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The Role of the CDBG Representative

! Provide Technical Assistance

-1 Keep Project Moving Forward

-1 Ensure Compliance with Applicable Regs
1 Shepherd project to successful completion




Office of CDBG Field Services
Field Services Representatives

Georgia Department of Community Affairs

Cindy Alligood (478) 260-1074
o Wl caiomn ooy

° - Malisa Thompson (404) 326-1048
malisa.thompson@dca.ga.gov

Roderick Gilbert (470) 783-4729
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Monitoring Your Award

d Start Up Visit — Before November 8, 2024
d Award Date — October 7, 2024



Who Should Attend the Start Up Meeting?

Chief Elected Official (or someone from his/her staff)
City or County Clerk

Finance Director

Grant Administrator

Engineer or Architect

Program Director (building)

Public Utilities Director (infrastructure)

City or County Attorney (if acquisition is involved)




What to Expect at the Start-Up Meeting?

d Surveys of beneficiaries will be checked for
accuracy - Please have them available and
complete

] Roles of all involved will be discussed

d Start Up Checklist — Expectations from DCA
1 Goal Sheet Schedule




Start Up Checklist

d Grant Award Package

d Financial Management/Audits

1 Budget discussion

d General and Special Conditions

d Administration

d Environmental — Historic/Floodplains/Wetlands
1 Beneficiaries/Fair Housing/Civil Rights/Section 3




Goal Sheet

d Example of
Goal Sheet
Schedule

TIMELINESS REQUIREMENTS & DEADLINES

Activity

2024 CDBG GRANTS
GOAL SHEET

Responsibility Planned Date

Actual Date

Grant Award

Start-up Meeting

(no later than November 8, 2024)
Post Award Public Hearing

(no later than December 7, 2024)
Clear all Special Conditions

(no later than April 7, 2025)
Environmental Release of Funds
(no later than April 7, 2025)
Design Work Completed

(no later than July 7, 2025)

Acquistion Completed

(no later than October 7, 2025)
Advertise for Bids on GPR

(no later than January 7, 2026)

Bid Opening

Recommendation of Award

Preconstruction Conference
Start of Construction

(no later than April 7, 2026)

All Funds Expended

(no later than October 7, 2026)

Public Hearing & Closeout

Local Gov./ Administrator/
Engineer (Architect) /DCA Rep

Local Gov./Administrator

Local Gov./ Administrator

Local Gov./Administrator

Engineer(Architect) /Local
Gov
Local Gov./Attorney/
Engineer (Architect)/
Administrator

Engineer (Architect)/Local
Gov/Administrator
Engineer (Architect)/Local
Gov/Administrator

Local Gov./Attorney/
Engineer (Architect)/
Administrator

Local Gov./ Administrator/
Engineer (Architect) /DCA
Rep/Contractor

Local Gov/ Contractor/
Administrator

Local Gov/ Contractor/
Administrator

Local Gov/Administrator

10/7/2024
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		TIMELINESS REQUIREMENTS & DEADLINES



		2024 CDBG GRANTS

		GOAL SHEET



		Activity		Responsibility		Planned Date		Actual Date

		Grant Award						10/7/24

		Start-up Meeting                                        (no later than November 8, 2024)		Local Gov./ Administrator/ Engineer (Architect) /DCA Rep

		Post Award Public Hearing                       (no later than December 7, 2024)		Local Gov./Administrator

		Clear all Special Conditions                      (no later than April 7, 2025)		Local Gov./ Administrator

		Environmental Release of Funds            (no later than April 7, 2025)		Local Gov./Administrator

		Design Work Completed                           (no later than July 7, 2025)		Engineer(Architect) /Local Gov

		Acquistion Completed                                (no later than October 7, 2025)		Local Gov./Attorney/ Engineer (Architect)/ Administrator

		Advertise for Bids on GPR                        (no later than January 7, 2026)		Engineer (Architect)/Local Gov/Administrator

		Bid Opening		Engineer (Architect)/Local Gov/Administrator

		Recommendation of Award		Local Gov./Attorney/ Engineer (Architect)/ Administrator

		Preconstruction Conference		Local Gov./ Administrator/ Engineer (Architect) /DCA Rep/Contractor

		Start of Construction                                  (no later than April 7, 2026)		Local Gov/ Contractor/ Administrator

		All Funds Expended                                    (no later than October 7, 2026)		Local Gov/ Contractor/ Administrator

		Public Hearing & Closeout		Local Gov/Administrator






Goal Sheet Schedule

Start — Up Meeting (No later than Nov 8, 2024)
City/Administrator/Engineer/DCA Rep

Post Award Public Hearing (no later than December 7, 2024)
City/Administrator)

Clear all Grant Award Conditions (no later than April 7, 2025)
City/Administrator

Environmental Release of Funds (no later than April 7,
2025) City/Administrator

Design Work Completed (no later than July 7, 2025)
Engineer/City




Goal Sheet Schedule

Acquisition Completed (no later than October 7, 2025) City/City
Attorney/Engineer/Administrator

Advertise for Bids on GPR (no later than January 7, 2026)
Engineer/City/ Administrator

Bid Opening - Engineer/City/ Administrator

Recommendation of Award - City/Engineer/City
Attorney/Administrator

Pre-construction Conference - City/Admin./DCA
Rep/Eng./Contractor




Goal Sheet Schedule

Start of Construction (no later than April 7, 2026)
City/Contractor/ Administrator

All Funds Expended (Two years from the date of award —
October 7,2026) City/Contractor/ Administrator

Public Hearing and Close Out - City/Administrator




Goal Sheet Schedule

_IKeep your Goal Sheet Schedule easily accessible for
the life of the project

_IUpdate as needed

_llt's a very easy way to determine whether your project
may be falling behind




Ongoing Monitoring — After Award

d CITIZEN PARTICIPATION - Public Hearings
 Prior to application submission (“pre-award PH")
d Within 60 days of Grant Award Date (“post-award PH")
At time of Project Completion (“close-out PH?)
d Plus a PH only if CDBG program is substantially amended
4 If project is in LEP community, check for requirements.

A

Equal Housing Opportunity




Ongoing Monitoring — After Award

LEP Requirements can be checked at the following website:
Data.census.gov (form S1601)

A

Equal Housing Opportunity




Ongoing Monitoring

APROCUREMENT
J Administration
dEngineer / Architect

 Construction Contract — Requires advertisement in 3
locations (Section 3 & BABA verbiage)




Ongoing Monitoring

1 Construction Contract Advertising

Should be advertised on the local government web site and/or by publishing it
in the applicant's “legal organ,” along with posting the opportunity at any of
the following, for a total of 3 locations: A) city hall/county courthouse; B) most
widely distributed newspaper; C) Local GA Department of Labor office and/or
Local Workforce Board office; D) local DFCS office; E) local Public Health
department; F) local Housing Authority management office. If the contract will
be for more than $100,000 it must be advertised on the Georgia Procurement
Registry

Ensure BABA requirements are included




Ongoing Monitoring

d Example of Photo of
Advertisement Posted
at City Hall




Ongoing Monitoring

AFHEO
dSection 504 - Meeting Location Checklist
JAccess to Services
All Efforts to Affirmatively Further Fair Housing

dSection 3
dBe Sure to Request A List of Initial Employees

JEnvironmental Review




Ongoing Monitoring

AdLABOR STANDARDS

Al Payrolls

1 Other Deduction Forms
JEmployee Interviews
 Authorized Signature Forms
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Ongoing Monitoring

d Example of Other
Deductions Form

DioouSign Ervmogs 1D EPOCISF2-D01 34053841 8-FOA8320ACEL

OTHER DEDUCTIONS
AUTHORIZATION TO MAKE OTHER DEDUCTIONS

1 e hecehy wboczs wy expoyer,

o I | i b o bl

deductions which are permitted under 29 CFR, Part 3, without separate approval of the Sceretary
of Labor, from wages earned while smployed on the following project:

FROJECT NUMBER: -
PROJECT NAME:
PROJECT LOCATION:
These dedustions wre voluntary and are listed below:
L Uns.¥1481 s ——
2 Yision \ng. "t 7 —
3 Life \ns 99359
+ ShortTem Yu51L

5 10,
B-3-2

8/3/2023

Dute ) Date



Ongoing Monitoring

Record of U.S. Department of Housing OMB Approval No. 2501-0008
and Urban Development iexp.0 L1021 )
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Ongoing Monitoring

d Example of Authorized s
Signature Form T T

muhh Iully understand that tha wiiful falsficetion of any ar sll
information onemmelERMARINS. bt ted certified peyrolls muy subjact the contractor o

to chell or | {xme Sertion 1001 of Tiin 18 and Saction 231 of Tite 31 of




Ongoing Monitoring

d FINANCIAL MANAGEMENT
d Quarterly Reports
d Bank Statements
d Invoices

1 Bank Registry showing receipts and
disbursements in chronological order (i.e.
CDBG Checkbook)




1D 00 =] N W =

Sample Project

CONTRACT BUDGET SPREADSHEET

Sheet1

rarn TS T I TOT [CONIract AUTOLT] Mvoice IWO. Jare AUTIOLINT Faid Balance
CDBC Funds 45 000,00 45 000.00
1 1IGI2023 20,000.00 25,000.00
2 TIGMZ2023 10,000.00 15,000.00
Total Faymenis Z0.000.00
Engineer T OMIract ATTOLTIT voice No. Iare AUTTOLnT Pana Balance
Cocal Funds 145, 909,00 146,909,000
9819 12031402021 4 890.00 142 019,00
10030 2128/2022 11, 425.00 120,594,000
10169 I 72022 12,040.00 117, 5854.00
10217 429/2022 5291411 54 639.89
10335 SM 242022 4 200.00 50,439.89
10440 BMG/2022 16,365.78 44 074,11
1 A0E11 BIA/2022 950.00 43 114,11
10706 AONZ2E/2022 1,750.00 41, 364.11
10856 11 E/I2022 200,00 41 064.11
11035 A FI2023 2 23500 28,829.11
11132 SIZ2202023 4 950.00 23,879.11
11205 & 11279 A 2I2023 A 61370 29 265.41
11370 BIZ2E/I2023 4 Z00.00 25 065 41
11465 BIZ2TI2023 6,065 40 19,000.01
Total Faymenis T1Z27,905.99
—  TConsouchron |20 [Coniract Amroont mvorce INo. Daie Armrount Farmd [ Halfance |
CDBGS Amount TO5 000.00
51,766, 286.55 Pay Request #1 SBIZ2023 105,264 00 5898 F36.00
Change Order #1 - (517171, 500.00) =5%51,654 7806, Pay Request #2 A2 ASZ0Z23 346.,847.76 Z52,888.24
Pay Request #3 S/BIZ2023 207, 983.88 44 904 .36
Pay Request #4 G/I2A2023 44 904 36 -
Tolal Paymenis 705 000.00
LocalAmount 911, 000.00
5911, 00000 Fay Request #4 GIZ22I2023 502 7651.93 408 238 07
FPay HRequest #5 BIZZ2I2023 328,409.87 78,828.20
Total Faymenis 31 17 1.80
Balance
TASH WMATCH & LEVERAGE 1,068,909 00 |
Engineear Engineering Fees Cash 127 . 908.99
Consiruction Co Consiruction Cash S31 17 1.80
Engineer FER Conated 5.000.00
Admin GSrant Prep Conated 5.000.00
County Audit Cash T1,000.00
Total Pavments 970028079




Ongoing Monitoring

JUNIFORM ACT COMPLIANCE - If any Acquisition
IS required to complete the project

JHOUSING - IF APPLICABLE

JCASH MATCH/LEVERAGE — Completed prior to
the final draw down or balance goes below 10%.




O n g O i n g M O n ito ri n g Cash Match Verification/Leverage Assessment

Recipient: Grant No:

Match Amount Required:

Match Amount Verified:

d Example of Cash

Leverage Contributed to Date:

Match and Leverage

How Verified/Assessed:

Verification Form N

O Amount still required is obligated under the following contracts:
Local construction amount still owed: $

Local architect / engineer amount still owed: $

Local administration amount still owed: $

Assessment of Status of Leverage:

Signature of Program Representative
Route to: (1) Grants Consultant; (2) Grant file

Instructions: This form is to be prepared prior to a grantee’s final draw request. It is to be used to verify
the required cash match and to assess the status of committed leverage funds. Leverage can be
assessed by reviewing leverage funds contributed to date and estimating leverage funds to be
contributed based on contracts, project schedules, and type of grantee in-kind contributions. Final
verification of leverage must be done at the closeout site visit. Under “Assessment of Status of
Leverage” above, please indicate whether meeting anticipated leverage requirements is expected to be
an issue for the grantee.






Cash Match Verification/Leverage Assessment



Recipient:______________	 Grant No:___________________



Match Amount Required:	



Match Amount Verified:	



Leverage Required:	



Leverage Contributed to Date:	



Date Match/Leverage Reviewed:	



How Verified/Assessed:	



Recommendation for Final Draw: 	Yes	No



  Amount still required is obligated under the following contracts:

Local construction amount still owed:  $__________________

Local architect / engineer amount still owed:  $_______________

Local administration amount still owed:  $__________________



Assessment of Status of Leverage:	



	



	



	



	

Signature of Program Representative



Route to:  (1) Grants Consultant; (2) Grant file



Instructions: This form is to be prepared prior to a grantee’s final draw request. It is to be used to verify the required cash match and to assess the status of committed leverage funds. Leverage can be assessed by reviewing leverage funds contributed to date and estimating leverage funds to be contributed based on contracts, project schedules, and type of grantee in-kind contributions. Final verification of leverage must be done at the closeout site visit. Under “Assessment of Status of Leverage” above, please indicate whether meeting anticipated leverage requirements is expected to be an issue for the grantee.

CDBG Monitoring Form		 Rev 8-11




Ongoing Monitoring
d CLOSE OUT -
Final Public Hearing documentation
Final Quarterly Report
Final Wage Compliance Report
Actual Accomplishments form
Surveys & Beneficiary Data

4_




Ongoing Monitoring

Close out monitoring will result in “Conditional Closeout” Letter

After audit requirements satisfied, you will receive “Final
Closeout Letter”

Retention of Records (Ch. 1, Section 10)
Retain for at least 3 years after Final Closeout Letter

4—




Managing the Award
GrAAM/ eCivis CDBG.Biz

Special Conditions Requests for Release of Funds
o Activity Reports/ Wage Determinations & Add'l

Accomplishments Classifications

Financial Reports/Draws Contractor Clearance

v Extensions/ Budget

Amendments/ Scope Reductions Notice of Contract Action

v' De-obligation Requests Sole Source Requests




Recipient Name Grant Number Report No: Quarter End Final Report

tact Parson Telephone Number E-mail

ON |l: CONTRACTS/SUBCONTRACTS & LABOR FOR THIS QUARTER

Subcontractor Pnme Confractor | Sec | Subcontractor ID | Sec Total Amt Trade
me Addrass City, State, Zip | D # 3 # | 3 Contract/Sub CDBG Part Codea

Race | Women
Code | Owned

Activity Reports

Used for Quarterly Reporting . - Eac.imicCodlas:l—'ﬁ"hi‘te.l—BIal:I:.]—Nalive&ma' -I—;Iispanic.ﬁ—ﬁsinn

nstruction, 2 = Education'Training, 3=Othee — Racial/Ethnic Codes: 1 = White, 2 = Black, 3 = Native American,
tion 3 Business as: 51% or more owned by low or very-low income persons, OR 5% or more labor hours are performed by low or very low-income persons, OR 25% or more owned

I t t. by curment resldents of public housing, or Section B-assisted housing.
n S ru C IO n S - s - Please enter unreported hours. If submitting the 2nd Quarter report (ending 6/30) enter the cumulative hours as well. The cumulative reporting penod is 701 - 6730

https://www.dca.ga.qov/node/3741/documents/10 Cortony Hour el Report - Cuarer endin 60

The reporting periods and deadlines are:

January - March (due April 30)
April - June (due July 31) R e ALEALAL
fwvard Detail i Submit Activity Report Request Grant Amendment

July - September (due October 31) 1
October - December (due January 31) e

Total Fedaral Award: $126,000.00

Total Non-Federal Award: $0.00

The first quarterly report for a grant should cover

Total Match:=S72.000.00

the first full quarter after the award date.
Attach the CDBG Contracts & Accomplishment -

Report form to report any contracting and section saa o[
3 activity, leverage, and accomplishments. e




Activity Reports

Reporting period should reflect the quarter the
Recipient is reporting on.

Enter the following information the “Report
Narrative” field:

*|[dentify the report number

+Provide a brief narrative description of work in
progress during the reporting period. Amount of
funds expended per line item.

*Provide a brief narrative description of all other
supporting efforts that have begun, been partially
implemented, or completed during this period.

«If applicable, information concerning problems
encountered or are anticipated that may impact
the project as originally proposed in the grant
application. If applicable, indicate “final” activity
report and indicate that no other accomplishment /
activity reports are due until the Final Financial
Report.

Activity Report

Award Detall

Report Marrative: *

Back to Award Detail



Activity Reports

» Enter Accomplishments, if
applicable

« Attach the CDBG Contracts
& Accomplishment Report form
to report any contracting and
section 3 activity, leverage, and
accomplishments.

« "Submit Report"

birray Papeoet Wate o

(Mo i s ivd =y nel
e ated by @l proguaees
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L ]

Activity
Reports

Attach the CDBG Contracts

& Accomplishment Report form
to report any contracting and
section 3 activity, leverage, and
accomplishments.

GEORGIA DEPARTMENT OF CCIHJHITT AFFAIRS

A o -
GEORGIA DEPARTMENT OF COMMUNITY AFFAIRS
QUARTERLY EXPENDITURES AND PROGRESS REPORT
ACCOMPLISHMENTS REPORT - PEOPLE
Racial Data [Ethnicity Income Dala

Mative Native | Other Total Hisparue | Extremely Mon- | Total
Idatrix Paople Mative | Pacific | Amercan’ | Asian' | Black! | American' | Mult- | Asian | from [Base Low Low | Moderate | Low' | income
Code HUD Activity Helped | White | Black | Asian | American | Islander While Whiile | While Black Racial | Islander | Race [ Hspanic Race Income | Income | Income | Mod Data

PERFORMANCE CERTIFICATION

This certifies that

: No Accomplishments occurred during this quarter.
.| All Accomplishments for this quarter have been reported accurately

GRANT ADMINISTRATOR

This Quarterly Report is complete:
Date Completed

.1

-




Important Notes!!!

With the exception of Housing, all projects meeting the LMA and
LMC National Objective all required to report accomplishments
on the people form once the project is completed.

Be sure to include all necessary information in your narrative.




Grant Amendments

You must receive formal DCA Approval to...
Add a new activity or delete an approved activity
Increase/Decrease the scope of an activity by 10% or more

Change of Scope may require a Public Hearing to ensure
public awareness of the change.

Propose activity in area other than the approved CDBG Target
Area

Transfer funds from one activity to another no matter the
amount.




Program Reminders and Updates

When moving money between line items, you must submit a project
amendment, no matter the amount being moved.

When preparing your Language Access Plan (LAP), pay close
attention to what you list as “Vital Documents”, especially if the
project is in an LEP community. More details in later presentation.

Concurrent Notice (Environmental) advertisements must be in LEP
language if located in LEP community.




Program Reminders and Updates

Stormwater monitoring (NPDES) must be available by the
contractor to bid as a part of construction. Any entity (Engineer or
contractor) that performs the service is subject to fair and open

competition. See memo in Manual (Appendix O of Applicants'
Manual).

You must tabulate the number of hours that the General and
subcontractors spent on the job site on your Quarterly Reports.




Grant Administrative Guidelines

"BE PREPARED!™:

CHECK monitoring forms in the CDBG manual
for items needed to answer monitoring
guestions —NO SURPRISES

KEEP files up to date with documentation of
project
CHECK bank statements monthly.

4—




Grant Administrative Guidelines

Check with General and subcontractors on a regular
basis to arrange for job site interviews.

Be sure you have Environmental Clearance in hand
before holding a bid opening.

Here is the link for the Analysis of Impediments:
https://www.dca.ga.gov/sites /default/files/analysis of impediments 2016.pdf



https://www.dca.ga.gov/sites/default/files/analysis_of_impediments_2016.pdf

Good Luck!

_ICall your Field Representative or DCA staff with
guestions.

_IKeeping us involved throughout the project can avoid
or minimize problems.

_IWe are truly here to help you with your CDBG.




CDBG Program Representatives

Cindy Alligood
478-290-1074
Cindy.Alligood@dca.ga.gov

Roderick Gilbert
(470) 783-4729

Roderick.Gilbert@dca.ga.gov

Crystal Gaillard

229-733-7021
Crystal.Gaillard@dca.ga.gov

Malisa Thompson
404-326-1048
Malisa.Thompson@dca.ga.gov
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Thank you!!!
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