 Department of Housing and Community Development

Community Development Block Grant Program (CDBG)

GRANTEE MONITORING:

3.   Procurement Checklist

	Grantee:
	  

	Contract #:
	  


	CDBG Rep.:
	  

	Monitoring Date(s):
	  



(Exhibit B)
The grantee is required to have a procurement file for each procurement process involving CDBG funds.  Each procurement file must have documentation of outreach and selection of contractor, vendor, consultant, etc. (24 CGR 85.36(b)(9)).
Note:
If no CDBG funds are used to pay for the goods or services that are procured, CDBG Federal procurement rules do not apply.
For each procurement process in which CDBG funds are used, complete the appropriate sections of this checklist. These sections are use to:
1) identify the type of procurement process used;

2) evidence that proper process was followed based on the type of procurement; and

3) confirm that the procurement file has all the proper documentation and CDBG-required language for each procurement process.
Note:
Federal procurement standards do not apply to single-family homeowner rehabilitation programs where the homeowner selects the contractor.

A. Small Purchase Procurements:
(Goods or services costing at least $5,000 but less than $100,000)
	1.
	Did the grantee use the small purchase procurement method to procure goods or services?

[If no, skip to Section B.]
	Yes
	No
	


	2.
	Does the grantee have a local written procedure for procuring goods or services by small purchase method?
[If not, inform the grantee that they are required to comply with federal procurement procedures.]
	Yes
	No
	


	3.
	Does the procurement procedure require obtaining at least three written or oral bids?

[If not, inform the grantee that they are required to comply with the more stringent of either local policy or federal procurement procedures.]
	Yes
	No
	


	4.
	List the goods and/or services that were procured using the small purchase procurement method:
	
	
	


	
	a.  


b.  

	
	
	


	a.
	b.
	[Check if the grantee file contains each of the following.]

	

	

	Cost estimate for goods/services to be procured.

	

	

	Documentation of price quotes received for items or services procured with small purchase method.

	

	

	Minimum of three price quotes were received.

	

	

	Written justification of selection of vendor.

	

	

	For consultant/contractor procurement, verification of consultant/contractor eligibility (current State license, not on federal debarred list, proper insurance).  


B. Request for Proposals (RFP) or Request for Qualifications (RFQ) Procurements (Exceeding $100,000):  (Competitive Proposals; 24 CFR 85.36(d)(3))
(RFP is used for consultants and RFQ is used for Architects or Engineers)
	1.
	Did the grantee use an RFP or RFQ procurement process?

[If no, skip to next section.]
	Yes
	No
	


	2.
	List the services that were procured using the RFP/RFQ procurement method:
	
	
	


	
	a.  


b.  

	
	
	


	a.
	b.
	[Check if the grantee file contains each of the following.]

	

	

	Cost estimate for services to be procured with RFP or RFQ.

	

	

	A copy of the RFP/RFQ with all required language per Document Matrix.

	

	

	Copy of public notices of the RFP/RFQ.

	

	

	Mailing List of RFP/RFQ recipients.

	

	

	Copy of all bids, proposals, and/or qualification statements received.

	

	

	Copy of rating or scoring for each proposal.  Justification and recommendation for selection of consultant.

	

	

	Verification of consultant/contractor eligibility (current State license, not on federal debarred list, proper insurance).  

	

	

	Signed contracts and all approved amendments.


	3.
	Was there public notification of the RFP?  

If not, explain: 


	Yes
	No
	


	4.
	Did the grantee use a pre-qualified bidders list?
If yes, when was that list last updated?  

If no, explain:

	Yes
	No
	


	5.
	Did the RFP contain a statement of clearly defined deliverables?
Explain:

	Yes
	No
	


	6.
	Did the grantee use a documented methodology for evaluating proposals?
Explain:

	Yes
	No
	


	7.
	Did the grantee award the contract to the offeror whose proposal, when evaluated using the methodology specified, was the most advantageous to the grantee?  

Explain:

	Yes
	No
	


	8.
	Where did the grantee disclose the process for resolution of disputes?


  in RFP/RFQ


  in Contract language


  other documentation

(specify)________________________
	Yes
	No
	


	9.
	If there was any apparent conflict of interest involved in this transaction, did the appropriate official remove him/herself from any activity associated with this procurement transaction?
Explain: 


	Yes
	No
	N/A


C. Competitive Sealed Bid/Invitation for Bids (IFB) Procurements:
(Exceeding $100,000):  (24 CFR 85.36(d)(2))
[This is the procurement method required for most construction projects since a firm fixed price contract can be made and the selection of the successful bidder can be made principally on the basis of price.]
	1.
	Did the grantee use an IFB procurement process?

[If no, skip to next section.]
	Yes
	No
	


	2.
	List the construction projects that were procured using the IFB procurement method.
	
	
	


	
	a.  


b.  

	
	
	


	a.
	b.
	[Check if the grantee file contains each of the following.]

	

	

	Cost estimate for services to be procured with Competitive Sealed Bid/IFB.

	

	

	A copy of Competitive Sealed Bid/IFB Construction Bid Documents with all CDBG required language per Document Matrix.

	

	

	Copy of public notices in local papers and any public distribution system to advertise the availability of the IFB with the deadline for submittal.

	

	

	Copy of Mailing List used to distribute Competitive Sealed Bid/IFB.

	

	

	List of bidders with bid amounts and selection for IFB.  Justification is needed if lowest bidder was not selected.


	3.
	Was there public notification of the IFB?
If not, explain:

	Yes
	No
	


	4.
	Did the procuring agency use a pre-qualified bidders list?
If yes, when was that list last updated?
If no, explain:

	Yes
	No
	


	5.
	Did the IFB contain a statement of clearly defined deliverables?
Explain:

	Yes
	No
	


	6.
	Did the procuring agency select the bidder whose bid was the lowest in price?

If not, did the grantee fully document the rationale for not selecting the lowest bidder?
Explain:

	Yes

Yes
	No

No
	


	7.
	Where did the grantee disclose the process for resolution of disputes?


  in Bid language


  other documentation
(specify)________________________
	Yes
	No
	


	8.
	If there was any apparent conflict of interest involved in this transaction, did the appropriate official remove him/herself from any activity associated with this procurement transaction?
Explain: 


	Yes
	No
	N/A


D. Noncompetitive Proposals (Sole Source/Single Bid Procurement):  (24 CFR 85.36(d)(4)

Procurement through solicitation of a proposal from only one source, or after solicitation of a number of sources, competition is determined inadequate.

	1.
	Did the grantee use a noncompetitive procurement process?

[If no, skip to next section.]
	Yes
	No
	


	2.
	List the services procured under the noncompetitive procurement method.
	
	
	


	
	a.  

method used:
b.  

method used:
	Sole source
Sole source
	Single bid
Single bid


	a.
	b.
	[Check if the grantee file contains each of the following.]

	

	

	Cost estimate for services to be procured with noncompetitive procurement method. 

	

	

	Documentation to evidence that this procurement transaction was not feasible under other procurement methods.

	

	

	Did the documentation prove that at least one of the following conditions applied to this transaction:

___
the item or service was available only from a single source

___
the public exigency or emergency need for the item or service did not permit a delay resulting from competitive proposals

___
after a solicitation of a number of sources competition was deemed inadequate


	

	

	Letter to State CDBG Program, including applicable documentation, requesting authorization to use this procurement method.

	

	

	Response from the State CDBG Program granting authorization to use this procurement method.


E. Eligibility of Contractors, Subcontractors, Subrecipients and Other Governmental Entities (OGEs):
	1.
	List below all contractors (including auditors, loan servicing agencies, consultants, program operators, architects, engineers, construction contractors and their subcontractors) that receive(d) any CDBG funds.

Do not include individual homeowner rehabilitation contractors


[Note:  
Grantee must have a written contract on file, verification of the contractor's license status, and federal eligibility (not debarred) check via epls.arnet website (printed copy of search results).  If not, these are monitoring findings.]

	
	
	State License Current?
	Not debarred (printout in file)?
	Contract on file?
	Insurance Verified?

	
	
	
	
	
	

	
	Contractor:
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No

	1)
	 

	
	
	
	
	
	
	
	

	2)
	 

	
	
	
	
	
	
	
	

	3)
	 

	
	
	
	
	
	
	
	

	4)
	 

	
	
	
	
	
	
	
	

	5)
	 

	
	
	
	
	
	
	
	


F. Verification of Proper CDBG Language in Contracts and Agreements:
	1.
	For each contract used for distribution of CDBG funds, use the list below to verify that all required CDBG language is included.  Also use this list for subrecipient agreements.


	1
	2
	3
	4
	5
	
	

	

	

	

	

	

	
	Scope of services to be provided, consistent with the State contract

	

	

	

	

	

	
	Identification of intended beneficiaries, if applicable

	

	

	

	

	

	
	Schedule for work completion

	

	

	

	

	

	
	Budget and payment schedule (Exhibit B)

	

	

	

	

	

	
	Provisions for termination for non or poor performance (Exhibit D)

	

	

	

	

	

	
	Equal opportunity (Exhibit E)

	

	

	

	

	

	
	Nondiscrimination (Exhibit D)

	

	

	

	

	

	
	Anti-lobbying (Exhibit E)

	

	

	

	

	

	
	Conflict of interest (Exhibit D)

	

	

	

	

	

	
	Provisions for maintenance of workers' comp. insurance

	

	

	

	

	

	
	Provisions for maintenance of unemployment disability and liability insurance, as required (Exhibit C)

	

	

	

	

	

	
	Provisions for records retention (min. 5 yrs.) (Exhibit C)

	

	

	

	

	

	
	Provision permitting monitoring/auditing by HUD and HCD (Exhibit C)

	

	

	

	

	

	
	Provision that a subrecipient or other governmental entity (OGE) is responsible for compliance with all provisions delegated to it (including above items).


SUBRECIPIENT AGREEMENT CHECKLIST
Jurisdiction:

Agreement Date:


Subrecipient:

Grant Agreement #:
or PI RLA

	The CDBG regulations stipulate that, at a minimum, subrecipient agreements must include the following provisions:
	Yes
	No
	

	Statement of Work:  A description of the work to be provided, including a schedule and budget.  Including:
	
	
	

	The purpose and nature of the services to be provided, including where they will be offered;
	
	
	

	The specific tasks to be performed (e.g., job training services, application intake for rehab loans);
	
	
	

	The specific quantifiable level of service that will be provided for each activity (e.g., 25 job training participants each month, 15 rehab loan applications per month); and
	
	
	

	The schedule for the performance of work with target levels of service indicated at specific points in time.
	
	
	

	Records and Reports - the specific records which must be maintained and reporting requirements.
	
	
	

	Program Income - whether program income received is to be returned to the recipient or retained by the subrecipient.  If the income will be retained, the specific activities for which the funds shall be undertaken.  Also, subrecipients must reduce requests for new CDBG funds by the amount of program income on hand.
	
	
	

	Uniform Administrative Requirements - compliance with all applicable uniform administrative requirements under 24 CFR § 570.502 and 24 CFR § Part 84, and/or Part 85, as applicable. 
	
	
	

	Other Program Requirements - compliance with all applicable “other federal” requirements (e.g., Davis-Bacon, Flood Insurance, etc.).
	
	
	

	Conditions for Religious Organizations - If applicable, the conditions governing the use of funds by religious organizations.
	
	
	

	Suspension and Termination - Suspension or termination may occur if the subrecipient fails to comply with any term of the agreement, and that the agreement may be terminated for convenience.
	
	
	

	Reversion of Assets - Upon expiration of the agreement, any CDBG funds on hand as well as any accounts receivable attributable to CDBG funds must be transferred to the grantee.  The agreement must also include the requirements covering the use of real property acquired with CDBG funds.
	
	
	

	Other Required Provisions - All additional contract requirements found in Chapter 12 - Monitoring, 1. General Compliance Checklist.
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