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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.
o0 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
o 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 Contact
To contact PHARE, please email contactphare@phfa.org. Phone calls will not be accepted.
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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

n Start an Application

“To begin the process of submiting an elecironic PHARE proposal, please sele

dropdown st pr GRANT 202512026 PHARE
SUBMISSION PERIOD 0911612025 In 083112026
APPLICATION TYPE

SELECT AN APPLICATION TYPE

© SUBMIL MOFE Ihan one PHARE proposal. You sholld Use this o e each application
anciner acCount 1or Ihis rganizaion. Each apIeation Degun by CrUMIY Homes Wil be listed beiow.
Proposals may be edited at any time, untl they are ullimately submitied to PHFA for review and funding consideration

PHARE Question Submissions

+ Questions regarding the proposal requirements of the PHARE RFF must be submitted via emall to Clay Lambert at

ic: PHARE proposal submission

. sho railto
Sampie
lew C: il e
Applications

Application Date  Grant Application Type Name of Proposal  AmountRequested  Submitted Date  Status Amount Awarded
08032026 20252026 PHARE New Gonstruction andior Project Rehabiitation Test1 $ 750,000 08/03/2026 OPEN
08/03/2026 20252026 PHARE  Housing-Retated Programs and Services o5z § 120,000 08/03/2026 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 Afferdability and Rehabilitation Enhancement Fund Crumity Homes  Log Out

Crumity Homes Reporting

Due Date. Grant Year

Project Report Type

test2 Seml-Annual 08/07/2026 2026(2026 PHARE OPEN 7662

Submitted By

Project Grant Year Status ‘Submitted Submitted By
lest2 202512026 PHARE OPEN

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

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

should ref

e

Please campiets the following sections of this Semi-Annual Report with cumulative data. Reporting information subrmi tall PHARE funds expend ind the impact of thase funds since this grant was first funded.

For quidance on submitting

reports, please review the PHARE Reporting I
Cumulative data should be submitied far the following sections of this repert;
« Repont Questions 16
« Holsing IMpactioutcome Reporng

A5 of the date set forth beiow, | cerify that:

1. The original 202572026 PHARE Grant ameunt was $ 100,000 gotan.

2. The Grantee has expended| § 0 on the program o dale from amounts available in the 2025/2026 PRARE Grant

3. Not more than 5% of the: total amount avallable in the 20252025 PHARE has been expended on administrative: or project dellvery costs of for ineligiole actvities.

4 0 householdsiurits have been served, are under conslruction ar have been approved for the Program fas applicable).
50 % of the above listed households parlicipaling In the Program as of this date have incomes belewy 50% of median area income for the county.
6. % 0 of the lolal 202572028 PHARE Grant funds have been expended lo supporl househokls with incomes below 50% of median area income.

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 compiete e following Sections of s Semi-Annual REPOTT With cUMmUIatve data. Reporting infarmalion SUBMIttes shaukd refiect ail PHARE IUnds EXpenced 1o Gate and te IMpact of 1hose 1Unds Since this grant was first funcec.

For gukdance on submitting reports, please review the PHARE Reporiing nstructions
‘Cumulative data snould be submitted for the follkowing SEctions of this repart.

+ Report Questions 16
+ Housing ImpaciiOutcome Reporting

As of the date set forth below, | certfy that:

1. The original 20262026 PHARE Grant amount was $100,000 (ota

2. The Grantee has expended § on the program fo date from amounts avallable in the 202572026 FHARE Grant.

3, Not mare than 5% of the tatal amount avallable in the 2025/2026 PHARE has on E project deli o gible civities.

housenoldsiunits have been senved, are under construction of have been approved for the Program {as applicable].

G, of the abave listed households pariicipaling in the Program s of this date have incomes below 50% af median area income for the county.

6.8 0 of the tolal 20252025 PHARE Grant funds have been expended to support households with incomes below 50% of median area income

7. N households with incomes n excess of 200% of median area income have been supporled or assisted by 202572028 PHARE Grant funds

8. Na lligation, mechanics liens or olher legal or regulatary aciions have been commenced or hreatened which woulkd impair the fulfilment of allterms and candifions of the 202572028 PHARE Gran! Agreemen in the timeframe sef forth in the Granlee proposal
(Any actions pending o Ihrealened must be disclosed with this ceriification).

Please complete the Impact/Outcome Reporting section below with cumuiatve: data shawing t Impact of PHARE funds expended to date.

We unde

pes each scenari

and that seme aulcomes may fal into more than cne

tegory. Please select the outcome that best de: to the best of your ability. The total number of households submitted should 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

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| 0 households were served or assisted by the use of PHARE funds connected to this project/program
3| 0 %  of the households assisted by the use of PHARE funds have incomes below 50% of the County’s median area income.
4§ 0 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.

Please complete the Impact/Outcome Reporting section below with cumul ative data showing the impact of PHARE funds expended to date.

We understand that some outcomes may fall info more than one category. Please select the outcome that best describes each scenarnio to the best of your ability. The total number of households submitted should maich the number entered in the section above.

IMPACT/OUTCOME REPORTING
Impact # of UnitsiHouseholds
Homelessness Prevention 0
Counseling/Financial Education 0
Direct Housing Assistance 0
New Rental Housing Units Created 0
New For Sale Housing Units Created 0
RehabModification of Housing Units 0

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.

In order to gather helpful information, the administrators of this program invits partiipants to voluntaril selfidentify their race, ethnicity or combination of thess as identified by the individual. Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment The information obtainad will be.
kept confidential and, when used, data vill ot identfy any specific individual

MILITARY SERVICE

ted have one or more pe Who have served of are currently serving in the United States Armed Forces? [ Don't wish to provide

Wiltary Senvice

DISABILITY STATUS

What percentage of househoids assisted have at least one of more persons that are currently disabled? ) Don't wish to provide

Disability Status

e isted have at least one or more persons that fall into the following ethnic categories?

O Den't wish to provide

Hispanic or Latino (Mexican, Puerta Rican, Guban, Argentinian, Golombian. Dominican, Nicaraguan, Salvadoran, Spaniard, of other)

Non-Hispanic or Latino

ted have 3t least one or more persons that fall nto the following race categories? O Don't wish to provide

American Indian o Alaska Nafive
Asian (Asian Indian, Chinese, Filipino, Japanese, Korean, Vietnamese, Hmong, Laotian, Thai, Pakastani, Cambodian, or other)

Black or Afican American
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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 need 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.

The Housing Assistance Information and Additional Costs and Expenses sections below should anly include new housshold information — impactioutcome data since the last PHARE report was submitied

Oniy funds used to benefit households that were not previousiy assistedimpacted or households that may have received additional assistance since the last semi-annual reporting period should be included. If househoid income infomation for all impacted houssholds is not yet available, the close-out report cannot be submitted for

completion
HOUSING ASSISTANCE INFORMATION

Zip Code. Housenold INcome (st the time application) PHARE Funds Used for the Benefit of this Household Remove

= _

The Housing Assistance Information and Addifional Costs and Expenses sections only include new household information data since the last PHARE report was submitted

Gnly funds used to benefit households thal were not previously assistedimpacted o households that may have received additional assistance since the last semi-annual reporting period should be included. If household income information for all impacied houssholds is not yet available, the close-out report cannot be submitied for

completion
HOUSING ASSISTANCE INFORMATION

Zip Code Housenald INcome (at the time application) PHARE Funds Used for the Benefit of this Household Remove:

ADD ARECORD

—

1701 1,000 ‘ 100/ ‘

The Housing Assistance Information and Additional Costs and Expenses sections anly include new [ data since the last PHARE report was submitied

Only funds Used to beneft househalds that were not previously assisted/impacted of househoids that may have received additional assistance since the last semi-annual reporting period should be included. If Nousehold income information for all impacted housshoids is not et available, the close-out report cannot be submitted for
completion

HOUSING ASSISTANCE INFORMATION

Zip Code: Household Income (st the time application} PHARE Funds Used for the Benefit of this Household Remove

17101 51,000 5100 =
<4um—

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.

The Additional Gosts and Expenses section should be used to report on expended funds that were NOT applied to specific households in the Housing Assistance Information section above {ex additional construction costs, or the salaries/raining of staff providing assistance fo clients that were not reported in the Housing Assistance
Section, etc.). All other overhead/auministrative expenses (vihich are capped al $% of the overal grant amount) should also be listed in this section

ADDITIONAL COSTS AND EXPENSES

Administrative expenses not directly relsted to program delivery are capped 3t 5% of the overall grant award

Description Amount Remove

LEVERAGED FUNDS EXPENDED TO SUPPORT THE PROJECTIPROGRAM

List of any matching orleveraged funds receivedto support the implementation of this Project/Program.

Source Amount Remove
ADD ARECORD

THIRD PARTY INFORMATION

List any third party contractors, vendors, or subgrantees paid for through the PHARE program, including name. scope of services and amounts paid.

Name Scope Amount Remove

ADD ARECORD
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9. Submissions
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.

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

e I

v PHEA

PA HOUSING FINANCE AGENCY

GABBIE'S TEST PROJECT-1
2023/24 PHARE Close-Out Report




