CHAPTER 10

REPORTING

I. INTRODUCTION
This chapter provides information on the various reports required to be submitted during the term of a CDBG (Community Development Block Grant) grant and for all CDBG eligible activities funded with Program Income (PI).

II. GRANTEE RESPONSIBILITIES
Each Grantee is responsible for the implementation and monitoring of all CDBG funded activities, whether it is administered by jurisdiction employees or by sub-recipients or consultants and/or contractors.
For all open CDBG grants, contract milestones are to be met and all PI committed to activities in an open CDBG grant is to be totally expended prior to accessing grant funds.
It is the responsibility of the Grantee to ensure:

· The most current available CDBG report forms are used and submitted to the Department by the due date.
· The accuracy of the information provided on all reports.

Failure to accurately complete and submit required reports to CDBG may result in the placement of the grantee on a “hold-out” list, which will preclude the jurisdiction from applying for future CDBG grants and negatively impact the jurisdiction’s rating on the area of performance when competing in response to a Notification of Funds Available (NOFA).
This section provides instructions for completing the required reports.  Please note the due dates provided are the dates by which signed and dated reports are to be delivered to the Department. 

 Please submit an original and one copy of all reports to:

California Department of Housing and Community Development

Community Development Block Grant Program (CDBG)

Fiscal Unit

1800 Third Street, Suite. 330

Sacramento, CA  95811
III. FINANCIAL AND ACCOMPLISHMENT REPORT (FAR)

The Financial & Accomplishment Report (FAR) provides the:
· Status of CDBG funds requested;

· Accrued expenditures;

· Expenditures of Match and Leverage;
· Accomplishments;

· Status of lump sum draw downs;

· Balance of funds requested for residential rehabilitation loans; and

· Amount of interest revenue earned on CDBG advances.

A. Sections I, II and Section VII of the FAR must be completed by all Grantees. Sections III through VI is to be completed if applicable.
B. The FAR is required for all CDBG grants and it is due as follows:
1. Final FAR:  A Final FAR is required to be submitted within 45 days after the expiration date of the grant.  Sections I through V of the report must be completed.
2. Closeout FAR Report:  A fully completed FAR, Section I through V and the Accomplishment Report (page 3 of the FAR), will be used as the closeout report.  The Closeout FAR is due within 90 days after the expiration date of the grant.  The closeout certification letter found on Attachment B must be completed and attached to the closeout FAR.
3. Final and Closeout FAR:  A fully completed FAR can be submitted with both Final and Closeout boxes checked if all the information for the grant closeout is available within 30 days after expiration.
4. The bi-annual FAR:  A fully completed FAR must be submitted for the first report period, July 1 to December 31 and the second report period, January 1 to June 30.  These reports are to be submitted during the duration of the grant and must be submitted by January 31st and July 31st during the term of the Standard Agreement.
C. Instructions for Completing the FAR:
· Grantee, address, and phone number:  Enter the jurisdiction’s name, mailing address, phone number. Note:  Warrants will be mailed to the address shown on the Grantee’s Standard Agreement and not the address show on the above heading.

· Preparer, title, organization, phone number and e-mail address:   Enter the name, and other information requested, of the person to contact regarding questions on the completed FAR. 
· Grant No:  Enter the grant number shown on the Standard Agreement.
· Grant Amend #:  If the grant has been amended, please enter the number of the last amendment.  Show N/A (not applicable) if there are no amendments to the grant.
· Execution and Expiration Date:  Enter the execution date of the grant, located on the bottom right corner of the Standard Agreement, and the date the grant expires.
· SECTION I – Fund Status:  Report Periods are January 1 through June 30, and July 1 through December 31st.  An exception is the initial report, which would be from the execution day of the grant to the end of the reporting period, and the final report, which might have an expiration date before the reporting period ends.

The first FAR on any grant will start on (1) the date permission is given to incur costs or (2) the date of the fully executed Standard Agreement (STD-213A).*
· SECTION I – Part A – Requested Fund Information:  Columns (1) through (8) are to be completed with information from the latest CDBG Funds Request already submitted for reimbursement.
· SECTION I – Part B – Accrued Expenditures & Milestones (only report CDBG funds):
1. Column (1) Contract Activities:  List the grant activities as shown on Page 1 of Exhibit B, Budget Detail and Payment Provisions, of the Standard Agreement.
2. Column (2) HUD Code:  List the HUD Code as shown on Page 1 of Exhibit B, Budget Detail and Payment Provisions, of the Standard Agreement.  If the HUD Code is missing, refer to www.hud.gov/offices/cpd/systems/idis/library/refmanual/index.cfm    Go to access the IDIS Reference Manual under Appendices which contains the HUD Matrix Codes.
3. Column (3) Budget Amount:  List the complete initial Budget as listed on Page 1 under Exhibit B, Budget Detail and Payment Provisions, of the Standard Agreement.
4. Column (4) Previously Reported:  Enter the total accrued expenditures reported on column 6 of the prior report.  The prior report’s ending total must always be the new report’s beginning balance.  Corrections to previously reported, accrued expenditures will be reported in column 5.
5. Column (5) Expenditures This Period:  Enter the amount of accrued expenditures incurred for each activity during the report period.  Corrections to previously reported expenditures will be reported here and could result in a negative amount being reported.  Include an explanation in the comments section when a correction is reported.  Federal regulations require CDBG expenditures be reported on an accrual basis.

6. Column (6) Total Accrued Expenditures:   Enter the sum of columns 4 & 5.  This amount represents the cumulative total CDBG accrued expenditures for each activity.   Be advised that the total accrued expenditures for each activity should be equal to or more than the reported cash disbursed for each activity (Section 1 - Fund Status, Column 7).
7. Column (7) Balance:  Enter the difference of columns 3 & 6.  This amount represents the CDBG grant funds remaining for future expenditures and commitment.
8. Column (8) Percent:  Enter the percentage of accrued expenditures incurred for each activity by dividing column 6 by column 3.
· SECTION II - Expenditure of Match, Leverage & State/Federal Sources:  Leverage committed to the grant is considered a contractual obligation for the jurisdictions and must be expended during the term of the CDBG contract.  If leverage is not expended, it will be considered a performance issue. 
The expenditure of State/Federal Sources will also be reported in this section, although, these funds committed to the grant are not considered a performance issue.
Do not report the expenditure of Program Income committed to an open grant activity in this section.  Program Income is not leverage.  The expenditure of Program Income committed to an activity in an open CDBG grant is to be reported in the Expenditure of Program Income on Activities Associated With This Grant section at the CDBG Funds Request.
1. Column (1) Contract Activities:  List the grant activities as shown at Page 1 of Exhibit B, Budget Detail and Payment Provisions, of the Standard Agreement.
2. Column (2) Funding Source:  List the source of funding of leverage/match for each activity, as shown on Page 2, 3. Leverage, of Exhibit B, Budget Detail and Payment Provisions, of the Standard Agreement.
3. Column (3) Total Budget:  List the amount budgeted for each funding source of leverage/match for each activity, as shown on Page 2, 3. Leverage of Exhibit B, Budget Detail and Payment Provisions, of the Standard Agreement.
4. Column (4) Previously Reported: Enter the expenditures to date reported on column 6 of the prior report.  The prior report’s ending total must always be the new report’s beginning balance.  Corrections to previously reported expenditures will be reported in column 5 and may result in negative amounts being reported.  Include an explanation in the comments section when a correction is reported.
5. Column (5) Expenditures This Period:  Enter the amount expended for each activity during the report period.
6. Column (6) Expenditures to Date:  Enter the sum of columns 4 & 5.

7. Column (7) Percent Expended:  Enter the percentage of grant funds expended for each activity by dividing column 6 by column 3.  
· SECTION III – Residential Rehabilitation Loan Account – Escrow Account:
1. Section 24 -570.511 of the Code of Federal Regulations (CFR), in pertinent part, states grantees may request grant funds for immediate deposit into an escrow account for use in funding loans and grants for the rehabilitation of privately owned residential property.  The Department has determined that a “grantee controlled account”, which is an account established for a specific purpose, meets the intent of the regulation if the required limitations are established to control the source and use of the funds in the account.

2. This section will only be completed by grantees administering a residential rehabilitation grant and are drawing down grant funds on an advance basis.   CDBG funds advanced to a grantee for a residential rehabilitation activity must be deposited into an escrow account, as described below:
· Limited to loans and grants for the rehabilitation of primarily residential property containing no more than four dwelling units.
· Deposits to the escrow account shall not be made until the contract between the property owner and the rehabilitation contractor has been executed.

· The contract between the property owner and the rehabilitation contractor must specify that payments to the contractor shall be made through the escrow account.
· The grant funds requested for housing rehabilitation shall be deposited into one interest bearing account with a financial institution.  Separate bank accounts shall not be established for individual loans and grants.
· The amount of funds deposited into an escrow account shall be limited to the amount expected to be disbursed within 22 working days (Federal regulations stipulate 10 working days) from the date of deposit.
· Funds in the escrow account exceeding the 22 days cash needs, for whatever reason, must be immediately transferred to the program account.
· Funds deposited into an escrow account shall be used only to pay the actual costs of rehabilitation incurred by the owner under the contract with a private contractor.  Other eligible rehabilitation costs shall be paid under normal CDBG payment procedures.
· The interest earned on escrow accounts, less any service charges for the account, shall be returned to the Department at least quarterly.  Please refer to Section IV.
· SECTION IV – Interest Revenue Earned on Advances:
1. Federal regulations require that money advanced to the grantee be deposited into an interest bearing account, and that the interest revenue earned on Federal funds be returned at least quarterly.  The first $100 earned on all Federal funds, not only interest revenue from CDBG funds, may be kept for the jurisdiction’s administrative costs.  The interest revenue earned on CDBG funds will be submitted to the Department at least quarterly.
2. Interest revenue earned on lump sum draw-downs may not have to be returned to the Department and is discussed in Section V.

· SECTION V -  Lump Sum Report:
1. Certain conditions apply to lump sum draw down cash requests:
· Department approval must be obtained prior to submission of the lump sum draw down agreement with the local financial institution.
· Use the standard fund request method to request the funds, but a lump sum report, Section V, must also be completed.

· Funds must be deposited immediately into the lump sum interest bearing account.
· The entire amount of the lump sum amount stipulated in the lump sum draw down agreement with the financial institution must be drawn down in one cash request.
· The first housing rehabilitation loan has to be approved within 45 days of the lump sum deposit into the local financial institution.
· Twenty five percent (25%) of the deposit must be expended within 180 days of the deposit.

2. Federal regulations, Section 24 CFR 570.513, in pertinent part, states grantees may obtain funds for a Housing Rehabilitation activity by means of a lump sum draw down payment option.  General administration and activity delivery portions of the CDBG grant must be requested using the regular advance or reimbursement methods discussed in Section I.
	Substantial Disbursement 

	1st year of agreement - 35% funds disbursed

	18 months of agreement - 75% funds disbursed

	2nd year of agreement - 100% funds disbursed


3. Part A - Lump Sum Draw Down Agreement Information:  This information will be used to verify the lump sum requirements are being met.  The option to do a Lump Sum Draw Down is only available for the activity of Housing Rehabilitation and detailed information is found at Chapter 16 of the CDBG Grant Management Manual.
4. Part B - Fund Reconciliation:  This information summarizes the financial status of the lump sum account as of the end of the report period and reports the amount available for additional housing rehabilitation loans.  Interest earned on lump sum deposits and payments on loans made from such deposits are program income and, during the period of the agreement, shall be used for rehabilitation loans.  The program income earned will be used before grant funds are expended.
5. Part C - Financial Institution Contribution:  Check one or more benefits provided by the financial institution.

· Commitment of private funds at below market interest rate (BMIR), at higher than normal risk, or with longer than normal repayment periods.
· Administrative Services is the provision of administrative services in support of the rehabilitation program at no cost or at lower than actual cost.
· Bank Contribution is the leverage of the deposited funds so that private funds are committed for loans in the rehabilitation program in an amount substantially in excess of the amount of the lump sum deposit.  Report the amount committed by the bank.

· SECTION VI – Comments:  Include all explanations in this section.  Include any explanations or comments to clarify information submitted.
· SECTION VII – Accomplishment Narrative:  Accomplishment narratives are required for each quarter within each report period.  Enter the beginning and ending dates of the respective quarter.  Enter the names of the contract activities and the corresponding HUD codes in both sections.  These should be the same in both sections.  In each activity insert a brief description of progress made during each of the quarter.  Specify significant changes, problems encountered, or milestones met, such as: “Construction of Sr. Center underway”; or “NEPA clearance obtained - construction to begin within 30 days”; or “Construction delayed due to flooding”, etc.  Please make every effort to keep the length of your narrative confined to the space provided.
This information will be entered into HUD’s Integrated Disbursement and Information System (IDIS) to be reported directly to HUD listing the accomplishments/progress for each CDBG funded activity each quarter during the duration of the grant.
· Grantee Certification:  The report must be signed by an authorized member of the grantee’s staff.  The reports cannot be signed by a contractor or sub-recipient or consultant.

Form #: Fiscal-1 

  Revised:                 (6/2003)
CDBG Financial and Accomplishment Report (FAR)
(Due Semi-Annually and at Closeout)

Grantee:   



Preparer:  




Grant No.:






Address:




Title:





Grant Amend. #:











Organization:




Start Date:




 FORMCHECKBOX 
  Final FAR 

Phone:




Phone:    




Expiration Date:
______________________
 FORMCHECKBOX 
  Closeout Report





E-Mail Address
_____________________

CDBG Rep:
________________

Section I – Fund Status




Report Period:
From:



To:
	Section 1 Part A – Requested Fund Information

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)

	Contract Activities
	HUD

Code
	Budgeted Amount
	Total Requested

To Date
	Total CDBG Funds

Received
	CDBG Funds Requested Not Received
	Total CDBG

Funds Disbursed
	*CDBG Funds On- Hand

(Col. 5 - 7)

	1-
	
	
	
	
	
	
	

	2-
	
	
	
	
	
	
	

	3-
	
	
	
	
	
	
	

	4-
	
	
	
	
	
	
	

	5-
	
	
	
	
	
	
	

	6-
	
	
	
	
	
	
	

	7-
	
	
	
	
	
	
	

	Total
	
	$
	$
	$
	$
	$
	$

	*Note:  If Funds-on-Hand exceeds $5,000, please explain why in Section VI – Comments.

	Section 1 Part B – Accrued Expenditures & Milestones

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)

	Contract Activities
	HUD

Code
	Budget Amount
	Previously Reported
	Expenditures

This Period
	Total Accrued

Expenditures
	Balance

(Col. 3 – 6)
	Percent

(Col. 6 / 3)

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	Total
	
	$
	$
	$
	$
	$
	$


Section II – Expenditure of Match, Leverage & State/Federal Sources





	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)

	Contract Activities
	Funding Source
	Total Budget
	Previously Reported
	Expended this Reporting Period
	Expenditures to Date

(Col. 4 +5)
	Percent Expended

(Col. 6/3)

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	

	4. 
	
	
	
	
	
	

	5. 
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	Total
	
	$
	$
	$
	$
	


CDBG Financial and Accomplishment Report (FAR)

Page 2 of 3

Section III- Residential Rehabilitation Loan Account  (if applicable)

Report Period: From:

To:

	Report the cash received on an advance basis for the Residential Rehabilitation Activity..........................................................................…$__________________________________________

Report the actual amount paid to contractors for Rehabilitation services........................................................................................................$__________________________________________

Balance Remaining for the Residential Rehabilitation Activity.........................................................................................................................$__________________________________________

Is the remaining balance in a rehabilitation loan account?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No.  Will balance be expended within 22 working days of deposit?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No.  If no, explain in Comments Section.


Section IV - Interest Revenue Earned on Advances  (if applicable)

Report Period: From:

To:

	Report the total amount of interest revenue earned on CDBG advances:  $___________________________
	Note:  Do not return interest from lump sum draw down.  However, DO include the interest from escrow accounts required for Residential Rehabilitation Activities

	Report the total amount of interest revenue returned to the Department:  $_____________________________
	


Section V - Lump Sum Report  (if applicable)




Report Period: From:

To:
	Part A - Lump Sum draw down agreement Information
	
	Part B - Fund Reconciliation
	
	Part C - Financial 

Institution Contribution

	1.  Date Agreement Approved by HCD:
	
	
	1.  Lump Sum Deposit: Requested:
	
	
	 FORMCHECKBOX 
 BMIR          FORMCHECKBOX 
Admin. Services

	2.  Date Agreement Executed:
	
	
	2.  Repayment of P & I:
	
	
	 FORMCHECKBOX 
 Bank Contribution: $_____________

	3.  Term of Agreement (not to exceed 2 yrs.):
	
	
	3.  Interest from deposit:
	
	
	Provide narrative of progress to date:

	4.  Date of deposit into financial institution:
	
	
	4.  Total (1+2+3):
	
	
	

	5.  Date 45 days past date in line 4:
	
	
	5.  Total Loaned:
	
	
	

	6.  Date 1st loan approved:
	
	
	6.  Total Available (4-5):
	
	
	

	7.  Date 180 days past date in line 4:
	
	
	
	
	
	

	8.  Percent disbursed by 180th day:
	
	
	
	
	
	

	
	
	
	
	
	
	


Section VI- Comments:

	

	

	

	

	

	


CDBG Financial and Accomplishment Report (FAR)
Page 3 of 3

Grantee: __________________________
Grant #: ___________________





Report Period: From:_________
To:_________

Section VII - ACCOMPLISHMENT NARRATIVE (Significant Changes; Problems Encountered; Milestones Met.   Please refer to instructions.):

First Quarter of the Semi-annual Report Period.  From: ____________ To: ___________

	Contract Activities
	HUD Code
	Narrative Accomplishments

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6.
	
	

	7.
	
	


Second Quarter of the Semi-annual Report Period.  From: ___________ To: ___________

	Contract Activities
	HUD Code
	Narrative Accomplishments

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6.
	
	

	7.
	
	


Grantee Certification:

	FOR HCD USE ONLY

CDBG Rep.:_______________

Approval Date:_____________


I certify to the best of my knowledge this report is true in all respects.  The reported

amounts agree with the official accounting records and all disbursements have been

made to meet the purposes and conditions of this grant.

Name:






Title:




____
Signature:





Date:




____

IV. RETURNED FUNDS FORM

State of California, Department of Housing & Community Development



(Grantee Letterhead)
Date:
Department of Housing and Community Development (HCD)

Financial Assistance Division

Community Development Block Grant (CDBG)

1800 – 3rd Street, Suite 330

Sacramento, CA  95811
Attn:  Fiscal Unit:

RE:  Warrant for CDBG Grant No.  _________________

Please find attached a copy of the warrant, original sent to HCD - Accounting Department, for $_________________.   

The warrant is being sent to HCD for the following reason(s):

 FORMCHECKBOX 
   The return of $___ of interest earned on CDBG funds advanced to the grantee.

 FORMCHECKBOX 
   The temporary return of $___  of excess CDBG funds requested.  
       The returned funds will be drawn down at a later date.  

The returned funds were requested for the following activities:

	Program

Activity
	HUD

Code
	Total Requested

by Activity
	Amount Returned

by Activity
	Net Funds Requested

(Cols. 3 minus 4)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 FORMCHECKBOX 
  The return of $___ of unused CDBG grant funds. 
       Please disencumber these funds from the grant.


	Program

Activity
	HUD

Code
	Total Requested

by Activity
	Amount Returned

by Activity
	Net Funds Requested

(Cols. 3 minus 4)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please contact me at (enter e-mail address and telephone number) if you have any questions.

Sincerely,

Name and Title







V. RETURN OF CDBG FUNDS AND INTEREST REVENUE
Federal regulation 24 CFR 570.489(c) (1) requires local grantees to “use procedures to minimize the time elapsing between the transfer of funds by the State (to the grantee) and disbursement for CDBG activities.”

When funds-on-hand exceeds $5,000, and the excess cannot be justified (that is, it will not be expended within a reasonable time period), you must return the excess to the Department.  

Federal regulations also require the return of interest revenue earned on CDBG advances.  The interest revenue must be returned to the Department at least quarterly, except interest earned on the lump sum account.  Interest earned on the lump sum account is considered program income and is retained in the lump sum draw down account for the term of the grant.  Any unused grant funds held by a grantee must also be returned to the Department when the grant expires.

Make the check payable to: California Department of Housing and Community Development and mail to:




California Department of Housing and Community Development




Administration & Management Division




Accounting Office - Cashier




P. O. Box 952050




Sacramento, CA  94252-2050

Complete the cover letter found on Attachment A.  Send a copy of the warrant and cover letter to:


California Department of Housing and Community Development


Financial Assistance Division


CDBG Program – Fiscal Unit

1800 – 3rd Street, Suite 330



Sacramento, CA  95811

VI. Disencumbrance of Funds 



(Grantee Letterhead)
Date:

California Department of Housing and Community Development



Financial Assistance Division
CDBG Program – Fiscal Unit

1800 – 3rd Street, Suite 330
Sacramento, CA  95811
RE:  CDBG Grant No.  _________________
Please disencumber unused CDBG Grant Funds.

	Program

Activity
	HUD 

Code
	      Budgeted

      Amounts
	  Amount To Be

  Disencumbered
	          Balance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	


Please contact me at (enter e-mail address and telephone number) if you have any questions.
Sincerely,
Name and Title

VII. Closeout Certification Form
(Grantee Letterhead)

Name of CDBG Program Representative
California Department of Housing and Community Development

Financial Assistance Division
CDBG Program
1800 – 3rd Street, Suite 330

Sacramento, CA  95811


RE: CLOSEOUT CERTIFICATION of CDBG Grant No. ______________

It is hereby certified that all activities undertaken by the Grantee with funds provided under the above grant agreement have, to the best of my knowledge, been carried out in accordance with the grant agreement; that proper provision has been made by the Grantee for the payment of all costs and claims; that the State of California is under no obligation to make further payment to the Grantee under the grant agreement; and that every statement and amounts set forth in the attached final CDBG Financial and Accomplishment Report is, to the best of my knowledge, true and correct. 

Any property acquired in whole or in part with CDBG funds or CDBG Program Income shall be accounted for in accordance with the provisions of Section 7118 and 7104 of the State CDBG regulations pertaining to property management and program income.  Please list any property acquired in whole or in part with grant funds or program income expended for the grant or, if applicable, state “none” acquired.  Please see Chapter 19, Property Management, in the Grants Management Manual for more detailed instructions.

Note:  Future disposition of this property shall be carried out in accordance with Section 7118 of the State CDBG Regulations.  Please see CFR 24 Sec. 570.505 Use of real property for instructions.

	1.
	4.

	2.
	5.

	3.
	6.


The Grantee shall continue to comply with the State CDBG program income reporting requirements.

All costs incurred subsequent to the most recent annual audit period will be audited at the time the Grantee’s next annual audit is conducted in accordance with OMB Circular A-133.  The Grantee will resolve any audit findings relating to both the program and financial aspects of the grant.  In the event there are any costs which are disallowed by this audit or any subsequent audits which cover CDBG expenditures, and which are sustained by the Department of Housing and Community Development, the amount of such costs shall be returned to HCD.

	Date:
	Typed Name and Title of Authorized Grantee Representative:
	Signature of Authorized Grantee Representative:

	
	Name:
	

	
	Title:
	


VIII. GRANTEE PERFORMANCE REPORT
The Grantee Performance Report (GPR) requests information required by the U.S. Department of Housing and Urban Development (HUD) to implement performance measurements as described in Federal Register notice 71 FR 4970 N 02 and other reporting requirements. 

The GPR is designed to collect one year of information on each “activity” funded with a Standard Agreement or with Program Income.  For the purposes of the GPR a report period is defined as the fiscal year from July 1 to June 30th.  The Department of Housing and Community Development (HCD) is required to report on each jurisdiction’s progress on each activity administered by a local jurisdiction via HUD’s Integrated Disbursement and Information System (IDIS).  HUD will also not allow the State to close out an activity and provide a final payment when information is omitted in IDIS.  

A. Grantee Performance Report Due Dates:
The GPR is required for all open and active Community Development Block Grant (CDBG) contracts and it is due as follows:

i. Annual GPR: Must be submitted for the first report period representing the time period July 1 to June 30, even if there was no benefit yet.  An Annual Report is required once a year for every activity. The Annual GPR is -  Due July 31 of each year.
ii. The Final GPR is due within 90 days after Expiration or Completion as described in the Standard Agreement.
iii. A separate GPR is required for each Standard Agreement being administered by a jurisdiction.
B. General Instructions for Completing the GPR: 

A GPR Excel workbook was developed for reporting the GPR to permit flexibility to save and reuse the document.  Do not alter or edit the form.  Do not leave any required field blank.  The form is designed according to the screens and data needed by IDIS.  Leaving fields blank may limit the ability to navigate through certain IDIS screens.  
1. General Information:  Complete all questions concerning each activity.  

At the top of each page, provide the correct contract (Standard Agreement) number and indicate the fiscal year.  For those jurisdictions that are administering revolving loan accounts (RLA) indicate “Program Income” in the field titled Standard Agreement.  Each RLA will be an activity in the “Program Income” GPR report (i.e. Matrix: 14A Housing Rehabilitation or 13 Homebuyers Assistance).    Indicate if the report is an “Annual Report” or a “Final Report”.  This will assure the information is properly placed into IDIS for the activity.  Each activity is reported separately. HUD provides more information about each activity in the IDIS reference manual:  http://www.hud.gov/offices/cpd/systems/idis/library/refmanual/ref_man_b.pdf
The GPR includes periodic reference in the margin to the right of the page that represents the computer screen number in IDIS (i.e. IDIS cdbg 01).  Additional information is available about each question and screen at Chapter 8 of the IDIS Reference Manual.  The Information is available at HUD’s website at: http://www.hud.gov/utilities/intercept.cfm?/offices/cpd/systems/idis/library/refmanual/ref_man_8.pdf.

2. Reporting Activities and National Objectives:  The GPR was developed with nine different (9) pages from which to report on an activity.  Each “page” (Excel sheet) pertains to different set of activities that may use the page to report on an activity.  There are a number of similar questions at the beginning of each page, but the pages also require specific information for that activity.  Each page is organized based on the screen path in IDIS, and IDIS is organized by National Objective Codes that are determined when the activity is awarded.  This can be observed in the GPR Introduction and Summary page where two columns of radio buttons are present and when selected direct you to different questions based on the National Objective for the activity.  Please review and make sure the correct button is selected to report on the correct page.  The following is a list of pages:

a) Acquisition and Preparation
b) Home Buyers Assistance
c) Public Improvements In Support of Housing
d) Housing Rehabilitation (All)
e) Housing Services
f) Public Facility-Improvement
g) Public Service
h) Business Assist & Infrastructure
i) Micro Enterprise
When clicking on the correct page to report on a single activity, it will begin with a list of all the activities that may be reported on the page.  Simply check the box for the activity being reported and begin addressing the questions.  Ensure the correct year and Standard Agreement number are transferred to the top of the page being completed.  If the year and Standard Agreement number are missing, include them at the top on each page submitted for the GPR.

C. Introduction & Summary Page and Submitting the GPR:
On the introductory page of the GPR is a list of all the activities and their activity matrix code number.  This represents all activities currently offered under the State of California’s CDBG program.  Check the box(es) for all CDBG activities currently administered by the Standard Agreement to be reported.  The activity description and HUD (matrix code number) are identified in Exhibit B of the Standard Agreement.  After checking off all activities to be reported, click the button to the right of the activity and you will be directed to the correct page (Excel sheet) to report each activity.  

Complete one page for each activity in the Standard Agreement.  If more than one activity requires the same page in the GPR (for example, two Public Service activities), a duplicate page will need to be created and used. The entire page is to be copied and pasted into a new blank workbook sheet.  

1. SUBMITTING GPR Once the GPR is completed, submit it by e-mail attachment to the Department.  We still require an Introduction and Summary page that includes an original signature in blue ink, certifying all the information to be true and accurate.  Sign the Introduction and Summary page and submit this page to the Department by mail.  The entire GPR workbook with the data can be sent by email attachment to the following address:  cdbg@hcd.ca.gov  Keep any and all supporting documentation for the report for any future reference and review as required by the Department.

2. PRINTING   If you decide to print the entire workbook, you may want to select just the pages you require for the report.  The entire workbook has nine (9) worksheets with multiple pages and there are five (5) appendix pages for each of the nine (9) worksheets.
D. Common Sections of the GPR:
The following sections are included on each page of the GPR.  They are common to all activities and represent required fields in IDIS:

1. Program Description (idis cdbg 06):  A series of questions are consolidated into this Section.  Check off any descriptions that apply and continue to complete the form.  If a question requires an Appendix, check the box to the right of the question and click the button with the Appendix number to be directed to this section of the page.  The appendices are within the page so that all information concerning the activity remains on one page of the report.  The following questions must be addressed for each activity:

a) One-for-One Replacement (Reconstruction) – If the activity involves one-for-one replacement due to a planned demolition, check the box to the right and use the button to be directed to Appendix A to provide additional information on this activity.  Use this Appendix if the acquisition and relocation regulations under the Uniform Relocation Act and §104(d)  of the Housing and Community Development Act (HCDA) Residential Anti-displacement and Relocation Assistance Plan requirements apply when replacing any demolished or converted units.
b) Special Assessment – If the activity is a public improvement where part or all the costs will be recaptured through a fee charged to residents that do not qualify as beneficiaries, indicate by checking the box.

c) Displacement – IDIS requires additional information on an activity that involves displacement (any household, business, farm or nonprofit organization that is moved permanently from real property as a direct result of rehabilitation, demolition or acquisition of any CDBG assisted activity.  This activity also requires additional information to be provided on the displacement page (Appendix B).
d) Revolving Fund/Revolving Loan Account (RLA) – Check the box if this activity has an RLA account that is being used to carry out the activity for which it generates payments and income for future activities.

e) Favored Area – Check the box if this activity is an economic development activity that is of important national interest and is excluded from the aggregate benefit test.  Applies only to matrix codes 18a and 18b.

f) Colonia – Check the box if the activity is being administered by a Colonia that is defined as a jurisdiction located within 150 miles of the U.S. – Mexico border.

g) Brownfield Activity (number of Acres) – Check the box if the activity is located in a designated Brownfield Area (defined as under-utilized and has environmental contamination).  Include the number of acres being remediated.

h) Historic Preservation Area – Check the box if the activity is located in an area that is designated as Historic Preservation site.

i) Presidential Declared Disaster – Check the box if the activity is part of a federally declared disaster.

j) Multi-Unit Housing – Check the box if the activity includes Multi-Unit Housing (2+ Units/structure).

k) Rental Housing – Check the box if the activity involves rental housing.  

l) Presumed Benefit (Limited Clientele)  - Check the box if the activity has a national objective of Low and Moderate Clientele (LMC) and serves a category of persons that are presumed to be of low- to moderate-income due to the nature of the activity or the type of people served.  Types of limited clientele include: abused children, battered spouses, elderly persons, severely disabled, illiterate adults, persons living with AIDS, homeless persons and migrant farm workers.  An example of presumed benefit based on nature and location would be a daycare center located within a low income housing project serving residents of the project.

m) Subrecipient Agreement  - Check the box if an approved subrecipient agreement is being used with a third party to assist in administration of the CDBG activity.  Additional information is required about the subrecipient on the Subrecipient form (Appendix C).
n) Slum and Blight – Check the box if the area of service is located in an area designated as slum and blight.  Additional information is required about the area and should be reported on the Slum and Blight Form (Appendix D).
2. Section 3 – Economic Opportunity for Low and Very-Low:  If grant funds and/or program income is used in excess of $200,000 per year towards housing rehabilitation, housing construction, or public construction, then a Section 3 report may be required.  This also includes payment towards local staff administering the CDBG program.  The GPR will assist local jurisdictions in making this determination by addressing the two questions in this section: 1) Indicate if the size of your project is over $200,000 in CDBG funds, and 2) Indicate if a prime and/or subcontract contract was used in an amount greater than $100,000.  If you answer “yes” to both questions, than Section 3 reporting requirements (HUD 24 CFR §135) apply and a Section 3 report is required.  Attach the Section 3 report to the GPR and submit them to the Department.  For more information from the Code of Federal Regulations go to: http://www.access.gpo.gov/nara/cfr/waisidx_07/24cfr135_07.html.  The Section 3 report form can be found at the following web address: http://www.hud.gov/offices/fheo/section3/rev_60002_final.pdf
3. Minority Contractor Information:  Based on the funding award for this activity, indicate the amount of funds awarded to minority business enterprise (MBE) or women business enterprises (WBE).

4. Type of Assistance (idis cdbg 05):  HUD requires this information on the result of funding this award.  The questions on each of the nine pages are designed to provide further detail about the program and accomplishments.  The following questions apply to all activities:

a) Please indicate if the activity is in the form of loan(s) or grant(s), or both.

b) Indicate the number of grants and/or loans provided under this activity.

c) If loan(s) were provided, enter the interest rate, amortization period in months, and the loan size.  If a number of loans are made with different loan sizes, interest rates and amortization periods (in months), provide the total monies loaned, the average interest rate and the average amortization period. Ensure you enter numeric characters for the fields.  

d) If the program offers a deferred payment or a loan forgiveness feature, indicate the average interest rate applied until forgiveness or the deferral.  Indicate the average period of months in the note(s) and/or regulatory agreement(s), and indicate the total monies loaned.  Ensure you enter numeric characters only in the fields.  

5. Direct Benefit – Race (cdbg08):  IDIS requires jurisdictions to report on race and income information at least once a year on beneficiaries who receive assistance.  There are two columns provided with one identified and titled “Hisp”.  This abbreviation represents Hispanic that is no longer considered a race category, but an ethnic category that must be associated with a particular race.  Jurisdictions need to provide a total for each race classification and then provide the number of those who consider themselves Hispanic.  

Please note that some GPR pages appear different depending on which accomplishment type code is required for the activity.  An example of two accomplishment types is “Households” and “People”.  The accomplishment type of households is primarily used to report on housing activities and the accomplishment type people is used primarily to report on non-housing activities.  
6. Income Levels (cdbg13):  Indicate the various income levels of persons or households benefiting from the CDBG activity. To provide this information, records should be maintained to substantiate the level of income.  For activities that are funded under a National Objective of Low and Moderate Area (LMA) or a Slums and Blight Area (SBA) local jurisdictions may use census data to extrapolate the race information of those benefiting from the activity.  For LMH activities, income is based on households and for all other national objectives the income is based on the person.  CDBG uses “Section 8 Annual Income” as the operative definition (24 CFR Part 5).  In this section, indicate the number of persons/households benefiting from this activity whose income was considered:
a) Extremely Low – the persons/households benefiting with family gross income that is at or below 30% of the median income for the County.
b) Low – the persons/households benefiting with family gross income between 31% to 50% of the median income for the County.
c) Moderate – the persons/households benefiting with family gross income that is between 51% to 80% of the median income for the County.
d) Greater than moderate – the persons/households benefiting with family gross income that is over 80% of the median income for the County.
e) Total Persons/Households – Indicate the total for all income categories being reported. 
The column to the far right request the number of persons or households based on income level for all years of the activity.  This will indicate the total number of persons or households that have benefited from this activity over the entire term of contract.   

E. Individual Activity Pages:
The following questions and information is in addition to the common information already discussed above (pages 1-6).  The following sections are specific to each of the nine pages of the GPR and the type of activity (Matrix Code) being reported:      
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ACQUISITION AND PREPARATION OF REAL PROPERTY

A number of activities concerning “Acquisition and Preparation of Real Property” are located on this page.  Check off which of the following activities will be reported:   

(01)
Acquisition of Real Property

(02)
Disposition

(04)
Clearance and Demolition

(04A)
Cleanup of Contaminated Sites

(12)
Construction Housing

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels already addressed on pages 2-6 above.  There are four additional sections on this page for Acquisition and Preparation of Real Property.  The four sections include: 1) Multi-Unit Housing, 2) Activities in Support of Housing for Owner Units, 3) Activities in Support of Housing for Rental Units, and 4) Rehabilitation of Owner Units.  Not all Sections are required for each activity.   

Multi-Unit Housing (idis cdbg 14)

Special attention must be paid to properly identifying any multi-family housing activity.  If the activity has a National Objective Code for Low and Moderate Housing (LMH), and if the project has more than two units per structure, this section of the form must be completed.  Do not complete this section if the activity is for single unit residential.  

If the project includes multi-unit housing (more than two units per structure), then provide information on the number of units at three different stages.  The first stage includes the total number of units at the beginning of the activity or since the last GPR report.  This number represents the total number of units available, the number of units occupied, and the number of occupied units designated low and moderate income units.  The second stage requests information on the number of units that are or anticipated to be completed during this report period.  The number should represent the number of new or rehabilitated units added since the beginning of the report period.  A report period is represented as the fiscal year from July 1 to June 30th.  The last stage pertains to the Final GPR where the total accumulated number of units is reported for the activity.  The final numbers represent the total units for the entire grant term.  This accumulative total represents all units for the entire grant term period for all years of the activity.  
Activities in Support of Housing - Owner Units (idis cdbg 22 & 23)

Complete this section when the activity being conducted is in support of housing of owner units.  An example would be acquisition of real property with the ultimate purposed of providing owner units.  This section also applies when addressing slum and blight (designation of an area or spot basis) or when addressing an urgent need. It should not be used if monies are used for the actual units. 

1.
Indicate the number of total owner units. 

2.
Of the total owner units, indicate the number of: 

a. 
Affordable units.  

b.
the number that qualified as Energy Star units.  

c.
the number of Section 504 accessible units.  

3.
For the affordable units, indicate the number of years of affordability guaranteed.  

4.
Of the total owner units, indicate the number of households previously living in subsidized housing.

5.
Out of the units that are affordable:


a.
Indicate the number of units occupied by the elderly.

b.
Indicate the number of units that were designated for persons with HIV/AIDS.

c.
Of the HIV/AID units, indicate the number of units for chronically homeless.

6. Indicate the number of units specifically designated for the homeless.


a.
Of those, indicate the number specifically for chronically homeless.

Activities in Support of Housing - Rental Units (idis cdbg 18 &19)

Complete this section when this activity includes projects with rental units.  For example, when monies are used for the Acquisition of Real Property (01) and the project will include rental units, HUD requires the Department to report on the number of units.  For this page:

1. Indicate the total rental units constructed.

2. Out of the total rental units constructed, indicate the number designated as: 

a. Affordable units.

b. Section 504 accessible: - Indicate out of the total rental units, the number of units that were constructed to be Section 504 accessible.

c. Units that met Energy Star Standards: - Indicate out of the total rental units the number of units that met Energy Star Standards.

d. Units designated for persons with HIV/AIDS, including units receiving assistance for operations.

e. Of those listed as HIV/AIDS, specify the number for the chronically homeless.

3. Out of the total rental units, indicate the number of permanent housing units designated for homeless persons and families including units receiving assistance for operations.

a.
Of the total rental units, how many were designated for homeless persons and/or families, including units receiving assistance for operations, which were made available to the chronically homeless?

4. Of the number of Affordable Units, indicate: 

a. How many were occupied by the elderly.

b. The number of units that were subsidized with project-based rental assistance from federal, State or local program sources of funds.

c. The number of years the units will have affordability restrictions.    

Homeowner Rehabilitation (IDIS CDBG 24) 

Complete this section when activities identified at the top of the form have the ultimate purpose of rehabilitation of homeowner units.  An example would be the Acquisition of Real Property (01) where the funds are used for the acquisition of property with a rehabilitation purpose.  This section should not be used when funds are used for the actual cost associated with the Homeowner Rehabilitation, only when funds are used for the acquisition, clearance or demolition that is required for the final purpose that will include homeowner rehabilitation.  For this page:

1.
Indicate the total number of owner units to be rehabilitated

2.
Of the total owner units indicate: 


a.
The number of units occupied by the elderly.

b.
The number of units moved from substandard to standard (HQS or local code).

c.
The number of units that qualified as Energy Star.

d.
The number of units that were 504 accessible.

e.
The number of units that were brought into compliance with lead safety rules (24 CFR Part 35).  
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HOMEOWNERSHIP ASSISTANCE
Since CDBG funds a number of Homebuyer assistance activities, this page was developed specifically to report on this activity.  Check off which activity is being reported for one of the following activities:

(05R)
Homeownership Assistance – not direct

(13)
Direct Homeownership Assistance

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels that have been addressed on pages 2-6 above.  Answer the questions that apply to this activity by checking off the box to the right and when necessary, complete any appendix required.  Each worksheet includes Direct Benefit information such as race and the income levels of those being served.  There are two additional sections called Housing – Public Service and Direct Financial Assistance to Homebuyers.

Housing – Public Service (cdbg 17A)

Complete this section when a Homeownership Assistance activity is administered as a service.  Effective December 11, 1995, homeownership under (05R) is limited to only a homebuyer down payment assistance program.  In this section, HUD requests the following:

1.
Indicate the number of persons/households assisted, according to the following:

a.
Total being served for the program year.

b.
Now have new access to this type of service or benefit. 

c.
Now have improved access to this type of service or benefit.

d.
Now receive a service or benefit that is no longer substandard. 

Direct Financial Assistance To Homebuyers (idis cdbg 25)

Complete this section when a jurisdiction is providing direct home ownership (05R) or indirect home ownership (13).  

1) Indicate the total number of homebuyer households.

2) Out of the total number of homebuyers assisted:

a. Indicate the number of homebuyers purchasing for the first-time.

b. Of the first-time homebuyers, what number received housing counseling?

3) Indicate from the total number homebuyer households, what number were receiving down payment assistance/closing costs.
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PUBLIC IMPROVEMENT IN SUPPORT OF HOUSING
Complete this section when the public improvement activity is developed in “support of housing”.  There are two possible pages in which to report on one of the following activities.  For those activities where the National Objective Code is Low and Moderate Housing (LMH) and it includes a public improvement in support of housing, use this page.  If the activity is under a different National Objective, then report the activity under Public Facilities and Improvements (Page 6).  Use this worksheet to report on the following activities in support of housing:

(03)
Public Facilities & Improvements

(03H)
Solid Waste Disposal Improvement

(03I)
Flood Drainage Improvement

(03J)
Water/Sewer Improvement

(03K)
Street Improvement

(03L)
Sidewalk Improvements

(03N)
Tree Planting

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels that have been addressed on pages 2-6.  Answer the questions that apply to this activity by checking off the box to the right and when necessary, complete any appendix that may be required.  Each worksheet includes Direct Benefit information such as race and the income levels of those being served.  The two additional sections required for this worksheet are Public Facilities and Improvements In Support of Housing and Multi-Unit Housing.  

Public Facilities and Improvements In Support of Housing (idis cdbg 17b)  

1.
Indicate the number of persons/households assisted of which: 


a.
Total benefiting for the program year

b.
Now have new access to this type of public facility or infrastructure improvement. 

c.
Now have improved access to this type of public facility or infrastructure improvement.

d.
That is served by the public facility or public improvement that is no longer substandard. 

2.
Some activities where persons benefit from the public facilities may include overnight shelters or other emergency housing.  Indicate the number of beds that were created in the overnight shelter or other emergency housing.   

Multi-Unit Housing (idis cdbg 14)

If the project includes Multi-unit housing (more than two units per structure), then provide information on the number of units at three different stages.  The first stage includes the total number of units at the beginning of the activity or since the last GPR report.  This number represents the total number of units available, the number of units occupied, and the number of occupied units designated low and moderate income units.  The second stage requests information on the number of units that are or anticipated to be completed during this report period.  The number should represent the number of new or rehabilitated units added since the beginning of the report period.  A report period is represented as the fiscal year from July 1 to June 30th.  The last stage pertains to the Final GPR where the total accumulated number of units is reported for the activity.  The final numbers represent the total units for the entire grant term.  This accumulative total represents all units for the entire grant term period for all years of the activity
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HOUSING REHABILITATION

A number of activities that address “Housing Rehabilitation” were placed on this page.  Check off the activity to the right for one of the following activities: 

(14a) 
 Rehabilitation – Single Unit Residential

(14b)  
Rehabilitation – Multi-Unit Residential

(14c) 
Public Housing Modernization
(14d)
Rehabilitation – Public Owner Residential Buildings

(14f) 
Energy Efficiency Improvements
(14g)  
Acquisition for Rehabilitation

(14i) 
 Lead Based Paint, Hazards Test Abatement

(16a) 
 Residential Historic Preservation

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels already addressed on pages 2-6 above.  Complete the questions that apply to this activity by checking off the box to the right and when necessary, complete any appendix that may be required.  Each worksheet includes Direct Benefit information such as race and the income levels of those being served.  There are four additional sections for this worksheet that include Rehabilitation Homeowner & Rental, Homeowner Rehabilitation, Multi-Unit Housing and Rehabilitation of Rental Units. 

Rehabilitation of Units (cdbg 9)

This section is required for all activities identified above except 14e and 14i.  Indicate if the activity offers a specific program with one of following services: 

a. Installed security devices;

b. Installed smoke detectors; 

c. Performed emergency housing repairs; 

d. Provided supplies and equipment for painting houses; or 

e. Operated a tool lending library.

Only complete this section if the activity was set up to offer a specific program that is limited to installing these devices.  Do not report on an activity under a rehabilitation program that happens to include one or more of these features.  HUD is attempting to identify programs specifically established with one of the above features. 

Rehabilitation of the Owner Units (IDIS CDBG 24) 

This section applies to activities identified at the top of the page that include the rehabilitation of homeowner units.  This section should be addressed when the CDBG funds are used for the actual cost associated with the homeowner units being rehabilitated.  Skip this section and move on to the next section if the activity does not include the rehabilitation of homeowner units.  For this page:

1. Indicate the total number of owner units.

2. Of the total owner units:

a. Indicate the number of units occupied by the elderly.

b. Indicate the number of units moved from substandard to standard (HQS or local code).

c. Indicate the number of units that qualified as Energy Star.

d. Indicate the number of units that were 504 accessible.

e. Indicate the number of units that were brought into compliance with lead safety rules (24 CFR Part 35).  
Multi-Unit Housing (idis cdbg 14)

If the project includes Multi-unit housing (more than two units per structure), then provide information on the number of units at three different stages.  The first stage includes the total number of units at the beginning of the activity or since the last GPR report.  This number represents the total number of units available, the number of units occupied, and the number of occupied units designated low and moderate income units.  The second stage requests information on the number of units that are or anticipated to be completed during this report period.  .  The number should represent the number of new or rehabilitated units added since the beginning of the report period.  A report period is represented as the fiscal year from July 1 to June 30th.  The last stage pertains to the Final GPR where the total accumulated number of units is reported for the activity.  The final numbers represent the total units for the entire grant term.  This accumulative total represents all units for the entire grant term period for all years of the activity. 

Rehabilitation Of Rental Units (idis cdbg 20 &21)

Complete this section if the activity involves rental housing and the activity has at least one renter.  Questions 1-4 request information about all units and questions 5-7 concern the affordable units only.  This section requires the total number of rental units rehabilitated:

1. What is the total number of rental units:

2. Of the total units, indicate the number are:

a.
Affordable units.

b.
Of the total units, indicate the number of units that were Section 504 accessible.

c.
Of the total units, indicate the number brought from substandard conditions to standard conditions (meeting housing quality standards or local codes).  

3. Of the total units, indicate the number that qualified as energy star units.  

4. Indicate how many of the total units were brought into compliance with the lead safety rules (24 CFR Part 35).   

5. Of the total units, indicate the number of units that were created through the conversion of a non-residential building to a residential building. 

6. Of the units that are designated affordable:

a. 
Indicate the number occupied by the elderly.  When addressing the elderly, means those units occupied by persons age 62 or older.

b. 
Indicate how many years the units will remain affordable. 

c.
Indicate the number of affordable units that were subsidized with project-based rental assistance by another federal, State or local program.  

7. Of the affordable units, indicate the number of units that were designated for persons with HIV/AIDS (including units receiving assistance for operations).  

a. Of those persons with HIV/AIDS, (including units receiving assistance for operations), indicate the number for the chronically homeless.   

8. Of the affordable units, indicate the number of permanent housing units for homeless persons and families, including units receiving assistance for operations.

a. Of the homeless persons and families, indicate the number of units for the chronically homeless.
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HOUSING SERVICES

A number of housing related activities with a national objective code Low and Moderate Housing (LMH) are located on this page instead of the public services page 7.  This page was developed to address services that fall under LMH.  A few services would appear to belong in this section; however, since they are not allowed under LMH national objective, they are not found on this page and can be found on the public services page 7.  Check off which activity is being reported that includes one of the following: 

(05S)
Rental Housing Subsidies

(05T)
Security Deposits

(08)
Relocation – Housing*

(09)
Loss of Rental Income*

(19E)
Operation and Repair Foreclosed Property

*Only report on this page if the activity has a LMH National Objective code.

The housing related services not included on this page are Housing Counseling (05U), Emergency Subsistence Payments (05Q), and Legal Services (05C).  There are two activities, Relocation (08) and Loss of Rental Income (09) that fall on to two pages in the GPR (Page 5 and 7).  When the activity has a National Objective Code of Low and Moderate Housing (LMH) the activity is reported on this page.  When the activity is a non-LMH activity, use page seven for Public Service.  The most recent matrix code issued by HUD for Foreclosed Property (19E) under LMA should be reported on this page.  
This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels that have been addressed on pages 2-6 above.  Answer the questions that apply to this activity by checking off the box to the right and when necessary, complete any appendix that is required.  Each worksheet includes Direct Benefit information such as race and the income levels of those being served.  There are three additional sections for this worksheet that include Multi-Unit Housing, Housing – Public Service, Emergency Assistance (subsistence payments), and Homeless Prevention.

Multi-Unit Housing (idis cdbg 14)

If the project includes Multi-unit housing (more than two units per structure), then provide information on the number of units at three different stages.  The first stage includes the total number of units at the beginning of the activity or since the last GPR report.  This number represents the total number of units available, the number of units occupied, and the number of occupied units designated low and moderate income units.  The second stage requests information on the number of units that are or anticipated to be completed during this report period.  .  The number should represent the number of new or rehabilitated units added since the beginning of the report period.  A report period is represented as the fiscal year from July 1 to June 30th.  The last stage pertains to the Final GPR where the total accumulated number of units is reported for the activity.  The final numbers represent the total units for the entire grant term.  This accumulative total represents all units for the entire grant term period for all years of the activity. 

The following three sections request performance measurement information that is only required for Rental Housing Subsidies (05S) and Security Deposits (05T).  

Housing – Public Service (cdbg 17)

Complete this section when providing Rental Housing Subsidies (05S) or Security Deposits (05T).  In this section, HUD requests the following:

1. Indicate the number of persons/households assisted, enter:  


a.
Total benefiting for the program year


b.
Now have new access to this type of service or benefit; 

c.
Now have improved access to this type of service or benefit; 

d.
Now receive a service or benefit that is no longer substandard; 

2. Some activities where persons benefit from the public facilities may include overnight shelters or other emergency housing.  Indicate the number of beds that were created in the overnight shelter or other emergency housing.   

Emergency Assistance - Subsistence Payments (IDIS CDBG 30)

Complete this section if the activity is providing Rental Housing Subsidies (05S) in the form of short term rental assistance for up to 3 months.  In this section, HUD requests the following:

1.
Indicate the total number of households that received rental assistance.  

2.
Of the total households assisted, indicate the number that received short-term rental assistance (for not more than three months).  

3.
Of the total households assisted, indicate the number of households assisted that were previously homeless.  

4.
Of the number of households assisted that were previously homeless, indicate the number of chronically homeless households.

Homeless Prevention (IDIS CDBG 31)

Complete this section only if the activity is for the homelessness prevention or if the activity is conducting a Security Deposits (05T) program.  

1.
Indicate the total number of homeless individuals benefiting from this activity.   

2.
Indicate the number of persons assisted that: 

a.
Received emergency financial assistance to prevent homelessness. 

b.
Received emergency legal assistance to prevent homelessness.  
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PUBLIC FACILITIES AND IMPROVEMENTS

Complete this section on one of the following activities identified as “Public Facilities and Improvements”.  This section applies to activities with a National Objective of Low and Moderate Area (LMA) or Low and Moderate Clientele (LMC) or Slum and Blight Area (SBA).  Do not use this page for housing activities under a National Objective of Low and Moderate Housing (LMH).  Check off what activity is being reported and address the following sections.  If more than one activity is being reported on this page, create a duplicate sheet for the report.  The following activities and matrix codes report on this page: 
(03)
Public Facilities and Improvements

(03A) 
Senior Centers

(03B)  Handicapped Centers

(03C)  Homeless Facilities

(03D)  Youth Centers

(03E)  Neighborhood Facilities

(03F)  Parks, Recreation Facilities

(03G)
Parking Facilities

(03H)
Solid Waste Disposal

           Improvement 

(03I)
Flood Drainage Improvement

(03J)  Water/Sewer Improvement

(03K)
Street Improvement

(03L)
Sidewalk Improvements

(03M)
Child Care Centers

(03N)
Tree Planting

(03O)
Fire Station/Equipment

(03P)
Health Facilities

(03Q)
Abused and Neglected Children 

           Facilities

(03R)
Asbestos Removal

(03S)
Facilities for Aids Patients

(03T)
Operating Costs of 

           Homeless/Aids

(11)
Privately Owned Utilities

(16B)
Non-Residential Historic

            Preservation

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels addressed on pages 2-6.  Answer the questions that apply to this activity by checking off the box to the right and when necessary, complete any appendix that may be required.  Each worksheet includes Direct Benefit information such as race and income levels of those being served.  There is only one additional section for this worksheet and that is regarding the Public Facilities and Improvements as follows: 
Public Facilities and Improvements (idis cdbg 17b):

1.
Indicate the number of persons/households assisted, as follows: 

a.
Total benefiting for the program year.


b.
Now have new access to this public facility (community facility) or public improvement (public works). 

c.
Now have improved access to this type of public facility (community facility) or public improvement (public works).

d.
That are served by the public facility (community facility) or public improvement (public works) that is no longer substandard.

2.
Some activities where persons benefit from the public facilities may include overnight shelters or other emergency housing.  Indicate the number of beds that were created in the overnight shelter or other emergency housing.   

-  HOW TO COMPLETE  PAGE 7 -
PUBLIC SERVICES

Complete this section to report on activities identified as “Public Services”. This section applies to activities with a National Objective of Low and Moderate Area (LMA) or Low and Moderate Clientele (LMC) or Slum and Blight Area (SBA).  There are two activities identified by asterisk that may report on the Housing Services page 5 when using a National Objective Code of Low and Moderate Housing (LMH).  Check off what activity is being reported and address the following questions.  If providing more than one activity, create a duplicate sheet for each activity.  The following activities and matrix codes use this page: 
(05)
Public Services

(05A)
Senior Services

(05B)
Handicapped Services

(05C)
Legal Services

(05D)
Youth Services

(05E)
Transportation Services

(05F)
Substance Abuse Services

(05G)
Battered and Abused Spouses

(05H)
Employment Training

(05I)
Crime Awareness

(05J)
Fair Housing Activities

(05K)
Tenant/Landlord Counseling

(05L)
Child Care Services

(05M)
Health Services

(05N)
Abused & Neglected Children

(05O)
Mental Health Services

(05P)
Screening Lead Paint & Hazards

(05Q)
Subsistence Payments

(05U)
Housing Counseling

(06)
Interim Assistance
(08)
Relocation*

(09)
Loss of Rental Income*

(15)
Code Enforcement

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels that have been addressed on pages 2-6 above.  Complete the questions applicable to this activity by checking the box to the right and when necessary, complete any appendix that may be required.  Each worksheet includes Direct Benefit information such as race and the income levels of those being served. There are three additional sections for this worksheet that are different than the questions already discussed.  The sections do not apply to Relocation (08), Loss of Rental Income (09) and Code Enforcement (15); however the information is still required for all other activities.  The sections include questions about Public Service, Emergency Assistance and Homeless Prevention.  

Public Service (IDIS CDBG 17)

1.
Indicate the number of persons/households assisted, according to the following:

a.
Total being served for the program year

b.
New access to this service, assistance, or facility.  

c.
Improved access to this service, assistance, or facility.  

d.
A service, facility, or assistance that is no longer substandard.  

2.
Some activities where persons benefit from the public facilities and improvements, community facilities or public facilities include overnight shelters or other emergency housing.  Provide:

a.
What number of homeless persons were given overnight shelter and 

b. 
Indicate the number of beds created in overnight shelter or other emergency housing from this activity. 

Homeless Prevention (IDIS CDBG 31)

Complete this section if the activity is for Legal Services (05C) or Subsistence Payments (05Q).

1.
Indicate the total number of homeless individuals benefiting from this activity.   

2.
Of the persons assisted, enter the number that: 

a.
Received emergency financial assistance to prevent homelessness. 

b.
Received emergency legal assistance to prevent homelessness.  

Emergency Assistance - Subsistence Payments (IDIS CDBG 30)

Complete this section if the activity includes Legal Services (05C) or Subsistence Payments (05Q).  The following questions must be addressed: 
1.
Indicate the total number of households or persons receiving assistance.  

2.
Of the total assisted, indicate the number that received short-term rental assistance (for not more than three months).  

3.
Of the total assisted, indicate the numbers that were previously homeless.  

4.
Of the number assisted that were previously homeless, indicate the number of chronically homeless.

-  HOW TO COMPLETE PAGE 8  Business Assistance & Infrastructure (BA&I)

and PAGE 9 Micro-Enterprise (Micro)
ECONOMIC DEVELOPMENT 
Business Assistance & Infrastructure / Micro-Enterprise

A number of activities are funded under Economic Development Allocation and require performance measurements information.  At the top of the page, indicate the activity funded under the grant by checking the box to next to the activity description:  

(03P)
Health Facilities - Jobs

(14E)
Rehabilitation Public/Private Commercial Industry


(17A)
Commercial Industrial Land Acquisition/Disposition

(17B)
Commercial Industrial Infrastructure Development

(17C)
Building Acquisition, Construction, Rehabilitation

(17D)
Other Commercial/Industrial Improvements

(18A)
Economic Development – Direct Financial Assistance for For-Profits

(18C)
Micro-Enterprise Assistance

This page includes the common questions already addressed such as the Program Description, Section 3, Minority Contractor Information, Type of Assistance, Direct Benefit and Income Levels that have been addressed on pages 2-6 above.  In Program Description, complete the questions that apply to this activity by checking the box to the right of each question.  When necessary, complete any appendix pages that are required for this activity. 

The level of information required for each activity is based on which National Objective is assigned to the project when the activity was funded.  For all activities that included the creation or retention of jobs under the National Code Objective of Low and Moderate Jobs (LMJ), the jurisdiction must complete the Job Creation/Retention (idis cdbg 11) and Type of Jobs Created (idis cdbg 26-27) sections.  This will provide HUD the number of jobs created, retained, and indicate the type of jobs created or retained for the year.  

For all activities reported Under the Economic Development Allocation, HUD currently requires information about the direct beneficiaries such as race (cdbg08) and income (cdbg13).  HUD also requires a DUNS number for each business assisted (cdbg 29).  

If an Economic Development activity funding a Public Facility (formerly called Community Facility under the State CDBG Program) or Improvement (the matrix 03’s series) that includes Low and Moderate Jobs (LMJ), the report will need to include information on how the activity provides new access, improved access, or how the facility or improvement is no longer substandard (cdbg 17).
Job Creation/Retention (idis cdbg 11, 26, & 27)

Attention Micro-Enterprise grantees!  Job Creation/Retention is not a CDBG requirement for Micro-Enterprise activities.  However, since Micro-Enterprise assistance results in the creation of jobs, HUD is collecting job data to report to Congress and other decision makers on the positive impacts of this important activity.) 
In the Job Creation/Retention section, grantees are required to provide the proposed and actual number of jobs created and/or retained as a result of the activity.  Of the jobs created/retained, grantees will also report on the number of job that are full time and part time positions and also on the number of jobs that are held by low and moderate income persons.  When reporting on the part-time jobs, IDIS requires the total hours worked each week by part time employees.  The information is required for both proposed and actual part time hours.   For example if a business will create five part time jobs with three people working 20 hours each and two people working 15 hours each, the total hours to report for a week would be 90 hours.  The following further describes how to complete this section:  

1.
Proposed
Expected to Create: Enter the total number of full time positions to be created.   Of the full time positions, indicate the number of positions to be available to low and moderate income people.  In addition, report on the number of proposed part-time positions by indicating the total hours in a week to be created by the activity.  Include the total hours created by all the part time work, then provide the total number of hours in a week to be made available to low and moderate income persons.  

Expected to Retain: Enter the total number of full time positions that will be retained by this activity.  Of the full time positions retained, indicate the number positions expected to be held by low/moderate income persons.  Enter the number of weekly hours estimated for the part time positions that will be retained and of those part time hours; estimate the number of hours to be worked by low/moderate income employees.  

2.
Actual


Create:  Enter the total number of full time positions created.  Of the full time positions, indicate the number of positions held by low and moderate income persons.  Also report on the number of part-time positions created by indicating the total weekly hours worked and of those hours, the number worked by low and moderate income persons.  

Retain: Enter the total number of full time positions that were retained by the activity.  Of the full time positions, indicate the number of positions held by low and moderate income persons.  Enter the number of hours worked by part-time employees whose jobs were retained by indicating their total weekly hours, and of those hours, indicate how many hours were worked by low and moderate income employees. 

3.
For the jobs reported, indicate the number of jobs created with employer sponsored health care benefits.  Also for Jobs that were retained, provide the number of jobs with employer sponsored health care benefits.  

4.
For the Jobs that were created, indicate the number of persons who were previously unemployed.   

5.
Indicate the number of Jobs Created and Jobs Retained by Job Category.  Next to each Job description, indicate the total number of jobs created under this category.  Use the Economic Development Administration’s Job Category Definitions for guidance.  

Assistance To Business (idis cdbg 28) (14E, 17 18)
Complete the following section if funds were awarded from the CDBG Enterprise Fund, the Over-the-Counter allocation for Business Assistance, Infrastructure and Micro-enterprise.   

1. 
Indicate the current number of business at the time this activity began and provide the number of new business since the funding of the activity.  

2.
Of the Existing Businesses assisted, indicate the number of businesses that are expanding and the number of businesses that are relocating.  

3.
Indicate the number of businesses with commercial facade treatment and/or business rehabilitation. 

4.
Indicate the number of businesses assisted that provide goods or services to meet the needs of a service area, neighborhood, or community: 

5.  
Specify DUNS Identification Number for all Businesses Assisted.  Enter the DUNS number for each business assisted, including micro enterprises.  A business can obtain a DUNS number on the internet at www.dnb.com/US/duns_update/.

For all Economic Development activities, HUD requires the race and income information be reported.  The beneficiaries are persons whose jobs were created or retained as a result of CDBG funding. 

Public Facilities and Improvements in Support of Jobs (idis cdbg 17b):

If the Economic Development activity includes funding for a pubic facility or public improvement and the national objective being met is Low/Mod Jobs (LMJ), than address the following questions about the facility or improvement:

 1.
Indicate the number of persons/households that:  

a.
Benefited during the program year.


b.
Now have new access to this public facility (community facility) or public improvement (public works).  

c.
Now have improved access to this type of public facility (community facility) or public improvement (public works). 

d.
Are served by the public facility (community facility) or public improvement (public works) that is no longer substandard. 

2.
Some activities where persons benefit from the public facilities may include overnight shelters or other emergency housing.  Indicate the number of beds that were created in the overnight shelter or other emergency housing. 

Page 9, Micro-Enterprise (to be completed only by grantees funded for Micro- Enterprise)
The questions on this page are similar to those described above; however, page 9 also includes additional data to be collected only for Micro-Enterprise activities.  

F. Appendix Pages:
The following information describes the five (5) GPR Appendices that can be accessed by clicking one of the macro buttons on the Program Description page or by simply moving the cursor to the bottom of one of the report pages.  Reporting on more than one activity requires an Appendix page for each Activity.  If the entire workbook is printed, you will end up with nine (9) copies of the five (5) appendix pages.  To avoid duplicate printing of the Appendices, you may want to select which pages you want to print.  

Appendix A

One for One Replacement

Complete this section when reporting on any replacement housing required under 24 CFR §570.496a(c) (1) and 24 CFR §570.606(c) (1).  This information is required to record the number and type of housing units being replaced due to the conversion or demolition of one or more occupied or vacant lower-income units.  

Under the one-for-one replacement rule, provide replacement dwelling units when ever occupied and vacant low/moderate dwellings units are demolished or converted to another use.  Conversion to another use occurs when an activity (typically rehabilitation of a low/moderate income dwelling unit) results in that unit no longer being a low/moderate income unit because either 1) As a result of the activity, the rent exceeds the Section 8 fair market rent, or 2) the unit has been converted to another use other than housing.

List the address of all units converted and/or that will be demolished as well as identify the address of where the replacement units are located.  Data that describes the units to be demolished or converted includes the type of units and the number of the units based on one of the following;  0/1 Zero or One bedroom unit, Two Bedroom units, Three Bedroom Units, Four Bedroom Units, or 5+ Five or more Bedroom units.  For the units being converted or demolished, enter the date of the grant or loan agreement made with the property owner, and also provide the date of the contract to begin demolition or conversion of the project.  

Next identify the address of the property designated to be the replacement property and include the address.  Indicate the number of units and the type of units that will serve as the replacement.  Indicate the date of when the new or converted units will be made available.  If the local jurisdiction received a waiver from HUD and the Department that allowed an Exception Agreement (waiving the requirement to provide a replacement unit) then enter the date of that Exception Agreement.

Appendix B

Displacement (idis cdbg 15)

Complete this section when the activity involves displacement.  The jurisdiction needs to provide each Census Track and the name of the city where the displacement occurred.  This applies to any household, business, farm, or nonprofit organization that moved from any property as a direct result of rehabilitation, demolition or acquisition of any CDBG assisted activity.   When completing the form, provide the number of those displaced, their ethnicity and the number that remained in the census tract.  If the relocation was to another Census Tract or city, complete one or more of the GPR Displacement forms as required.  The information that is required is a valid Census Tract, number of those displaced, the number that remained and the number of those relocating.   

Appendix C

Presumed Benefit & Nature and Location (idis cdbg 10)
Provide a description of how the nature and/or location of the activity benefits a limited clientele, at least 51% of whom are low and moderate income.  For example, it would be reasonable to classify a dental program that only serves residents of a public housing project as an activity that benefits a low and moderate clientele based on the nature and/or location.  A description is all that is required (Idis cdbg 10).  
Appendix D

Subreciept Agreement

HUD requests additional information on the entity that completed the work when the grantee did not directly administer the activity.  Please identify the entity that administered the activity within your organization.

1.
Indicating if the work was carried out by grantee employees, contractors, or by a combination of grantee employees and contractors.  

2.
If the activity was not being carried out by the grantee, provide the name of the organization and identify information about the organization.  

3.
Check all descriptions that apply to the organization.   

The Housing and Development Act §105(a)(15) describes the agencies providing assistance, in pertinent part, as neighborhood-based nonprofit organizations, local development corporations, and nonprofit organizations serving the development needs of communities in non-entitlement areas to carry out neighborhood revitalization, community economic development or energy conservation projects in furtherance of the objectives of section 5301(c) of this title.

Appendix E

Slum & Blight (idis cdbg 12)

Provide a description of the boundaries of the designated slum and blight area.  Also indicate the percent of buildings that were deteriorated when the area was designated slum/blight.  If qualifying on the basis of the condition of public improvements, provide a brief description for each type of improvement that is within the area and its condition at the time of the designation.  Indicate the year of the designation.  
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