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Letter of Conditional Commitment

Sandra Donaldson

334-353-2044

sandra.donaldson@adeca.alabama.gov
Letter of Conditional Commitment 

· Local Program Implementation Schedule

· Certification & Request for Extension (Updated)
· Management Tool

· CDBG Budget/Final Financial Report

· Alabama Rural Development “Approved Median Fees for Professional Engineering Services” scale (10/1/2005)

· CDBG State Policy Letter 12(a) Revision 2 (10/1/2008) 

· Request for Release of Funds & Certification (Updated)
· Designation of Responsible Officials

· Certification (DUNS #)

· CDBG Disclosure Report (HUD-2880)

·  Update at LCC & throughout life of project

· State of Alabama Disclosure Statement

· IRS Form W-9, Request for Taxpayer ID# (October 2007)

· No Debt of the State Clause

· Analysis of Impediments to Fair Housing Choice

· Fair Housing, Equal Opportunity, and Civil Rights LCC Questionnaire and Language Access Plan, if required 
· Bidding & Contracting Compliance Questionnaire

· Attachment A: Standards of Conduct

· Attachment B: Methods of Procurement

· Program Visibility – Narrative & Photos

· Local Housing Policies and Procedures Manual (housing rehab projects only)

· Engineering Fees (NEW)
·  Design & Inspection separately

· Amount & Percentage

· Concurrences

· ADECA Recreation and Conservation Program (NEW) (new building construction or activity on park property) 

Contact:

Rob Grant, Recreation Programs Director

ADECA

PO Box 5690

Montgomery AL 36120-5690

334-242-5483

rob.grant@adeca.alabama.gov
· ADEM (water & sewer projects)

· Other State & Federal agencies (environmental)

· Submissions due 75 days from date of LCC letter.

· No drawdowns permitted until all submissions made & release of funds is accomplished.

· Citizen Participation 

· Application Certifications

· Four-Factor Analysis to identify Limited English Proficiency persons

· Locally adopted Language Access Plan            (if required)

· Citizen Participation Plan

· 5.6 Limited English Proficiency Residents

· 5.7 Public Hearing Notice

· Implementation Resources 
· Basically CDBG Training Manual

· Management & Implementation Manuals

· Chapter I – Program Management (Updated)
· Chapter II – Environmental Review (Updated)
· Current Forms & Sample Documents

· Compliance Checklists

· Close Out

Contract and Subcontract Activity Form HUD-2516 and Section 3 Form HUD-60002 

Johnnie Streeter. (334) 242-5451

johnnie.streeter@adeca.alabama.gov
Changes in 2009-2010 

· Form 2516 (Contracts and Subcontracts) will be due annually (on October 31, 2009, and thereafter on October 15th). The various items will be reported as of September 30th of each year. A final Form 2516 will be due at closeout.

· Form 60002 (Section 3 Summary Form) will be due annually on April 15th, with the various items reported as of March 31st. A final Form 60002 will be due at closeout.

· Form 2516 Contract and Subcontract Activity 

· All ADECA grantees must complete Form 2516

· Form 2516-Contract and Subcontract Activity Reporting-General Information 

· One report per project (if a project has multiple ADECA, ARC, etc. grants, report all activities in the report for the project’s primary year).

· Reporting is required for all contracts >$10,000.

· Grantee reports on all contractors and subcontractors where the contract is >$10,000.

· Use total dollars.

· Data is not cumulative.

· Use the current Form 2516 from the ADECA website.

· Form 2516-Contract and Subcontract Activity Due Date for Open Grants 
· Form 2516 Uses the Federal Fiscal Year (October-September). 

· Due on October 30, 2009, for all open projects.

· For reporting period October 1, 2008-September 30, 2009. 

· After this year, the due date will be October 15th.

· A final Form 2516 will be due at closeout.
· ADECA compiles the Form 2516s and reports annually to HUD at the beginning of December.

· Form 2516-Contract and Subcontract Activity Reporting Period for New 2009 Grants 
· Report Annually.

· First report will be for October 1, 2009 – September 30, 2010

· Due Date:  October 15, 2010

· A final Form 2516 will be due at closeout.
· ADECA compiles the Form 2516s and reports annually to HUD at the beginning of December.

· Form 2516-Contract and Subcontract Activity Reporting of Trade Codes 

· 1= New Construction

· 2= Substantial Rehabilitation

· 3= Repair

· 4= Service

· 5= Project Management

· 6= Professional

· 7= Tenant Services

· 8= Education/Training

· 9= Architecture/Engineering Appraisal

· 0= Other 

· Form 2516-Contract and Subcontract Activity Reporting Racial/Ethnic Codes 

· Racial/Ethnic Codes are reported for each contractor and subcontractor.

· 1= White Americans

· 2= Black Americans

· 3= Native Americans

· 4= Hispanic Americans

· 5= Asian/Pacific Americans

· 6= Hasidic Jews

· Note: N/A may be used for Regional Planning Commissions
· What is Section 3? 

· Section 3 of the HUD Act is race-neutral.
· Section 3 refers to local and low income.
· Local-county or metropolitan area (MSA).

· Low Income- 

· “low income” (single persons or families with incomes less than 80% of median income for area)

· “very low income” (single persons or families with incomes less than 50% of median income for area).  

· Who is a “Section 3 resident”? 

· Public housing resident

· Homeless person residing in the project area

· Participant in HUD Youthbuild program

· Families (including single persons) with “Low Income” (80% of median family income for the area) 

· Families (including single persons) with “Very Low Income” (50% of median family income for the area)

· References:  24 CFR Part 135 § 135.5 and § 135.34(a)(2)

· What is a “Section 3 business concern”? 

· 51% or more owned by Section 3 residents

· 30% or more of permanent, full-time employees are currently Section 3 residents or were Section 3 residents when hired (hire date within the last 3 years) 

· 25% or more subcontracted to business concerns meeting definition in letter a or b.

· Form 2516-Contract and Subcontract Activity Reporting WBE/DBEs and Section 3 

· Is the contractor or subcontractor a Woman Owned Business (WBE) or Disadvantaged Business Enterprise (DBE)? 

· WBEs and DBEs are grouped together. Indicate “Yes” or “No” for each contractor and subcontractor.

· Does the contractor or subcontractor meet the qualifications of a “Section 3 Business Concern”?

· Indicate “Yes” or “No” for each contractor and subcontractor.  

· Prime Contractor/Subcontractor Federal Identification Number

· Business Name

· Street Address or P.O. Box Number

· City, State, Zip Code

· Form 2516-Contract and Subcontract Activity Websites for Further Information 

· Metropolitan and Micropolitan Areas- http://cber.cba.ua.edu/asdc/metro_micro.html     
· Youthbuild- http://www.hud.gov/offices/cpd/economicdevelopment/programs/youthbuild/ 
· ADECA-Form 2516- http://www.adeca.alabama.gov/C10/Forms%20and%20Sample%20Documents/Document%20Library/2516%20PDF.pdf   
Form 60002 Section 3 Summary Report

· Form 60002-Section 3 Summary Report Reporting Threshold 

· Most ADECA grantees must complete Form 60002. Complete if:

· Recipient’s Threshold-CDBG Award > $200,000 

· Contractor/Subcontractor’s Threshold-Any Contract > $100,000

· Section 3 requirements apply to contractors and subcontractors performing work when the CDBG award is > $200,000 and the contract/subcontract is > $100,000.

· Note:  Planning grants of < $200,000 CDBG dollars and small grants < $200,000 CDBG dollars do not report.  
· Form 60002-Section 3 Summary Report General Information 

· One report per project, if a project has multiple ADECA, ARC, etc. grants, report all activities in the report for the project’s primary year.
· Report using CDBG dollars. 

· Report annually.

· Data is cumulative.

· Use current Form 60002 as posted on the ADECA website.

· A final Form 60002 will be due at closeout.

· Form 60002-Section 3 Summary Report Introduction to Section 3 

· Purpose of the Section 3 Regulation-To provide economic opportunities (subcontracts, jobs, and training) to all “local” residents of low to very low income status and to local businesses meeting the Section 3 standard.

· Section 3’s Scope- Section 3 requirements apply to the whole project, regardless of whether it is fully or partially funded by CDBG.

· Section 3 is a provision of the Housing and Urban Development Act of 1968: 12 U.S.C. 1701u-Section 3
· The implementing regulations are found at: 24 CFR 135

· Section 3 of the HUD Act is race-neutral.
· Section 3 refers to local and low income.
· Local-county or metropolitan area (MSA).

· Low Income- 

· “low income” (single persons or families with incomes less than 80% of median income for area)

· “very low income” (single persons or families with incomes less than 50% of median income for area).  

· Who is a “Section 3 resident”? 

· Public housing resident

· Homeless person residing in the project area

· Participant in HUD Youthbuild program

· Families (including single persons) with “Low Income” (80% of median family income for the area) 

· Families (including single persons) with “Very Low Income” (50% of median family income for the area)

· References:  24 CFR Part 135 § 135.5 and § 135.34(a)(2)

· What is a “Section 3 business concern”? 

· 51% or more owned by Section 3 residents

· 30% or more of permanent, full-time employees are currently Section 3 residents or were Section 3 residents when hired (hire date within the last 3 years) 

· 25% or more subcontracted to business concerns meeting definition in letter a or b.

· Form 60002-Section 3 Summary Report Legislatively Established  Section 3 Goals 

· 30% of new hires

· 10% of construction contracts (building trades work for maintenance, repair, and public construction)

· 3% of non-construction contracts (includes professional service contracts)

· Note:  The goals are not “set-asides” or “quotas”, which guarantee a specific portion of funds will be provided to protected classes.
· Form 60002-Section 3 Summary Report Employment and Contracting 

· “A Section 3 resident must meet the qualifications of the position to be filled.”

· “A Section 3 business concern must have the ability and capacity to perform successfully under the terms and conditions of the proposed contract.”

· Source: Page 12 of HUD Atlanta Region’s Brochure on Section 3. 
·  New hire: A new hire means a full-time employee for a new permanent, temporary, or seasonal position that is created during the expenditure of Section 3 covered financial assistance.

· “Recipient agencies are not required to create jobs or contracts for Section 3 residents and business concerns simply for the sake of creating them.”

· Finding Section 3 Residents/Business Concerns 

· Contact resident organizations at public housing communities, local community development agencies, and employment agencies. 

· Distribute flyers

· Post signs

· Place ads in local newspapers

· Sample Section 3 Form for Residents 

· Form 60002-Section 3 Summary Report Grantee Responsibilities 

· Publicize available economic opportunities for CDBG projects.

· Notify contractors of responsibilities and include the Section 3 clause in contracts. Use the Section 3 clause found at 24 CFR § 135.38 in its entirety, verbatim-parts A through G.

· Assist in obtaining compliance of contractors and subcontractors.

· Meet numerical goals.

· Document efforts to comply.

· Submit Form 60002 annually and also at closeout. 

· It is important for the grantee to be prepared to demonstrate the efforts taken in an attempt to meet the numerical goals.

·  Maintain records on job vacancies, solicitation for bids or proposals, selection materials, and contract documents (including scope of work and contract amount) in accordance with Federal and State procurement laws and regulations.

· Form 60002-Section 3 Form Specifics Job Categories-Column A 

· Professionals-People who have special knowledge of an occupation (i.e., Supervisor, Architect, Surveyor, Engineer, Administrative Consultant, Planner, Attorney, and Computer Programmer).

· Technicians-Engineering Assistant, Drafter, Survey Technician, etc.

· Office/Clerical-Accounting, payroll, bookkeeping, word processing, etc.

· Other-Usually service workers.

· Construction Trades-List individual trades such as Roller, Bulldozer, Truck Driver, Laborer, etc. 

· Form 60002-Section 3 Summary Report Part 1-Reporting Employment and Training Opportunities 

· Column A-Job Categories- professional, technicians, office/clerical, and then list the applicable construction trades. 
· Column B-Number of new hires by job category

· Column C-Number of new hires that are Section 3 residents by  job category.

· Column D-Percentage of staff hours of new hires (Section 3 residents)  compared to all new hires.

· Column E-Percentage of staff hours of Section 3 employees (new hires and those already on payroll, including full and part-time) compared to total staff hours for all employees.

· Column F-Number of Section 3 residents employed and trained (includes new hires and those already on payroll)

· Form 60002-Section 3 Summary Report Part II Contracts Awarded (Construction and Non-Construction)

· Report Construction in Section 1 and Non-Construction in Section 2. 

· Use CDBG dollars only.
· 1.A. and 2.A. Total dollar amount of project contracts awarded.

· 1.B. and 2.B. Total dollar amount of project contracts awarded to Section 3 business concerns.   

· 1. C. and 2.C. Percentage of the total dollar amount of project contracts awarded to Section 3 business concerns.

· 1.D. and 2.D. Number of Section 3 business concerns receiving project contracts. 

· Form 60002-Section 3 Summary Report Part III Summary 

· This is a summary of the good faith efforts. Check all that apply.

· Attempted to recruit low-income residents through advertising, project signs, and contacting community organization/agencies.

· Participated in a program promoting the training or employment of Section 3 residents.

· Participated in a program promoting the award of contracts to Section 3 business concerns.

· Coordinated with local Youthbuild Programs.

· Other. Describe:  ____________________________

· Form 60002-Section 3 Summary Report ADECA’s Reporting 
· ADECA compiles the Form 60002s and reports the results in the annual CAPER.  

· Form 60002-Section 3 Summary Report Websites for Further Information 

· “Frequently Asked Questions and Answers About Section 3 of the Housing & Urban Development Act of 1968”:  http://www.hud.gov/offices/fheo/section3/FAQ08.pdf

· Youthbuild-http://www.hud.gov/offices/cpd/economicdevelopment/programs/youthbuild/

· Region IV Section 3 Brochure-http://www.hud.gov/local/shared/news/r4/pres/octga3.pdf

· ADECA-Form 60002-http://www.hud.gov/offices/adm/hudclips/forms/files/60002.pdf

Civil Rights and Fair Housing
Johnnie Streeter. (334) 242-5451

johnnie.streeter@adeca.alabama.gov   
Civil Rights

· Minimum Requirements for Civil Rights Compliance 
· Equal employment opportunity Executive Order 11246 bars discrimination in Federal employment
· Equal access to CDBG contracts and business opportunities

· Section 504 handicapped requirements, and

· Compliance with Federal Fair Housing legislation

· Fair Housing and Equal Opportunity
· CDBG grantees must administer their programs in a 
non-discriminatory manner.  Grantees must take measures to:

· Ensure non-discriminatory treatment and equal access

· Affirmatively further fair housing

· Provide economic opportunities to low-income residents (Section 3)

· Requirements apply to:

· Housing

· Benefits/opportunities created by CDBG

· Employment

· Business opportunities, such as contracting

· Applicable Laws and Regulations 
· Section 109 of the Housing and Community Development Act of 1974:


· Prohibits discrimination in any CDBG-funded program or activity on the basis of: Race, color, National Origin, Sex, Religion,
· Reference:  Section 109 of Title I of the Housing and Community Development Act of 1974 (Public Law 96-153)

· Title VIII of the Civil Rights  Act of 1968 (Fair Housing Act), as amended: 

· Prohibits discrimination in all housing-related activities on the basis of: Race, Color, Religion, Sex, National Origin, Familial Status (Number and Age of Children), Disability (Handicap) 
· Reference:  HUD CPD Policy Memorandum dated 02/09/07:   http://www.hud.gov/offices/fheo/promotingfh/fairhousing-cdbg.pdf 

· Section 104(b)(2) of the Housing and Community Development Act of 1974:  Each grantee must certify that:

· The grant will be administered in conformance with the Fair Housing Act, and

·  The grantee will “affirmatively further fair housing” (AFFH)

· Section 504 of the Rehabilitation Act of 1973:  Prohibits discrimination based on handicap (disability) in any program or activity receiving federal financial assistance.

· Architectural Barriers Act of 1968:  Requires buildings constructed or assisted with federal funds to be accessible to and useable by disabled persons.

· References:  24 CFR Part 8 and Part 9; HUD Notices CPD-05-09 and CPD-05-10

· Section 3 of the Housing and Urban Development Act of 1968:  Requires that “employment and other economic opportunities arising in connection with housing rehabilitation, housing construction, or other public construction projects shall, to the greatest extent feasible, and consistent with existing Federal, State, and local laws and regulations, be given to low-and very low-income persons.”

· Reference:  24 CFR § 570.487 (d) 

· ADECA CDBG Grant Checklist for FHEO Grantee Minimum Compliance Requirements

· LCC Item 4:  Designate an Equal Opportunity Official

· LCC Item 10:  Complete a local “Analysis of Impediments to Fair Housing Choice”

· LCC Item 11:  Complete Civil Rights Compliance Questionnaire with attachments. Complete Language Assistance Plan if required.

· Maintain local government employment records.

· Meet Section 504 Handicapped (Disability) Requirements

· Comply with Federal Fair Housing legislation.

· Meet Equal Opportunity Contracting requirements.

· Refer any Civil Rights complaints appropriately. 

· Local Government Employment Records 

· Maintain sufficiently detailed personnel records.

· Post and/or advertise all job openings.

· Document any discrimination complaints.

· Section 504
· Develop a written Section 504 self-evaluation and/or transition plan.

· Designate a Section 504 Coordinator.

· Adopt a written grievance procedure.

· Post non-discrimination notices.

· Federal Fair Housing Requirements 

· Complete the “Analysis of Impediments to Fair Housing Choice”

· Adopt a fair housing resolution or fair housing ordinance.

· Promote use of the “equal opportunity” logo in the local newspapers.

· DBE/WBEs Equal Opportunity Contracting Requirements 

· Obtain construction goals for MBE/WBE participation.

· Notify Alabama Office of Minority Business Enterprise (OMBE) of CDBG-related bid opportunities.

· Submit bid notification to the Alabama Small Business Development Center.     (new) 

· Use direct solicitation to contractors listed on ALDOT’s certified DBE listing.      (new)
· Section 3 Business Concerns Equal Opportunity Contracting Requirements 

· Use direct solicitation to local contractors.   (new)
· Discuss EEO and Section 3 at pre-construction.

· Locally advertise and/or post in public places any CDBG contracting or job opportunities. 
(new)
· Coordinate with the local housing authority or other community groups in the project area.      (new) 

· Submit Form 2516 (Contract and Subcontract Activity)

· Submit Form 60002 (Section 3 Summary Report)

· Refer Civil Rights Complaints 

· If any individual, group, or organization has a Civil Rights complaint about your community’s program, the U. S.  Department of Housing and Urban Development requires that you advise them to contact the Director of Fair Housing and Equal Opportunity at:  
U.S. Department of Housing and Urban Development 

Birmingham Field Office
Fair Housing and Equal Opportunity
Medical Forum Building
950 22nd Street North, Suite 900
Birmingham, Alabama  35203
· Helpful websites 

· Fair Housing Laws and Executive Orders:
http://www.hud.gov/offices/fheo/FHLaws/ 

· Promoting Fair Housing:
http://www.hud.gov/offices/fheo/promotingfh.cfm
· ADECA’s website-Current Forms and Sample Documents:
http://www.adeca.alabama.gov/C10/FORMS%20and%20sample%20documents/default.aspx 

Procurement

Maureen Neighbors

334-242-5467

maureen.neighbors@adeca.alabama.gov

Procurement

· Rules and Regulations

· Bid Law (Title 41, Code of Alabama) 

· Public Works Law (Title 39, Code of Alabama) 

· The Common Rule (24CFR85.36)

· Policy Letter 1 Revision 9 (Professional Services Procurement)

· Policy Letter 12(a) Revision 2 (Allowable Administrative Costs)

· Policy Letter 15 (Liquidated Damages)

· Policy Letter 18 Revision 4 (Water and Sewer Hookups)

· Policy Letter 21 Rescission 

· Letter of Conditional Commitment
Bidding and Contracting Compliance Questionnaire
·  PART A:
STANDARDS OF CONDUCT

·   PART B:
PROCUREMENT PROCEDURES

·  PART C:
CERTIFICATION 

·  NOTE:  
Please complete, sign, date, and return this page to ADECA.  Attachments A and B are provided as program management tools; please do not return them to ADECA.

· Professional Services Procurement

· Cost Analysis 

· Architects

· Policy Letter 12(a) Revision 2

· Compliance checklist for Pre-agreement Costs

· Compliance checklist for Post-Award Professional Services

· Compliance checklist for required clauses
· Bidding and Contracting

· Bid Law

· Public Works Law

· Section 85.36 of the Common Rule

· Compliance checklist for Bidding Procedures

·  Compliance checklist for Bonding, Insurance, and Contract Requirements 

·  Compliance checklist for General Conditions

· Compliance checklist for Supplemental General Conditions

· Compliance checklist for Change Orders

· Compliance checklist for Hook Ups

· Other Procurement Methods

· Sole Source

· Small Purchase

· Compliance checklist for Small Purchase Procedure

· Compliance checklist for  Sole Source Procurement and/or Emergency Procurement 

Environmental Review Process for Responsible Entities, 24 CFR Part 58, “Local Unit of Government”

Lee Flennory

CDBG Environmental Specialist

334-353-1700

Email: lee.flennory@adeca.alabama.gov
Environmental Review Process

· Purpose

· Background

· Federal Laws and Regulations

· National Environmental Policy Act of 1969

· HUD’s Environmental Regulations

· 24 CFR Part 58 Procedures for Responsible Entities (Local Government)

· 24 CFR Part 51 Manmade Hazards

· 24 CFR Part 55 Floodplains and Wetlands

· Grantee Responsibilities

· Start the environmental review process

· Strictly adhere to all procedures 

· Be responsible to other environmental authorities

· Use the sample forms, notices, etc.

· Environmental Review Process

· Designate An Environmental Review Officer

· Start A File and Label It: “Environmental Review Record” (ERR)

· Environmental Review Process

· Determine Level of Review and Conducting the Appropriate Level of Review
· Exempt 58.34

· Categorically Excluded 58.35(a) Subject to 58.5/6 or Categorically Excluded 58.35(b) Not Subject  to 58.5    
· Environmental Assessment  58.36

· Environmental Impact Statement 58.37

· Exempt 58.34(a) (Level of Review) 
· Some sample of activities that may be exempt 
· Environmental, planning & design costs
· Information & financial services
· Administrative/Management Activities 

· Note: 58.6 “Other Requirements
· Categorically Excluded 58.35(a) Subject to 58.5/6 
· Sample of activities that may be categorically excluded 
· Acquisition, repair, improvement, or rehab of public   facilities other than building when:
· Facilities & Improvements in place 
·  Same use no change of 20% in size or capacity 
· Removal of architectural barriers 
· Note: 58.6 “Other Requirements”
· Categorically Excluded 58.35(b) not Subject to 58.5 
· Some sample of activities that may be Categorically Excluded Not Subject to 58.5 

· Tenant-based Rental Assistance
·  Operating costs (utilities, supplies)
·  Economic Development Costs (non-construction)
· Note:  58.6 “Other Requirements”
· Environmental Assessment 58.36 
· Sample of activities that may require a Full Assessment
· New Construction 
· Major Rehabilitation 

· Environmental Impact Statement 
· If the assessment shows that there is a need for an environmental study to be done – STOP!  Please contact ADECA Environmental Specialist
· Environmental Review Process

· Publish/Post the Required Notices
· Notice of Intent to Request Release of Funds (NOI/RROF)

· Finding of No Significant Impact (FONSI)

· Early Public Notice

· Notice of Explanation 

· Environmental Review Process

· Floodplain/Wetlands Management EO 11988/11990 and 24 CFR Part 55
· Goal: AVOID development in Floodplain unless there is No Alternative

· Requires 8 Step Process (Part 55.20)

· Written analysis

· 2 - Public Notices

· Early Public Notice – Comment 15 days

· Notice of Explanation – Comment 7 days

· Note: Notice must be published in Newspaper

· Time Periods 58.31

·  Public Comment Periods

·  Distribution of Notices 

·  Submit to ADECA “Request for Release of Funds and Certification

·  Receive “Notice of Removal of Grant Conditions”
· Environmental Review Record (ERR)

· Project Description – Scope

· Determination of level of review

· Completed review form – as required

· FONSI and/or RROF Information

· Comments and Responses

· ADECA’s removal of grant conditions 

Financial Management

Kate Hubert

(334) 353-0323

kate.hubert@adeca.alabama.gov

Common Rule Compliance Checklist

I.
Standards for Grantee Financial Management Systems
	
	
	Yes
	No
	N/A
	Notes

	A.
	Records to identify the source and application of funds: (including the local matching share and private investment)


	
	
	
	

	
	· Is there a cash receipts journal? 

If so, is it current?  Record date and amount of most recent transaction. 

___________________________


	
	
	
	

	
	· Is there a cash disbursement journal?  If so, is it current?  Record date and amount of most recent transaction. ___________________________
	
	
	
	

	
	· Is there a general ledger? If so, is it current?  Record most recent date and balance.

___________________________
	
	
	
	

	
	· Are all CDBG related transactions recorded in the grantee’s general ledger?


	
	
	
	

	
	· Are audit trails provided that permit tracing of any transaction back to the original source document and forward to summary records?
	
	
	
	

	
	· What is the total amount of CDBG funds deposited? ____________________
	
	
	
	

	
	· What is the total amount of local match deposited? ________________


	
	
	
	


	
	
	Yes
	No
	N/A
	Notes

	
	· Do deposits equal expenditures?

Total CDBG:   __________
Total Local:    __________

Total Checks: __________

Balance:         ___________


	
	
	
	

	
	· If there is a difference, please explain. 
	
	
	
	

	
	· Were CDBG or ARC funds held for more than 14-16 days?

· If so, why?


	
	
	
	

	B.
	The effective control over and accountability for all funds, property and assets:
	
	
	
	

	
	· Are there dual signatures on checks?


	
	
	
	

	
	· Are signature stamps used?


	
	
	
	

	
	· If yes, does one person have access to both signatures?


	
	
	
	

	
	· Are signature stamps locked up securely?
	
	
	
	

	
	· Are checks numbered consecutively and all accounted for?
	
	
	
	

	
	· Are blank checks unsigned?
	
	
	
	

	
	· Are unused checks kept in a secure area?
	
	
	
	

	
	· Are voided checks defaced?


	
	
	
	

	C.
	Proper supporting documentation of accounting records:
	
	
	
	

	
	· Is there prior approval of invoices before payment, as evidenced by initial of grantee staff on invoice?


	
	
	
	

	
	· Are invoices coded with the grant name and number or the general ledger account code?
	
	
	
	

	
	· Do invoices include a description of the service being performed or the goods purchased, identification of the vendor, the unit price where appropriate, and the total cost to be charged to the CDBG program?
	
	
	
	


	
	
	Yes
	No
	N/A
	Notes

	
	· For professional services contracts, do invoices make detailed references to contract’s scope of services and do invoices specify what percentage of each project task has been accomplished?


	
	
	
	

	
	· Are there any unresolved audit or monitoring findings?  If so, why?
	
	
	
	

	
	· Are bank statements reconciled monthly by grantee staff?

· If not, why?
	
	
	
	

	
	· On projects involving private funds, is there evidence of private expenditure?
	
	
	
	


II. Matching Share

	A.
	Is matching share required?
	
	
	
	

	
	· Does match requirement include cash?
	
	
	
	

	
	· Does match requirement include in-kind?
	
	
	
	

	
	· Were both cash and in-kind match posted to the general ledger on a monthly basis?
	
	
	
	

	B.
	Are in-kind contributions valued in the following way:
	
	
	
	

	
	· Is the value of donated property being properly charged to the grant?
	
	
	
	

	
	· Was the value properly determined?

(For space, the value may not exceed fair market value of comparable space in the same locality.  For non-expendable personal property, the value may not exceed the fair market for equipment of the same age and condition.  For loaned equipment, the value may not exceed the fair rental value.)
	
	
	
	


	
	
	Yes
	No
	N/A
	Notes

	
	· Is there evidence that grantee obtained approval of rates from ADECA prior to usage?
	
	
	
	

	
	· Are personnel charges supported by time and attendance records that accurately reflect all hours worked by the employee and are attendance records signed by the employee and the supervisor?
	
	
	
	

	C.
	Are volunteer services recorded to show:
	
	
	
	

	
	· The same information kept for volunteer services as is kept for grantee employees?
	
	
	
	

	
	· The basis for valuation of personal services, material, equipment, buildings, and land?
	
	
	
	


III. Program Income

	A.
	Does grantee have any program income?  If so, is it properly documented and recorded?
	
	
	
	

	B.
	If program income is designated for a grant project, are the receipt and expenditure of receipts part of grant project transactions?
	
	
	
	

	C.
	Is program income recorded in accounting records?
	
	
	
	

	D.
	Does program income exceed $25,000 in any one fiscal year?  If so, have funds been remitted to the state?
	
	
	
	

	E.
	What is the total amount of interest earned on CDBG  funds?  _________

If this amount was over $100, has it been returned to the state?
	
	
	
	


IV. Amendments

	A.
	If applicable, were local amendments done in accordance with state criteria?
	
	
	
	

	B.
	If applicable, were formal amendments approved by the state as required?
	
	
	
	


V. Property Management

	A.
	If CDBG funds were used to acquire non-expendable personal property, is a copy of the completed PMU1 form on file in the community and has an executed copy been submitted to ADECA?
	
	
	
	

	B.
	Is grantee aware that any property acquired with CDBG funds may not be sold or otherwise disposed of without prior written approval from ADECA?
	
	
	
	


VI. Procurement Standards

	A.
	Does grantee have written and adopted procurement policies which include the state bid law, the public works law, and purchases not subject to the state bid law, (i.e., professional services procurement and small purchase procedures)?
	
	
	
	

	B.
	Do procurement policies specify who has the authority to initiate purchase requests and enter into contracts?
	
	
	
	


VII. Records Retention

	A.
	Is grantee aware that all CDBG records must be retained for at least three years after close out or the resolution of all audit findings (for non-expendable property, from the date of final disposition)?
	
	
	
	


VIII. Special Assessments

	A.
	Are CDBG funds used to pay the special assessment on behalf of all low and moderate income property owners?
	
	
	
	

	B.
	Does the grantee collect funds through special assessments made against low and moderate income owner occupants where the special assessments are used to recover all or part of the non-CDBG, non-match portion of the public improvement?  (These assessments do not constitute program income.) 
	
	
	
	

	C.
	Are assessments of high income households not used in construction costs recorded as program income (water and sewer authority records)?  If so, have they exceeded $25,000?
	
	
	
	

	D.
	Does the grantee collect funds through special assessments made against low and moderate income owner occupants where the special assessments are used to recover all or part of the CDBG, portion of the public improvement?  (These assessments do not constitute program income.) 
	
	
	
	

	E.
	What is the total amount of program income collected through special assessments in a single year?  _________


	
	
	
	

	F.
	If this amount was $25,000 or more and received in a single year, has it been returned to the state?
	
	
	
	


Uniform Relocation Assistance and Real Property Acquisition Act of 1974

Maureen Neighbors

334-242-5467

maureen.neighbors@adeca.alabama.gov

· URA's objectives

· To provide uniform, fair and equitable treatment of persons whose real property is acquired or who are displaced in connection with federally funded projects
· To ensure relocation assistance is provided to displaced persons to lessen the emotional and financial impact of displacement
· To ensure that no individual or family is displaced unless decent, safe, and sanitary (DSS) housing is available within the displaced person's financial means
· To help improve the housing conditions of displaced persons living in substandard housing
· To encourage and expedite acquisition by agreement and without coercion 
· How do URA requirements impact your project?

· Agencies conducting a program or project under the URA must carry out their legal responsibilities to affected property owners and displaced persons. Agencies should plan accordingly to ensure that adequate time, funding and staffing are available to carry out their responsibilities.
· For Real Property Acquisition

· Appraise property before negotiations 
· Invite the property owner to accompany the appraiser during the property inspection 
· Provide the owner with a written offer of just compensation and a summary of what is being acquired 
· Pay for property before possession 
· Reimburse expenses resulting from the transfer of title such as recording fees, prepaid real estate taxes, or other expenses. 
· Voluntary Acquisition
· No specific site is needed and any of several properties could be acquired for project purposes; and 
· The property is not part of an intended, planned or designated project area where other properties will be acquired within specific time limits; and 
· The agency informs the owner in writing of the property's market value; and 
· The agency also informs the owner in writing that the property will not be acquired, through condemnation, if negotiations do not reach an amicable agreement. 
· Involuntary Acquisition

· Notify owner of the agency's intentions to acquire the property and their protections under the URA (When a Public Agency Acquires Your Property)
· Appraise the property and invite the owner to accompany the appraiser
· Review the appraisal
· Establish just compensation for the property
· Provide owner with written offer and summary statement for property to be acquired
· Negotiate with owner for the purchase of property
· If negotiations are successful, complete the sale and reimburse property owner for related incidental expenses 
· If negotiations are unsuccessful, consider an administrative settlement to complete the sale
· If negotiations are still unsuccessful, the agency should acquire the property through use of eminent domain 
· Just Compensation

· Just compensation is derived from the appraisal process. Typically, the approved appraisal's estimate of fair market value is the basis for the amount of just compensation offered for the property to be acquired. 
· Just compensation cannot be less than the approved appraisal's estimate of fair market value of the property being acquired. 

· Administrative Settlement

· When negotiations result in a purchase price exceeding the agency's estimate of just compensation, it is called an administrative settlement. 
· Administrative settlements are made for administrative reasons that are considered to be in the best interest of the public. Authorized agency officials may approve administrative settlements if they are: 
· Reasonable 
· Prudent, and 
· In the public interest
· Agency files should include proper documentation to justify and support the decision for an administrative settlement.
· Section 104(d)

· Section 104(d) of the Housing and Community Development Act (HCD) provides minimum requirements for federally funded programs or projects when units that are part of a community's low-income housing supply are demolished or converted to a use other than low- or moderate-income dwellings.
· 
Replacement, on a one-for-one basis, of all occupied and vacant occupiable low- or moderate-income dwelling units that are demolished or converted to a use other than low- or moderate-income housing in connection with an activity assisted under the HCD Act, and
· Provision of certain relocation assistance to any lower income person displaced as a direct result of the following activities in connection with federal assistance: demolition of any dwelling unit, or Conversion of a low- or moderate-income dwelling unit to a use other than a low- or moderate-income residence. 
· Asbestos Removal

Ludwig C. Hoffman, III

Chief, Special Services Section

Air Division

Alabama Department of Environmental Management

PO Box 301463

Montgomery, Alabama 36130-1463

lch@adem.state.al.us 

334-271-7879

Accounting

Jimmie Baker

334-353-1772

jimmie.baker@adeca.alabama.gov
Accounting
· Certification

· Disclosure Statement

· W-9

· No Debt of the State

· Accounting

· Budgets

· Drawdowns

LABOR STANDARDS 

Ginny Anderson
334-242-5363 
ginny.anderson@adeca.alabama.gov 
· When do Labor Standards apply?
· When construction work over $2,000

· When the project is financed in whole or in part with CDBG funds 

· Are there any exceptions?

· Labor Standards do not apply when the entire project is strictly demolition.

· When using in-kind labor, regardless of the project.

· Residential rehab of less than 8 units. 

· To whom do the Labor Standards apply?

· They apply to all laborers and mechanics employed by contractors and subcontractors working on-site

· Who is responsible?

· Prime Contractor – responsible for full compliance with applicable requirements for not only his/her employees, but for subcontractor’s employees as well 

· Grantee – responsible for administration and enforcement of Labor Standard requirements to ensure compliance

· What are the requirements?

· Workers shall receive no less than the prevailing wages being paid for similar work in the area. (Davis-Bacon) 

· Workers shall be paid weekly; deductions from workers’ pay are permissible; contractors must maintain and submit certified weekly payrolls.  (Copeland) 

· Workers receive overtime (time-and-a-half) for hours worked in excess of 40 hours in a week.  (CWHSSA and FLSA) 

· What does ADECA look for during Monitoring?

· Minutes to the Pre-Construction Conference indicate that Davis-Bacon, etc., requirements were discussed.

· Workers are paid on a weekly basis.

· Payrolls are certified.

· Payrolls are submitted weekly, within 7 days of workweek’s end.

· Classifications shown on payroll conform to those on the wage decision.

· Wage rates equal or exceed those shown on the wage decision. 
· There is an “Other Deductions” form signed by the employee when there are payroll deductions other than those required by law.

· Employees who have worked over 40 hours in a week have been paid time-and-a-half for those excess hours.  (Overtime does not apply to Fringe Benefit costs.) 

· Payrolls have been checked by payroll examiner.

· Any errors have been documented and problems have been corrected.

· HUD-11 interviews have been conducted – reasonable number and classifications.

· HUD-11’s have been signed by interviewer and payroll examiner.

· HUD-11’s have been compared to the payroll.

· If restitution were deemed to be necessary was ADECA notified, was there a certified corrected payroll, and was there an explanation? 

· What problems have been found during Monitoring?

· Payrolls were not submitted within 7 days of end of workweek.

· Wage rates did not equal those on the wage decision.

· “Other Deductions” form was missing, incomplete, incorrect, or not signed.

· Mathematical errors occurred on payrolls.

· HUD-11’s were not complete.

· HUD-11’s were not signed.

· HUD-11’s were not compared to payroll.

· What’s new?

· Updated Posters 

· Notice to All Employees (WH-1321)

· Minimum Wage – English

· Minimum Wage – en Español 

· New Poster 

· Notice to All Employees (WH-1321) – en Español 

· These items have been updated  

· Federal Labor Standards Provisions (HUD 4010)

· Payroll Form (WH-347)

· Instructions for Completing Payroll Form (WH-347) 

· Where can I get more information?

· Making Davis-Bacon Work:  A Contractor’s Guide to Prevailing Wage Requirements for Federally
· Assisted Construction Projects

· Basically CDBG Course Training Manual – Chapter 16 
· http://www.adeca.alabama.gov/C5/Simply%20CDBG/Document%20Library/chapter16.pdf  

· Wage Determinations Online –  http://www.wdol.gov/
Close-out

Al Jones 

334-353-2028

al.jones@adeca.alabama.gov
Close-Out

· Items to be submitted at Close-Out 

· Final Inspection 
· For all prime contractors

· Newspaper Advertisement for Notice of Completion 
· For all prime contractors
·  The ad must run for four consecutive weeks.  Thirty days after the last ad runs, the final payment can be made to the contractor.  Therefore, close out documents cannot be submitted until at least 30 days after the last ad ran in the paper. Contracts for less than $50,000 have different rules, so please check policy letter 16.   The date of the first ad must not have been prior to the date of the Final Inspection Certification.

 

· Final Wage Compliance Report



· Close Out Public Hearing

· Newspaper advertisement (hearing should not be held prior to the date on the Final Inspection Certification)


· Minutes of hearing: 

· List of attendees 

· For projects funded in 2008 or later provide a brief narrative and/or digital photographs of program progress

· List of Applicants Form 
· Housing and economic development projects only
· Is the number of jobs created/houses rehabilitated consistent with the application? 

· Households Assisted Form 
· Housing projects only
· Hook-up Certification 
· Water and sewer projects only
· Is the number of hookups consistent with the application?

· Performance Assessment Report 

· Cover sheet




· Direct benefit activities sheet


· Performance Measures Summary sheets (pgs 3-6)

· The CDBG Budget/Final Financial Form 
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