CA STATE COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) PROGRAM

GENERAL CONDITIONS CLEARANCE CHECKLIST


GRANT ADMINISTRATION:  SUBRECIPIENT AGREEMENT or PROCUREMENT


JURISDICTION:   
PROJECT DESCRIPTION: 

PREPARER NAME: 
EMAIL: 
This Checklist is only completed when a Grantee wishes to expend General Administration (21A) funds prior to contract execution and/or prior to clearing any awarded activities. 

If the Grantee will be utilizing in-house staff to clear General Conditions for these activities or to set up awarded activities, please note this where indicated as the checklist is complete. 

Additionally, if the Grantee’s Subrecipient or Consultant has an active Agreement approved in writing by the Department for CDBG grant administration, the Checklist requirements are minimal (see below).

Fill in all applicable checkboxes, data or dates as required, and use the comment box for explanations. If you have questions or need assistance, contact your CDBG Representative.
 FORMCHECKBOX 
 
Grantee is utilizing in-house staff for Grant Administration.  Checklist complete
 FORMCHECKBOX 
 Jurisdiction is using in-house contract employees (see Management Memo 14-06) general CDBG Grant Administration. Submit executed contract(s).
 FORMCHECKBOX 

Grantee is utilizing a Subrecipient for Grant Administration.  Complete Section 1 below, Subrecipient Agreement.
 FORMCHECKBOX 

Grantee is utilizing a Consultant for Grant Administration.  Complete Section 2 below, Consultant Contract.
NOTE:
· The CDBG program uses 24 CFR 85.36 as the principle rule for procurement.

· With this Grant Administration Checklist, use either a Subrecipient or a Request for Proposal (RFP) procurement process to hire a consultant. The Request for Qualifications (RFQ), Small Purchase and Sealed Bid Methods, are not appropriate processes.

1. SUBRECIPIENT AGREEMENT

 FORMCHECKBOX 
 
If an active Subrecipient Agreement for general CDBG Grant Administration has received Department approval, submit a copy of the executed Agreement.

Subrecipient name:    
The checklist is complete for Subrecipient Agreements.


 FORMCHECKBOX 
  If a Subrecipient Agreement has not been reviewed or approved by the Department, submit the following:
 FORMCHECKBOX 
 
A draft (ready-to-execute) Subrecipient Agreement which includes the scope of work, budget, federal overlay language and all attachments or exhibits.  
 FORMCHECKBOX 

Proof of non-profit status (501(c) (3) 

 FORMCHECKBOX 

Proof of non-debarment (current)
COMMENTS:







  Cleared:   FORMCHECKBOX 
  (CDBG use only)      


2. CONSULTANT CONTRACT
 FORMCHECKBOX 
 
If an active Consultant Contract for general CDBG Grant Administration has Department approval, submit a copy of the executed Contract.


Contractor:    
Contractor DUNS #: 
The checklist is complete for Consultant Contracts


 FORMCHECKBOX 
  A Consultant Contract has not been previously approved by the Department.  Procuring a Grant Administrator through a RFP; the following items are required:  
 FORMCHECKBOX 

Full copy of the RFP (with all exhibits and attachments).
 FORMCHECKBOX 

Cost analysis, completed prior to issuing RFP (or, at minimum, before receiving bids).
 FORMCHECKBOX 

Solicitation list, public notices (with proof of publication) and/or other method(s) of distribution.  Describe: 
 FORMCHECKBOX 
  Proof that RFP was delivered to the solicitation list.
 FORMCHECKBOX 

List of bid respondents.
 FORMCHECKBOX 

Copies of any “decline to bid” communications from solicitation list.
 FORMCHECKBOX 

Complete copies of all bids received.
 FORMCHECKBOX 

Selection process narrative:

a. Did selection criteria or scoring indicate that Lowest Price/Cost was sole determining factor?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 
 

b. If No, did the RFP indicate a method of determining a “responsive bid?”   
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 
 

 FORMCHECKBOX 

Scoring results for each respondent/bidder that matches the selection criteria described in the RFP from each member of the Grantee’s review panel.
 FORMCHECKBOX 

Proof of current non-debarment for selected consultant.
 FORMCHECKBOX 

Complete draft contract (ready-to-execute) including the scope of work, budget, federal overlay language and all attachments or exhibits. CDBG approval required prior to contract execution.
 FORMCHECKBOX 

DUNS # for winning selected consultant: 
 FORMCHECKBOX 
  Sole Source Request (all of the above documentation is required)
a. If checked, it can only be due to:
i.  FORMCHECKBOX 
  Available only from a single source in the general region.
ii.  FORMCHECKBOX 
  A matter of immediate urgency not permitting delay.
iii.  FORMCHECKBOX 
  Only one qualified or responsive bid to the RFP was submitted.
b. Proof of one of these conditions submitted?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

COMMENTS:







  Cleared:   FORMCHECKBOX 
  (CDBG use only)      


CDBG USE ONLY:
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Representative:  _________________________________ 
Date:  __________________________
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