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Reporting Instructions

The following document provides instructions for PHARE grantees awarded PHARE funding after 2018
on how to submit reports electronically. All grantees are required to submit reports on the progress of
their grant and the use of PHARE funds via the PHARE website.

Please be sure to use the same log in/password credentials that were used to create and submit your
awarded PHARE grant. Please do NOT create a new PHARE account. Reports will not be found if you
create a new account. This is very important!

Each grant award is organized by the individual program and year and must be reported on separately. If
an organization has been awarded multiple grants to different projects or in other years, then each of those
awards will be listed separately by proposal name and/or funding year.

PHARE reports are created and available approximately 90 days prior to their due date. Grantees may
begin the report as soon as it is available.

Quarterly PHARE Reporting is beginning in July 2026. All PHARE grantees awarded after 2018 will
now be required to submit PHARE reports to PHFA by January 31, April 30, July 31, and October 31.
Quarterly reports must be submitted until the grantee meets all of the following criteria:

1. All PHARE funds are expended, AND

2. All individuals/households are assisted, OR

3. All housing units created or modified with the use of PHARE funds are completed and
housed, AND

4. The Final Close-Out Report has been submitted and approved.

New Grantees
Reports submitted from new PHARE grantees (those awarded in June 2026) are not due until the first
April 30 after the funds are disbursed to the grantee.

Grant data submitted to PHFA will include outcomes connected to the use of all awarded grant funds

from the date your commitment letter was signed through the end of March. Then, for the next report
that’s due on July 31, data submitted will include the impact of PHARE funds expended from May 1

through the end of June.

Reporting Requirements
In accordance with the PHARE Request for Proposals, all awarded grantees are required to monitor and
report on the following PHARE outcomes:

o Amount of PHARE funds expended.
e Number of households served/impacted.

0 Household income information must be submitted for every PHARE-impacted household.
e Household income (tracked for each individual household assisted).
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Amount and percentage of funds used to benefit households below 50% of median area income.
Amount of funding used to assist households (for each individual household assisted).

Amount of administrative costs (capped at 5% of the total funds awarded).

Source and amount of all matching/leveraged funds.

Impact of funds used to address barriers to fair housing for marginalized communities.

Completing PHARE Reports

When you log into the PHARE website you will need to click on the green “PHARE Reporting” bar
where you will find every grant that has been awarded to your organization. You will be able to “Select”
any report you wish to begin or “View” reports that have been saved or submitted previously.

If you do not see the PHARE Reporting bar when you log in, it likely means that your
organization’s awarded funds are connected to a different, existing PHARE account/email address.
You should contact PHFA for help accessing your awarded account.

The PHARE report is broken down into five sections:

Certification of Compliance (top section/questions)
0 This section breaks down the overall use of PHARE funds; funds expended, households
impacted, etc. since the grant’s inception.

Impact/Outcome Reporting

o0 This section is used to track the overall impact of PHARE funds since the grant’s
inception.

0 Please indicate the number of households that have been impacted in each of the 6 impact
categories. The total number of households entered should be equal to the number of
households entered into under #4 in the Certification of Compliance section.

= Please note that the report will not allow you to submit if the total number of
households entered in this field are not equal to the number of households
reported in question #4.

Demographic Information
0 This voluntary section is used to track various demographics by percentage of households
served.
o Information collected will be in the form of a percentage of households impacted to
capture military status, disability status, ethnicity, and race.

Housing Assistance Information
o0 VERY IMPORTANT! This section is used to list and track each household benefiting from
PHARE funds and the amount of funds expended for their benefit.
= This section is not only for direct financial assistance.
= ALL funds used for a household’s benefit (rent assistance, staff hours, program
delivery expenses, etc.) should be included.

0 This section is not cumulative. Grantees only need to submit NEW figures for funds used
to benefit households that were not submitted in previous reports.

o Click on “Add a Record” to enter a new household. Once the household information has
been added, click “Add” to enter the household’s information into the system. Simply
click on the red “Remove” box to edit or delete any household information entered
previously.
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e Administrative Costs
0 This section is used to track funds not directly related to program/project delivery. This
is limited to no more than 5% of the overall grant award. ltems such as planning, food
for meetings, or funds used to cover the salary of an employee that doesn’t work directly
with clients are examples of administrative costs.

The system will automatically calculate all funding totals that are entered into the Housing Assistance and
Administration Costs sections of the site. The total listed as “PHARE Funding Expended to Date” at the
bottom of the report must be equal to the figure entered into #2 of the Certification of Compliance section
at the very top of the report. If not, the system will not allow you to submit.

If there are no funds expended to date, please replace the prepopulated zero with your own “0”. Please
do not enter “TBD’” or ““N/A” in the blanks. Instead, simply enter ““0”" if there is no data to be entered.

Save your Work Frequently

Please note that the reporting website does not automatically save the data entered. Grantees should click
to “Save Report” as often as possible (prior to logging out and prior to submitting) to avoid losing data.
Reports left open without any activity will close out automatically after 15 minutes. Any unsaved data
will be lost, so please remember to save your work.

PHARE income limits

Please be sure to apply the HUD income limits connected to the year the awarded PHARE proposal was
submitted; not the year they were awarded to your organization. For example, if your PHARE award was
awarded in July of 2022 then you should apply HUD’s 2021 income limits.

The link to HUD’s website where county income limits can be found
here: https://www.huduser.gov/portal/datasets/il.html

Submitting the Report

Simply click on the “Submit Report” tab located at the bottom and top of the site. You will be sent an
email confirming that the report has been submitted. You will also be notified if a required field is
missing or if the funding expended totals don’t match. Please note that reports are final once they have
been submitted to the Agency. You will not be able to edit a report once it has been submitted unless you
contact PHFA.

Close-Out Reports

PHARE close-out reports must also to be submitted using the online PHARE system. Close-outs are due
within 30 days of the final expenditure of PHARE grant funds. PHARE grants are not considered
“closed” until the final close-out report has been submitted and approved by the Agency.

Close-out reports should include final, cumulative figures explaining the full use and impact of grant
funds. For grantees rehabbing or developing housing units, that means that all funds must be expended,
and those impacted units must be occupied with residents.

PHFA Contacts
e Clay Lambert, PHARE Program Administrator
clambert@phfa.org
e Imari Crumity, Program Officer
icrumity@phfa.org
o Malini Sakrudkar, Program Officer
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msakrudkar@phfa.org
e Leidy Ramos, Compliance Officer
Iramos@phfa.org

e Allison Hutchings, Executive Assistant
ahutchings@phfa.org

PHARE Reporting Instruction Screenshots
Please use the screenshots provided below as guidance to help navigate the online PHARE site.

1. Click on the green “PHARE Reporting” link to access your organizations reports.

PA Housing Affordability and Rehabilitation Enhancement Fund

Crumity Homes  Log Qut I

Crumity Homes

Welcome o the 20252026 PHARE Proposal Submissions site for Crumity Homes, This proposal site comesponds with the

6 Pennsyhvania Housing Affordabilty Rehabilitation Enfiancement (PHARE) Request for Proposals found RS SRS ee e

35 of submitting an electronic PHARE proposal, please seleet the appropriate Application Type from the

To begin the

dropdawn list proviced. GRANT 2025/2026 PHARE
invalving the development of new housing units or the rehabiliation of exisiing housing units/properties SUBMISSION PERIOD 09162025 to 083112026
nstruction andior Project Rehabilitation APPLICATION TYPE SELECT AN APPLICATION TYPE -

the funding of housing prograrms and services shauld

ograms and

Organizal permitied to submit more than one PHARE praposal. You should use this same login to oreate each application
Piease 6o Nol creale anoiher account for INis organization. Each applisation begun by Grumily Homes wil be listed beiow.
Proposals may be ediled at any ime, LN they are WUMatety sUaMItied 1o PHFA for review and funging consideration NOIE Pt

SLOred to FHEA und 3l e neces

mens nave been uplated and you compiste the
pro

PHARE Question Submissions

+ Guestions regarding tne proposal requirements of the PHARE RFP must be submitted via emall to Glay Lamoert at
clamben

+ Questions regarding the electronic PHARE proposal submissions pracess should be subrmilted via email to
phare@phla.org

Applications

Application Date  Grant Application Type Name of Proposal ~ AmountRequested  SubmittedDate  Status Amount Awarded
08/103/2026 20252026 PHARE  New Gonsiruction andier Preject Rehabilitatin Test 1 $ 750,000 08/03/2026 OPEN m
08103/2026 202502026 PHARE  Hausing-Related Programs and Services tesi2 $ 120,000 0803/2026 AWARDED  $ 100,000 m

2. Every awarded project will be listed. Click “Select” to access the open report you would
like to begin. If a report has already been submitted to PHFA, it will be listed as view only.
For changes to reports, please e-mail PHARE staff directly.

PA Housing Affordability and Rehabilitation Enhancement Fund

Crumity Homes  Lag Out

Crumity Homes Reporting

Project Report Type Due Date. Grant Year Status Submitted Submitted By Report ID

test2 Semi-Annual 08/07/2026 2025i2026 PHARE OPEN 7662

Project Grant Year Status ‘Submitted Submitted By

test2 202572026 PHARE oPEN
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3. Please save your work often. Reports do NOT automatically save progress. You may begin,
save, and restart your report as many times as you wish until the report is sent to PHFA by
clicking on the “Submit Report” link. Reports are not viewable by PHFA staff until they
have been submitted, and a confirmation of submittal has been received.

Please note: There is no auto-save in this application. Pleas sure to save your work periodically.

v PHEA

PA HOUSING FINANCE AGENCY
test2
2025/2026 PHARE Semi-Annual Report

Annual Report with cumultive data, Reporting information submitted shaukd refiect all PHARE funds expended to date and the impact of thase funds since this grant was first funced

Please complete the following sestions of this Ser

For guidance on submitting feports, please feview the PHARE Reporting Ins

Cumuiative data should be submitted for the following sections of this report;

+ Report Questions 15
« Housing Impact/Dutcome Reporting

As of the date sel forth below, | cerify that

1. The original 20252025 PHARE Grant amount was $ 100,000 ¢iotan

2. The Geaniee has expended| § 0 on the program fo dale from amounts available in the 2026/2026 PHARE Gran.

3. Not more than 5% of the tatal amount avallable in the 20252025 PHARE has been expended en administrative or project delivery costs of fof inligivie activities.

a 0 householdsiunits have been served, are under conslruciion o have been approved for the Program fas applicable).
5 0 % of the above listed households paricipating i the Program as of this date have incomes below 50% of median area income for the county.
6 8 0 aof he total 202512028 PHARE Grant funds have been expended to supporl households with incormes below 50% of median area incore.

4. Enter all information for questions 1-8 on the Semi-Annual report or 1-4 on the Close-Out
Report with cumulative figures of funds spent and households assisted.

2025/2026 PHARE Semi-Annual Report

Please camplete the following sections of his Semi-Annual Report with cumulative data. Reporting information submitted shauld reflect all PHARE funds expended to date and the impact of those funds since this grant was first funded.

For guidance on submitting reports, please review the PHARE Reporting Instructions
Gumuiative data snould be submitted for te foliowing Sections of this report

+ Report Questions 16
+ Housing Impaci/Cutcome Reporting

8 of the diste setforth below, | cent that
1. The onginal 20262026 PHARE Grant amount was $ 100,000 (otay

2. The Grantee has expended 5 0 o theprogra to date from amounts avalabie In the 202572026 PHARE Grant

3, Not more than 5% of the tatal amount avai able in the 2025/2026 PHARE has b pended on ad £ projest d or for ineligible acivities.
a0 housenoldsiunits have been senved, are under construction of have been approved for the Program (as applicable].

5 0 % o the above lisled households pariicipaling in the Program as of this dale have incomes below 50% of median area income far the counly.
6.5 0 of the total 20252025 PHARE Grant 1ncs have been Xpended 10 SUPPon housenalds with INGames below 50% of median area income

7. o households with incomes in excess of 200% of median area income have been suppoded of assisted by 202572026 PHARE Grant funds.

8. No itigation, mechanics iens or other legal or regus fons have been commenced of threatenad which woukd impair the fulfiiment of all terms and conditions of the 20252026 PHARE Grant Agreement in the timeframe set forth in the Grantes proposal.
(Any actions pending or threatened must be disclosed with this cerification)

Please complete the ImpactiOutcome Reporting section belowr with cumulaiive data showing the impact of PHARE funds expended to date.

We understand that seme aulcomes may fall into more than one category. Please selest the ouicome that best describes each scenario to the best of your ability. The total number of households submitted sheuld match the number entered in the section abave:

IMPACT/OUTCOME REPORTING
Impact # of Units/Households

Homelessness Prevention

Gounseling/Financial Education
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2025/2026 PHARE Close-Out Report I

This Close-Out Report is to be submitted to PHFA no later than 30 days from the final disbursement of funds. Information provided in the sections listed below should include cumulative outcomes directly
related to the use of PHARE funds.

For guidance on submitling reports, please review the PHARE Reporting Instructions

Cumulative data should be submitted for the following sections of this report

« Impact/Outcome Reporting
= Leveraged Funds Expended
= Third Party Information

The Housing Assistance Information and Additional Costs and Expenses sections should only include grant data incurred since the date the grantee organization's most recent PHARE report was submitted.

1. The original 202512026 PHARE Grant amount was $ 100,000 gotal).
2 households Were served or assisted by the use of PHARE funds connected to this project/program

3 %  of the households assisted by the use of PHARE funds have incomes below 50% of the County’s median area income.

4. 8 is the total 2025/2026 PHARE Grant funds expended to support households with incomes below 50% of median area income.

Please complete the Impact/Outcome Reporting section below with cumulative data showina the impact of PHARE funds expended to date.

5. Impact/Outcome Reporting: Enter the cumulative number of households served to date into
the proper impact category for the Semi-Annual or Close-Out Report. Only one category
per household can be selected. The total number of households entered in this section must
be equal to question #4 on the Semi-annual report or question #2 on the Close-Out Report.

—

6. Demographics: Enter the cumulative percentage of households that fall within the
appropriate demographic category for both Semi-annual and Close-out reports. The
categories are Military Service, Disability Status, Ethnicity, and Race. If a category within
this section is not applicable, or you have chosen not to disclose this information in your
report, please select the “Don’t wish to provide” check box.

q—
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7. Housing Assistance Information: All households impacted by PHARE funds must be
reported in this section along with the household’s zip code, annual income, and the amount
of funds used to assist the household. Once household information is entered, it does not
require to be re-reported on future semi-annual reports or close-out reports.

It is up to your organization whether you would like to report household assistance
information on semi-annual reports or if you would like to report them on the final close-
out report.

To add a new household for reporting, select the orange “Add a record” (first photo below)
button, enter the zip code, annual salary, and the amount of funds used to assist the
household (direct or indirect) and hit the green “Add” button (second photo below). To add
another record or delete a previously entered record (third photo below) select the orange
“Add a record” button again and repeat the steps, or to delete the record select the red “X”
remove button.

—

8. Additional Costs and Expenses: The remaining 3 sections on the Semi-Annual Report and
Close-Out Report are to capture costs and expenses that were not directly used for
households. Enter additional costs and expenses (5% cap), leveraged funds from other
sources, and third-party information as applicable for your program. To add a new record,
follow the same instructions as outlined in the previous section by selecting “add a record”
and “add” buttons. To add another record or delete a previously entered record select the
orange “Add a record” button again and repeat the steps, or to delete the record select the
red “X” remove button.

-



Updated August, 2026

9. Submission: Once all data has been entered, click the green “Submit Report” button. This
will send the report directly to PHFA. Once the report is submitted, it cannot be changed. If
you are not ready to submit, select the “Save the Report” button before exiting the report.
These reports do not auto-save, please be sure to save your work often.

N



