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CHAPTER I.  PROGRAM OVERVIEW


Introduction

This manual is prepared for local government officials, staff, and consultants directly involved in an Idaho Community Development Block Grant (ICDBG) project.  The manual contains the forms and processes needed to comply with the federal requirements that accompany the federal dollars.  It is meant to be used with the Application Handbook and the grant contract since these also contain administrative requirements that must be met.

Administration of Local ICDBG Projects

Administrative Capacity:  Administrative capacity is the level of skill and professional competence required to administer, manage, coordinate, and evaluate all components of the ICDBG program as they relate to local projects and comply with federal and state requirements.  Successful administrators have an understanding of many topics and expertise; such as environmental, real estate, construction, contracting, financial, a variety of federal and state programs, and local government.  All ICDBG recipients must demonstrate administrative capacity to carry out grant requirements.  Administrative performance is demonstrated by:

A. Familiarity and understanding of the different state and federal requirements and the proper and complete documentation of same.

B. Ability to administer proper budgeting and bookkeeping procedures.

C. Understanding of contractual relationships and grant responsibilities.

D. Ability to monitor projects regularly and keep files current.

E. Ability to submit timely and complete reports.

F. Ability to keep all parties to a project on schedule.

G. Ability to negotiate problems and conflicts between different agency requirements, schedules, and expectations.

Each city or county receiving an ICDBG grant contract must have a certified grant administrator in charge of the project.  The department provides training and certification of individuals who administer grants.  At a minimum these certified grant administrators are responsible for keeping the grantee in compliance with the myriad of regulation requirements, request forms, documentation, reports, schedules, budgets and accounting and assist in mediation between parties involved in the funded project as necessary.

Contracting for Professional Grant Administrators:  Since the ICDBG program began, local officials have had their staff administer the project or have contracted for administrative services with various groups of professionals, (i.e., Economic Development District Offices, engineers, community action agencies, and private consultants).

The following information applies if the grantee contracting for professional grant management:

A. The Idaho Department of Commerce (IDC) must approve all grant administrators.

B. The past performance of any grant administrator or consultant should be reviewed before accepting their services.  Aspects you should evaluate include:

1. Levels of knowledge and skill in overall administrative performance. 

2. Whether past work has been in compliance and performed in a timely fashion.

3. Relationships and coordination with city/county staff to confirm if they have been positive.

4. Training and certification by the Idaho Department of Commerce.

C. Require cost detail as part of any negotiation.  This requirement permits you to know who will work on the project and how much will be billed for each specified grant activity.  This level of detail will be required on all administrative contracts. 

D. Contracts must also include the scope of services, the method of payment, a performance schedule and a termination clause for non-performance, and a conflict of interest clause.

Contract Approval:  IDC must approve all contracts for professional services for administration, planning, construction, and engineering/architectural.

Administrative Plan

Each grantee should develop an Administrative Plan to ensure all parties are aware of their compliance responsibilities.  The plan should include the following:

A.	The name of the project’s certified grant administrator and the grantee’s elected official or staff who will oversee the project.   

B.	The name of the fiscal person(s) responsible for the financial administration of the grant (i.e., bookkeeping, payment of bills, etc.) and the procedures to ensure separation of duties.

C.	List of all other professional services under contract or to be contracted (i.e., engineering, architectural, construction, etc.) with the name of the company, person assigned, phone number, fax number and e-mail address. 

Note:  All contracts must be approved by IDC before they can be executed.  A complete set of records must be kept in the grantee’s office.

	
D.	Subrecipient information with names, addresses and phone numbers for the key persons from the organization, and how the grantee will oversee the activities of the subrecipient for grant compliance.

Scope of Work, Budget, Schedule, and Benefits

If there is a change from the application/addendum, a final scope, budget and schedule must be submitted for inclusion in the grant contract.  The final revision considers project changes that have occurred since the application/addendum was submitted.

A. Scope of Work:   The scope of work must be sufficient in detail to describe the components to be constructed, where and how it will be done, etc.  For example, the city will acquire a well site at the intersection of A Street and Apple Avenue, drill and develop a 24-inch well, 430-feet deep.  A pump house is to be constructed to contain the well controls, chlorination unit, and telemetry equipment.  The scope of work, as it relates to ICDBG dollars, must be described as a subsection of the total project.  A map showing the location of the project should be included as part of the scope of work.

B. Budget:  The preparation of budget line items must be given careful consideration.  After the final budget is submitted, grantees may not shift ICDBG funds between line items without a budget amendment.

C. Schedules:  The schedules should target by month when activities will be completed.  An amendment may be necessary if there are major delays in the project. 

D. Benefits:  The description of benefits in the contract includes the National Objectives to be met, the number of people to benefit, and the number and percentage of very low, low and moderate income (LMI) persons to benefit.

Project Administration

Following the final grant selection process, the chief elected official will receive a grant award letter from IDC.  This letter should be kept in the file. 

The city/county will then receive two (2) grant contracts that must be signed and returned to IDC.  After the department director signs the contracts, one (1) original will be returned for the local files.

Environmental Review:  After procurement of professional services, the grantee’s next responsibility is preparation of an environmental review record.  This record must include all documentation that will support the level of environmental review completed.   The Environmental chapter identifies how to comply with those responsibilities.

Note:  Except for exempt activities, no obligations including the use of matching funds can occur before completion of the environmental review process.  Even for exempt activities a determination of exemption must be completed prior to requesting payment.  Failure to clear all the environmental requirements can subject the grantee to legal liabilities, jeopardize the project, and/or possible repayment of grant funds. 
 
Civil Rights:  Civil rights requirements apply to all ICDBG grantees, subrecipients and contractors.  The Civil Rights chapter will assist the grantee in developing a program to achieve compliance.

Fair Housing:  All ICDBG grantees are required to affirmatively further fair housing.  Fair housing is the ability of persons of similar incomes to have the same options in housing choice without regard to race, color, religion, gender, national origin, familial or disability status.  The Fair Housing chapter provides information and guidance in understanding grantee obligations in this area.

504 Compliance:  All state and local governments are required to comply with Title II of the American with Disabilities Act (ADA).  Those entities that receive federal funding are also subject to the requirements of Section 504 of the Rehabilitation Act.  Both of these laws require state and local governments to make their programs, activities and services accessible to individuals with disabilities.  The 504 chapter will assist grantees in achieving compliance.

Financial Management of Grant Funds:  This task includes documenting grant receipts and disbursements; maintaining source documentation; procedures for determining allow ability of costs; requesting funds; and documentation of adequacy of financial management systems of grantees.  The Financial Management Chapter identifies grantee responsibilities in this area.

Acquisition:  All acquisition (whether purchase or donation, easement or full title) must comply with the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, Title VI of the Civil Rights Act of 1964 and Section 104 (d) of the Housing and Community Development Act of 1974.  The Acquisition chapter will assist grantees in achieving compliance.

Construction and Labor Standards Compliance:  Construction activities are subject to federal prevailing (Davis-Bacon) wage requirements and related standards.  It is the responsibility of the city or county and the approved grant administrator and prime contractor to enforce the federal labor standards provisions.  The Labor Standards chapter identifies how to comply with those responsibilities.

Citizen Participation:  Grantees and subrecipients must involve their community in the application and implementation stages of the project.  The Citizen Participation chapter outlines the regulations and compliance actions for this area. 

Record Retention:  The grantee and their subrecipients must be able to document that the funded activities are in compliance with all applicable regulations and statutes.  This documentation must be maintained for a period of four (4) years after final closeout of the grant.  The filing system should be easy to use and provide an historic account of grantee and subrecipient activities for examination and review by state or federal officials.  The files must be maintained in a central location in the grantee’s office.

Sample File Structure:  The following list identifies the major file categories and materials to be contained in each:

A. Application

1. Application and correspondence
2. Letter of grant award
3. Compliance with HUD National Objectives

B. Grant Contract 

1. The signed contract and any amendments or revisions to the contract
2. Documentation regarding completion of any special conditions attached to the contract.

C. Environmental Review Record

1. Project description and maps
2. Level of Clearance Findings/Determinations and respective documentation
3. Evidence of compliance with all NEPA and HUD regulations, including copies of correspondence sent; comments received and grantee or subrecipient responses
4. Request for Release of Funds and Certification
5. Notice of Release of Funds from IDC

D. Acquisition and Relocation 

1. Copies of professional appraisals and appraisal review reports
2. Analysis used in determining fair market value
3. Copies of all notices and correspondence sent or received related to a project’s acquisition/relocation
4. Negotiation records including a dated record of all meetings and telephone conversations
5. Copies of all legal documents required for the transfer of deed and/or establishment of easements (permanent or temporary) and right-of-ways
6. Documentation of relocation and/or one for one replacement activities

E. Equal Opportunity/Civil Rights

1. Documentation of  grantee’s compliance with civil rights laws 
2. Documentation of  benefits to members of protected classes 

F. Financial Management

1. Requests for Payment and Progress Reports
2. Record of expenditure of matching funds
3. Source documentation (i.e., invoices, payrolls, etc.)
4. Canceled checks, deposit slips, bank statements, etc.
5. Property inventory
6. Program income accounts

G. Procurement

1. Small purchase 
a) Copies of price quotes received 
b) Copy of ICDBG Bid Solicitation Summary
c) Record of selection
d) Contract

2. Competitive negotiation (engineering/architecture professionals over $25,000)
a) Copy of published request for proposal
b) Copy of ICDBG Bid Solicitation Summary
c) Copies of all proposals received
d) Evaluation sheets ranking proposals
e) Record of selection
f) Contract

3. Competitive sealed bids (construction contracts over $100,000)
a) Copy of published advertisement soliciting bids
b) Bid tabulation
c) Notice of contract award
d) Notice to proceed
e) Construction contract
f) Contract change orders

L. Labor Files

1. Bid documents and plans
2. Ten Day Wage Update and Debarred Check
3. Prime and subcontractor certifications
4. Labor standards, preconstruction minutes, and additional wage classifications
5. Payrolls
6. Documentation of fringe benefit plans
7. Employee interviews
8. Labor Standards Enforcement Report

M. Section 504/ADA Requirements

1. Designation of 504/ADA coordinator
2. A non-discrimination on the basis of disability and grievance procedures
3. Publish combined notice of non-discrimination on the basis of disability and grievance procedure
4. Citizen review committee formation and meeting minutes
5. Self-evaluation and Transition Plan

N. Fair Housing

1. Designated fair housing coordinator
2. Adopt and publish fair housing resolution
3. Fair housing outreach plan for populations under 5,000
4. Fair housing action plan for populations 5,000 and over

H. IDC Monitoring 

1. IDC letters of findings and recommendations
2. City/County response to letter of findings


I. Project Closeout

1. Grantee final performance and financial reports
2. Certificate of Completion 
3. Closeout document

G. Audit

1. Final audit
2. Corrective Action Plan or documentation showing all audit exceptions have been cleared

Monitoring

Monitoring is an ongoing process involving continuous communication and evaluation.  The process involves frequent telephone contacts, written correspondence, analysis of performance reports and audits, and may include periodic on-site visits.

The process is divided into two components:  regulatory and performance compliance.  Monitoring of regulatory compliance includes review of accountability and financial management, environmental impact, labor standards, civil rights, 504 accessibility, fair housing, acquisition and relocation activities, and citizen participation.

Monitoring of performance compliance includes evaluation of project timeliness, components of eligibility and compliance with National Objectives, and an assessment of continuing capacity to carry out approved activities. 

Each section of this handbook contains a checklist used by IDC staff during their evaluations.  The checklists also serve as a guide for grantees. 

On-site Monitoring Procedure

Before conducting an on-site monitoring, IDC will notify the grant administrator or the chief elected official.  The notice will advise the recipient of:  a) the date of visit, b) the program areas to be monitored, and c) who should be available to discuss the process and project.  The monitoring visit will consist of:

A. Review of pertinent files for required documentation, compliance with program regulations, and verification of the accuracy of information in the performance reports.

B. Interviewing members of the grantee’s staff and, as appropriate, subrecipient staff to discuss performance.

C. A visit to the project site to observe activities and ensure consistency with the application.

D. An exit conference with to review results and overall project performance.  

E. Results of the monitoring visit will be submitted to the grantee, in writing, within forty-five (45) days of the visit and identified in one of seven categories:

1. Determination of Compliance:  Refers to full program compliance and outstanding performance.

2. Follow-up Action Required:  Refers to additional information needed to make a determination.

3. Determination of Concern:  Refers to a performance problem unrelated to statutory requirements.  A concern is identified to alert the grantee of a practice that could lead to more serious problems.

4. Determination of Potential Deficient Performance:  Refers to a management practice that left uncorrected, will result in poor performance or violation of regulations and laws.

5. Finding of Deficient Performance:  Refers to a management practice that has resulted in a serious problem.  A corrective action will be required to clear the finding before project closeout.

6. Finding of Noncompliance:  Refers to a violation of statutory or regulatory requirements.  Corrective actions will be required.  Possible sanctions may result from this finding.

7. Compliance to be Determined:  Cannot make determination until the end of a project or the compliance area will be monitored under another project.

Follow-up or Corrective Actions

In the event the grantee fails to meet a target date for follow-up or corrective action, the grantee will be contacted by telephone, letter or e-mail requesting a status report.  A new due date may be established subject to good faith efforts by the grantee.

When the grantee’s response has been received, IDC staff will review the follow-up or corrective action taken.  If the review indicates the action was not satisfactory, the grantee will be notified of additional action needed and the due date.  A follow-up visit may be necessary to verify a corrective action or to provide technical assistance.  

When IDC’s review indicates the grantee has provided satisfactory information, a letter will be sent to the grantee stating compliance has been achieved.  If the grantee fails to comply, IDC can bar a grantee from applying for ICDBG funds, withhold unallocated funds, require return of unexpended funds or require repayment of expended funds.  

It is important to approach a grant project as a partnership.  To that end, IDC staff is available to explain and help grantees meet the grant requirements.  It is IDC’s policy to help resolve problems as they occur.
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