Department of Housing and Community Development

Community Development Block Grant (CDBG) Program

GRANTEE MONITORING:

1.   General Compliance Checklist

	Grantee:
	

	Contract #:
	


	CDBG Rep.:
	

	Monitoring Date(s):
	



Checklist Table of Contents
	A. Work Performance
	G. Equal Opportunity

	B. Leverage
	H. Drug-Free Workplace

	C. Special Conditions
	I. Contractors

	D. Meeting National Objectives
	J. Conflict of Interest

	E. Reporting
	K. Insurance

	F. Citizen Participation
	L. Signs


(Asterisked items can be completed prior to the monitoring):
*A. Work Performance  (Exhibit A and Exhibit B)

Expenditures: 
Identify report or current grantee file: 

date: 

	*1.
	Names of Activities 
(incl. Gen Admin.)
	Budgeted Amount
	Expended 
to-date
	Date of Most Recent Expenditure Milestone
	Required Expenditure Milestone ($)


	
	  General Admin.

	$  

	$  

	    N/A

	$    N/A


	
	  

	$  

	$  

	  

	$  


	
	  

	$  

	$  

	  

	$  


	
	  

	$  

	$  

	  

	$  


	
	  

	$  

	$  

	  

	$  


	
	  

	$  

	$  

	  

	$  


	
	  

	$  

	$  

	  

	$  


	
	TOTALS:
	$  

	$  

	
	


	*2.
	Has the grantee met the grant expenditure milestones?
If not, explain:


	Yes
	No
	


*B. Leverage:  (Exhibit B)
Check the latest FAR or more current grantee records.
Report:  

Date:

	*1.
	Source of Leverage/Match
	Committed Amount
	Expended

	
	

	$  

	$  


	
	

	$  

	$  


	
	

	$  

	$  


	
	

	$  

	$  


	
	

	$  

	$  


	
	

	$  

	$  


	
	TOTALS:
	$  

	$  



	a.
	Has the grantee made the contributions of leverage or match as described in the application and contract?

Explain shortfalls and/or differences in sources from the contract:

	Yes
	No
	


*C. Special Conditions:
	*1.
	Names of Activities (see special conditions file)
	Special Conditions Clearance Date (from letter)
	Start Date 1
(check FARs, grant invoices, etc.)

	
	

	

	  


	
	

	

	  


	
	

	

	  


	
	

	

	  


	
	

	

	  


	
	

	

	  



1
 Obtained during monitoring (e.g., cost incurred, groundbreaking, etc.) Loan approval is not considered expended!  Loans may not be approved and the procurement process must not begin until after environmental clearance.
	2.
	Were any program activity(ies)/projects started prior to clearance of special conditions?
	Yes
	No
	


	*3.
	Has the Department received any written comments regarding the grantee's program?

If yes, explain issues:


	Yes
	No
	


10% Set-Aside(s):  (Not Applicable for Economic Development)
	*4.
	Does the grant award include 10% set-aside activities?

If yes, list the activities:

1.   

4.   


2.   

5.   


3.   

6.   


	Yes
	No
	


	a.
	Which national objective is being met by each 10% set-aside activity AND how is it being met?

If not met, explain:


	
	
	


	b.
	Is the grantee completing the 10% set aside(s) as described in the original application?

If not, explain:


	Yes
	No
	


State Objective Points:  (Not Applicable for Economic Development)
	*5.
	During the Rating and Ranking of this application was the jurisdiction awarded any State Objective Points?
	Yes
	No
	


	a.
	If yes, identify objectives:

  

Infrastructure
  

Worst Case Housing Needs

  

Farmworker Housing/Health Services

  

Other:   





	b.
	Is the jurisdiction carrying out the activities for which State Objective Points were awarded?

If not, explain:


	Yes
	No
	


*D. Meeting National Objectives  (Exhibit C)
	*1.
	Which national objective(s) has the grantee committed to meet?
(For a grant with multiple activities distinguish area benefit from direct benefit)


Activity:
National Objective:
1. 


  
 TIG
  
 Slums/blight
  
 Urgency

2. 


  
 TIG
  
 Slums/blight
  
 Urgency

3. 


  
 TIG
  
 Slums/blight
  
 Urgency

4. 


  
 TIG
  
 Slums/blight
  
 Urgency




	a.
	Did the grantee meet the stated national objective for all activities?

If not, explain:


	Yes
	No
	


	b.
	If the grantee has committed to meet the Slums/blight or Urgency national objective, explain how:


	
	
	N/A


Complete this next section after review of project files:

If any activities are identified as meeting the TIG objective, answer the following questions.  If not, skip to Citizen Participation section.

	2.
	Briefly describe method of verifying beneficiaries' income eligibility, and identify any problems:  [cross-reference with appropriate income limits by household, summarize third-party income documentation sources, etc.  For public services and public facilities, is there documentation of limited clientele or surveys of beneficiaries, where surveys are allowed.]



	3.
	If income restricted, were all households or persons served income eligible?

If not, what was the TIG percentage relative to the percentage stated in the application?
	Yes
	No
	N/A


	Activity Name
	Proposed TIG %
	Actual TIG %
	Proposed LTIG %
	Actual 
  LTIG %

	1. 

	
%
	
%
	
%
	
%

	2. 


	

%
	

%
	
%
	
%


	4.
	In the case of sewer/water assessments were the LTIG served first?

Explain:


	Yes
	No
	N/A


	5.
	Were TIG beneficiaries charged any inappropriate fees?

If yes, explain:


	Yes
	No
	N/A


	6.
	Is the target area(s) where actual beneficiaries are being served consistent with the target area(s) boundaries stated in the application?

(i.e. home address of individual beneficiary and/or address of assisted business, verification that assisted project(s) is within census tract or block group)

If no, explain:

	Yes
	No
	


*E. Reporting  (Exhibit C)
	1.
	Has the grantee submitted the following reports on a timely basis?
	Yes
	No
	N/A

	
	Semi-Annual Financial & Accomplishment Reports (FARs)
	
	
	

	
	Minimum of quarterly Funds Requests
	
	
	

	
	Quarterly Program Income Reports
	
	
	

	
	Annual Program Income Reports
	
	
	

	
	Annual Grantee Performance Reports (GPRs)
	
	
	

	
	Annual Section 3 Reports
	
	
	

	
	Semi-Annual Economic Development Report
	
	
	

	
	Lump-Sum Drawdown
	
	
	

	
	Semi-Annual Wage Compliance Reports
	
	
	


F. Citizen Participation  (Exhibit E)
(Federal Regulations, 24 CFR 570.486) (Public Information Binder)
Public Information File:

	1.
	Is there a CDBG public information binder available for public inspection during normal business hours?

If no, explain:

	Yes
	No
	


	a.
	Does the public information file include a copy of:
	
	
	


	State and Federal CDBG Regulations
	Yes
	No
	

	NOFA(s) to which grantee applied
	
	
	

	CDBG Grant Application(s) as approved
	
	
	

	
	
	
	

	Grant agreement/contract as approved and amended
	
	
	

	Program Income Reuse Plan (Required for all grantees)
	
	
	

	Program guidelines (for Program Income Revolving Loan Accounts and any other grant program activity) (Required for all grantees)
	
	
	

	Environmental Review Record (including all source docs.)
	
	
	

	CDBG Program Clearance of Special Conditions letter(s)
	
	
	

	Written Correspondence (to and from CDBG Program)
	
	
	

	
	
	
	

	Annual Grantee Performance Reports (GPRs)
	
	
	

	Semi-Annual Financial & Accomplishment Reports (FARs)
	
	
	

	Quarterly and Annual Program Income Reports
	
	
	

	Funds Requests (minimum every quarter)
	
	
	

	Lump Sum Drawdown Request (for Housing Rehab. Only)
	
	
	

	Annual Section 3 Reports
	
	
	

	Semi-Annual Wage Compliance Reports
	
	
	

	
	
	
	

	Monitoring and auditing letters and responses
	
	
	

	Notices of all public hearings regarding this grant
	
	
	

	List of attendees at public hearings
	
	
	

	Minutes of public hearings
	
	
	

	Written comments and responses regarding program activities
	
	
	

	Citizen Participation Plan (if posting or publication requirement for public hearings is different than State-recommended 10-day noticing.)
	
	
	


	If no, explain deficiencies:




Inviting and Responding to Written Comments:

	2.
	Are there written comments in the grantee file?
If yes, explain:


	Yes
	No
	


	a.
	If yes to #2, has each written comment been responded to in writing by the grantee within a reasonable timeframe (typically 15 working days)?  

If no, explain:


	Yes
	No
	


	b.
	Were all written comments that were received and responded to prior to application submittal included in the application?

If no, explain:


	Yes
	No
	


Other Grantee Actions:

	
	
	(Interview question)

	3.
	What other actions are being taken by the grantee to ensure citizen participation (i.e., workshops, advisory committees, etc.)?


	


	4.
	Public Hearings:
	


	
	Program 
Design Phase

	Application Submittal 
Phase

	Annual GPR:

from:   
       
to: 
    
	Annual GPR:

from:
      
to: 
    
	Program Guideline or  PI Amendment

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	N/A

	a.  Was a public hearing held for:
	
	
	
	
	
	
	
	
	
	
	

	b.  Date of public notice:
	
	
	
	
	

	c.  Date of public hearing:
	
	
	
	
	

	d.  Noticing timeframe within local policy?
	
	
	
	
	

	e.  Public Hearing Notice contained the following:
	
	
	
	
	
	
	
	
	
	
	

	· Amount of funds available
	
	
	
	
	
	
	
	
	
	
	

	· All eligible activities
	
	
	
	
	
	
	
	
	
	
	

	· Amount of funds eligible to apply for
	
	
	
	
	
	
	
	
	
	
	

	· Amount of funds applying for
	
	
	
	
	
	
	
	
	
	
	

	· All activities in application
	
	
	
	
	
	
	
	
	
	
	

	· Relocation plan (if applicable)
	
	
	
	
	
	
	
	
	
	
	

	· Description of amendment
	
	
	
	
	
	
	
	
	
	
	

	· Grant number
	
	
	
	
	
	
	
	
	
	
	

	· Hearing time and place
	
	
	
	
	
	
	
	
	
	
	

	· Availability of public info. file
	
	
	
	
	
	
	
	
	
	
	

	· Invitation and where to submit written comments
	
	
	
	
	
	
	
	
	
	
	

	· Relocation plan (if applicable)
	
	
	
	
	
	
	
	
	
	
	

	f.  Did the grantee file contain the following?
	
	
	
	
	
	
	
	
	
	
	

	· Affidavit of publication or public notice
	
	
	
	
	
	
	
	
	
	
	

	· List of attendees
	
	
	
	
	
	
	
	
	
	
	

	· Meeting minutes (describing CDBG activity)
	
	
	
	
	
	
	
	
	
	
	


	5.
	How much time elapsed between the program design hearing and the application approval (submittal) hearing?


	
	


	a.
	Was this enough time to allow meaningful citizen input?

(The CDBG Program recommends 30 days)
If no, explain:


	Yes
	No
	


	6.
	If a significant number of residents (25% per language) do not speak English, were notices published in the appropriate language(s)?
	Yes
	No
	N/A


-AND-
	a.
	Were interpreters provided or made available upon request at the hearings?  (i.e., interpreters contact list)
	Yes
	No
	N/A


G. Equal Opportunity Compliance  (Exhibit E)
(Policy/National Objective/Reporting Files)
(Applicable to direct assistance programs only: e.g., housing rehabilitation, housing acquisition, public services, microenterprise, etc.)
	1.
	Does the grantee have source documentation (e.g., census data, surveys) on file regarding the program's target area/community residents by:

- race or ethnicity      - gender            - existence of disability
- age                          - homeless       - head of households

If no, inform grantee that this information is required for adequate completion of the Annual Grantee Performance Reports.  (Concern)
	Yes
	No
	


	2.
	Does the grantee have information on file comparing the applicants and recipients of direct assistance (e.g., rehabilitation loans, first-time homebuyers, public services, job applicants) to the 2000 census demographic data by:
	Yes
	No
	


	
	Jurisdiction Demographic Data
	Recipients of Direct Assistance
	Applicants

	Race Categories
	% by Race
	Ethnicity (% that are also Hispanic)
	% by Race
	Ethnicity (% that are also Hispanic)
	% by Race
	Ethnicity (% that are also Hispanic)

	American Indian or Alaska Native
	
	
	
	
	
	

	Asian
	
	
	
	
	
	

	African American or Black
	
	
	
	
	
	

	Native Hawaiian or Other Pacific Islander
	
	
	
	
	
	

	White
	
	
	
	
	
	

	American Indian or Alaska Native and White
	
	
	
	
	
	

	Asian and White
	
	
	
	
	
	

	African American or Black and White
	
	
	
	
	
	

	American Indian or Alaska Native and African American or Black
	
	
	
	
	
	

	Other Multi-Racial
	
	
	
	
	
	

	TOTALS:
	
	
	
	
	
	


	
	Jurisdiction Demographic Data
	Recipients of Direct Assistance
	Applicants

	Other Groups
	Percentage (%)
	Percentage (%)
	Percentage (%)

	Single Parents
	
	
	

	Female Head-of-Households
	
	
	

	Disabled
	
	
	

	Over the age of 62
	
	
	


	3.
	Are there apparent deficiencies in participation by protected groups?

The Fair Housing Act prohibits housing discrimination.  The “Protected Groups" are as follows:
	Yes
	No
	

	
	· Race
· Color

· National Origin
	· Religion

· Sex

· Familial Status
	· Disability
	
	
	

	
	If yes, give grantee's explanation:


	
	
	


	4.
	Does the Grantee pay staff with CDBG funds?

If yes, ensure that the Grantee has information on file (for grantees with ten or more employees) comparing 2000 census data race/ethnicity, single parent, disability, and senior for the jurisdiction versus grantee’s workforce?  If there are apparent deficiencies in participation by protected groups, give the grantee’s explanation:


	Yes
	No
	


	
	Jurisdiction Demographic Data
	Employees

	Race Categories
	% by Race
	Ethnicity (% that are also Hispanic)
	% by Race
	Ethnicity (% that are also Hispanic)

	American Indian or Alaska Native
	
	
	
	

	Asian
	
	
	
	

	African American or Black
	
	
	
	

	Native Hawaiian or Other Pacific Islander
	
	
	
	

	White
	
	
	
	

	American Indian or Alaska Native and White
	
	
	
	

	Asian and White
	
	
	
	

	African American or Black and White
	
	
	
	

	American Indian or Alaska Native and African American or Black
	
	
	
	

	Other Multi-Racial
	
	
	
	

	TOTALS:
	
	
	
	


	
	Jurisdiction Demographic Data
	Jurisdiction Employees

	Other Groups
	Percentage (%)
	Percentage (%)

	Single Parents
	
	

	Female Head-of-Households
	
	

	Disabled
	
	

	Over the age of 62
	
	


	
	
	(Interview question)

	5.
	What actions does the grantee take to ensure that CDBG activities are carried out in a manner that does not discriminate against persons on the grounds of race, color, national origin, sex, age, disability or religion?  (e.g., outreach; processing; written policies prohibiting discrimination, segregation, or separate treatment)
(Title VI of the Civil Rights Act of 1964 and Title I of the HCD Act of 1974 as amended)

	


	
	
	(Interview question)

	6.
	Have there been any discrimination complaints?

If yes, what was the basis and how has the grantee resolved them?


	Yes
	No
	


	*7.
	Does the grantee have a completed Section 504 Self-Evaluation on file? (24 CFR Part 8) See website: http://www.hud.gov/offices/fheo/disabilities/sect504docs.cfm 
	Yes
	No
	


	8.
	If the self-evaluation of Section 504 compliance revealed deficiencies, did the jurisdiction take adequate steps to modify deficient policies and practices or explain why infeasible?

Explain:  (24 CFR Part 8 Subpart D Section 8.51(a)(2))

	Yes
	No
	N/A


Employment:  (Policy File)
	9.
	Does the grantee have written employment and personnel policies which cover equal opportunity provisions?

If no, explain:


	Yes
	No
	


	
	
	(Interview question)

	10.
	Is the grantee required to undertake an affirmative action program because of past compliance problems or court action?  

If yes, explain what actions have been taken:


	Yes
	No
	


	
	
	(Interview question)

	11.
	Are there currently any lawsuits or administrative complaints pending due to alleged problems in equal employment opportunity practices?

If yes, explain:


	Yes
	No
	


SECTION 3:
 applies to:
1)
the grantee if the grant award exceeds $200,000 and grant funds are used for either housing rehabilitation, housing construction or public construction.

And/Or
2)
contractors and subcontractors working on these activities where their contract amount exceeds $100,000.
(24 CFR Ch. 1 Part 135, Subpart A, 135.3 570.487(d))
	12.
	Does Section 3 apply to the grantee?
  OR   

Does Section 3 apply to any of the grantee’s contractors or subcontractors?
(If yes, answer questions 12a-12d):
	Yes
Yes
	No
No
	


	a.
	Has the grantee submitted an annual Section 3 report?

If no, explain:  (24 CFR Ch. 1 Part 135, Subpart E, 135.90)

	Yes
	No
	N/A


	b.
	Are the grantee's Section 3 records maintained?
Explain:  (24 CFR Ch. 1 Part 135, Subpart E, 135.92)


	Yes
	No
	N/A


	
	
	(Interview question)

	c.
	Has the grantee filled any employee vacancies in positions involved in working on CDBG activities covered by Section 3?

If yes, explain what efforts the grantee has made to offer training and employment opportunities to Section 3 residents: (24 CFR Ch. 1 Part 135, Subpart B, 135.32)


	Yes
	No
	N/A


	
	
	(Interview question)

	d.
	How does the grantee ensure compliance with Section 3 in its operations and compliance in the operations of its contractors and subcontractors?

(24 CFR Ch 1 Part 135, Subpart B, 135.32)

	


Fair Housing:  (Federal Register 24 CFR Part 100, Subchapter A, The Fair Housing Act,

570.48((b))

	13.
	Has the monitoring revealed any discriminatory housing practices?

Explain:


	Yes
	No
	


	
	
	(Interview question)

	14.
	Has an administrative procedure been established to receive and refer complaints of housing discrimination to the State Department of Fair Employment and Housing or an appropriate local organization? 

(24 CFR Part 103 Subpart B. Section 103.25(a)(3))

Explain:


	Yes
	No
	


	
	
	(Interview question)

	15.
	What other specific steps is the grantee taking to affirmatively further fair housing?  (24 CFR 570.487(b))
(a) Affirmatively furthering fair housing. The Act requires the State to certify to the satisfaction of HUD that it will affirmatively further fair housing.  The Act also requires each unit of general local government to certify that it will affirmatively further fair housing.

The certification that the State will affirmatively further fair housing shall specifically require the State to assume the responsibility of fair housing planning by:

(1)
Conducting an analysis to identify impediments to fair housing choice within the State;

(2) 
Taking appropriate actions to overcome the effects of any impediments identified through that analysis;

(3) 
Maintaining records reflecting the analysis and actions in this regard; and

(4) 
Assuring that units of local government funded by the State comply with their certifications to affirmatively further fair housing.


	


H. Drug-free Workplace Certification  (Exhibit D)
	1.
	Has the jurisdiction published and distributed a statement notifying employees that it is unlawful to: 



manufacture,


 
distribute,


 
dispense,


 
possess, or


 
use a controlled substance, and 




detailed specific actions to be taken against employees for violations, as required by Government Code Section 8355 (b)?

If no, explain deficiencies:


	Yes
	No
	


	2.
	Has the jurisdiction established a Drug Free Awareness Program to inform employees about all of the following:



the dangers of drug abuse in the workplace;


 
the organization’s policy of maintaining a drug free workplace;



any available counseling, rehab., and employee assistance programs;


 
penalties that may be imposed upon employees for drug abuse violations.

Explain any deficiencies:


	Yes
	No
	


	3.
	Has the jurisdiction, as required by Government Code Section 8355 (c), insured that every employee who works under this contract:



received a copy of the grantee’s drug free policy statement; and



will agree to abide by the terms of the grantee’s statement as a condition of employment under this contract.

Explain any deficiencies:


	Yes
	No
	


I. Contractors
	1.
	Does the Grantee have information on file for public construction projects (public improvements) regarding construction firm (prime contractor only) officers/employees by:
	Yes
	No
	


	Race/Ethnicity
	Gender
	Disability
	Age

	
	
	
	


J. Conflict of Interest  (Exhibit D & Exhibit E)
	1.
	Do there appear to be any conflicts of interest with the grantee and/or its contractors and public officials?
(i.e., do any of the program decision‑makers have an interest in or benefit from the work performed under the grant?)

If yes, explain:


	Yes
	No
	


	2.
	Does it appear that the grantee used any grant monies to pay a "bonus or commission" for purposes of obtaining State's approval of this or other applications for funding, or any other approvals required under this contract or the State regulations?

If yes, explain:


	Yes
	No
	


K. Insurance  (Exhibit C)
	1.
	For jurisdiction-owned projects, does the grantee have documentation showing current appropriate amounts of insurance coverage (e.g., liability, property)?

If not, explain:


	Yes
	No
	


L. Signs  (Exhibit C)
	1.
	If the grantee posted signs regarding the financing of the project, did it include CDBG as a funding source?

If not, explain why not:


	Yes
	No
	N/A
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