Quick Reference Guide for

EFSP

OTHER SHELTER

Emergency Food and Shelter National Board Program

Description: The Other Shelter category is intended to allow agencies to provide off-site emergency housing for clients.

Agencies may not operate as vendors for themselves or other LROs; self-billing is not eligible with EFSP funding.

This Quick Reference Guide is provided to assist in the understanding of allowable costs and documentation requirements
at a glance; it is not a substitute for the EFSP Responsibilities and Requirements Manual (EFSP Manual). For more
complete information on this category, please reference the EFSP Manual.

OTHER SHELTER

Eligible Items:
= Lodging charges from a hotel or motel

m Lodging charges from a non-profit facility acting as a
vendor (cannot be from your own agency or another
LRO funded by EFSP)

m LROs may cover stays up to a total of 30 days (see
the EFSP Manual for more information)

m Local taxes added to the bill are allowable

m Transportation costs:

Certain transportation costs related to the sheltering
of a client are eligible, such as bus tokens needed to
get to a facility. See the EFSP Manual for additional
information.

Ineligible Items:

m Any stays dated outside of the spending period

m All payments made in advance; all payments must be
dated after the end of the client’s stay.

= Any stays exceeding 30 days

m Telephone calls

m Deposits for keys, damage and other deposits

m Transportation costs unrelated to sheltering a client,
such as bus tickets, car repairs, gasoline or any client-
owned transportation expenses

m Per diem schedules are not allowable in this category

Documentation Required:

m Hotel or motel invoices:

Receipts must be vendor-generated, have vendor’s name
and address, must be dated and must list client’s name,
the dates of stay and cost per night. Non-profit agencies
acting as vendors must also generate invoices. Payment
receipts and vouchers are not sufficient unless all of the
above information is on the documentation and must be
signed by a vendor representative.

NOTE: If your agency is required by statute to keep
client’s names confidential, you must submit a copy of
the state- authorized statute and assign unique identifiers
to all clients served. Please reference the EFSP Manual.

Proof of Payment:

Proof of payment must be attached to all receipts and
invoices.

» Copy of canceled checks (front and back), or copy of
uncanceled fronts of checks and bank statements.
Check images included in bank statements are
accepted.

Debit card or electronic payments require bank
statement that identifies the vendor by name.

Credit card payments require canceled check payable
to the credit card company.

Debit and credit cards must be in agency’s name.
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NOTE: All cash payments, advance payments and
payments that are reimbursements to individuals (staff or
volunteers) are INELIGIBLE.

Spreadsheet for expenditures in this category:

A summary spreadsheet of all expenditures in this
category must be provided. The spreadsheet must
indicate specific criteria such as check number, check
amount, EFSP amount, etc. Sample spreadsheets and
instructions for all program categories are available on
the EFSP website, efsp.unitedway.org.
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