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Completeness of Documentation
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 Documentation Submittal
 Completeness of Documentation
 Common Mistakes
 Examples

Documenting Compliance



Local Government Contact Database

Internal Audit Reviews are conducted 
annually until the project is closed out.

 Each Fiscal Year Financial Audit Report

 Project Cost Schedule

 Source and Application of Funds Schedule 
(or SEFA)

Applicants’ Manual: Restrictions on Eligibility 
for Competition

Recipients of prior CDBG funding must resolve 
all outstanding CDBG-related audit and/or 

monitoring findings before submission of an 
application to DCA.

https://dca.georgia.gov/community-assistance/coordinated-planning/local-government-contact-database


Documentation Submittal

ZIP 
FILES?



 Resolution to Submit
 Civil Rights Compliance Certification
 Evidence of Compliance with System for Award Management (SAM/Unique 

Entity Identifier)
 Acknowledgment of Subrecipient Language Access Plan (LAP)
 Language Access Plan (LAP) Threshold Certification
 Public Hearing Advertisement (Citizen Participation)
 When to Consult Tribes (DCA-9B)
 DCA-13*
 Service Delivery Strategy (SDS) & Local Comprehensive Plan
 Procurement Documentation & Contracts
 Conflict of Interest

Completeness Check Items



7Georgia Department of Community Affairs

Resolution to Submit
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Civil Rights 
Certification Form 

Georgia Department of Community Affairs

Common Mistakes
• City/County name
• Pending 2025
• Date
• All boxes must be completed  (8a)

[remains our #1 admin cure to date]



9

Evidence of Compliance with System for Award Management (SAM)



Language Access Plan (LAP)

Georgia Department of Community Affairs 10

Threshold Certification 

Acknowledgement of LAP Requirement

Public Hearing (English/Spanish)



LAP Threshold Certification







Acknowledgment of LAP 
Requirement



Public Hearing Evidence

Date Missing

Bottom Portion of the Advertisement is Missing
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Environmental Review 
Form– DCA-09

Ensure consistency between floodplain 
and wetland maps and the way the 

question is answered. 
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When to Consult with 
Tribes – DCA-09B



When to Consult with Tribes – DCA9B continued

Additional Evidence Required: 
• Project Location Map
• Target Area Map
• Proposed Improvements Map
• Accompanying Photographs



DCA-13 CDBG Program Disclosure Report
• Part I will be more than $200,000 meaning, Part II,

question 1 should be marked, yes.

• Part III needs to indicate the City/County injection to
the project. It does not require a signature if it is the
initial submittal of the form.

• Part IV should include professional firms hired for the
project. It does not require a signature if it is the initial
submittal of the form.

• Part V should include DCA and the City/County and
project improvements described as use.

• For the initial submission of Form DCA-13, when the
amount requested exceeds $200,000, only the fourth
page (Part VI Certification) requires signature.

Detailed instructions are on page 98 of the Applicants’ Manual.

https://gn.ecivis.com/GO/srmng_downloadSolicitationFileExt/SOLICITATIONFILEID/mTMR_GdbwSo%7E


Service Delivery Strategy (SDS) & Local Comprehensive Plan



Service Delivery Strategy

Please include 
the service 
area map!



Local Comprehensive Plan

“One of the review factors considered as a 
project strategy question is the conformance 

of the proposal with the locally adopted 
Comprehensive Plan, as approved by DCA.  

In order to demonstrate conformance, 
applicants should discuss on Form DCA-5 

how the proposal conforms to the Plan, 
including citations or quotes from 

pertinent pages of the Plan.” 



Professional Procurement

RFP/RFQ Proof of 
Publication

Proof of 
Distribution

Scoring 
Sheets

Meeting 
Minutes

Executed 
Contracts



Request for Qualifications (RFQ)
or 

Request for Proposals (RFP)

Common Mistakes

• Proposal due date is not a minimum 
of 30 days

• Funding Program and Funding Year 
are not listed 



Proof of Publication
• Newspaper with adequate circulation or

local government website.
• Georgia Procurement Registry (if contract 

is $100,000 or more)

All advertisements should 
include “the project is subject 

to Buy America, Buy 
American Act (BABA)”.



Proof of Publication (additional locations)



Scoring Sheets & Meeting Minutes



Executed Contracts 
Common Mistakes

1. NO SIGNATURE

2. Lack of BABA language

3. Applicant did not provide both professional 
services executed contracts

4. Services or Scope described in the 
Engineer/Architect Contract do not mirror the 
project scope of services

5. No Contract provided from the Regional 
Commission, or the contract provided is not 
executed



Sole Source 
Requests

•Chief Elected or Authorized Official’s request 
letter

•Description of Procurement Methodology
•Tear Sheet of the Bid Advertisement or RFP/RFQ
•Local Government’s Attorney Opinion 
•Proof of Distribution (Professional Services 
Procurement)

• list of the active, qualified consultants or 
engineers/architects that were mailed the 
RFPs/RFQs (7 for grant administrators and 10 
for engineers/architects)

• certified return receipt documentation or 
adequate email documentation 

This approval must be received prior to the 
application deadline for professional services. 



Did not allow at least 3o days for responses

Did not retain proof of solicitation delivery (read 

receipts) or a memorandum of the process

Meeting minutes indicated the highest scored 

respondent was not selected without

explanation

Common 
Procurement

Mistakes

Sole Source (professional services) approval was 

not obtained prior to application submission
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Conflict of Interest (COI)

Common Mistakes

• No attorney letter

• No description of the public 
disclosure

• No map included indicating the 
location of the COI in the target area



Thanks!
Brittney Hickom Brittney.Hickom@dca.ga.gov

Direct: 470-698-8166Compliance Officer

dca.georgia.gov
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