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Special Funding Request (SFR) Schedule:

Activity

Date

SAHA SFR Availability on Portal
ARPA SFR Availability on Portal
Local Board/SSA Committees Submit SFRs to National
Board
Notice of Award to Local Boards and SSA Committees

04/5/2021 until further notice
04/19/2021 until further notice
ongoing
ongoing as SFRs are reviewed by
National Board

SPECIAL FUNDING REQUEST (SFR)
The National Board has implemented a funds-delivery method based on the submission of SFRs to expedite the
release of funds for eligible costs incurred by nonprofit, faith-based, and governmental organizations under SAHA
and ARPA, Humanitarian Relief.
What is an SFR?
An SFR is a request prepared by the chair or contact of a Local Board or SSA Committee (acting as a Local Board)
seeking funding from the National Board to reimburse or provide funds to local social service organizations for eligible
expenses based on program guidelines. Only the chair or contact of Local Boards or SSA Committees (acting as
Local Boards) may submit SFRs to the National Board. Service organization providers cannot submit SFRs.
What are the benefits of SFRs?
• SFRs allow Local Boards and SSA Committees (acting as Local Boards) to seek reimbursement
collectively, in a single request, for eligible organizations providing services.
• The organizations benefitting from the funding do not submit requests to the National Board; they
provide necessary information to the Local Board or SSA Committee (acting as a Local Board)
to make a request on their behalf for reimbursement of all eligible expenses.
• SFR requests may help to expedite funding to local communities because local service providers
are not required to submit individual requests for consideration to the National Board.
How many SFRs may be submitted?
There is no limit on the number of SFRs a SSA Committee or Local Board may submit to the National Board. Each
SFR must be fully supported with documentation for expenses to be covered. SFRs are reviewed and considered for
funding based on their own individual merit. Funding is not guaranteed.
How are SFRs submitted to the National Board?
• SFRs are submitted to the National Board via the EFSP website, www.efsp.unitedway.org.
• To submit the requests to the National Board, the chair or contact will need to sign into the
website with their 6-digit user ID and password.
• After signing in, the chair or contact will select Supplemental Funding Special Funding
Request from the menu on the left of the screen.
Below is additional information regarding the use of the SFR method for award consideration.
•
•
•
•
•
•

Prior EFSP participation is not a requisite
To participate, eligible organizations must provide, or must have provided, humanitarian relief to
families and individuals encountered by DHS.
Local Boards and SSA Committees (acting as Local Boards) may submit requests via the EFSP
website, www.efsp.unitedway.org.
To submit the requests to the National Board, the chair or contact will need to sign into the
website with their 6-digit user ID and password. After signing in, the chair or contact will select
Supplemental Funding Special Funding Request from the menu on the left of the screen.
The chair or contact will enter all information to complete the request.
After completing the requests, Local Boards and SSA Committees (acting as Local Boards) must
submit them via the website to the National Board for funding consideration.
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National Board SFR Review Process
The National Board will review all SFRs upon receipt to determine eligibility. Local Boards and SSA Committees
(acting as Local Boards) will be notified of the National Board’s decision on each SFR submitted on an ongoing basis.
If SFRs are approved, Local Boards or SSA Committees (acting as Local Boards), as appropriate, will be
informed of the approval and the award amount.
SFR Payment Release
Payment for all SFRs will be made directly to the agencies listed in the request, based upon instructions in the request
and if approved by the National Board.

FISCAL AGENT/FISCAL CONDUIT – FUNDING RESPONSIBILITY
The Fiscal Agent/Fiscal Conduit is the agency responsible for the receipt of funds, disbursement of funds to vendors,
documentation of funds received, and maintenance of documentation. The Fiscal Agent/Fiscal Conduit must meet all
requirements of an LRO. The Fiscal Agent/Fiscal Conduit may reimburse subrecipient organizations for expenses
incurred, if requested and approved by the National Board.
Local Boards may wish to use a Fiscal Agent/Fiscal Conduit when they desire to fund an agency that does not have
an adequate accounting system but still meets all other criteria.
The Fiscal Agent/Fiscal Conduit arrangement must be determined and arranged prior to submission of SFRs.
Fiscal Agents/Fiscal Conduits will be held accountable for compliance with program requirements. Fiscal
Agent/Fiscal Conduits must provide a list of the agencies supported through SFRs.
Fiscal Agents and subrecipient organizations must be approved by the Local Board or SSA Committee
(acting as a Local Board).
Subrecipient Requirements
Any agency supported through a Fiscal Agent/Fiscal Conduit must have its own Federal Employee Identification
Number (FEIN). (The IRS form [SS-4] may be obtained on the IRS website, Link for FEIN - www.irs.gov.) FEIN
numbers are issued by the Internal Revenue Service (IRS) at no cost.
Agencies funded under a Fiscal Agent/Fiscal Conduit must also have or obtain a Data Universal Number System
(DUNS) number issued by Dun & Bradstreet (D&B). (Instructions may be obtained from, Link to Apply for DUNS https://www.dnb.com/duns-number/get-a-duns.html.) The DUNS number and other relevant information must be
provided to the Fiscal Agent/Fiscal Conduit.
The National Board will conduct its review and award determination of submitted SFRs on an ongoing basis as SFRs
are received. If National Board staff at United Way Worldwide has any questions or concerns about the SFRs, they
will seek clarification and/or revisions from the Local Boards or SSA Committees (acting as Local Boards). All
questions and concerns must be addressed promptly or the SFRs will risk disqualification. The National Board will
set a due date for responses and the Local Boards and SSA Committees (acting as Local Boards) will be notified.
The National Board anticipates that funding award notifications will be sent to Local Boards and SSA Committees
(acting as Local Boards) not later than 5 business days after decisions are made.
This is a competitive grant process, so no SFR is guaranteed an award. Priority will be given to communities deemed
to have been most impacted by this humanitarian crisis. Based on the level of demand, an award may be less than
the full dollar amount requested, although the full amount is for eligible expenses.

IMPORTANT: Failure to meet any program deadline will cause SFRs to not qualify for funding or risk cancellation or
delay of payment, if awarded funds.
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Glossary
Award – the dollar amount granted to either a jurisdiction as a whole or an individual LRO.
Documentation – Expenditures must be supported with proof of payment (e.g., cancelled check, credit card
statement, etc.) or a receipt, per diem and per meal logs, vouchers, letters of support from Local Board or local
government representative as needed, mileage logs, etc. to support expenditures reflecting the purchase. Only one
of these is required. A copy of the payment to an agency’s credit card company is not necessary for expenditures
made with an agency’s credit card.
Eligible Costs – expenditures that the National Board determines to be allowable in accordance with this
guidance and any other SAHA or ARPA guidelines.
Fiscal Agent/Fiscal Conduit – an agency responsible for the receipt of funds, disbursement of funds to vendors,
documentation of funds received and maintenance of documentation on behalf of one or more subrecipient
organizations. The Fiscal Agent/Fiscal Conduit must meet all requirements of an LRO.
Local Boards may use a Fiscal Agent to request funding for agencies in a jurisdiction. The Fiscal Agent will pay
vendors or subrecipient organizations for services provided to individuals. A Fiscal Agent must meet all requirements
of a recipient organization and must be approved by the Local Board or SSA Committee (acting as a Local Board). A
Fiscal Agent may only be used with an SFR request.
Ineligible Costs – expenditures that the National Board determines to be unallowable in accordance with this
guidance and any other SAHA or ARPA guidelines.
Jurisdiction – city, county or combination receiving funds through EFSP.
Local Recipient Organization (LRO) – any local non-profit, faith-based, or governmental organization that has been
awarded EFSP funds, regardless of current or former EFSP participation.
LRO ID Number – the unique 9-digit number that identifies each LRO within a jurisdiction.
Local Board – A Local Board mirrors the composition of the National Board. The Local Board is the governing body
for the local EFSP in the county or city it serves. The Local Board represents the interests of community needs and
shall review applications received from LROs to determine eligibility, work with applicant agencies to ensure
completeness of applications, and submit the applications for the agencies to the National Board. A directory of
Local Boards can be found at Supplemental Funding Info.
Local Board ID Number – the unique 6-digit number assigned by EFSP that identifies each Local Board.
Mass Feeding (Congregate Meals) - A facility that prepares and serves congregate meals for clients in a program
operated by an LRO.
Mass Shelter – A facility that has the capacity to provide accommodations for at least 5 clients per night at a single
site operated by the LRO.
National Board – the governing body responsible for the administration of the EFSP, composed of representatives
of American Red Cross, Catholic Charities USA, The Jewish Federations of North America, National Council of the
Churches of Christ in the USA, The Salvation Army, United Way Worldwide, and the Federal Emergency Management
Agency (FEMA), which chairs the Board.
Per Capita Rate – the rate that determines the dollar amount that may be awarded to each agency based on the
number of unique individuals served, on a one-time only basis, by nonprofit and faith-based agencies that provided
food, shelter and secondary services.
Per Diem Shelter Rate – the rate that determines the dollar amount that may be awarded to each agency based on
the number of shelter nights provided by nonprofit and faith-based agencies.
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Per Meal Rate – the rate that determines the dollar amount that may be awarded to each agency based on the
number of meals provided by nonprofit and faith-based agencies.
Proof of Payment – documentation of expenses paid, including cancelled check, bank statement or credit card
statement.
Special Funding Request – A request prepared by the chair or contact of a Local Board or SSA Committee (acting
as a Local Board) seeking funding from the National Board to reimburse or provide funds to local social service
organizations for eligible expenses based on program guidelines. Only the chair or contact of Local Boards or SSA
Committees (acting as Local Boards) may submit requests to the National Board. Service organization providers
cannot submit requests.
State Set-Aside (SSA) Committee – A committee that represents state-wide interests under the EFSP for SAHA
and ARPA funding. SSA Committees mirror the composition of the National Board member agencies and function as
Local Boards for any state-wide service agency application for funding under the SAHA and ARPA grants. A directory
of SSA Committees can be found at Supplemental Funding Info.
Subrecipient – Any agency supported through a Fiscal Agent/Fiscal Conduit.

EFSP Supplemental Funding Special Funding Request Instructions

Page | 5

SFR Process
Local Boards and State Set-Aside (SSA) Committees (acting as Local Boards) must sign into the EFSP website,
www.efsp.unitedway.org with their 6-digit user ID and password.

To retrieve information, click Forgot UserID/Password and enter email address registered for EFSP.
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After signing in with User ID and password, select Supplemental Funding Special Funding Request from the menu
on the left.
User Name & ID Here

To add a new Special Funding Request, click on Click here to add Supplemental Funding Special Funding Request.

User Name & ID Here
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The jurisdiction’s details appear across the top of the Special Funding Request dashboard screen; included are the
ID, jurisdiction’s name, and chair and contact information.
To complete the request, the following is required:
•
•
•
•
•
•

Fund Type – SAHA or ARPA (explanation provided below)
Request Amount – total for all agencies seeking funding
Number of agencies to receive funds – all agencies that are included in the request
Reason for Request – narrative with funding information to support request
LRO Funding Detail– spreadsheet with list of agencies and request amount by category
Attachments/Support Documents – spreadsheets or other documents with information to support
the request amount for each agency

123400 (Any County, USA)
Chair Details:
Jane Doe
123 Main Street
Anytown, USA 12345
Phone 703-555-1234
Fax 703-555-1235
first.last@test.org

Contact Details:
John Doe
123 Main Street
Anytown, USA 12345
703-555-4321
Fax 703-555-1235
last.first@test.org

This is to request reimbursement for expenses incurred
by two organizations that provided services to
individuals and families encountered by DHS. Included in
this request are reimbursement for COVID-19 testing,
hotel/motel and administration expenses.

To begin entering information for the request, select the Fund Type, SAHA or ARPA, from the dropdown menu.
•

SAHA – Supplemental Appropriations for Humanitarian Assistance – submit requests for
reimbursement of expenses incurred from 01/01/2021 – 03/31/2021 to provide services to families
and individuals released by the Department of Homeland Security. The remaining $4.1 million balance
will be awarded based on Special Funding Requests submitted to the EFSP National Board.

•

ARPA – American Rescue Plan Act of 2021 – submit requests for reimbursement of expenses incurred
from 01/01/2021 – 03/31/2021 to provide services to families and individuals encountered by DHS.
Requests may also be submitted to provide prospective funding to agencies, as necessary, to continue
providing services to families and individuals.

Key the total request amount for the jurisdiction in the Request Amount box. Reminder, this is the total for the
jurisdiction, not an individual agency.
Key the total number of agencies requesting funds in the Number of LROs to Receive Funds box. Reminder, this is
the total of all agencies included in the request for the jurisdiction.
Provide the reason for the request in the Reason for Request section. Explain if the request includes reimbursement
of expenses for agencies, future funding to organizations to continue providing services or both. As necessary,
attachments may be included with the request to provide further detail.
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LRO Funding Details:
To capture information for each agency that will receive funds and the categories in which the funds were or will
be spent, a spreadsheet has been created for use in this section, click on Supplemental Funding Details to download
the spreadsheet. See the example below.
This is to request reimbursement for expenses incurred
by two organizations that provided services to
individuals and families encountered by DHS. Included in
this request are reimbursement for COVID-19 testing,
hotel/motel and administration expenses.

After completing the spreadsheet, load it by clicking Choose File (this will allow the user to select the file from their
computer). After the file is selected, click Upload Funding Details. A message will pop up to advise the file has
loaded successfully. Data will be captured based on the information in the spreadsheet. The spreadsheet will not
be attached here; it may be included with the request submission in the Attachment Details section.
This is to request reimbursement for expenses incurred by
two organizations that provided services to individuals
and families encountered by DHS. Included in this request
are reimbursement for COVID-19 testing, hotel/motel and
administration expenses.
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Attachment Details:
To attach supporting documentation to the request, click Choose File. Multiple files may be attached to the request.
File types include spreadsheets with data for agencies seeking reimbursement or advance funding, supporting
documentation that may also help with the review of the request; documents may be Excel spreadsheets, pdf,
Word, etc.

After files are selected, click Attach Files. A message will pop up to indicate the file has been loaded successfully.
Files loaded will appear in the Attachment Details section as seen below.

The request may be reviewed or saved for review later. To save for review later, click Save without Submit. After
clicking, Save without Submit, the Special Funding Request Dashboard is displayed.
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Special Funding Request Dashboard:
The Special Funding Request Dashboard includes the following:
•
•
•
•
•

•
•

Funded Type – selected while completing request, SAHA or ARPA.
Request Amount – selected while completing request (total for all agencies requesting funds).
No. of LROs in Request – all organizations included in request.
Status – changes based on actions (submission to National Board or National Board actions).
Action – Reflects action of Local Board or National Board (Local Boards may modify, delete, or submit
the request to EFSP/National Board. It is recommended that the submission not be done here; the
request should be reviewed to ensure it is completed.)
View Request – PDF of the request without the spreadsheet detail; see below.
Attachment – all attachments included in the Attachment Details section; the attachments may be
accessed by clicking on them.
User Name & ID Here
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To review the request before submitting to the National Board, click modify in the dashboard. The request can be
edited, and attachments may be added or deleted. See below.

The request can be submitted to the National Board after review by clicking Submit to EFSP National Board.

A message will pop up asking for confirmation before clicking OK to submit the request to the National Board.
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After submitting the request to the National Board, the status in the dashboard reflects Pending and the Action
indicates Submitted to EFSP with the date.

Important: If the National Board sends the request back, the status and Action sections will change. An email will
be sent advising the request has been returned.
If the request is approved, a message will be sent advising the request has been accepted. The status will change
from pending to accepted in the dashboard.

___________________
Guidance to determine eligible expenses to include in the request can be found on the EFSP website,
www.efsp.unitedway.org, under the Supplemental Funding Info tab, or by clicking ARPA Guidance or SAHA
Guidance.

HELP DESK TECHNICAL ASSISTANCE:
• EFSP website by clicking Supplemental Funding Info
• National Board staff at suppfund@uww.unitedway.org or 703.706.9660, option 6
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