CA STATE COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) PROGRAM

GENERAL CONDITIONS CLEARANCE CHECKLIST 


PLANNING AND TECHNICAL ASSISTANCE 



JURISDICTION:   
PROJECT DESRIPTION:  
PREPARER NAME: 
EMAIL: 
Fill in checkboxes, data or dates as required, and use the Comments box for explanations. If you have questions or need assistance, contact your HCD Contract Management Representative.
1. Exhibit E Special Conditions
 FORMCHECKBOX 
   If Standard Agreement contains Special Conditions in Exhibit E, check the box and submit documentation required to clear all Special Conditions.  If you have questions regarding required documentation, contact your HCD Contract Management Representative.
COMMENTS:






  _____ Cleared:   FORMCHECKBOX 
  (HCD use only)      


2. Environmental Compliance
 FORMCHECKBOX 
  Planning and Technical Assistance (PTA)  is Exempt under NEPA.  Do not submit any NEPA forms, but  keep the Level of Environmental Review Form, marked Exempt, in your public Environmental Review Record (ERR) file (see required Grantee Certification below).
COMMENTS:






  _____ Cleared:   FORMCHECKBOX 
  (HCD use only)      


3. Subrecipient 
 FORMCHECKBOX 
  Jurisdiction is using in-house staff only for this project.  

      If Yes, skip to next item (#5) below.

    __________________________________________________________________________

 FORMCHECKBOX 
  Jurisdiction is using a Subrecipient for this project.  


      If Yes, submit the following:

 FORMCHECKBOX 

Subrecipient Agreement with Scope of Work and all attachments or exhibits.  If not yet         executed, submit a ready-to-sign draft Subrecipient Agreement for approval.
 FORMCHECKBOX 
   Proof of Non-Profit status (501(c)(3) or Governmental Non-Profit)

 FORMCHECKBOX 
   Proof of non-debarment
COMMENTS:






  _____ Cleared:   FORMCHECKBOX 
  (HCD use only)      


4. Procurement (including Sole Source Pre-Approval Requirements)

NOTE: 

· The CDBG program uses 24 CFR 85.36 as the principle rule for procurement.
· See the Grant Management Manual, Chapter 8, Procurement for a list of the documents required to be maintained in the CDBG Procurement File.

Check all that apply.

 FORMCHECKBOX 
  Jurisdiction is using in-house staff only for this project.  

      If Yes, skip to next item (#5) below.

    __________________________________________________________________________

 FORMCHECKBOX 
 
Jurisdiction is using the Small Purchase Procurement Method for contracting with a Consultant under the restrictions of CDBG Management Memo 13-05.
If Yes, do not submit anything.  Retain all documentation in jurisdiction’s Procurement Public Information file.  See GMM, Chapter 8, Procurement for a list of the required documentation.
NOTE: Sole Source Procurement is not allowable under Small Purchase Method.
    __________________________________________________________________________

 FORMCHECKBOX 
 
Jurisdiction is using the Sealed Bid Procurement Method for contracting with a Construction Contractor.

If Yes, unless only one bid is received, do not submit anything.  Retain all documentation in jurisdiction’s Procurement Public Information file.  See GMM, Chapter 8, Procurement for a list of the required documentation.
NOTE:  Sole Source Procurement Pre-Approval is required.  See the procurement review documentation identified below:
    __________________________________________________________________________

 FORMCHECKBOX 

Jurisdiction is contracting with a Consultant through a Request for Proposals (RFP), and/or an Architect or Engineer through a Request for Qualifications (RFQ).    

      If Yes, unless only one bid is received, do not submit anything.  Retain all documentation in jurisdiction’s Procurement Public Information file.  See GMM, Chapter 8, Procurement for a list of the required documentation.
NOTE:  Sole Source Procurement Pre-Approval is required.  See the procurement review documentation identified below:
 FORMCHECKBOX 
  Sole Source Procurement Request - If checked, it can only be due to:
 FORMCHECKBOX 
  Available only from a single source in the general region;

 FORMCHECKBOX 
  A matter of immediate urgency not permitting delay; or,

 FORMCHECKBOX 
  Only one qualified or responsive bid to the RFP was submitted.

Submit the following required documentation:
 FORMCHECKBOX 
 RFP 
and/or   
 FORMCHECKBOX 
 RFQ 

 FORMCHECKBOX 
 
Sole Source Approval Request letter from the Authorized Representative, including a detailed narrative of the solicitation process (open, fair and competitive).
 FORMCHECKBOX 

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

 FORMCHECKBOX 

RFP/Q selection process narrative:

a. Did selection criteria or scoring indicate that Lowest Price/Cost was sole determining factor?   FORMCHECKBOX 
 No     FORMCHECKBOX 
  Yes
b. If No, did the RFP/Q indicate a method of determining a “responsive bid?”   

 FORMCHECKBOX 
 No     FORMCHECKBOX 
  Yes 

 FORMCHECKBOX 

Cost analysis, completed prior to issuing RFP/Q (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/Q was delivered to the solicitation list.

 FORMCHECKBOX 

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

 FORMCHECKBOX 

Complete copy of the one bid received. 
 FORMCHECKBOX 

Evaluation and scoring results for respondent/bidder, which matches the selection criteria described in the RFP/Q 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 awarded consultant: 
 FORMCHECKBOX 

Copy of certification(s).
COMMENTS:






  _____ Cleared:   FORMCHECKBOX 
  (HCD use only)      


5. Project Set-Up/Completion Report    
 
The Project Set-Up/Completion Report is the report which conveys the information needed to establish a project-specific account in the Federal Integrated Disbursement and Information System (lDIS). Required for disbursement of funds.


COMMENTS: 






  _____ Cleared:   FORMCHECKBOX 
  (HCD use only)      


GRANTEE IN-HOUSE STAFF ONLY:   
GRANTEE CERTIFICATION
The Grantee certifies that the information provided is true and correct and all documents are in compliance with federal and state CDBG guidelines.  

In-House Staff Signature:  _________________________________________ 

Date:  
Printed Name and Title of Signer:  
 HCD USE ONLY:   
REVIEW COMMENTS: 

Representative:  _________________________________ 
Date:  __________________________

Manager:  ______________________________________
Date:  __________________________
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