thoutkooper@guidehouse.com (512) 422- 6866 
Seth Spencer Guidehouse Compliance Monitor sspencer@guidehouse.com (417) 291-5537 
 
SQUARE ONE CONSULTANTS 
Ben Snyder Vice-president, Square One bsnyder@sq1.us (512) 708.1162  
Sheri Padilla Project Manager, Square One spadilla@sq1.us (512) 496.5513 
Brandy Waters President, Sunland Group bwaters@sunlandgrp.com (512) 590-7951 
Stuart Hoevelman Project Controls Manager, 

Sunland Group 
shoevelman@sunlandgrp.com (210) 823-8462 

 

For questions, please email us at: supportive.housing@traviscountytx.gov. 

 

mailto:monique.coleman@traviscountytx.gov
mailto:maria.manners@traviscountytx.gov
mailto:Juan.Hawkins@traviscountytx.gov
mailto:sandy.hendrix@traviscountytx.gov
mailto:veronica.turman@traviscountytx.gov
mailto:Jean.Liburd@traviscountytx.gov
mailto:david.jungerman@traviscountytx.gov
mailto:sanjuana.gonzalez@traviscountytx.gov
mailto:lslutsky@guidehouse.com
mailto:jstamatov@guidehouse.com
mailto:vhage@guidehouse.com
mailto:khenson@guidehouse.com
mailto:ashumate@guidehouse.com
mailto:thoutkooper@guidehouse.com
mailto:sspencer@guidehouse.com
mailto:bsnyder@sq1.us
mailto:spadilla@sq1.us
mailto:bwaters@sunlandgrp.com
mailto:shoevelman@sunlandgrp.com
mailto:supportive.housing@traviscountytx.gov
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RESOURCES 
 

WHAT WHEN WHERE 
Invoice Packet: Cover form and Signature form. 
 

        
 

Note: Due monthly on 
the 15th  
SHD Admin. Associate 
sends reminders on 
the 11th. 

SHIP - Invoice Packet Submission 
Form (smartsheet.com) 
 

 

Or  
 

“No invoice submissions reported” in Letterhead. 
 

Note: Due monthly on 
the 15th  
SHD Admin. Associate 
sends reminders on 
the 11th. 

SHIP - Invoice Packet Submission 
Form (smartsheet.com) 
 

 
 

Safety Compliance Checklist: this form is embedded in 
the Smartsheet Submission form. 
 

 

Note: Due monthly on 
the 5th. 

 

SHIP - Construction Monitoring - 
Safety Certify (smartsheet.com) 
 

 
Subcontractors Lists: 
Find it at: Supportive Housing (traviscountytx.gov) 

 

 

Note: Due monthly on 
the 5th. 

 

SHIP - Subcontractors List - 
Submission Form 
(smartsheet.com) 
 

 

Wage Compliance: 
 

• Certified Payroll 
• Wage Compliance Certification form. 
• Project Wage Rate sheet. 
•  

Note: Due biweekly. 
 

LCPtracker account 

https://app.smartsheet.com/b/form/89abc7a6b0f44ba7b00f2cb4b7feaf87
https://app.smartsheet.com/b/form/89abc7a6b0f44ba7b00f2cb4b7feaf87
https://app.smartsheet.com/b/form/89abc7a6b0f44ba7b00f2cb4b7feaf87
https://app.smartsheet.com/b/form/89abc7a6b0f44ba7b00f2cb4b7feaf87
https://app.smartsheet.com/b/form/bef6372aa7a2473ebca1174e0a18342a
https://app.smartsheet.com/b/form/bef6372aa7a2473ebca1174e0a18342a
https://www.traviscountytx.gov/health-human-services/divisions/supportive-housing
https://app.smartsheet.com/b/form/53ee0d436d0a41a9b091b8b0a624711d
https://app.smartsheet.com/b/form/53ee0d436d0a41a9b091b8b0a624711d
https://app.smartsheet.com/b/form/53ee0d436d0a41a9b091b8b0a624711d
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Quarterly Reports:  
Find it as Attachment Q with your Subaward 
agreement documents. 
 

 
 

Note: Due quarterly on the 
10th. 

 
Note: SHD Admin. 
Associate sends reminders 
on the 3rd. 

SHIP - Quarterly Reporting 
Submission Form (for 
Subrecipients) 
(smartsheet.com) 
 

 

Recovery Plan Annual Report: 
Find it as Attachment R with your Subaward 
agreement documents. 
 

 
 

Reminder: Collect your data at Homeless Management 
Information System HMIS (training directly from ECHO, 
who provides the system software). 

Note: Due annually on July 
10th. 

 

SHIP Recovery Plan Annual 
Submission Form 
(smartsheet.com) 
 

 

 
 
 
 

https://app.smartsheet.com/b/form/f487b83258464a1c91cca7408a5f62f9
https://app.smartsheet.com/b/form/f487b83258464a1c91cca7408a5f62f9
https://app.smartsheet.com/b/form/f487b83258464a1c91cca7408a5f62f9
https://app.smartsheet.com/b/form/f487b83258464a1c91cca7408a5f62f9
https://app.smartsheet.com/b/form/7cd34b6d73934c1aa99796b329169483
https://app.smartsheet.com/b/form/7cd34b6d73934c1aa99796b329169483
https://app.smartsheet.com/b/form/7cd34b6d73934c1aa99796b329169483
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ACRONYMS & ABBREVIATIONS 
AMI Area Median Income 
CFR Code of Federal Regulations 
COI Certificate of Insurance 
CPR Certified Payroll 
FFATA Federal Funding Accountability and Transparency Act 
FHA Federal Housing Administration 
FY Fiscal Year 
GC General Contractor 
HUD Department of Housing and Urban Development 
LRFR Coronavirus State and Local Fiscal Recovery Funds 
NTP Notice to Proceed 
OSHA Occupational Safety and Health Administration 
PPE Personal Protective Equipment 
SHD Supportive Housing Division 
SHIP Supportive Housing Initiative Pipeline 
SOP Standard Operating Procedures 
Sub-C Sub-Contractor 
Sub-R Sub-Recipient 
 
 


