Technical Assistance Visit After Grant Award Revised 2/2025

e Congratulations & Introduction as Primary Contact: Congratulate them on their award and
introduce yourself as their primary contact at State. Explain that you and the rest of the staff are
available for technical assistance at any time. If any questions or problems arise, please contact
us and/or confer with your grant administrator. Better to ask questions in advance than try to fix
problems later.

e Scope of the project is : Go over scope of project and advise them project
was funded for the work proposed in the application and not for any other use. The project should
be completed as stated in the application. Any potential change in scope would have to be
approved by our office, might require ER revisions and a public hearing, and may not be
approved.

e Grant Certifications: When the application was submitted to the State for review, an authorized
local official signed the Certifications Page. This page states that the locality abides by the rules
of the CDBG program. This would include the procurement, acquisition, Civil Rights, Fair
Housing, VAWA, and other aspects of the program.

e Grant Special Conditions: FEach grant has special conditions, some of which have to be
completed prior to release of funds. These differ for each grant. They must be cleared within 120
days of grant award unless a shorter time frame has been established by the condition. Go
through any specific conditions for this particular grant.

e Get started/Timeliness: One of the most important things is getting started as grants awarded
for a 2-year period. Any delay in getting started usually means you can’t meet the 2-year grant
period. If you don’t meet the 2-year grant period or keep on schedule, it can impact your ability
to apply for other projects and to receive future grants.

e Start-Up Checklist: Required prior to the draw of any grant funds. Needs to be completed
within 120 days of grant award. Failure to meet this deadline will first prompt a slow
progress letter from us, and then potentially further action (leading to termination of the
grant possibly) if the project does not progress sufficiently. Since these are federal funds,
HUD watches us closely to see that the funds are spent in a timely manner. They don’t
always understand the individual grant crises that arise, but instead look at it overall---as
does Congress when they are appropriating money.

e Work Plan: The Grantee must develop a schedule of the timeframe of the completion of each
step of the grant progress. This was done as part of the submitted application via the Work Plan.
It’s basically an expected timeline for the project and a tool by which we can track the progress.
The State will monitor each grant by the quarterly reports and compare this to the original Work
Plan so if the grant is falling behind the schedule, we can work to correct the problems when they
arise. If a grant gets off schedule, a new schedule may be required to be submitted with the
quarterly report. This schedule must be detailed and contain every aspect of the project. If a
problem arises with the schedule, call us and discuss it.

e Environmental: One of the first things that must occur (and it’s part of the Start Up), is for the
Environmental Review Record (ERR) to be prepared. Research is conducted by the grant
administrator and then letters are sent to various agencies asking for concurrence with the
administrator’s findings. Please note that you need to send the agencies enough information so
they can make a determination about the project. Without adequate information, the response may
be delayed. Published and/or posted notices are required for many projects. A recipient may not
draw down, obligate or expend CDBG funds for choice limiting activities (ie: construction




or acquisition) until the State has approved the Environmental Review Record regardless of
funding source. An average environmental review usually takes at least 90-120 days to
complete. The bottom line is, the sooner you start, the sooner you finish. The later you finish,
the later the project is at getting started. If there’s the possibility of wetlands, floodplains, or
endangered species, of course it takes even longer due to additional documentation/publications.
Keep us posted if there are problems.

Section 504 Compliance: Go over schedule, if it's been submitted. Discuss Self Evaluation,
Transition Plan, Grievance Procedure, Notice of Non-Discrimination, etc. Determine if
additional technical assistance is required. Compliance with 504 will be reviewed at monitoring.

Fair Housing Requirements: Go over Fair Housing Plan, if it's been submitted. If not, discuss
requirements (If new grantee, must do all standard activities listed in our implementation manual
— if received grants recently, must do all standard plus one significant, and these must be
documented as completed within the grant period). Fair Housing will be reviewed at monitoring.

Section 3 Requirements: Section 3 applies to employment & contracting in connection with
the expenditure of CDBG funds for the following Section 3 covered projects: housing
rehabilitation; housing construction; and other public construction (infrastructure, buildings,
streetscape, etc.). The requirements apply to recipients or subrecipients of CDBG assistance
exceeding $200,000. These requirements also apply to contractors performing work on
Section 3 covered project(s) for which the contract exceeds $200,000. Under the current
rules, all labor hours by contractors must be tracked and Section 3 workers/hours identified.

Grantees must ensure to greatest extent feasible that employment arising from Section 3 covered
project is provided to Section 3 works within the area where project is located. There are 3
primary terms Grantees must understand:

v" Section 3 worker — any worker who currently or when hired (within past 5 years) is
documented to fit either: 1) worker’s income for previous year is below income limit
established by HUD (see HUD.gov), 2) worker employed by Section 3 business, or 3)
worker is YouthBuild participant.

v’ Targeted Section 3 worker — Section 3 worker who currently or when hired (within past 5
years) is documented to fit either: 1) worker employed by Section 3 business concern, 2)
worker who currently fits or when hired is either living within the project service area or
is YouthBuild participant. (NOTE: Service area is defined as within a mile of project or if
fewer than 5,000 people live within 1 mile, within a circle centered to encompass
population of 5,000 or more — HUD has mapping tool).

v" Section 3 Business Concern — Business that fits one of the following: 1) 51% or more
owned by LMI persons, 2) over 75% of the labor hours performed over prior 3 month
period were performed by LMI persons, 3) at least 51% owned/controlled by current
public housing residents or residents living in Section 8 assisted housing.

As part of the grant, the locality must submit a Section 3 Action Plan certifying they will comply
with the requirements. The locality is responsible for documenting efforts for monitoring. We
recommend that you immediately post the sample “Grantee Section 3 Business/Employment
Notice” (which is on our web site) in the administrative building (and at other locations as
appropriate like local job service or WIA office). Your grant administrator can help you with this.

You must designate a Section 3 compliance person who maintains the files and all the
certification forms from any residents or businesses who respond to the Section 3 efforts.



Financial Forms: The Grantee is required to submit the following forms to the Finance:
Authorized Signatures for Payments and Checks Form, Debarment/Suspension Certification, and
Audit Requirements Certification Form. A separate bank account should be set up so the funds
can be tracked separately from other locality funding, etc. Any questions about financial forms
should be directed to Sequoya Casey in our finance division.

Local Match: All local match must be available at the time of award and your project would not
have been funded if the funds were not available. Review who was providing the additional
funding and the documentation we had for it (ie; resolution, commitment letter). Advise them
that we cannot supplant local funds, so if there is local money in the project, it typically has to be
spent (any match reduction would require documentation and approval by State).

If the required match/leveraging is not expended prior to the draw of CDBG funds, CDBG funds
equal to the Required Match will be retained, and the recipient may not draw down these funds
until all supporting documentation is received — ie: if you have a 10% match, we will withhold
10% of the CDBG award until you document the match.

Recordkeeping: Grantees are required to maintain files so they are available for review by the
public as well as appropriate Federal and State authorities. These records and related materials
must be secured and retained for five years after final closeout of the grant has been approved.
Certain files the locality needs to keep include a complete copy of the application (including all
revisions), a complete copy of the ERR, all Section 504 documentation.

Role of the Grant Administrator: This person is the primary point of contact for the State,
responsible for day to day administrative tasks and making sure all the regulations and
requirements are adhered to. The Grantee and administrator will be held responsible for the
project schedule and budget as well as reporting and record keeping. Make sure contract has
been signed with grant administrator (typically COG).

Role of the local officials: Each Grantee will appoint a local official to be the point of contact
with the locality. This local official will be responsible for keeping in contact with the grant
administrator and keeping them aware of problems that have arisen in the progress of the project.

Role of the engineer: Who is paying for engineering? Do they understand procurement
requirements if CDBG grant is paying? Starting out with a meeting between
engineer/Town/grant admin about roles and responsibilities and expectations is a good idea. The
nature of the project requires good and continuous communication—when things are going well,
and when they are not. The engineer on the project should contact the project administrator if
there are significant problems that will delay the completion beyond the two-year grant period.

Acquisition (URA): Is acquisition required? If so, who is responsible? If acquisition is required,
make sure everyone reads the Implementation Manual so they understand the process. They may
need to work with engineer closely on need for acquisition so that you can get started as early as
possible on the process. Advise that procurement procedures are required if grant funds pay for
appraisals, review appraisals, and attorney fees. Even temporary easements — such as a place
for construction equipment — are subject to URA. Make sure you find out in advance from
contractor if they will need any place to store, park, use equipment on private property.
Acquisition is considered a choice-limiting action so there is only so far you can go with the
process until you have an approved ERR.

Quarterly Reports - The Grantee is responsible for submitting Quarterly Reports in January,
April, July and October to the State (typically done by grant administrator). These reports help
keep State informed of the progress of the grant and if there are any problems or concerns we



need to know about. These are used by the State’s grant manager to track progress and schedule
monitorings, so it is important that the information be detailed and accurate.

Procurement/Contracts: All contracts that are to be paid for (in any part) by the grant must
follow the State’s procurement regulations. Competitive sealed bids should be used for all
construction services and procurements of $100,000 and over.

e NOLUMP SUM BIDS ALLOWED.

e NO BRAND SPECIFICS ALLOWED. If have to use a specific brand of something for
a particular reason — ie: meters to maintain system continuity, streetscape brick to
match prior phases — you must obtain the State’s approval prior to bidding.

e NO SPECIFYING CERTAIN SUBCONTRACTORS.

o ALL contractors and subcontractors for CDBG funded contracts must provide
verification they are not debarred from receiving Federal awards (typically via
SAM.gov.)

e Review BABA requirements if applicable to project.

The grant administrator should review the bid documents before project is advertised to
ensure compliance and that the scope is the same as proposed in the app. Any changes
should be questioned before it is advertised, and discussed with the State if changes are
major.

The contract should be awarded to the lowest responsive and responsible bidder. The invitation
for bids must be publicly advertised at least 30 days prior to bid opening and directly solicited
from competent bidders. Bids should be opened publicly. Pre-bid conferences may not be
mandatory unless prior approval obtained from the State. The State must approve the
procurement process and the unexecuted contract prior to execution by the grantee. All contract
packages should be submitted to the State for approval within 20 days of the bid opening.

Change orders: All change orders for State funded contracts — even no cost CO’s - must be
submitted to the State. If there’s a change that affects the project scope, area, beneficiaries, or
changes the activity to any great extent, a project amendment may be required.

Davis Bacon Requirements: All CDBG construction contracts over $2,000 must follow the
following requirements: Minimum wages should be paid based on the Department of Labor
prevailing wage rates for the locality. The grantee should obtain the correct wage rate decision
prior to advertisement of bids. The grantee should obtain all payrolls and associated
documentation from the construction contractor and all subs and these should be checked for the
prevailing wages. If the workers have not been paid the prevailing wage, the contractor must
reimburse the worker the wages owed. (NOTE: Determine if additional technical assistance
regarding D-B is required and if so, notify the State’s procurement specialist so they can provide
TA.)

Income verifications/Self certifications of income (If work on private property —
water/sewer connections): Income verification is required prior to providing water/sewer
service lines on private property. Self certification of Income form available on State’s web site
can only be used for water and sewer connections where CDBG cost does not exceed
$3,500/household. Third party income verification is required for connections on PP that exceed
$3,500.



Monitoring — The State will monitor each project programmatically at least once during the two
year grant period. This monitoring visit will be scheduled to include the grant manager, the grant
administrator, and the local official to look at the project files and monitor them to make sure the
regulations have been followed. Compliance with the rules of the program is considered when
making future funding decisions so if there are a lot of monitoring issues, that can hurt the
Grantee when applying for another project. The State’s Finance department will conduct a
separate monitoring for the financial aspects of the grant.

Closeout — The grant should be closed-out within 2 years. If there are any delays in closing the
project the State must be notified immediately. At closeout, we'll look back to be sure that the
locality did what they planned to do, served who they planned to serve, did it in a timely manner,
and did it in compliance with our requirements. We also look at timely completion when making
future funding decisions.
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