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CHAPTER 1 – INTRODUCTION 

 
The City of Marietta, Ohio (City) is an entitlement city that receives a yearly Community Development 
Block Grant (CDBG) from the US Department of Housing and Urban Development (HUD) to carry out the 
Marietta CDBG Program (Program). Upon acceptance of each annual grant award, the City contractually 
agrees to implement the Program in accordance with the Housing and Community Development Act of 
1974 and the related CDBG program regulations in 24 CFR Part 570. CDBG awards are also subject to the 
Uniform Administrative Standards for Federal Awards described in 2 CFR Part 200. 
 
The intent of the Program is to develop viable urban communities by providing decent housing and a 
suitable living environment, principally for persons of low and moderate income. CDBG funds must be 
used for eligible activities that meet the national objectives of the CDBG Program.  
 
The use of designated public agencies, subrecipients, or contractors does not relieve the City of its 
responsibility. The City is also responsible for determining the adequacy of performance under 
subrecipient agreements and procurement contracts, and for taking appropriate action when 
performance problems arise. 
 
Purpose 

 
The purpose of the Marietta CDBG Program Policies & Procedures Manual (Manual) is to establish a 
framework that guides the operation of the Program.   
 
The Manual is specifically designed to guide City staff and to help CDBG funded entities understand the 
requirements that apply to the use of such Federal funds for the delivery of the Program and its eligible 
activities. It provides an approach for making decisions, ensuring the Program is operated in a fair and 
consistent manner, as well as providing all Program participants with an understanding of how the City 
manages the Program. City staff new to the Program should review the guidance and required training 
discussed in Appendix 1 – Staff Resources. 
 
Scope 

 
The guidance provided in this Manual applies to all CDBG funds awarded to the City and used by funded 
entities. The contents of this Manual are organized around the life cycle of an annual CDBG grant and its 
eligible activities or projects from initial planning through implementation to closeout. Use of the 
content follows the premise that CDBG program requirements can be satisfied through timely 
preparation, completion, and recording or filing of required documentation. These requirements 
encompass regulatory, performance, administrative, financial, compliance, and record keeping 
functions. 
 
The information and materials within this Manual are subject to change as local policy and HUD rules 
and regulations change. Moreover, the Manual does not replace or amend any of the provisions 
included in any agreement executed between the City and its funded entities. Should there be any 
disagreement between the executed agreement and this Manual, the provisions contained within that 
executed contract, service level agreement, or memorandum of understanding (MOU) will take 
precedence. 
 

https://www.hudexchange.info/resource/2184/housing-and-community-development-hcd-act-of-1974/
https://www.hudexchange.info/resource/2184/housing-and-community-development-hcd-act-of-1974/
https://www.hudexchange.info/resource/3689/24-cfr-part-570-cdbg/
https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
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Additionally, the policies and procedures contained in this Manual supersede any Program handbook or 
instructions, written or oral, issued previously. Any subsequent revisions will substitute and replace 
prior policy or procedure statements and become a part of this Manual.  
 
For questions regarding this Manual, please contact the City’s Development Director. 
 
 

The remainder of this page is intentionally left blank. 
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CHAPTER 2 – PLANNING  
 
Before the City can address community needs with its CDBG funding, HUD guidelines require an 
assessment of current conditions. The City’s use of CDBG funding must respond to the needs identified 
in the assessment. Planned uses of the CDBG funding are shaped by the City’s process that notifies the 
community of available funds and invites proposals for possible activities and projects. Although entitled 
to receive the CDBG funding, the City must also formally request from HUD the annual award of each 
grant with the submission of a plan that outlines the community needs, strategic goals, and planned 
activities. 
 
Consolidated Plan and Annual Action Plan 
 
The Consolidated Plan is a high-level, direction setting, three to five-year plan that describes the 
community needs, resources, priorities, and proposed activities to be undertaken by the City. It 
identifies the City’s housing and community development needs, especially for its low-moderate income 
residents, and the strategies and resources to meet those needs. Elements include: 

• A description of the entity responsible for overseeing the development of the Consolidated Plan 
and a description of the process undertaken to develop the plan; 

• A housing and homeless needs assessment, which uses data provided in the IDIS e-Con Planning 
suite as well as local input to identify needs in the community; 

• A housing market analysis, which analyzes characteristics of the jurisdiction's housing market in 
general, including the supply, demand, condition, and cost of housing as well as significant 
conditions of the community’s economy; 

• A strategic plan, which lists three to five-year goals created from the priority needs identified in 
the needs assessment, market analysis, and community outreach; and 

• A one-year Action Plan (i.e. the first year of the Consolidated Plan), which discusses how the City 
will address the goals of the Consolidated Plan in the first year and the specific CDBG funded 
activities that will be carried out. The City will create a new Action Plan annually, which outlines 
changes in needs and how the City will work toward the goals identified in the Consolidated 
Plan, including the identification of new CDBG funded activities.   

The related Code of Federal Regulations (CFR) identifies the following four functions of the Consolidated     
Plan: 

1. A planning document for the jurisdiction, which builds on a participatory process among 
citizens, organizations, businesses, and other stakeholders; 

2. A submission for federal funds under HUD’s formula grant programs for jurisdictions; 
3. A strategy to be followed in carrying out HUD programs; and 
4. A management tool for assessing performance and tracking results. 

 
The Consolidated Plan provides a roadmap for activity selection in each program year, so it is important 
for it to be flexible enough to allow the City to meet local needs as identified by the community, respond 
to evolving priorities, and take advantage of partnership opportunities as they arise. At the same time, 
the Consolidated Plan must be focused enough to set benchmarks that measure program success, avoid 
spreading City resources too thin, and, at a minimum, establish the general direction for the Program. 
 
Stakeholder and public meetings are held during the planning process in accordance with the City’s 
Citizen Participation Plan, which sets the minimum procedural requirements for community outreach. 

https://www.hudexchange.info/programs/consolidated-plan/
https://www.hudexchange.info/resource/2332/24-cfr-part-91-consolidated-plan-revisions-and-updates-final-rule/
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See Appendix 2 for the Citizen Participation Plan and Appendix 1 – Staff Resources for tips on 
implementation. Community outreach is designed to garner public participation regarding the needs of 
the community and prioritization of funds. 
 
Each year the City provides HUD with an update to the Consolidated Plan called an Action Plan, which 
describes the planned uses for the upcoming Program Year (PY) that begins January 1 and ends 
December 31. Program Years are based on the start date of the grant (e.g., the grant that runs from 
January 1, 2022 to December 31, 2022 is referred to as PY22). 
 
The Consolidated Plan and Action Plan are ideally due to HUD for review at least 45 days before the start 
of each Program Year and must be submitted by August 16 every year. August 16  is a hard deadline that 
could mean loss of funding if it is missed. The Consolidated Plan and Action Plan must be submitted 
using the eCon Planning Suite within the Integrated Disbursement and Information System (IDIS). See 
Appendix 3 of this manual for more information on IDIS and see HUD’s eCon Planning Suite Desk Guide 
for more information on using IDIS for Consolidated Plans and Action Plans. Additional narrative and 
other Action Plan requirements are outlined at 24 CFR 91.220. 
 
After HUD receives the Consolidated Plan/Action Plan it has up to 45 days to complete its review. When 
the review is complete, it will either provide comments back to the City requesting additional 
information/clarification or approve the Plan. If comments are provided, the City usually has 30 days to 
respond, but HUD will provide instructions. Staff does not usually present the modified draft/responses 
to Council. This assumes that HUD does not require substantive changes. Most comments relate to 
minor changes to tables, clarifications to the original submittal, etc. If HUD requires major adjustments 
that constitute a Substantial Amendment as described in the Citizen Participation Plan, then the 
Consolidated Plan/Action Plan changes may need to be presented to Council for approval. 
 
Outcomes achieved during the implementation of the Consolidated Plan and Annual Action Plans are 
reported annually in the Consolidated Annual Performance and Evaluation Report (CAPER). For more 
information on the CAPER, see Chapter 6 – Reporting of this Manual. 
 
In addition to the Consolidated Plan/Action Plan, the City must also analyze impediments to fair housing 
choice and identify actions to address those impediments. This assessment is called an Analysis of 
Impediments or AI. While it does not require HUD approval, it should be current through the same 
period as the Consolidated Plan and be updated periodically. 
 
Timeline 
 
The Consolidated Plan and first year annual Action Plan are submitted together, and therefore planning 
for the first annual Action Plan year will need to be done in conjunction with the Consolidated Plan. See 
the timeline for Action Plans below. Because the Consolidated Plan is a three-year strategic document 
that sets new priorities and goals, however, the overall planning for the Consolidated Plan must begin 
well in advance of the typical Action Plan cycle. A typical Consolidated Plan timeline may follow the 
schedule below: 

TASK SCHEDULE 

Begin data analysis using IDIS e-Con Planning Suite September - N o v e m b e r  of year prior to 
submission of Consolidated Plan 

https://files.hudexchange.info/resources/documents/eCon-Planning-Suite-Desk-Guide-IDIS-Conplan-Action-Plan-Caper-Per.pdf
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Begin community engagement informed by 

findings of data analysis (focus groups, surveys, 

stakeholder interviews) 

January of year prior to submission of 
Consolidated Plan 

Establish Priority Needs and Goals February – March of year prior to 

submission of Consolidated Plan 

Hold Public Meeting to review Priority Needs 

and Goals 

April of year in which Consolidated Plan will 

be submitted 

Work on drafting and refining Consolidated 

Plan narrative and goal funding 

April – July of year in which Consolidated 

Plan will be submitted 

Engage in Action Plan cycle as described in timeline 
below (publications and comment periods for 
Consolidated Plan and Action Plan 
can be simultaneous) 

July – October of year in which Consolidated    
Plan will be submitted 

 
Amendments 
 
The City may need to amend the Consolidated Plan or Annual Action Plan throughout the year. 
Amendments may be substantial or non-substantial. The process for amendments and what constitutes 
a substantial amendment is outlined in the City’s Citizen Participation Plan. 
 
Analysis of Impediments to Fair Housing (AI) 
 
This document reviews housing challenges and fair housing issues in the city and broader region. It 
results in goals and action steps to address and mitigate barriers. This document is typically completed 
on a 5-year cycle in conjunction with the Consolidated Plan, but historically has not been a part of the 
Consolidated Plan and has had different requirements for public participation and submission. HUD 
issued its Affirmatively Furthering Fair Housing rule in 2015, which included the requirement that 
grantees submit an Assessment of Fair Housing that would replace the requirements of the AI. The City 
is obligated to affirmatively further fair housing. The City will review further rulemaking from HUD to 
assess whether a new planning framework will supersede the presently optional Analysis of 
Impediments and will modify these policies accordingly to the extent that HUD modifies the 
requirements related to fair housing planning or the actions necessary to support a certification that the 
City is Affirmatively Furthering Fair Housing. 
 
Consolidated Annual Performance Evaluation Report 
 
The Consolidated Annual Performance Evaluation Report (CAPER) is discussed in detail in Chapter 6 of 
this Manual. 
 
CDBG Annual Calendar 
 
This section is an overview of major dates for each of the City’s CDBG Program Years (PY) and a more 
specific timeline for the Action Plan. The internal dates may change year-to-year to accommodate City 
Council’s schedule, weekends, holidays, etc., but HUD regulatory and statutory deadlines, especially the 
August 16 final deadline will not. In addition to this overview, each project will have its own timeline 
that is not identified in this section. Additionally, although the PY starts on January 1, activities to 
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prepare for the upcoming year start several months before. Below are highlights of the activities to be 
conducted during the months listed. 
 
Note that all public hearings/comment periods are noticed in the Marietta Times at least 15 calendar 
days prior (always save the proof of publication for inclusion in the final plan, report, etc.). Please review 
the Citizen Participation Plan to ensure all requirements for community outreach are followed for 
publications, drafts, and meetings. 
 
Action Plan Timeline 
 
The Action Plan timeline includes the application process because this will identify the projects to be 
included in the Action Plan Draft. The “Time to Complete” in the chart below are the minimums for each 
activity.  Note further that the chart below assumes that HUD is prepared to accept the submission of 
action plans by November 15, which may not be the case when the process for adopting a Federal 
budget is not completed on schedule.  In such a case, the action plan submission deadline or target date 
may well be after the start of the new program year, and HUD will provide notice of the target 
submission date. 

Activity Time to 
Complete 

Timeline 

Consult with Stakeholders 30 days July 

Application Available to Public 30 days July 

Application Letter of Intent 
(optional) 

2 weeks First two weeks of July 

Application Workshop 1 day Second week of July 

Application Risk Assessment 3 days First week of August 

Application Scoring  2 weeks First two weeks of August 

Memo on Application 
Recommendations to Council 

1 day Third Tuesday of August  

Action Plan Draft 2 weeks Third and fourth weeks of August  

Internal Review 1 week First week of September 

Public comment period 30 days Second week of September to third week 
of October 

Present Action Plan to City Council 1 day Third Tuesday of October 

Public Hearing 1 day Third Tuesday of October 

Council adopts resolution 1 day Fourth Tuesday of October 

Update IDIS and Submit to HUD 1 week Last week of October – Second week of 
November 

Update to website 1 day First – Second week of November 

 
Project Selection 
 
Project identification and selection is central to CDBG Program success. Selected activities must advance 
the goals of the national CDBG Program, meet objectives outlined in the Consolidated Plan, move 
forward according to predefined timelines, and meet applicable rules and regulations. They must also 
involve qualified subrecipients and committed project managers to maintain a separation between 
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CDBG Program management and CDBG activity/project management (i.e. the Development Director will 
not typically have time to individually manage each activity). 
 
As previously stated, projects selected for CDBG funding must qualify as eligible activities that meet the 
national objectives of the CDBG Program. The process of completing and submitting the Consolidated 
Plan and Action Plans help the City determine what activities to fund during the upcoming program year 
with each annual grant award. The application process is also shaped by a routine that notifies the 
community of available funds and invites proposals for possible activities and projects. When planned 
uses of CDBG funds are identified, the City takes necessary steps to qualify each activity and distributes 
part of its CDBG award to entities that will assist in implementing the Program. The basis for qualifying 
each project carried out either directly by the City or by entities to which it distributes funds must be 
fully documented for HUD review. The City is ultimately responsible for any further allocation of 
funding, so it must ensure that each funded entity demonstrates proper performance and compliance 
with applicable guidelines. 
 
Activity ideas may come from multiple sources: 
 

• City Departments - Each City department has a list of needs and wants. Some of the items on 
those lists may be CDBG eligible. Talk to other departments. Find out what they hope to 
accomplish over the next couple of years. Request that the Safety Service Director ask for 
project/activity ideas at a Department Directors Meeting sometime in the spring to spark the 
dialogue. 

• Elected Officials - The Mayor and City Council are extremely familiar with the community. Since 
they ultimately must approve a plan for the investment of CDBG resources, it makes sense to 
allow them an early opportunity to weigh in. Send them an email sometime in the spring and 
request that they identify potential activities; the Safety Service Director is typically included in 
this email as well. 

• Non-Profit/Faith-Based Organizations - Non-profit groups and faith-based organizations often 
assist the same beneficiaries as the CDBG Program, so they may have some valuable insights 
about the needs of the community. In late spring, the City will post the availability of CDBG 
funds on its website and ask for feedback from the nonprofit community on potential eligible 
CDBG projects. To help identify projects, the City will provide an informal “New CDBG Project 
Information” form on its website that can be submitted by nonprofit and faith-based 
organizations.  A sample form is attached as Appendix 4.   

• Target Populations/Beneficiaries - The City should try to hear directly from people who can and 
should benefit from the Program when determining how to invest Program resources. In late 
spring, the City will post the availability of CDBG funds on its website and ask for feedback from 
target populations/beneficiaries.   

 
Application Process 
 
The City begins the process in July to determine what activities to fund during the upcoming program 
year. An estimate of the expected annual CDBG award is calculated based on past awards, actual HUD 
allocations and available information on HUD's future funding strategies. This process typically 
corresponds to the jurisdiction’s annual budget cycle. While this cycle may begin with an estimate of 
funding amounts for CDBG programs, it ends with an announcement of recommended allocations, so 
careful consideration and deliberations are necessary for possible uses of CDBG. 
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The application process includes notification of funding availability, optional letters of intent from 
interested organizations, a request for applications (Funding Opportunity Announcement), an 
application workshop, review of applications, and then funding deliberations by Development 
Department staff and/or other city personnel.  
 
Funding requests are considered over a specified period, usually in August. Application forms are made 
available on the city’s website and available for pick-up at the Development Department for that period. 
Completed proposals must be received at the city’s Development Department by the announced 
deadline; no exceptions are made. The Development Department staff will perform a review of each 
proposal, per CDBG regulations and other HUD guidance, to ensure that all requirements would be met 
if proposed activities are funded.  Any applicant whose activity is chosen through this process to be 
funded will be sent a contingent award letter to provide notice that regulatory prerequisites must be 
met for the subaward to become final and for the funding to be available to support the anticipated 
activity. 
 
After anticipated funding is allocated to specific activities, those activities are included in the draft 
Action Plan and vetted through the City’s Citizen Participation Process. The Process culminates in 
Council adoption of an Action Plan, which is forwarded to HUD. 
 
The following outline summarizes the application process steps: 

1. Letter of Intent to Apply 
a. Staff may advertise and if necessary, request letters of intent from potential 

subrecipients that provide services consistent with the goals/national objectives of the 
CDBG program. 

2. Subrecipient Consultation with CDBG Administrator 
a. Staff will contact entities that submit letters of intent to determine eligibility of 

proposed projects/activities and suggest ways to strengthen potential applications.  
3. Invitation of Full Applications 

a. For projects and activities that are eligible under CDBG regulations, staff will invite full 
applications that provide information about the perspective subrecipient, identify the 
populations served, fully explain the proposed use of funds, etc. 

b. Subrecipients that propose projects/activities that are not eligible will not be invited to 
submit full applications. 

4. Scoring and Ranking of Applications 
a. Development Department staff will score and rank applications based on need, benefit, 

organizational capacity, past support and success administering programs, the degree to 
which proposed activities meet CDBG National Objectives, Consolidated Plan outcomes, 
and local needs, amount of funds requested, etc. The City’s Application Scoring Rubric is 
attached as Appendix 5.   

5. Presentation of Ranked Applications/Projects for Council Consideration 
a. Development Department staff will present an overview of applications received to 

Council, along with staff’s recommendations about projects/activities to include in the 
subsequent Action Plan. Council will identify the priority order for 
subrecipients/activities to receive funds. 

6. Inclusion in Annual Action Plan 
a. The priority order identified by Council, along with the amount of available funds, will 

dictate that portion of the draft Action Plan. The entire Action Plan will then proceed 
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through the adoption process as identified in the City’s Consolidated Plan (public 
hearing/comment period, City consideration and adoption, HUD approval). After Council 
approval, an announcement of the allocations is made and contingent award letters are 
sent. 

 
Funding Opportunity Announcement (FOA) 
 
A Funding Opportunity Announcement (FOA) will be released and posted to the City’s website. The FOA 
will include detailed guidelines and instructions for application submission for CDBG funding. Any 
organization that desires to request CDBG funding must complete the annual application form in 
accordance with the FOA. Applications are submitted to the Development Department. 
 
Application Workshop 
 
The application workshop is held in the middle of July to allow interested parties to read through the 
FOA prior to attending. The workshop will cover: 
 

• CDBG program basics (intent, eligibility, national objectives)  

• Consolidated Plan priorities 

• Estimate of funding available. Brief explanation of program caps 

• Timeliness, record keeping and reporting 

• Administrative and financial requirements (2 CFR 200) including internal controls and financial 
management 

• How to submit application 

• How the application is evaluated 
 
Activity Review - Eligibility Determination 
 
The review process is specific to the activity type being proposed. The processes are described below: 
 
Administration   
 
Development Department staff will identify expenditures that fall within the 20% annual programmatic 
cap. 
 
Housing   
 
Development Department staff will evaluate the potential activity to ensure it meets CDBG and other 
federal requirements and falls within the goals of the Consolidated Plan. The applications will be scored, 
ranked, and recommended for funding. 
 
Public Facilities and Improvements   
 
As described above, Development Department staff will gather input from the public, internal 
departments, the Mayor, and Council to identify initial potential CDBG projects and alternative projects 
for the coming year. Development Department staff will evaluate the potential activity to ensure it 
meets CDBG and other federal requirements and falls within the goals of the Consolidated Plan.  
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Public Services   
 
Service providers will complete the full application and the Development Department staff will score, 
rank, and recommend funding. 
 
During the application review process, Development Department staff will analyze the subrecipient and 
proposed activity to determine basic eligibility in accordance with the CDBG guidelines described below. 
An Eligibility Determination Form and Risk Assessment is completed and available for review. 
 
The Development Department staff also identify any possible conflict of interest situations between the 
City and the potential subrecipient, as defined in the CDBG program regulations at 24 CFR 570.611. Once 
a subrecipient has been selected the City will require the subrecipient to certify that there are no 
conflicts of interest between the agency, its representatives and the city and between the agency and its 
contractors. The City’s CDBG Conflict of Interest Policy is described in Appendix 6. 
 
The review of public service requests will take into consideration the needs of people within our 
community who are currently or at-risk of experiencing homelessness.  The City will attempt to seek and 
include in its review input from OH-507, the Balance of State Continuum of Care (CoC) and the 
Washington/Morgan County Community Action Agency. All comments from the CoC on public service 
applicants will be provided to the Development Department staff.     
 
Application Review 
 
Application scoring is done by the Development Department staff, who make a recommendation to the 
City Council. Application reviews should be scheduled as close as possible to the end of the application 
deadline. Development Department staff will have at least 15 days to review the applications.  
Application review and scoring may require further consultation with applicants, and the unavailability 
or unwillingness of applicants to provide clear and direct answers to all follow-up questions will be 
reflected as deemed appropriate in the scoring process. 
 
After the applications have been scored and ranked, Development Department staff will present City 
Council with the recommendations for prioritization of projects and activities for the upcoming year. 
Through the end of September and the beginning of October, Development Department staff will draft 
the Action Plan and prepare for the public comment period and public hearing.  
 
Staff will propose funding for specific activities based on the following: 
 

• Scoring and Ranking of Projects – Development Department staff will evaluate and score the 
applications based on specific guidelines and Consolidated Plan priorities. These scores will 
determine the rank of proposed projects, and in some cases may serve as an eligibility 
determination. 

 

• Consolidated Plan and Past Reports - The Consolidated Plan spells out the specific measurable 
outcomes the City will pursue over its three-to-five year lifespan. The City has more flexibility in 
the earlier years of the Consolidated Plan, but as the City expends CDBG funds and meets 
specific objectives, the range of options narrows considerably. HUD will measure the success of 
the City’s Program in part on timeliness of expenditures and the extent to which it achieves the 
outcomes identified in the Consolidated Plan. 
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• Funding Caps and Minimum Expenditures - HUD requires that at least 70% of non- 
administrative funds go to activities benefiting low-moderate income (LMI) individuals over a 
three-year period (certification period is identified in the annual Action Plan). This creates a 
maximum use of 30% of non-administrative funds to meet other National Objectives such as the 
prevention and elimination of slums and blight and Urgent Need during the certification period, 
although most jurisdictions spend nearly 100% of their non-administrative funds on activities 
serving the LMI national objective. There is also an annual cap of 15% for public service activities 
(regardless of the national objective served by the public service projects) and 20% for 
administrative expenses.  

 
Timeline 
 
The Mayor, Council, and public will be involved throughout the application process as follows: 
 

• July – Development Department staff will estimate available funding for Administration, 
Housing, Public Facility and Improvement projects, and the estimated amount available for 
Public Service projects based on prior CDBG allocations. 

• July – Development Department staff will conduct internal review of initial potential Public 
Facilities and Improvement projects and alternative projects. 

• July – Public Service application will be open. 

• August – Development Department staff will score applications and forward the 
recommendations for projects and funding to the Mayor and Council. 

• Late September – Development Department staff will present the Action Plan and projects for 
the upcoming year to the Mayor and Council. 

• Late October – Public Hearing will take place and the public comment period will close. 

• End of October – Development Department staff will submit a resolution to approve the Action 
Plan.  

 
All applications are scored and ranked according to the information on the submitted application and 
the City’s corresponding scoring sheet. 
 
Eligible Activities & National Objectives 

 
A key feature of the grant cycle is qualifying each project for CDBG funding. The determination of 
eligibility and support of a national objective is paramount to the funding deliberation. Be aware that 
HUD will, sometime in the future, monitor funded CDBG activities to determine if the City made a 
correct eligibility determination. If HUD determines the City funded an ineligible activity, it may require 
repayment of funds.  
 
CDBG regulations permit a wide variety of community, housing, and economic development activities. A 
complete list of eligible activities should be reviewed with reference to the “Guide to National 
Objectives and Eligible Activities for CDBG Entitlement Communities.” The basic eligible CDBG activities 
include: 
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Generally, if a proposed activity is not clearly eligible based on the “Guide to National Objectives and 
Eligible Activities for CDBG Entitlement Communities,” then it is likely an activity to avoid. This 
determination is best conducted through the following four steps with each documented along the way: 

Step #1: 
Determine if the activity is included within the listing of eligible activities in the CDBG statute, as 
amplified by regulation. Also ensure it meets the goals and objectives of the City’s Consolidated Plan. 
 
Step #2 
Determine if the proposed activity falls within a category of explicitly ineligible or prohibited activities, 
despite its apparent inclusion within an authorized category. 
Step #3 
Arguably the most important step is determining whether the proposed activity can meet one of the 

https://www.hudexchange.info/resource/89/community-development-block-grant-program-cdbg-guide-to-national-objectives-and-eligible-activities-for-entitlement-communities/
https://www.hudexchange.info/resource/89/community-development-block-grant-program-cdbg-guide-to-national-objectives-and-eligible-activities-for-entitlement-communities/
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national objectives of the CDBG program. This step deserves special attention because of the mix of 
activities that the City may undertake. 
 
Step #4 
Ensure that carrying out the activities with CDBG funds will not violate the City’s certification that at 
least 70% of CDBG expenditures will be benefit low-and-moderate income persons over three 
consecutive program years. 
 
The general rule is that the City’s CDBG funds shall not be used for any activity that is not authorized 
under the provisions of §570.201–§570.206. The following types of activities are typically ineligible: 

1. Acquisition, construction, or reconstruction of buildings for the general conduct of government; 
2. Political activities; 
3. Certain income payments; and 
4. Construction of new housing by units of general local government. 

Although the CDBG program includes a wide variety of eligible activities that may be selected, they may 
be undertaken only if the activity also meets one (1) of the three (3) permissible National Objectives, 
including: 
 

 

As part of each of the three (3) broad National Objectives, there are subcategories that more specifically 
delineate how a National Objective will be met. Due to regulatory limitations, there are certain National 
Objective subcategories that are compatible with each eligible activity. 

 
A comprehensive table of eligible activities and permissible national objective subcategories is included 
as part of the “Guide to National Objectives and Eligible Activities for CDBG Entitlement Communities.” 
 
Benefiting Low- and Moderate-Income Persons 
 
There are four ways an activity can meet the LMI National Objective: 
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Prevent and Eliminate Slums and Blight 
 

The second possible option to meet the CDBG national objectives has its roots in the Urban Renewal 
program, one of the major Federal categorical grant programs that were terminated and replaced with 
the CDBG program. Although many persons who resided in the areas that qualified for assistance under 
the Urban Renewal program were low-and-moderate income persons, the principal focus of that 
program was to eliminate major slums and other areas of blight within the community and preventing 
the return of blight to the treated areas. 
 
Because of some concerns that the CDBG program might not allow the continuance of the type of 
projects that were funded under the Urban Renewal program, the national objective concerning slums 
and blight was created. 
 
In developing the criteria for qualifying under this national objective, HUD has taken considerable care 
to ensure that eligible activities clearly eliminate objectively determinable signs of slums or blight in a 
designated slum or blighted area or are strictly limited to eliminating specific instances of blight outside 
such an area (“spot blight”). There are three (3) subcategories under this national objective: 

 

 
Urgent Need National Objective 

 
Pursuant to CDBG regulations, to comply with the national objective of meeting community 
development needs having a particular urgency, an activity must be designed to alleviate existing 
conditions which the Grantee certifies: 

• Pose a serious and immediate threat to the health or welfare of the community, 

• Are of recent origin or recently became urgent, 

• The Grantee is unable to finance the activity on its own, and 

• Other resources of funding are not available to carry out the activity. 

A condition will generally be considered of recent origin if it is developed or became critical within 18 
months preceding the Grantee’s certification.  Reasonably foreseeable conditions which become critical 
as a result of ongoing failure to address a known preexisting problem are not considered to be 
conditions of urgent need. 
 
Awards (including written agreements) 
 
As explained above, the applications will be officially reviewed, scored and potentially approval as part 
of an administrative review process which determines that the proposed activities will meet one of the 
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National Objectives of the CDBG program and qualify as an eligible activity. 
 
Assuming the activities also address priority needs as identified in the Consolidated Plan, the proposals 
may be presented as part of the Action Plan submitted to HUD.  For any award made through the City’s 
application process, a contingent award letter should be sent.  The letter should notify the applicant 
both that the award is anticipated and that there may be additional compliance-driven factors to be 
fulfilled before the award should be relied upon by the applicant. 
 
Before disbursing funds to any organization that is carrying out CDBG activities on behalf of the City, a 
written subrecipient agreement must be executed. 
 
All written agreements are reviewed by the Law Director. Subrecipient agreements are executed 
between the City and an external organization. All subrecipient agreements must be approved by City 
Council, signed by the Mayor or designee, and attested to by the City Council. Memoranda  of 
Understanding (MOUs) are used in lieu of subrecipient agreements if the agreement is with another 
Department within the City. MOUs are signed by Department Directors. 
 
Each agreement must be written in the approved City template. Subrecipient agreements need to be 
scheduled on the City Council agenda for approval. (See Appendix 1 – Staff Resources for tips on Council 
Agendas.) The subrecipient shall sign the agreement prior to placing it on the agenda for the Mayor’s 
signature. The agreements are routed through the City Law Director after they are placed on the Council 
agenda.  HUD requires written agreements for each subrecipient activity prior to allocating CDBG funds 
(24 CFR 570.503). 
 
Several elements should be covered by subrecipient agreements, all of which are identified in Chapter 3 
of “Managing CDBG: A Guidebook for CDBG Grantees on Subrecipient Oversight”. “Managing CDBG” 
spells out related requirements in detail, provides sample agreements, etc. Requirements aside, the City 
frequently references several pieces of each subrecipient agreement. These include: 

• Statement of Work: a description of the work to be performed, a schedule for completion of 
work, and a budget, all in sufficient detail to monitor subrecipient performance. 

• Reporting and Payment Procedures: discusses the process by which subrecipient will request 
payments and/or receive reimbursement for eligible expenses. This section typically discusses 
Progress Reports, Reimbursement Requests, and supporting documentation required to process 
payment/reimbursement requests; 

• Subcontractor Information: if the activity includes subcontractors, the agreement includes 
mandatory contract language and other related requirements. 

The City may use the subrecipient agreement as part of its pre-activity orientation, which is a good way 
to get on the same page with subrecipients and clarify expectations at the beginning of the program 
year. CDBG staff should also provide any applicable materials that may be useful to the subrecipient 
including, but not limited to: 1) Playing by the Rules Subrecipient Guidebook, 2) Contractor’s Guidebook 
to Davis Bacon and Prevailing Wages, and 3) any other applicable reference materials or website links. 
 
When the City pursues projects internally (i.e. without a subrecipient), the interested Department 
assumes a project management function. Examples include improvements to a City park, or 
water/sewer infrastructure projects in an LMI area, which would be managed by the Parks Department 
or Public Works Department respectively. For those activities, the interested Department assigns a 
project manager who oversees the day-to-day progress of the activity. This includes consultant 

https://www.hudexchange.info/resource/407/managing-cdbg-guidebook-for-cdbg-grantees-on-subrecipient-oversight/
https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/
https://www.hudexchange.info/resource/2541/making-davis-bacon-work-contractors-guide-prevailing-wage-requirements/
https://www.hudexchange.info/resource/2541/making-davis-bacon-work-contractors-guide-prevailing-wage-requirements/
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correspondences, invoice receipt and approval, project budget and schedule monitoring, internal 
coordination with the project team, etc. 
 
To determine whether a family or household is low- and moderate-income under subpart C of the CDBG 
regulations, the City has elected to utilize the following method in 24 CFR 570.3 for determining annual 
income: 
 
“Estimate the annual income of a family or household by projecting the prevailing rate of income of 
each person at the time assistance is provided for the individual, family, or household (as applicable). 
Estimated annual income shall include income from all family or household members, as applicable. 
Income or asset enhancement derived from the CDBG-assisted activity shall not be considered in 
calculating estimated annual income.”  To apply this method, the City has chosen to use the Section 8 
definition of “annual income” found in 24 CFR 570.3(Income)(1)(i), and will normally use the CPD Income 
Calculator in conducting computations. 
 
CPD Income Calculator - https://www.hudexchange.info/incomecalculator/ 
 
CPD Income Calculator User Manual - 
https://files.hudexchange.info/resources/documents/CPDIncomeEligibilityCalculator_User_Ma nual.pdf 
 
CDBG Income Limits - https://www.hudexchange.info/resource/5334/cdbg-income-limits/ 
 
All program participants must be at or below 80% of area median income. The CPD Income Calculator 
results will be printed out and placed in each participant file to show that the applicant meets the 
program income limits.  
 
Define Households - It may be beneficial to include when and how the definitions are used for programs 
– the definition is included in the Part 5 regulations: “Household” means all persons occupying a housing 
unit. The occupants may be a family, as defined in 24 CFR 5.403; two or more families living together; or 
any other group of related or unrelated persons who share living arrangements, regardless of actual or 
perceived sexual orientation, gender identity, or marital status. HUD requires housing activities to be 
reported by household. 
 
Define Service Area - This step may be important to define the activity beneficiaries within the 
geographic boundaries of the service being provided. This requirement should be incorporated into the 
subrecipient agreement: 
 
Sample language for subrecipient agreements: 

“Subrecipient understands and agrees that the allocation of CDBG funds may be used to provide services 
and programs only to City of Marietta residents. If applicable, Subrecipient shall verify that any and all 
persons who receive funds granted to Subrecipient pursuant to this Agreement (“Client”) a) reside within 
the city limits of Marietta, Ohio and b) meet the current CDBG income eligibility guidelines. Subrecipient 
must deem any Client who does not meet the above requirements to be ineligible to receive CDBG funds 
and shall suspend use of federal funds for the Client.” 
 
Example of Process for Executing Subrecipient Agreements: 

1. Complete draft 

https://www.hudexchange.info/incomecalculator/
https://files.hudexchange.info/resources/documents/CPDIncomeEligibilityCalculator_User_Ma%20nual.pdf
https://www.hudexchange.info/resource/5334/cdbg-income-limits/
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2. Subrecipient review  
3. Consider any subrecipient comments on the draft agreement 
4. Review subrecipient comments with Law Director if necessary 
5. Make revisions as appropriate 
6. Send final subrecipient agreements to awardees 
7. Collect signed subrecipient agreements  
8. Add to council agenda 
9. Receive council approval 
10. Collect subrecipient agreements with original signatures from clerk with council’s Office 
11. Email executed subrecipient agreements to awardees 
12. File digital copy 
13. File original copy 

 
 

The remainder of this page is intentionally left blank. 
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CHAPTER 3 – FINANCIAL MANAGEMENT  
 
In Chapter 2, this Manual described the process of completing and submitting the Consolidated Plan and 
Action Plans that help the City determine what activities to fund during an upcoming program year with 
each annual grant award. The Action Plan establishes the budget for the annual CDBG allocation. The 
City also adopts a local budget for the Fiscal Year that recognizes the grant as a separate revenue and 
identifies activities to be funded with CDBG dollars. It is essential that the CDBG revenues and 
expenditures are also reflected by grant year within the City’s local budget. 
 
The City is responsible for the stewardship of its Federal grant awards in a way that fully complies with 
Federal guidelines and regulations. All CDBG grantees and subrecipients must have financial 
management systems in place that comply with standards specified in the Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards specified in 2 CFR 200. 
Financial management guidance for the CDBG program is contained in the CDBG regulations at 24 CFR 
Part 570.502.  
 
The City’s financial management system needs to provide for a comparison of expenditures with budget 
amounts for each HUD award. For a financial management system to meet Federal standards, it must: 
 
• Provide effective control over and accountability for all cash, real and personal property, and 

other assets 
• Identify the source and application of funds for Federally sponsored activities 
• Permit the accurate, complete, and timely disclosure of financial results in accordance with HUD 

reporting requirements or, for subrecipients, Grantee reporting requirements 
• Minimize the time elapsing between the transfer of funds from the U.S. Treasury and 

disbursement by the Grantee or subrecipient 
 
Grantees must employ financial management systems that can generate regular financial status reports 
indicating the dollar amount allocated (including budget revisions), amount obligated, and amount 
expended for each activity. The system must permit the comparison of actual expenditures and 
revenues against budgeted amounts. The City must be able to isolate and trace every CDBG dollar 
received. 

 
Grantee Budget (Grant and Program Income) 
 
The City needs to have accounting records which identify HUD programs and awards received and 
expended. This requirement is met by specifying, as applicable, the Catalog of Federal Domestic 
Assistance (CFDA) title and number (CDBG CDFA # is 14.218), HUD award identification number and 
year, HUD’s agency name (as the awarding agency), and name of the pass-through entity, if any. This 
requirement will most likely be addressed in the chart of accounts. Also, the City’s accounting records 
should contain information on CDBG awards, authorizations, obligations, unobligated balances, assets, 
expenditures, program income, and interest. Staff will be responsible for ensuring that the budgets are 
appropriately set up and approved and that a mechanism is in place to track all revenues and expenses 
through the City’s internal accounting system. Records should be clear on how program income 
generated from the CDBG program is tracked and used. Financial staff should have a firm understanding 
of how IDIS is a vital tool in managing the financial health of the program. For more information on IDIS, 
see Appendix 3 of this manual. 

https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1502
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1502
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The City can reuse any revenue generated from projects undertaken with CDBG funding (known as 
program income) towards other eligible activities within the entitlement community. Also, any program 
income earned by a subrecipient can be retained by the subrecipient if approved by the city and 
provided that the income is treated as additional CDBG funds and thus subject to all applicable Federal 
and local requirements. 
 
Program income, as defined in 24 CFR 570.500, includes, but is not limited to, the following: 
 
• Proceeds from the disposition by sale or long-term lease of real property purchased or improved 

with CDBG funds; 
• Proceeds from the disposition of equipment purchased with CDBG funds; 
• Gross income from the use or rental of real or personal property acquired by 

subrecipients/entities with CDBG funds, less costs incidental to generation of the income; 
• Gross income from the use or rental of real property, owned by subrecipients/entities, that was 

constructed or improved with CDBG funds, less costs incidental to generation of the income; 
• Payments of principal and interest on loans made using CDBG funds, except as provided in 24 

CFR 570.500(a)(3); and 
• Interest earned on program income pending its disposition. 
 
CDBG regulations require that at the end of each program year the City must determine whether they 
have excess program income on hand and must return any excess to its line of credit. If the program 
income balance is more than one-twelfth of the City’s most recent entitlement grant, it must be 
remitted to the City’s line of credit as soon as practicable after the excess is determined. 

 
Indirect Cost Allocation Plan Approval Process 
 
In addition to the City’s fiscal responsibility to ensure that CDBG funds are used in accordance with all 
program requirements, all administrative costs that are charged to the Federally awarded CDBG 
program should be closely reviewed. Any indirect costs that a subrecipient requests reimbursement for 
are unallowable unless an indirect cost allocation plan has been preapproved by the City for a specific 
activity and contract. An approved indirect cost allocation must comply with the requirements of the 
Federal award to which they apply and 2 CFR part 200, Cost Principles for Non-profit Organization.   
As described in Appendix V, all costs included in the subrecipient’s proposal must be properly allocable 
to the applicable Federal award based on a beneficial or causal relationship between expenses incurred 
and the (CDBG) agreements to which they are allocated. The same costs that have been treated as 
indirect costs cannot be claimed as direct costs. Although it is important to understand the indirect cost 
criteria for federal awards, currently the city does not allow subrecipients to charge indirect costs to the 
CDBG program.  

 
Accounting System 

 
The City is required to have accounting records that sufficiently identify the source and application of 
CDBG funds provided to them. To meet this requirement, the City’s accounting system should include at 
least the following elements: 
 

• Chart of accounts – This is a list of account names and the numbers assigned to each of the 
account names. The names provide a description of the type of transactions that will be 

https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1500
https://www.ecfr.gov/cgi-bin/text-idx?SID=867fa2a0f6b7b588f9ee27e1671f8674&mc=true&node=sp2.1.200.e&rgn=div6
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recorded in each account (e.g., an account titled “cash” denotes that only transactions affecting 
cash should be recorded in that account).  

• Cash receipts journal - A cash receipts journal documents, in chronological order, when funds 
were received, in what amounts and from what sources.  

• Cash disbursements journal - A cash disbursements journal documents, in chronological order, 
when an expense was incurred, for what purpose, how much was paid and to whom it was paid. 

• Payroll journal - A payroll journal documents payroll and payroll-related benefit expenses on 
salaries and benefits, including distinguishing between categories for regulatory purposes. 

• General ledger - A general ledger summarizes, in chronological order, the activity and financial 
status of all the accounts of an organization. Information is transferred to the general ledger 
after it is entered into the appropriate journal. Entries transferred to the general ledger should 
be cross-referenced to the applicable journal to permit the tracing of any financial transaction.  
The City maintains a separate bank account for CDBG funds to monitor the amounts received 
and disbursed through its CDBG line of credit. 

 
Documentation 
 
Expenditures must be properly approved and supported by source documentation. Documentation must 
show that costs charged against CDBG were: 
 

• Incurred during the effective period of the agreement with HUD; 
o Actually paid out (or properly accrued); 
o Expended on eligible items; and 
o Approved by the appropriate official(s) within the organization. 

• Source documentation must explain the basis of the costs incurred and the actual dates of the 
expenditure. For example: 

o Source documentation for payroll would include authorizations for rates of pay and 
benefits and time and attendance records. 

o Source documentation on supplies would include purchase orders or purchase 
requisition forms, quotes, invoices from vendors, canceled checks made to vendors, 
information on where the supplies are stored and the purpose for which they are being 
used. 

• The City must ensure that their accounting records include reliable, up-to-date information on 
the sources and uses of CDBG funds, including: 

o Amount of Federal funds received; 
o Current authorization of funds; 
o Obligations of funds; 
o Unobligated balances; 
o Assets and liabilities; 
o Program income; and 
o Actual expenditures broken down by the grant program and year for which the funds 

are derived and the activity on which the funds were used. 
 

IDIS (including reconciliation with Accounting System) 
 
The Integrated Disbursement and Information System (IDIS) is the HUD system that the City is required 
to use to fund and report on its CDBG program. IDIS generates standard CDBG program reports that 
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provide financial and performance information. There are 110 different PR reports available in a 
noncontiguous range from PR01 to PR110, and 27 CDBG-specific reports. The PR05 and PR07 provide 
drawdown details by project and activity and voucher number, respectively. IDIS commits and disburses 
funds on a grant-specific basis, regardless of when the funds were appropriated.  This is known as grant-
based accounting which replaced the first in, first out drawdown methods used in the past. 
 
The City will use the E-Con Planning Suite to integrate the development of the Action Plan and the IDIS 
Activity Setup and Funding processes. This ensures that all the key reporting elements of the grants 
management cycle are integrated into one system and ensures cohesiveness between the goals 
described in the Consolidated Plan and Action Plan and the outcomes tracked in IDIS and reported in the 
Consolidated Annual Performance and Evaluation Report (CAPER). 
 
Periodically, IDIS will need to be reconciled with the City’s accounting system. Both systems of tracking 
funds must be coordinated and tell the same story about funding allocations and drawdowns. 
Obligations, expenditures, and program income submitted to HUD in the Consolidated Annual 
Performance and Evaluation Report (CAPER), or other applicable reports will need to reconcile with the 
accounting records. See Appendix 3 of this manual for more information on IDIS. For HUD’s complete 
guide on using IDIS for CDBG, please see IDIS Training for CDBG Grantees. 

 
Procurement 
 
The City is responsible for ensuring that its procurement of goods and services with CDBG funds 
conform to or exceed Federal procurement standards. It must also determine the adequacy of 
performance under subrecipient agreements and procurement contracts and for taking appropriate 
action when performance problems arise. A matrix of applicable federal requirements for procurement 
of goods and services is provided below. 
 
All procurements made in whole or in part with CDBG funds must comply with the applicable Federal 
requirements found in 2 CFR Part 200.318 (General Procurement Standards). The requirements 
governing the purchasing process are designed to ensure that city staff: 
 

• Follow a free and open competitive process in securing products or services. 

• Properly document purchasing activities and decisions. 

• Know the requirements for different kinds of purchases (small purchases, competitive sealed 
bids, competitive proposals, and sole source procurements). 

• Properly bond and insure work involving large construction contracts and/or subcontracts. 

• Use local businesses with low-and-moderate income owners and employees and contract with 
small, minority and/or women-owned businesses to the maximum extent feasible. 

 

Matrix of Applicability: Rule and Types of Federal Award Recipients 

Rule All federally funded 
recipients 

Local governments 
and subrecipients 

State governments 
and subrecipients 

2 CFR Part 
200.317,200.322, 
200.326  
Appendix II 

  Yes Yes 

https://www.hudexchange.info/trainings/idis-cdbg/
https://www.ecfr.gov/cgi-bin/text-idx?SID=d169dd8d9ef80c51ea7b6cb71a975107&mc=true&node=se2.1.200_1318&rgn=div8
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2 CFR Part 
200.318 – 326, Appendix II 

 Yes Limited to above 

Debarment Yes Yes Yes 

Davis-Bacon Yes, if program threshold 
met 

Yes, if program threshold 
met 

Yes, if program threshold 
met 

Work hours and safety Yes Yes Yes 

Equal opportunity Yes Yes Yes 

Section 3 Yes, according 
thresholds 

to Yes, according 
thresholds 

to Yes, according 
thresholds 

to 

 
The City will use whichever procurement policy is stricter, its local, internal policy or the federal 
requirements applicable to CDBG. The City’s Draft Operating Procedures for Procurement is included as 
Appendix 7.  
 
For more on expectations around Financial Management in the CDBG program and a useful checklist, 
see Exhibit 34-1 Guide for Review of Financial Management and Audits of the CPD Monitoring Handbook 
6509.2 and Chapter 11 of “Basically CDBG.” 

 
Subrecipient Payments 

 
Pre-Award Costs 
 
Even though January 1st is the official start of the program year, and the City may have submitted an 
Action Plan prior to this date, it is possible that Congress will not approve a federal budget, or that HUD 
will not release the City’s program year allocation amount by January 1. For this reason, HUD allows 
entitlement communities to incur pre-award costs. 
 
The pre-award cost provisions in the CDBG regulations allows grantees and subrecipients to “incur costs 
prior to the effective date of their CDBG grant agreement with HUD. The grantee or subrecipient may 
then pay those costs (including reimbursing itself if it used its own funds to pay the costs) after the 
effective date of the grant agreement, provided that it complies with the pre-award regulations at 24 
CFR §570.200(h).” See the “Basically CDBG” training link below or Chapter 11, page 5.  
http://www.hud.gov/offices/cpd/communitydevelopment/training/basicallycdbg.cfm 
 
The City often operates on a reimbursement basis and incurs the initial CDBG expense (whether that 
entails paying a vendor, reimbursing a subrecipient, etc.). The City then submits a reimbursement 
request to HUD. Under the pre-award regulations, the City does not have to wait until a CDBG 
agreement with HUD is in place to move activities forward. Instead, the City can pay for approved 
expenses (in the same manner it would after the grant agreement is in place) but hold the 
reimbursement request to HUD until the CDBG grant agreement is signed and the fund are reserved in 
IDIS.  

 
Reimbursements 
 
All aspects of CDBG financial management are coordinated closely with the City Auditor. An overview of 
federal expectations for managing finances is included in Chapter 11 of “Basically CDBG,” and in 24 CFR 
§ 570.502. The federal government expects the City to maintain a system that ensures effective control 
over and accountability for all funds, property, etc., and accurate, complete, and timely disclosure of 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-11-Financial-Management.pdf
http://www.hud.gov/offices/cpd/communitydevelopment/training/basicallycdbg.cfm
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-11-Financial-Management.pdf
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financial activities in accordance with HUD reporting requirements. Federal requirements aside, 
accuracy, openness, simplicity, and transparency should always be the goal. 
 
The City provides reimbursement payments to subrecipients based on verification of expenditures. 
Currently, the City’s process for CDBG reimbursements of subrecipient/contractor expenses is as 
follows: 

1. After authorization of a contract or agreement, the Auditor’s Office will issue an auditor’s 

certificate (necessary for contracts) and a purchase order  

2. As work is performed under the contract, the Development Director or other party inspects the 

work, including: 

a. taking pictures, filling out a field inspection form documenting level of project 

completion and date, describing the work being inspected, and providing any comments 

3. After the work is inspected, an invoice is received after fulfillment of the contract/agreement  

4. Upon approval of the work and invoice, Development Department staff create a draw request 

for review and approval by the Development Director 

5. After the draw, Development Department staff complete a voucher form and attach it to the 

auditor’s certificate/purchase order/invoice 

6. The voucher form/auditor’s certificate/purchase order/invoice is sent to the Director of Budget 

and Procurement for signature on any purchase lacking an auditor’s certificate; purchases within 

the scope of auditor certificates may be sent directly to the city Auditor 

7. The Budget and Procurement Director forwards the packaged forms to the City Auditor for final 

approval of the payment 

Subrecipients which do not operate under the terms of in-kind contracts shall normally be paid directly 
as reimbursement for eligible expenses. Subrecipients of CDBG funds for capital projects may request 
that funds be paid directly to a contractor or vendor; such request must be made at the beginning of the 
project. Payments will be made only upon presentation of invoices from the contractor or vendor and 
approved for payment by the subrecipient and City staff responsible for Davis-Bacon payroll reporting. 
Final payments to subrecipients will be made only upon submission of final program reports that 
document the achievement of program goals and satisfactory completion of the CDBG-funded activity. 
 
Each request for payment must have adequate documentation for the costs incurred such as payroll 
records, purchase orders, copies of canceled checks, timesheets reflecting time spent directly on CDBG 
activities, etc. Requests must be only for costs directly related to the approved activity and included in 
the approved budget attached to the contract. 
 
Subrecipients may not use CDBG funds for general administrative costs or “overhead” or “indirect” costs 
and the City will not reimburse for indirect costs under any circumstances. The City does not allow 
subrecipients to purchase or lease furnishings, equipment, or other property using CDBG funds, but may 
grant an exception to pay depreciation or use allowances for such items when necessary, for use by a 
recipient or its subrecipients in the administration of activities assisted with CDBG funds, or when 
eligible as fire-fighting equipment, or when such items constitute all or part of a public service pursuant 
to 24 CFR 570.201(e).  
 
Subrecipients will be required to submit requests for reimbursement monthly or as appropriate for their 
program design so that the City may demonstrate its timely use of CDBG funds. 
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Administrative expenditures are reviewed monthly by the Development Clerk as part of the accounts 
payable drawdown of funds through the city’s accounting system and the IDIS reporting system. The 
Development Clerk prepares the request for funds and the Development Director approves the 
drawdown. Administrative expenses are subsequently entered into IDIS and requested as a draw from 
the CDBG Line of Credit (LOC) to reimburse the City’s general fund. 
 
The City will not request CDBG funds in advance or as “float” funds from the U.S. Treasury and disburses 
payment on a reimbursement basis. The City draws funds from IDIS no more than three days prior to 
disbursement of a check to any vendor. 
 
Retainage on Construction Projects  
 
Although retainage is not a requirement, many grantees have found it helpful to maintain 10 percent 
retainage from partial payments until after final inspection, in case of any unresolved problems. 
When construction work has been completed, the contractor will submit a final request for payment. 
Before making final payment, the grantee must ensure that: 
 
• All weekly payrolls and Statements of Compliance have been received and any discrepancies 

have been resolved; 
• All discrepancies identified through job site interviews have been resolved; and 
• All files are complete. 

 
Internal Controls 

 
The Development Department has implemented the following procedures regarding separation of 
duties:  

1. The Development Director reviews draw requests and supporting documentation 

2. The Development Clerk conducts a secondary review of the draw request, records the expenses, 

assigns a voucher number to the draw in IDIS and submits to the Development Director for 

approval and receipt into the City’s accounting systems. 

3. The Development Director draws all funds from the CDBG Line of Credit through IDIS.  Note: 

Draws are not made until contract or agreement is signed by the applicant. 

Timeliness 
 
Timeliness refers to how quickly the grantee (i.e. City) commits and expends CDBG funds. On a national 
level, needs far outweigh available resources, so if one grantee is unable to advance activities that meet 
national objectives then HUD reserves the right to shift future funding elsewhere. CFR requirements on 
timeliness are available at §570.902. 
 
The rule for timeliness is that a grantee cannot have more than 1.5 times its most recent annual 
allocation in its line of credit at any given time. HUD checks the amount available in the line of credit 
several times each year, but the “official” check for timeliness is on November 1, 60 days before the end 
of the City’s program year. The City, therefore, plans the annual calendar with this date in mind to make 
sure that enough activities can advance and drawdown funds in time to avoid a timeliness infraction.  
The City also makes subrecipients aware from the outset that timeliness is an important aspect of the 

https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1902
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CDBG Program, and failure to advance activities within a reasonable and predetermined timeframe can 
result in reallocation of funds. 
 
The City’s Development Clerk maintains a spreadsheet [set of books/ledgers] that track the City’s 
drawdowns by activity and calculates the current timeliness ratio after the draw is submitted. When 
HUD runs the timeliness check they do it through IDIS. If CDBG funds are obligated and general funds are 
spent for an activity, that expenditure will not count toward the timeliness calculation until the city has 
requested reimbursement in IDIS. In addition to any allocation and expenditure summary maintained by 
the Development Department, the City can check timeliness through the year in IDIS by running report 
PR56. 
 
 

The remainder of this page is intentionally left blank. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



30 

 

CHAPTER 4 – PROGRAM COMPLIANCE  
 
Environmental Review  
 
Upon HUD approval of each Action Plan and issuance of a CDBG grant award, the letter of approval to 
the City places conditions on the grant award. One standard condition relates to environmental review. 
The letter indicates that no CDBG funds may be spent on projects without conducting an environmental 
review and documenting that review in an “environmental review record.” The City’s grant agreement 
with HUD includes assurances that the City will satisfy that condition. As such, the following procedure 
must be followed in conformance with those assurances, related HUD guidelines and Federal law. 
 
The applicable requirements include: 

• National Environmental Policy Act (NEPA) of 1970 which requires Federal agencies to go through 
a formal process before taking any action anticipated to have substantial impact on the 
environment 

• HUD Regulations at 24 CFR 58 which allow the assumption of authority to perform the 
environmental reviews by responsible entities, which are units of general local government such 
as a city. The responsible entity is responsible for the scope and content of the review and for 
making the finding. 

• Other Related Federal Environmental Laws and Authorities View Resources 

 
HUD Guidance 
 
HUD's regulations at 24 CFR 58.22 prohibit grant recipients and their partners from committing or 
spending HUD or non-HUD funds on any activity that could have an adverse environmental impact or 
limit the choice of reasonable alternatives prior to completion of an environment review once a project 
anticipates CDBG funding. This prohibition on "choice-limiting actions" prohibits physical activity, 
including acquisition, rehabilitation, and construction, as well as contracting for or committing to any of 
these actions. 
 
All projects are subject to an environmental review, regardless of activity, prior to contracting or funding 
of any project. Each project must receive approval prior to any work or progress on a given activity. 
Funding must never be committed before the Environmental Review is complete. Noncompliance with 
federal, state, and municipal environmental processes, standards, and timelines will disqualify any 
project from receiving CDBG funding. These requirements do not impact application recommendations 
or decisions, though environmental impact of any proposed projects should be considered prior to 
completing a full application. If the CDBG project is a small part of a bigger project, it should be 
aggregated so one ER is conducted for the overall project (e.g. CDBG is extending a water line to a 
proposed gymnasium). 
 
HUD has developed an online system for developing, documenting, and managing environmental 
reviews. It covers all levels of environmental reviews for CDBG funded projects and includes on-screen 
guidance for completing HUD environmental reviews. City staff who undertake environmental reviews 
may access the system referred to as HEROS - HUD’s Environmental Review Online System. See 
Appendix 3 for more information on HEROS access and use. 
 
 

https://www.hudexchange.info/programs/environmental-review/orientation-to-environmental-reviews/#part-50-and-part-58
https://www.hudexchange.info/programs/environmental-review/federal-related-laws-and-authorities/
https://www.hudexchange.info/programs/environmental-review/heros/
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Basic Environmental Review Procedures 
 
These environmental review procedures must be completed for each CDBG funded program, project, or 
activity that is carried out with HUD grant awards to the City as applicable: 
 

1. Environmental Review Record  

a. City must prepare and maintain a written record of the environmental review 
undertaken for each activity. This written record or file is called the Environmental 
Review Record (ERR), and it must be available for public review upon request. 

b. Depending on the project, the City will require that a subrecipient, partner or other 
party cooperate in gathering information for the review. Staff will ask that a project 
sponsor provide information or complete an environmental review checklist based on 
the scope and content of a proposed project. 

c. Staff will utilize that information in determining how a project may be best considered 
for environmental review, or whether more detailed information will be needed to 
evaluate that question. 

d. Funding applicants seeking to use grants for acquisition or construction projects should 
complete an Environmental Checklist to the best of their knowledge and ability. 

e. CDBG staff will be available to provide consultation or assistance and will review the 
data gathered upon completion. 

Documents included in the ERR must: 
 

• Describe the project and each of the activities comprising the project, regardless of individual 
activity funding source; and 

• Evaluate the effects of the project or the activities on the environment; 

• Document compliance with applicable statutes and authorities; and 

• Record the written determinations and other review findings required by 24 CFR Part 58. 

 
NOTE: A full environmental assessment may take longer than expected depending on project and site 
complexity. Each project sponsor is admonished to respect the prohibition on "choice-limiting actions" 
regarding physical activity, including acquisition, rehabilitation, and construction, as well as contracting 
for or committing to any of these actions. City staff will discuss this process with project sponsors in 
more detail as they work through the environmental review process. 
 
Completing an Environmental Review Record  
 
An Environmental Review Record (ERR) must be completed in the HEROS system. See Appendix 3 of this 
manual for an outline of completing an Environmental Review Record in HEROS. The city’s internal 
policies for completing an environmental review record are included in Appendix 8.  
 
Categories of Review 
  
As a Responsible Entity (RE) administering NEPA on HUD’s behalf, the City is required to prepare an 
Environmental Review Record (ERR) for all federally funded projects. Even when an activity is “Exempt”, 
like a program administration activity, the City must fill out the appropriate form and keep it in the 
project file. The environmental review process is outlined in 24 CFR Part 58. Failure to follow the correct 
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steps and maintain the required documentation can jeopardize future funding and/or cause HUD to 
demand repayment of funds. 
 
After identifying activities and aggregating them into projects, the City must determine the appropriate 
level of environmental review. The ERR will vary in length and content depending upon the level of 
review required for the categories of activities. The five levels of environmental reviews and examples of 
CDBG activities are as follows: 
 

1. Exempt (Planning & Administration Activities) 
2. Categorically Excluded from NEPA (CENST), not subject to the related laws and authorities (No 

land changes, services, maintenance, supplemental assistance for a project that has already 
been reviewed if re-evaluation is not necessary (e.g. delivery of public services, homeownership 
assistance)) 

3. Categorically Excluded from NEPA, subject to the related laws and authorities (Physical impacts, 
e.g., acquisition, leasing, removal of barriers for accessibility and mobility; street paving or park 
improvements, rehab (reconstruction of curbs and sidewalks) may be able to convert to exempt, 
but if not, this requires a 7-day comment period (10 days if posted) if it can’t be converted to 
exempt, an EA must be done.) 

4. Environment Assessment (Major rehab, demolition, new construction, anything with change in 
land use. Perform Impact Analysis, make determination Finding of No Significant Impact/Finding 
of Significant Impact, publish Public FONSI notice and Notice of Intent to Request Release of 
Funds, 15-day (or 30-day if controversial) comment period, submit Request for Release of Funds 
and Certification (HUD form 7015.15) to HUD).  

5. Environmental Impact Statement (Large Scale Development Projects with Potential for 
Significant Impact; The City does not engage in these types of projects.) 

More information about each level of review is available in Chapter 15 of “Basically CDBG” and online at: 
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-15-Environmental-
Review.pdf 
 
Environmental Reviews for exempt or categorically excluded activities that the City anticipates funding 
for the duration of a Consolidated Plan (e.g., public service agencies, admin, etc.) can be completed for 
the total timeframe. Provide the timeframe in the project description and do not extend it past the 
current Plan period. 
 
The City typically handles the first three or four levels of review (EAs can either be handled in house or 
contracted out), and CDBG projects do not usually warrant a full EIS. If a proposed activity requires an 
EIS then the City would likely need to contract out that portion of the project. However, due to the 
relatively small size of the City’s entitlement, if an activity requires an EIS it is probably prudent to 
consider a different activity. 
 
Compliance Factors  
 
HUD requires consideration of various compliance factors in preparing the ERR such as Airport Hazards, 
Coastal Barrier Resources, Coastal Zone Management, Sole Source Aquifers, and Wild and Scenic Rivers. 
Airport Hazards, Coastal Barrier Resources, Coastal Zone Management, Sole Source Aquifers, and Wild 
and Scenic Rivers are never applicable in Marietta. Documentation of these factors can be found in the 
Development Department and is uploaded as part of HEROS environmental review records. All other 

https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-15-Environmental-Review.pdf
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-15-Environmental-Review.pdf


33 

 

factors related to the level of review must be reviewed to determine if they apply to the project. 
Upon completion of the ER, the RE will make one of three environmental findings: 
 

• The project converts to exempt [§ 58.34(a)(12)]; 

• The project invokes compliance with one or more of the laws and/or authorities and, therefore, 
requires public notification and approval from HUD; or 

• Under unusual circumstances, the project may result in a significant environmental impact and, 
therefore, further compliance with NEPA will be required 

If the Responsible Entity (RE) determines mitigation is required for one or more of the Federal laws and 
authorities listed in § 58.5, then the RE must publish or post a public notification known as the Notice of 
Intent to Request Release of Funds (NOI/RROF). Projects that require mitigation cannot be converted to 
exempt and will require an EA. 
 
After the seven-day comment period has elapsed, the responsible entity must prepare the Request for 
Release of Funds (RROF) and Environmental Certification. The Environmental Certification certifies that 
the RE complies with all the environmental review requirements. The RROF and Certification must be 
signed by the Certifying Officer and submitted to HUD. The RE must receive the “Authority to Use Grant 
Funds” (AUGF) from HUD before proceeding forward with the project. 
 
If the ERR requires mitigating actions, the City should develop a tracking mechanism to determine the 
responsible person to track the action(s) and a mechanism to ensure the mitigating action is 
undertaken, completed, and documented. 
 
Conducting Site Visits 
 
Some CEST projects can’t be converted and will require a site visit. Here is a link to review regarding 
conducting a site visit: 
https://youtu.be/A7gnoDTa87A 
 
City staff should prepare for the site visit as follows: 

• Confirm permission to be on the site 

• Bring necessary tools to document observations, including: 
o Environmental review checklist 
o Maps 
o Camera 
o Recording device 
o Pen and notepad 
o Weather-ppropriate dress 
o GPS to the site and a map of the surrounding area 
o Proper identification 

• Photo Documentation of the site should: 
o Include exterior pictures of the project site 
o Show all sides of existing buildings 
o Include areas where work may occur 
o Show the surrounding area 
o Document deterioration of historic structures – especially where repair is planned or 

needed 

https://youtu.be/A7gnoDTa87A
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o Take shots from different perspectives as well as all neighboring properties 
o Document any abnormalities or peculiar conditions observed (e.g. discolored soil, 

distressed vegetation, fill pipes, dumped debris, monitoring wells, etc.) 
o Document potential hazards or nuisances 

Timelines for Completion  
 
Most ERRs will ideally be completed in November and December in preparation for the upcoming 
program year, subject to the availability of CDBG funds from HUD. Many of the activities will have a 
status of Exempt or CENST and can be completed without extended comment periods. Activities such as 
Homeownership Assistance have a status of Exempt and will be submitted throughout the year as 
people qualify for the program.  
 
If there will be a ground disturbance of 1 cubic feet of dirt or more, the project will likely have a status of 
Categorically Excluded, Subject to 58.5 (CEST). Expect this process to take 30-45 days due to the 
required comment periods and be sure to communicate this with subrecipients. These projects should 
be started in October to ensure plenty of time to complete the process before the program year starts in 
January. Use the Environmental Assessment Factors Guidance to complete this process. 
 
Send completed ERRs to subrecipients for their records. ERRs should also be available for public review if 
requested, but information related to hidden locations, sacred sites, or endangered species habitats 
must be redacted. 
 
Process for Clearance  
 
Depending on the required level of environmental reviews, staff will proceed to complete the 
environmental review procedures on behalf of the City in the capacity of Responsible Entity (RE) as 
follows: 
 

1. For a project site that meets HUD’s environmental review standards, the typical outcome is to 
publish a notice known as a “Finding of No Significant Impact” (“FONSI”) in the local paper. That 
FONSI allows the public to comment directly to HUD on the content of and methodology used to 
create the ERR for the project. 

 
2. Public comments, concerns, and appropriate resolution by the recipient are extremely 

important and must be fully documented in the ERR. 
 

3. Remember when notifying other agencies of an environmental review and requesting 
comments to provide photos of the site for informational purposes. 

 
4. Following the comment period, any comments are considered by HUD and through the City’s 

formal request, the ERR may be approved. This is accomplished through a process known as the 
“Request for Release of Funds and Environmental Certification.” 

 
5. The Request for Release of Funds (RROF) and Environmental Certification states that the City 

completed the NEPA review and encourages HUD, the public, and other agencies to review the 
City’s ERR and determination. The process is required for projects that are Categorically 
Excluded subject to 58.5 and those requiring an Environmental Assessment (never for projects 

https://www.hudexchange.info/resource/3306/environmental-assessment-factors-guidance/
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that are Exempt or CENST). 
 

6. A RROF and Certification form can be submitted for a single project that is funded through 
multiple program years. Simply include all applicable program years and dollar amounts on all 
forms. 

 
7. The full environmental review document does not need to be submitted with the RROF and 

Certification form unless the City determines that it is appropriate to send the whole document. 
If necessary, HUD will review the whole document and provide comments prior to approving the 
RROF. 

 
8. For the City, the Mayor or designee is the certifying official and will sign the official document on 

behalf of the HUD Grantee. 
 

9. The ERR must contain all the environmental review documents, public notices (and proof of 
their publication), and written determinations or environmental findings required by 24 CFR Part 
58 as evidence of review, decision making and actions pertaining to a particular project. 

 
Environmental Review Follow Up 
 
ERRs are living documents until completion of the project and implementation of all mitigation and they 
may need to be updated even after the ERR has been completed. The three major reasons for revisiting 
a review are to: 

1. Record mitigation measures 
2. Reevaluate the project, or 
3. Add another source of funding (if new funding sources are added prior to completion of the ER 

and all the funding sources are under the same part 58). 

If the project will be receiving additional funding from another program year after the Environmental 
Review has been completed, the project will need to be updated each year there is supplemental 
assistance. Supplemental assistance only applies if there is no change in scope, just the addition of 
funding. Complete the Exempt form and upload it to the project summary. There is no need to have the 
ER signed again. 
 
Tiered Environmental Reviews 
 
When used appropriately, tiering, as defined in 40 CFR 1508.28, is a means of making the environmental 
review process more efficient by allowing parties to “eliminate repetitive discussions of the same issues 
and to focus on the actual issues ripe for decision at each level of environmental review” (40 CFR 
1502.20). A tiered review consists of two stages: a broad-level review and subsequent site-specific 
reviews. The broad-level review should identify and evaluate the issues that can be fully addressed and 
resolved, notwithstanding possible limited knowledge of the project. In addition, it must establish the 
standards, constraints, and processes to be followed in the site-specific reviews. As individual sites are 
selected for review, the site-specific reviews evaluate the remaining issues based on the policies 
established in the broad-level review. Together, the broad-level review and all site-specific reviews will 
collectively comprise a complete environmental review record addressing all required elements. Funds 
cannot be spent or committed on a specific site or activity until both the broad-level review and the site-
specific review have been completed for the site. 

https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
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City staff should use the HEROS Quick Guide, Setting-up a Broad-level Tiered Environmental Review for 
detailed instructions on setting up a tiered environmental review in the system. The Quick Guide also 
provides links to basic information on HUD’s Tiered Environmental Review process, including the HUD 
Exchange Tiered Environmental Review webpage and the HEROS Tiered Environmental Review webinar. 
 
When to Use Tiering 
 
Tiering is a specialized form of conducting environmental reviews and is not appropriate for all activities, 
funding sources, or grantees. However, using tiering may increase efficiency when at the planning level 
HUD or the RE does not yet fully know the specific timing, location, or environmental impacts. For HUD 
environmental reviews, tiering may be appropriate when HUD or the Responsible Entity (RE) is 
evaluating a collection of projects that would fund the same or very similar activities repeatedly within a 
defined local geographic area and timeframe (e.g., rehabilitating many single-family homes within a city 
district or neighborhood over the course of 1 to 5 years) but where the specific sites and activities are 
not yet known. 

 
When Not to Use Tiering 

 
There are many situations in which environmental reviews should not be tiered. Tiering should not be 
used to review an entire funding source or HUD program unless all tiered activities are sufficiently alike 
to make a tiered review meaningful and effective. Tiering is also not appropriate for projects where 
specific locations have been identified, and for which the development of site-specific reviews is 
feasible. Finally, the RE must have the capacity to perform and maintain a complete environmental 
review record over a prolonged period before attempting to perform a tiered review. 
 
Environmental Review Record for Tiered Reviews 
 
Maintaining an organized environmental review record is especially important for tiered reviews, as 
tiered environmental review records are not complete without both the broad-level and site-specific 
tiered reviews. All site-specific reviews must identify the corresponding broad-level review and should 
be filed together. Failure to maintain documentation of both a broad-level and a site-specific review for 
each project is a major cause of HUD non-compliance findings that often results in penalties and 
sanctions, including the repayment of funds. 
 
Fair Housing & Nondiscrimination (including Section 3) 
https://www.hudexchange.info/resources/documents/Basically-CDBG-Chapter-19-Fair- Housing.pdf 
 
When seeking HUD approval of CDBG funding, the City also makes assurances that it will satisfy 
affirmatively further fair housing and ensure equal opportunity under Federal law. As such, the following 
procedure must be followed in conformance with those assurances, related HUD guidelines that enforce 
such Federal law. 
 
The applicable requirements include: 
 

Federal and State Laws and 
Regulations 

Fair Housing & 
Nondiscrimination 

Accessibility Equal Employment 
& Contracting 

https://files.hudexchange.info/resources/documents/Setting-up-a-Broad-level-Tiered-Environmental-Review-Quick-Guide.pdf
https://www.hudexchange.info/programs/environmental-review/tiered-environmental-reviews/
https://www.hudexchange.info/trainings/courses/heros-tiered-environmental-review-webinar/1936/
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-19-Fair-Housing.pdf
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-19-Fair-Housing.pdf
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Title VI of the Civil Rights Act of 1964 X   

Title VIII of the Civil Rights Act of 
1968 (The Fair Housing Act) 

X X  

Section 109 of Title 1 of the HCD 
Act of 1974 

X  X 

The Fair Housing Amendment Act 
of 1988 

X   

The Age Discrimination Act of 1975 X   

Section 504 of the Rehabilitation 
Act of 1973 

X X X 

The Americans with Disabilities Act 
of 1990 (ADA) 

X X X 

Section 109 of Title I of the HCD 
Act of 1974 

X  X 

The Equal Employment 
Opportunity Act 

  X 

Section 3 of the Housing and Urban 
Development Act of 1968 

  X 

Executive Order 11246   X 

2 CFR Part 200 (Uniform 
Administrative Requirements) 

  X 

 
Overview of Procedures 
 
The City and its subrecipient, partner or other parties must adhere to all the basic tenets of fair housing 
and equal opportunity regulations. Recipients are prohibited from practicing discrimination on the 
grounds of race, color, national origin, religion, sex, handicap, or familial status. 
This prohibition applies to all project contractors or subcontractors. Beneficiary information should be 
determined, and demographic data compiled, with this information made available in the project file for 
public review. 
 
Fair Housing - § 570.601 
 
According to the HUD Fair Housing Planning Guide the broad objectives of Affirmatively Furthering Fair 
Housing can be interpreted to mean: 
 
• Analyze and eliminate housing discrimination in the jurisdiction. 
• Promote fair housing choice for all persons. 
• Provide opportunities for racially and ethnically inclusive patterns of housing occupancy. 
• Promote housing that is physically accessible to, and usable by, all persons, particularly persons 

with disabilities. 
• Foster compliance with the nondiscrimination provisions of the Fair Housing Act. 
 
Fair Housing is the right of all people to be free from discrimination in the rental, sale, or financing of 

https://www.hud.gov/program_offices/fair_housing_equal_opp/title_vi_civil_rights#%3A~%3Atext%3DTitle%20VI%20of%20the%20Civil%20Rights%20Act%20of%201964%20provides%2Cactivity%20receiving%20federal%20financial%20assistance
https://www.hud.gov/program_offices/fair_housing_equal_opp/fair_housing_and_related_law#%3A~%3Atext%3DTitle%20VIII%20of%20the%20Civil%2C%2C%20national%20origin%2C%20and%20disability
https://www.hud.gov/program_offices/fair_housing_equal_opp/fair_housing_and_related_law#%3A~%3Atext%3DTitle%20VIII%20of%20the%20Civil%2C%2C%20national%20origin%2C%20and%20disability
https://www.hud.gov/programdescription/sec109#%3A~%3Atext%3DSection%20109%20of%20the%20HCD%20Act%20of%201974%2C%20Title%20I%2C(CDBG)%20programs%20or%20activities
https://www.hud.gov/programdescription/sec109#%3A~%3Atext%3DSection%20109%20of%20the%20HCD%20Act%20of%201974%2C%20Title%20I%2C(CDBG)%20programs%20or%20activities
https://www.hud.gov/program_offices/fair_housing_equal_opp/disabilities/fhefhasp
https://www.hud.gov/program_offices/fair_housing_equal_opp/disabilities/fhefhasp
https://www.hud.gov/program_offices/fair_housing_equal_opp/fair_housing_and_related_law
https://www.hud.gov/program_offices/fair_housing_equal_opp/disabilities/sect504faq
https://www.hud.gov/program_offices/fair_housing_equal_opp/disabilities/sect504faq
https://www.hud.gov/program_offices/fair_housing_equal_opp/disabilities/accessibilityR
https://www.hud.gov/program_offices/fair_housing_equal_opp/disabilities/accessibilityR
https://www.hud.gov/programdescription/sec109#%3A~%3Atext%3DSummary%3A%2C(CDBG)%20programs%20or%20activities
https://www.hud.gov/programdescription/sec109#%3A~%3Atext%3DSummary%3A%2C(CDBG)%20programs%20or%20activities
https://www.hud.gov/program_offices/eeo
https://www.hud.gov/program_offices/eeo
https://www.hud.gov/program_offices/fair_housing_equal_opp/section3/section3#%3A~%3Atext%3DThe%20Section%203%20program%20requires%2Cand%20to%20businesses%20that%20provide
https://www.hud.gov/program_offices/fair_housing_equal_opp/section3/section3#%3A~%3Atext%3DThe%20Section%203%20program%20requires%2Cand%20to%20businesses%20that%20provide
https://www.archives.gov/federal-register/codification/executive-order/11246.html
https://www.hud.gov/program_offices/public_indian_housing/ih/regs/resources
https://www.hud.gov/program_offices/public_indian_housing/ih/regs/resources
https://www.law.cornell.edu/cfr/text/24/570.601
https://www.hud.gov/sites/documents/FHPG.PDF
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housing. Equal access to rental housing and homeownership opportunities, regardless of race, color, 
religion, national origin, sex, familial status (the presence of children under 18) or disability, is the 
cornerstone of the Federal Fair Housing Policy. Local cities and counties that receive certain federal 
housing or community development funds have a role in affirmatively furthering Fair Housing 
opportunities and may carry additional protections for additional protected classes. 
 
The Fair Housing Act provides that, in connection with the design and construction of multifamily 
housing, the public use and common areas must be accessible and usable by persons with handicaps, all 
doors must be designed to be wide enough for wheelchair accessible, and all premises should be of 
adaptive design (e.g., reinforcements within a bathroom to allow installation of grab bars). 
 
Grantees undertaking housing projects and activities must ensure fair housing rules are followed in the 
provision of housing services and assistance. Opportunities for purchase or rental, terms and conditions, 
advertising and marketing information, and availability of real estate services should not discriminate. 
 
Some examples of possible actions to ensure fair housing are listed below: 
 

• Developing and implementing a fair housing resolution; 

• Marketing information concerning housing services and activities to be disseminated through 
agencies and organizations that routinely provide services to protected groups; 

• Criteria for selecting recipients of housing services or assistance should be evaluated for any 
discriminatory effect; 

• Policies guiding the provisions of relocation housing and services for persons displaced by 
housing activities should be evaluated for discriminatory effect; and 

• Legal documents used by grantees and lending institutions should be reviewed and revised if 
necessary, to eliminate any discriminatory intent or practice. 
 

It is important for grantees to understand both the Fair Housing Amendment and Section 504. The Fair 
Housing Amendment requires that a landlord must allow a tenant to make reasonable modifications to a 
unit paid for by the tenant. Section 504 provides that the landlord is responsible for making reasonable 
accommodations. Finally, the accessibility logo should be used in housing projects where units are 
available for the disabled. 
 
Affirmative marketing is required for all CDBG assisted housing with five or more units. 
 
Accessibility - § 570.614 
Architectural Barriers Act  
Americans with Disabilities Act 
 
The City shall abide by HUD regulations in Section 504, HUD’s implementation of the Americans with 
Disabilities Act, to ensure that no qualified individual with a disability should, only by reason of his or her 
disability, be excluded from the participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving CDBG funds. The City shall include monitoring for 
Section 504 compliance as part of the annual monitoring of CDBG subrecipients. Monitoring shall 
include inspection of facilities in which CDBG-funded program are offered to ensure that the facilities 
are accessible to persons with disabilities. 
 
 

https://www.law.cornell.edu/cfr/text/24/570.614
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Housing  
 
Section 504 provides that no otherwise qualified individual shall, solely by reason of his or her disability, 
be excluded from participation in (including employment), denied program benefits, or subjected to 
discrimination under any program or activity receiving Federal funding assistance. Section 504 also 
contains design and construction accessibility provisions for certain new multi- family dwellings 
developed for first occupancy, requirements for new construction, and substantial rehabilitation of 
multi-family rental housing.  
 
Facilities  
 
“Facility” is defined under Section 504 as any portion of a building, equipment, roads, walkways, parking 
lot or other real property. “Accessible” for non-housing purposes means that a facility or portion of a 
facility can be approached, entered, and used by individuals with physical disabilities. 
Non-housing programs, as well as existing facilities in which they are situated, must be readily accessible 
to and usable by persons with disabilities. Accessibility programs will be determined once again under 
self-evaluation. The focus of program access is providing programs in the most integrated setting 
possible. Providing separate or different programs is illegal unless necessary to achieve equal 
opportunity. 
 
Methods of improving program access in existing facilities can include the following: 
 
• Relocating programs to accessible facilities or accessible portions of facilities; 
• Acquiring or building new facilities; 
• Selectively altering facilities; 
• Changing operating policies and procedures; 
• Assigning aides to assist beneficiaries; 
• Adding or redesigning equipment or furnishings; and 
• Conducting home visits. 
 
Grievances  
 
Designation of responsible employee and adoption of grievance procedures 
 
• 504 coordinator and related compliance efforts, currently designated as the Development 

Director 
• Grievance procedure w/due process and local resolution 
• Complaints may be filed with the City or HUD 
 
Notification to participants, beneficiaries, applicants, and employees of their nondiscriminatory 
provisions. In summary, the grantee must provide notice regarding the following: 
 
• Grantees must publish in a newspaper of general circulation the notice “Policy of 

Nondiscrimination based on Disability Status.” 
• Grantees must include the same language found in their policy of nondiscrimination (mentioned 

in the first bullet) in all material used for recruitment or general information. 
• Grantees must ensure that all members of the population with visual or hearing impairments 

are provided with the information necessary to understand and participate in the programs 



40 

 

offered. 
• Methods for ensuring participation may include qualified sign language and oral interpreters, 

readers, or the use of taped and Braille materials. 
 
Americans with Disabilities Act of 1990 (ADA)  
 
Guarantees must provide equal opportunities for persons with disabilities in employment, public 
accommodations, transportation, State and local government services, and telecommunications. 
 
• Title II requires that new or rehabilitated facilities be accessible. 
• Title II requires new or altered streets, roads, highways, and pedestrian walkways to contain 

curb ramps or other sloped areas at intersections w/ curbs or other barriers to entry from street 
level or pedestrian walkway. Curb ramps at intersections. 

 
Self-Evaluation Plan  
 
The City is to conduct a self-evaluation of accessibility to determine whether their current programs, 
services, polices, and practices meet the requirements of Section 504 of the Rehabilitation Act of 1973 
and the Americans with Disabilities Act. 
 
Equal Opportunity - § 570.607 
 
Nondiscrimination is a requirement of employment and employment practices. Employment 
opportunities may not be denied based on race, color, national origin, sex, age, religion, familial status, 
or disability. Affirmative action and equal employment opportunity policies are fundamental aspects of 
CDBG funded activities. 
 
The Americans with Disabilities Act modifies and expands the Section 504 Rehabilitation Act of 1973 to 
prohibit discrimination against “a qualified individual with a disability” in employment and public 
accommodations. The ADA requires that an individual with a physical or mental impairment who is 
otherwise qualified to perform the essential functions of a job, with or without reasonable 
accommodation, be afforded equal employment opportunity in all phases of employment. 
 
The Equal Employment Opportunity Act empowers the Equal Employment Opportunity Commission 
(EEOC) to bring civil action in Federal court against private sector employers after the EEOC has 
investigated the charge, found “probable cause” of discrimination, and failed to obtain a conciliation 
agreement acceptable to the EEOC. It also brings Federal, State, and local governments under the Civil 
Rights Act of 1964. 
 
Section 504 reasonable accommodation in employment is determined on a case-by case basis. It means 
reasonable modifications on the job or in the workplace to enable a disabled person to perform the job 
for which she/he is qualified. Section 504 does not require the hiring or promotion of someone simply 
because she/he has a disability. 
 
Section 3 
 
Section 3 requires that employment and other economic opportunities generated by HUD –assisted 
programs for housing and community development shall be directed toward low- and very low-income 

https://www.law.cornell.edu/cfr/text/24/570.607
https://www.hud.gov/section3
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persons, particularly those who are recipients of government assistance for housing. Undertaking a 
project which receives CDBG funding more than $200,000 creates a requirement to comply with Section 
3. The City’s Section 3 Plan delineates the City’s approach to compliance with Section 3.  A copy of the 
city’s Section 3 plan is attached as Appendix 9.  
 
Pursuant to 24 CFR Part 75, direct recipients of HUD financial assistance should submit Section 3 reports 
to HUD for the purpose of determining the effectiveness of Section 3. Direct recipients include public 
housing authorities, entitlement communities, states, and certain NOFA Grantees that utilize HUD 
funding for construction and rehabilitation activities. 
 
The report must include accomplishments of all recipients and their Section 3-covered contractors and 
subcontractors. Included in the report is the dollar amount received by the recipient, contact 
information, the reporting period, and employment and training information, including the number of 
new hires and job categories. 
 
Information from this report is collected annually to assist HUD in meeting its reporting requirements 
under the Fair Housing Act. Depending on the source of funding, annual reports should be submitted 1) 
at the time the recipient submits an annual performance report; 2) by January 10 of each year if no 
program annual performance report is required; or 3) within 10 days of project completion, whichever is 
earlier. Marietta submits the report annually with the CAPER. 
 
The City must annually submit form HUD-60002 through HUD’s online system Section 3 – Performance 
Evaluation and Registry System (SPEARS). 
 
For more information on SPEARS, see Appendix 3 of this manual. 
 
HUD is focusing more on Section 3 compliance, and Marietta has modified its CDBG policies and 
practices to include Section 3 language in contracts, notices, etc. It is the responsibility of CDBG staff to 
educate internal City staff, particularly project managers on Section 3 compliance. 
 
Non-Discrimination - §570.602 
 
Projects awarded CDBG funds are required to ensure that all persons are served equitably and that a 
person is not denied services because of their race, color, religion, national origin, sex, familial status, or 
mental or physical ability. The following are considered protected classes in the state of Ohio: race, 
color, sex, religion, national origin, disability, and familial status (presence of children under 18 years 
old). Ohio law also prohibits discrimination on the basis of military status or ancestry.  Subrecipients 
must establish, amend, and/or maintain program admissions, occupancy, and operating policies and 
procedures (including policies and procedures to protect individuals’ privacy and security), so that equal 
access is provided to individuals based on any of the above listed protected classes. This requirement 
includes tenant selection and admission preferences. 
 
Undocumented Residents - §570.613 
 
Those who are not in the United States legally are ineligible for activities administered by the grantee 
that have income eligibility requirements or are targeted to primarily benefit low- and moderate-income 
persons and provide benefits to people based on an application. 

 

https://www.hud.gov/program_offices/field_policy_mgt/section3/spears
https://www.hud.gov/program_offices/field_policy_mgt/section3/spears
https://www.law.cornell.edu/cfr/text/24/570.602
https://www.law.cornell.edu/cfr/text/24/570.613
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Labor Standards – 24 CFR §570.603 

 
Like the assurances the City makes to HUD regarding environmental review and fair housing, it agrees to 
follow Federal labor standards on CDBG funded projects. Therefore, the following procedure must be 
followed in conformance with those assurances, related HUD guidelines and Federal law. 
 
The applicable requirements include: 

• The Davis Bacon and Related Acts (DBRA) requires all contractors and subcontractors 

performing work on non-housing Federally assisted construction contracts over $2,000 to pay 

their laborers and mechanics not less than the prevailing wage rates and fringe benefits for 

corresponding classes of laborers and mechanics employed on similar projects in the area. Non-

housing activities include construction or rehabilitation of a public facility (e.g., a homeless 

shelter, senior center), or installation of public improvements to support affordable housing or 

provide benefit to low-income neighborhoods (e.g., streets, water/sewer lines). 

Federal Davis-Bacon prevailing wage rate requirements may also apply to a Federally assisted housing 
project if you are proposing a: 

• CDBG-funded project that will involve rehabilitation of multifamily housing containing eight (8) 

or more assisted units, or 

• HOME-funded project that will build or rehabilitate twelve (12) or more assisted units 

These requirements often have an impact on the cost of projects, and carry with them significant 
recordkeeping procedures, so applicants are encouraged to contact staff early in their project planning 
for further information if a proposed project will be subject to Davis-Bacon. If it is a covered project, 
your solicitation documentation will need to alert contractors that Davis-Bacon requirements will apply 
and will need to include the appropriate Federal wage decision and other required labor provisions.  
 
The prevailing wage rates and fringe benefits are determined by the Secretary of Labor for inclusion in 
covered contracts. Federal wage decisions will be made available by staff for project cost feasibility 
determinations upon request, or can be found here: https://sam.gov/content/wage-determinations 
 
The Development Director and staff are responsible for ensuring project compliance with labor laws. 
Information about Davis Bacon and related labor acts is available in Chapter 16 of “Basically CDBG.” 
Additional information is available online at: 
https://www.hud.gov/program_offices/davis_bacon_and_labor_standards. 
 
Overview of Procedures 

 
These specific procedures are used by City to assist Contractors and Subcontractors in meeting 
contractual labor standards responsibilities. All major administrative and procedural activities are 
described in the sequence they will occur as the construction project progresses. The word “employer,” 
as used below, refers to the Prime Contractor, each Subcontractor, or each Lower-tier Subcontractor. 
 
Payrolls and documentary evidence of compliance is required to be sent in the delivery procedure as 
follows: 

https://www.hud.gov/program_offices/davis_bacon_and_labor_standards/olr_dbras
https://sam.gov/content/wage-determinations
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-16-Labor.pdf
https://www.hud.gov/program_offices/davis_bacon_and_labor_standards
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• Each Lower-tier Subcontractor, after careful review, submits required documents to the 

respective Subcontractor 

• Each Subcontractor, after checking his own and those of each Lower-tier Subcontractor he may 

have, submits required documents to the Prime Contractor 

• The Prime Contractor, after reviewing ALL payrolls and documentation, including his/her own, 

and correcting violations where necessary, submits all certified payroll reports to grant 

administration staff. 

Working Subcontractors Are Not Exempt from Receiving Prevailing Wage. Davis-Bacon Act regulations 
specifically stipulate that independent subcontractors are not exempt from receiving weekly prevailing 
wage for the classification of work which they perform. This is true regardless of any contractual 
relationship between the primary contractor and subcontractor. This means that it is the prime 
contractor’s responsibility to ensure that a prevailing wage rate is paid to subcontractors performing on-
site work. (Source documentation: Department of Labor Relations Letters dated January 15, 1993 and 
December 2, 1996.) 
 
Bid Package 

 
The grantee may access Federal wage rate decisions through the internet at: 
https://sam.gov/content/wage-determinations. 
 
Federal wage determinations are generally issued for four categories: Building, Residential, Heavy, and 
Highway. It is important to understand the differences when determining which rate category to request 
to avoid paying wages from an inappropriate determination: 

• Building construction generally includes construction of sheltered enclosures with walk- in 

access for housing persons, machinery, equipment or supplies. This includes all construction 

within and including the exterior walls, both above and below grade 

• Residential projects involve the construction, alteration or repair of single-family houses or 

apartment buildings no more than four stories tall 

• Heavy construction is generally considered for all construction not properly classified as 

highway, residential, or building. Water and sewer line construction will typically be categorized 

as heavy construction. 

• Highway projects include construction, alteration or repair of roads 

The labor clauses, which are contained in HUD-4010, and the applicable wage rate decision (and any 
additional classifications) must be a physical part of the bid package. The labor clauses obligate the 
contractor to comply with the Davis-Bacon wage and reporting requirements and provide remedies and 
sanctions should violations occur. 

• The wage determination must be included in the original bid package. Ten days prior to bid 

opening, the grantee must check to see if the wage decision has been modified. If so, grantees 

should notify all potential bidders appropriately in conformance with local procurement 

procedures 

• If a contract has been awarded but construction has not yet begun within 90 days of the award, 

the grantee must also determine if any modifications have been issued to the wage decision. If 

so, the contractor must adhere to the modified wage decision 

https://www.hud.gov/sites/documents/LR93-01.TXT
https://www.hud.gov/sites/documents/LR96-01.TXT
https://sam.gov/content/wage-determinations
https://www.hud.gov/sites/documents/4010.PDF
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Before Construction Begins 

 
City staff must ensure that the prime contractor: 

• Has not been debarred or otherwise made ineligible to participate in any federal or federally 

assisted project (search for excluded contractors at https://sam.gov/content/exclusions) 

• Does not have a Finding for Recovery issued by the State of Ohio: http://ffr.ohioauditor.gov/ 

• Received the appropriate contract provisions covering labor standards requirements 

• Reviewed and understands all labor standards contract provisions 

• Received the applicable wage decision as part of the contract 

• Requested and received the minimum wage for each classification to be worked on the project 

which was not included on the wage decision by completing the additional wage classification 

process and before allowing any such trade(s) to work on the project 

At Construction Start 

 
City staff must ensure that the prime contractor takes the following steps: 

□ Notifies staff of the construction start date in writing 

□ Has placed each of the following items on a bulletin board prominently located on the project 

site which can be seen easily by workers (and replaced if lost or unreadable at any time during 

construction): 

• A copy of the Wage Decision 

• “Notice to Employees” Poster 

□ Before assigning each project worker to work, has obtained the worker’s name, job 

classification, and best mailing address. (Note: It is no longer necessary to report an employee’s 

Social Security number on every certified payroll report, only the last four digits of the 

employee’s SSN must be reported, and only on the first payroll report in which that employee 

worked on the Davis-Bacon covered project). 

□ Informs each worker of: 

• His/her hourly wages (not less than the minimum wage rate for his/her work as stated 

on the Wage Decision); 

• Payment of overtime at the rate of time and one half for all work over 40 hours per 

week; 

• Fringe benefits, if any (see wage decision for any required), paid in cash or into an 

approved third-party trust; 

• Permissible deductions from his/her pay and/or any deductions voluntarily requested in 

writing from the employee. 

Pre-Construction Conference  

 
Staff shall hold a pre-construction conference to provide and review with the contractor a copy of the 
“Contractor’s Guide to Prevailing Wage Requirements for Federally-Assisted Construction Projects.” This 
guide can be downloaded at:  
https://www.hud.gov/program_offices/administration/hudclips/guidebooks/4812LR 
 

https://sam.gov/content/exclusions
http://ffr.ohioauditor.gov/
https://www.hud.gov/program_offices/administration/hudclips/guidebooks/4812LR
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Key Points for Pre-Construction Conference Meeting: 

• The contractor must submit weekly payrolls and Statements of Compliance signed by an officer 

of the company; the prime contractor is responsible for obtaining and reviewing payrolls and 

Statements of Compliance from all subcontractors. 

• Wages paid must conform to those included in the wage rate decision included in the contract. 

Discuss the classifications to be used. If additional classifications are needed, contact HUD 

immediately. 

• Employee interviews will be conducted periodically during the project. 

• A copy of the wage rate decision must be posted at the job site. 

• Apprentice or trainee rates cannot be paid unless the apprentice or training program is certified 

by the State Bureau of Apprenticeship and Training. If apprentices or trainees are to be used, 

the contractor must provide the grantee with a copy of the State certification of his/her 

program. 

• If the contract is $100,000 or greater workers must be paid overtime if they work more than 40 

hours in one week, and failure to pay workers at least time and a half whenever overtime 

violates the Contract Work Hours and Safety Standards law. In addition to restitution, 

noncompliance with this law makes the contractor liable for liquidated damages of $10 per day 

for every day each worker exceeded 40 hours a week without being paid time and a half. 

• No payroll deductions can be made that are not specifically listed in the Copeland Anti- kickback 

Act provisions unless the contractor has obtained written permission of the employee. 

Unspecified payroll deductions are a serious discrepancy and must be resolved prior to further 

contractor payments. 

• Provide contractor with posters for the job site, such as the “Notice to All Employees Working 

on Federal or Federally Financed Construction Projects.” These posters and others that are 

required are available at: https://www.dol.gov/whd/programs/dbra/wh1321.htm 

• Describe the compliance monitoring that will be conducted during the project and indicate that 

discrepancies and underpayments discovered because of compliance monitoring must be 

resolved prior to making further payment to the contractor. 

• Labor standards provisions are as legally binding as the technical specifications, and failure to 

pay specified wages will result in contractor payments being withheld until all such 

discrepancies are resolved and potentially restitution, liquidated damages and/or 

recommendation for debarment. 

During Construction 

 
City staff must ensure that the contractor: 

• Has not selected, assigned, paid different pay rates to, transferred, upgraded, demoted, laid off, 

and not dismissed any project worker because of race, color, religion, sex, or national origin or 

other Federal, state or local protected class. 

• Must comply with all safety and health standards. 

• Must pay all workers weekly. 

• Must submit weekly payroll reports prepared on recommended form WH-347 (or on 

computerized printouts cleared by grant administration staff and accompanied by the 

Statement of Compliance). 

https://www.dol.gov/agencies/whd/government-contracts/cwhssa
https://www.dol.gov/agencies/whd/government-contracts/copeland-anti-kickback
https://www.dol.gov/agencies/whd/government-contracts/copeland-anti-kickback
https://www.dol.gov/whd/programs/dbra/wh1321.htm
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/wh347.pdf
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• Wage surveys 

Weekly Payroll Review 

 
City staff must ensure that the contractor has: 

• Subcontractors and Lower-tier Subcontractors have promptly reviewed the weekly payroll for 

compliance with all labor standards requirements and has made any necessary corrections 

• The Prime Contractor has received all weekly payrolls or reports that no work was performed 

(refer to “No Work Performed” Notice) from each Subcontractor or Lower- tier Subcontractor, 

has reviewed and requested necessary corrections and has submitted all payrolls, including his 

own, to grant administration staff within 7 workdays of the last date of the respective work 

week. 

After Project Completion 

 
City staff must ensure that the contractor retains all weekly payroll reports on the project for no less 
than three years after the Prime Contractor’s project completion date. 
 
Periodic Report 

 
Finally, City staff must ensure a report on labor standards compliance activity is submitted to HUD. As a 
HUD entitlement community that completes construction projects over $2,000 in cost, the City is 
required to semi-annually submit the Semi-Annual Labor Standards Enforcement Report on HUD Form 
4710, to HUD’s Labor Relations Specialist. This action enables to HUD to satisfy its responsibilities under 
the Davis-Bacon and Related Acts (DBRA) and Contract Work Hours and Safety Standards Act. 
 
Lead-Based Paint – 24 CFR § 570.608 

 
For any project involving an existing residential structure that was built before 1978, the project must 
meet the requirements of the HUD regulation to control lead-based paint hazards in housing receiving 
federal assistance, 24 CFR Part 35. This regulation, effective September 15, 2000, establishes procedures 
for evaluating whether a lead-based paint hazard may be present, controlling or eliminating the hazard, 
and notifying occupants of what was found and what work was done in such housing.  
 
City staff will provide technical assistance in determining the regulations that apply and the required 
lead abatement process. However, the applicant is responsible for conducting all required lead-based 
paint abatement procedures and should accommodate these activities in the project. 
 
Working with Eligible Entities – 24 CFR § 570.609 
 
The City must ensure entities are eligible to receive federal funding. The following are required for any 
subrecipient, contractor, landlord, etc. that will receive CDBG funding. 
 
DUNS Number 
 
This is a nine-digit number in a data universal numbering system that identifies business entities on a 
location specific basis. A DUNS number is mandatory to receive a federal grant. If you do not have a 

https://www.hud.gov/sites/dfiles/OCHCO/documents/4710.pdf
https://www.hud.gov/sites/dfiles/OCHCO/documents/4710.pdf
https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title24/24cfr35_main_02.tpl
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DUNS number you can register with Dun and Bradstreet at https://fedgov.dnb.com/webform/index.jsp 
(this can take up to 30 days to complete) or by calling 866-705-5711 (takes 10-15 minutes to complete). 
 
System for Award Management (SAM) 

 
The System for Award Management (SAM) includes information regarding entities debarred, suspended, 
proposed for debarment, excluded, or disqualified under the non-procurement common rule, or 
otherwise declared ineligible from receiving Federal contracts, certain subcontracts, and certain Federal 
assistance and benefits. To be eligible to receive a grant, applicants must register on SAM. Registration 
must be renewed and revalidated at least every 12 months. To register go to: 
https://sam.gov/content/home and create an account by clicking the “Create User Account” and follow 
the directions. You will need your DUNS number and about 30 minutes to complete the process. If you 
need help call 1-866-606-8220. Registration is FREE. 
  
Relocation of Occupants and URA Requirements - § 570.606 

 
An acquisition or rehabilitation project may trigger Uniform Relocation Assistance and Real Property 
Acquisition Policies Act (URA) requirements even when it may seem they are unrelated. It is important 
to have a clear understanding of these and other important terms as defined in the URA and the 
regulations. The phrase “program or project” is defined in 49 CFR Part 24 as, “any activity or series of 
activities undertaken by a federal agency or with federal financial assistance received or anticipated in 
any phase of an undertaking in accordance with the federal funding agency guidelines.” 
 
Generally, a displaced person under the URA is an individual, family, partnership, association, 
corporation, or organization, which moves from their home, business, or farm, or moves their personal 
property, as a direct result of acquisition, demolition, or rehabilitation for a federally funded project. 
Displaced persons are eligible for relocation assistance under the URA. 
 
The URA regulations require three notices to be issued to eligible persons. These notices provide 
important information about the project, the affected persons’ resulting rights, their protections, and 
their eligibility for relocation assistance and payments under the URA. It is critical for agencies to issue 
appropriate notices to affected persons at the appropriate time and one of the first notices must be 
issued at the time a project application is submitted to the City of Marietta. Refer to the Tenant 
Assistance, Relocation and Real Property Acquisition Handbook (HUD Handbook 1378.0) for more 
information on this topic. 
 
Any application for HUD funds must contain an accurate determination of the number of households or 
businesses to be potentially displaced, their incomes, and an estimate of relocation costs associated 
with the project. Early in the process of project planning, relocation concerns must be explored so 
decisions about rents, construction timing (phasing), and project feasibility can be fully explored. 
 
Planning or Construction of Water or Sewer Facilities - § 570.612 

 
Executive Order 12372 must be followed for activities that involve planning, reconstruction, or 
installation of water or sewer facilities. Such facilities include storm sewers as well as all sanitary sewers, 
but do not include water and sewer lines connecting a structure to the lines in the public right-of-way or 
easement. It is the responsibility of the grantee to initiate the Executive Order review process if it 

https://fedgov.dnb.com/webform/index.jsp
https://sam.gov/content/home
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1606
https://www.hudexchange.info/resource/804/ura-and-real-property-acquisition-policies-act-49-cfr-part-24/
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1612
https://www.archives.gov/federal-register/codification/executive-order/12372.html
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proposes to use its CDBG funds for activities subject to review. 
 
Use of Real Property - § 570.505 
 
The real property standards apply to real property within the City’s control which was acquired or 
improved in whole or in part using CDBG funds more than $25,000. These standards shall apply from the 
date CDBG funds are first spent for the property until five years after closeout of the City’s participation 
in the entitlement CDBG program. 
 
The City and its subrecipients may not change the use or planned use of any such property (including the 
beneficiaries of such use) from that for which the acquisition or improvement was made unless the 
recipient provides affected citizens with reasonable notice of, and opportunity to comment on, any 
proposed change, and either: 
 

1. The new use of such property qualifies as meeting one of the national objectives in §570.208 
and is not a building for the general conduct of government, or 

2. If the City determines, after consultation with affected citizens, that it is appropriate to change 
the use of the property to a use which does not meet a national objective, it may retain or 
dispose of the property for the changed use if the recipient’s CDBG program is reimbursed in the 
amount of the current fair market value of the property, less any portion of the value 
attributable to expenditures of non-CDBG funds for acquisition of, and improvements to, the 
property. 

If the change of use occurs after closeout of the City’s entitlement grant, the provisions governing 
program income from the disposition of the real property found at 24 CFR §570.504(b)(4) or (5), as 
applicable, shall apply to the use of funds reimbursed.  If the City chooses to reimburse the CDBG 
program in accordance with #2 above, the property will no longer be subject to any CDBG requirements. 
 
Conflict of Interest - § 570.611 

 
For procurement activities, no employee, officer, agent of the grantee, member of their immediate 
family, or partner may have a financial interest or other benefits earned for any of these persons due to 
a CDBG-related procurement action. These persons also cannot solicit or accept gratuities, favors or 
other items of monetary value from contractors.  
 
Grantees can establish minimum thresholds below which the financial interest is not substantial or is of 
nominal value. With respect to all other CDBG-assisted activities, the general standard is that no 
employee, agent, or officer of the subrecipient who exercises decision-making responsibility with 
respect to CDBG funds and activities can obtain a financial interest in or benefit from CDBG activities, or 
have a financial interest in any contract, subcontract, or agreement regarding those activities or in the 
proceeds of the activities. 
 
The City’s Conflict of Interest Policy is included as Appendix 6 of this manual. 
 

 
The remainder of this page is intentionally left blank. 

 
 

https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1505
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#se24.3.570_1504
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1611
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CHAPTER 5 – MONITORING  
 
During the implementation of its CDBG Program, the City’s staff is responsible for internal reviews. 
Oversight and monitoring of subrecipients is not a one-time event, but rather an ongoing process during 
which staff have an opportunity to ensure their internal systems are sound and to build relationships 
with subrecipients. While monitoring activities differ depending on the type of CDBG program or project 
being administered, monitoring begins with determining whether projects are eligible and concludes 
with closing out grants and/or long-term monitoring of certain projects. City staff oversee the following 
sub-recipient flow of activities to ensure compliance with CDBG regulations and procedures: 

• Eligibility Verification 

• Procurement 

• Pre-Construction 

• Construction 

• Reimbursement requests 

• Invoice/change order requests 

• Project completion 
 
The City’s monitoring process follows the standards and procedures detailed in HUD monitoring 
handbooks, guidelines, and technical assistance publications. See CPD Monitoring Handbook 6509.2. 
Monitoring exhibits can be found in this handbook.  The objectives are to ensure that subrecipients: 

• Carry out their CDBG-funded projects in a timely manner, as described in their agreements (as 
modified or amended) 

• Determine if any conflicts of interest exist in the operation of the CDBG program, per 24 CFR 
570.611 

• Comply with all regulations governing their administrative, financial, and programmatic 
operations 

• Achieve their performance objectives within schedule and budget 

• Have continuing capacity to carry out the approved program or project 

• Maintain required records to demonstrate compliance with applicable regulations 

• Comply with the Federal monitoring requirements of 24 CFR 570.501(b) and with 24 CFR 
200.329 as applicable 

 
Internal Review 

 
An important part of monitoring is conducting regular internal soundness checks of the City’s policies, 
procedures, and systems. Conducting at least annual internal assessments is recommended to help the 
City (1) ensure that its program is strong and efficient; (2) easily complete HUD-required reporting; and 
(3) prepare Grantee for monitoring visits from HUD. 
 
Some questions that the City should ask of itself during internal assessments include: 

• What is the City’s system for ensuring that CDBG funds are used in accordance with program 
requirements? 

• Does the City maintain written procedures describing its management of the CDBG program? 

• How are responsibilities for implementing and managing the CDBG program assigned and 
delegated? 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1611
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1611
https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1501
https://www.ecfr.gov/cgi-bin/text-idx?SID=867fa2a0f6b7b588f9ee27e1671f8674&mc=true&node=se2.1.200_1329&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=867fa2a0f6b7b588f9ee27e1671f8674&mc=true&node=se2.1.200_1329&rgn=div8
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• Who oversees the overall day-to-day administration of the program and does this person have 
appropriate authority to effect change or force actions to occur? 

• If activities are carried out by multiple departments within the City’s governmental structure, do 
the departments communicate well, share information, and address concerns with 
performance? 

• Has a system been developed/maintained to track the progress of each CDBG-funded project or 
activity with a timetable with scheduled completion dates? 

• Does the program participant have an information system to collect the following data for the 
Consolidated Annual Performance and Evaluation Report (CAPER), about the use and 
investment of CDBG resources? Does in-house information match the information entered into 
IDIS for these data points? 
o Physical location and geographic distribution? 

o Low- and moderate-income beneficiaries? 

o Racial/ethnic data (beneficiaries and displaced persons)? 

o Fair housing actions? 

o Housing characteristics? 

Subrecipient Oversight 

 
https://www.hudoig.gov/sites/default/files/Subrecipient%20Oversight%20and%20Monitoring%20Integr
ity%20Bulletin%20CPD.pdf 
 
Monitoring of subgrantees should maximize Grantee resources by directing efforts to those Grantees 
that are at the greatest risk for non-compliance. To ensure full compliance with the regulations, the City 
takes a proactive approach to monitoring, including desk monitoring and on- site monitoring that 
involves several tasks throughout the program year. 
 
Monitoring provides information for making informed judgment about program effectiveness and 
management efficiency, as well as identifies internal weaknesses that may contribute to fraud or abuse.  
 
The procedures established are to ensure program compliance with the requirements of all other 
applicable laws and regulations. Monitoring of subrecipients shall concentrate on program, financial, 
and regulatory performance of the subrecipients, including subrecipients of capital improvement project 
funds. Primary monitoring objectives are to make sure that subrecipients comply with all regulations 
governing administrative, financial, environmental review and programmatic operations. 
 
In conducting monitoring and performance reviews, staff will primarily rely on information obtained 
from the subrecipient’s performance reports, records, audits, allowed costs, review of financial reports, 
eligibility and number of beneficiaries served, compliance with federal regulations and City program 
requirements. Staff may also consider relevant information pertaining to a recipient’s performance 
gained from other sources, including litigation, citizen comments, and other information provided by or 
concerning the subrecipient. 
 
Within three months of contract execution, City staff shall develop and implement a monitoring 
schedule to visit all new subrecipients. Previously funded subrecipients shall be monitored as per risk 
assessment established by staff based upon grant amounts, reporting and performance. Monitoring 
visits shall include review of compliance by funded agencies and organizations of federal EEO and 

https://www.hudoig.gov/sites/default/files/Subrecipient%20Oversight%20and%20Monitoring%20Integrity%20Bulletin%20CPD.pdf
https://www.hudoig.gov/sites/default/files/Subrecipient%20Oversight%20and%20Monitoring%20Integrity%20Bulletin%20CPD.pdf
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Section 504 ADA requirements. A record of monitoring visits and any subsequent action shall be 
maintained in the files of each CDBG subrecipient. 
 
Documentation of on-site monitoring should be included in the project file. Documentation will include 
correspondence, and checklists that ensure the sub-recipients maintain all records required by the 
Federal regulations specified in 24 CFR 570.506 that are pertinent to the activities funded under the sub-
recipient agreement. Such records shall include but not be limited to: 

1. Records providing a full description of each activity undertaken; 
2. Records demonstrating that each activity undertaken meets one of the National Objectives of 

the CDBG Program 24 CFR 570.208; 
3. Records required to determine the eligibility of activities; 
4. Records required to document the acquisition, improvement, use or disposition of real property 

acquired or improved with CDBG assistance; 
5. Records documenting compliance with the Fair Housing and Equal Opportunity components of 

the CDBG programs; 
6. Finance records as required by 24 CFR 570.502. 
7. Records of affirmative action in equal opportunity employment, and its good faith efforts to 

identify, train, and/or hire lower-income residents of the project area and to utilize businesses 
that are located in or owned in substantial part by persons residing in the area of the project. 

8. Records containing the following information for each applicant and each assisted person: 
a. Name of the household or person assisted; 
b. Income category (i.e. very low-income (0-30% AMI), low-income (31-50% AMI), or 

low/mod-income (50-60% AMI); 
c. Racial/ethnic data; 
d. Gender data; and 
e. Disability status. 

Desk Monitoring Steps 

 
The following summarizes the minimum actions needed to complete a remote monitoring: 

1. City sends notification letter 

2. Documents submitted by subrecipient  

3. Document review  

4. Follow-up monitoring letter and report 

On-Site Monitoring Steps 
 
On-site monitoring reviews are more comprehensive. The following summarizes the minimum actions 
needed to complete an on-site monitoring review: 

1. City sends notification letter 

2. Entrance conference  

3. Monitoring visit 

4. Exit conference 

5. Follow-up monitoring letter and report  
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Risk Assessment 

 
For programs and projects, grantees should perform a risk assessment to identify which subrecipients 
require comprehensive monitoring. High-risk subrecipients include those that are: 

• New to the CDBG program 

• Experiencing turnover in key staff positions or a change in goals or direction 

• Encountering complaints and/or bad press 

• Previous compliance or performance problems including failure to meet schedules, submit 
timely reports, or clear monitoring or audit findings 

• Carrying out high risk activities (e.g., economic development), and/or undertaking multiple 
CDBG-funded activities for the first time 

• Program Management – City staff experiences persistent difficulties with respect to 
management of the subrecipient 

• The subrecipient was not monitored during the previous year 

• The subrecipient receives CDBG Program Income from its activity 

A sample set of risk indicators and assessment areas are presented in Exhibit 13-3 of the Performance 
Management Section of Basically CDBG:  

https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-
Measurement.pdf 

This exhibit can be used to develop a risk assessment protocol where grantees can award points to 
various assessment areas to make priorities within their monitoring system. For experienced 
subrecipients that are successfully carrying out activities, grantees could plan a more narrowly focused 
monitoring effort to examine areas where the regulations have changed, new activities that are being 
undertaken, or program aspects that led to problems in the past. 
 
HUD has developed a checklist for on-site monitoring of a subrecipient CDBG Program in its Managing 
CDBG Guidebook. The checklist is included as Appendix 5-21 in the guidebook. This checklist can be used 
during an annual visit of each subrecipient along with the exhibits in the CPD Monitoring Handbook. The 
annual visit should be preceded by a letter to the subrecipient identifying the date of the visit and the 
information that will need to be reviewed during the visit. The on-site visit should be followed by a 
monitoring letter identifying, as necessary, any findings or concerns with the subrecipient. 
 
For some subrecipients it may be most beneficial to conduct an on-site review at the end of the Program 
Year. This may be most beneficial for subrecipients that will continue using CDBG funds in the future. 
The on-site visit can be used to identify any areas of concern and ways to address those concerns in the 
future. 
 
Each year staff should develop a schedule to visit the sub-recipients for an on-site review. Schedule 
these in March in coordination with finance. In addition, this new on- site monitoring policy should be 
included in the next update of the City’s Consolidated Plan. 
 
Requesting necessary information to prepare for site visits helps to identify and prioritize agencies that 
are struggling to comply with reporting and record keeping requirements. 
 

 

https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-Measurement.pdf
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-Measurement.pdf
https://www.hud.gov/sites/documents/DOC_17086.PDF
https://www.hud.gov/sites/documents/DOC_17086.PDF
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Desk/Remote Monitoring Review Items 

 
The following is the minimum number of items that should be part of a remote monitoring review:  

1. Review each draw to ensure the activities submitted comply with the stated requirements in the 
subrecipient agreements. Back-up documentation (e.g. demographic data, payroll, etc.) must be 
provided and reviewed prior to reimbursement. 

2. Review relevant documentation including audits and other financial documents, program 
enrollment/eligibility information, project estimates, conflict of interest forms, and anything 
else required to determine compliance. 

 
On-Site Monitoring Review – Comprehensive Process 

 
The key document in the monitoring process is the subrecipient agreement. The agreement details all 
pertinent regulations, certifications and project schedule, deliverables, and budget that the subrecipient 
must comply with in carrying out project activities. The agreement, with the guidance provided by this 
Manual, also details the performance measures that the subrecipient must meet, including the 
documentation required to substantiate both performance and compliance. 
 
Staff will use the subrecipient agreement to tailor standard HUD CDBG subrecipient monitoring 
checklists for continuous monitoring of project activities and conducting onsite monitoring visits. 
Grantee staff can use the monitoring forms from CPD Monitoring Handbook 6509.2. 
 
Site visit monitoring procedures include the following five basic steps: 

1. Issue Notification Letter: 
a. Confirm the dates and the scope of the monitoring 
b. Provide a description of the information you want to review during your visit, and 
c. Specify the expected duration of the monitoring, which of your staff will be involved, 

what office space you require, and what members of the sub-recipient’s staff you need 
to talk with. 

2. Conduct Entrance Conference: 
a. Sub-recipient staff have a clear understanding of the purpose, scope, and schedule of 

the monitoring 
3. Documentation, Data Acquisition and Analysis: 

a. Annotate a monitoring checklist or handbook with notes about particular case numbers, 
statistics or financial figures; and 

b. Review and analyze the sub-recipient’s written policies obtained from the file reviews, 
on-site inspection of projects, or discussions with sub-recipient 

4. Conduct Exit Conference with the following objectives: 
a. To present preliminary results of the monitoring visit; 
b. To provide an opportunity for the sub-recipient to correct any misconceptions or 

misunderstandings; 
c. To secure additional information from sub-recipient staff to clarify or support their 

position; 
d. For any deficiency that the sub-recipient agrees with, to provide an opportunity for 

subrecipient staff to report on steps they are already taking to correct the matter; and 
e. To give the sub-recipient an opportunity for questions and additional technical 

assistance. 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2
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5. Prepare Follow-up Monitoring Letter: 
a. Include background information: Contract number of grant monitored; Date(s) of 

monitoring; names(s) of CDBG staff who monitored; scope of monitoring; names of local 
officials involved in the monitoring visit; 

b. Describe any deficiencies formally and quickly in a letter that also includes 
recommendations or requirements for improvement. Deficiencies may be in the form of 
findings or concerns and each may result in recommendations with varying 
consequences depending on the nature of the issue. 

i. Finding: A Finding is a deficiency in program performance based on a statutory, 

regulatory, or program requirement for which sanctions or other corrective 

actions are authorized. Sanctions and actions may include time to correct the 

issue giving rise to the finding, repayment of funds, conditions on future 

funding, etc. 

ii. Concern: A Concern is a deficiency in program performance not based on a 

statutory, regulatory or other program requirement. Grantee issues a Concern 

about program design or operations, when upon review, the practice could, if 

not corrected, result in noncompliance with a statutory, regulatory, or program 

requirement. Concerns result in recommendations for actions that the grantee 

must take to correct the concern. 

c. Create a permanent written record of what was found during the monitoring review. 

d. Document noncompliance with the rules and regulations of the CDBG program and 

ensure finding: 

i. Is accurately identified; 

ii. Is based on applicable law, regulation, or program policy; 

iii. Is supported by the facts presented in the monitoring letter; 

iv. Identifies corrective actions and timeframes for correction; 

v. Identifies concerns that are documented with specific recommendations for 

improvement. 

vi.offers technical assistance, if appropriate. 

Results letter will be sent after the monitoring visit within 60 days of monitoring or earlier, if possible, 
particularly if there are major findings. Subrecipients must confirm via written response, addressing any 
issues, upon receipt of monitoring finding letter. Copies of supporting documentation demonstrating 
that corrective action has been taken will be required. Failure by the subrecipient to correct deficiencies 
may result in funds being withheld and possible restrictions on future grants. 

 
Corrective and Remedial Actions - §570.910 

 
A subrecipient’s failure to perform under the terms of the contract with the City of Marietta and/or 
maintain records in the prescribed manner may result in a finding that the subrecipient has failed to 
meet the applicable requirement to which the contract with the subrecipient pertains. If staff finds that 
a recipient has failed to comply with program and/or contract requirements or has failed to meet a 
performance criterion, staff will take the following steps: 

1. Issue a letter of warning advising the recipient of the deficiency and putting the recipient on 
notice that additional action will be taken if the deficiency is not corrected or is repeated; 

2. Recommend, or request the recipient to submit, proposals for corrective actions, including the 

https://www.ecfr.gov/cgi-bin/text-idx?node=pt24.3.570&rgn=div5#se24.3.570_1910
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correction or removal of the causes of the deficiency. City staff will offer technical assistance to 
subrecipients when monitoring indicates less than complete compliance with CDBG regulations 
or contract requirements. Such assistance may include, but is not limited to, providing 
applicable copies of regulatory standards for CDBG and the Uniform Administrative Standards at 
2 CFR 200. In addition, a copy of the Playing by the Rules guidebook for subrecipients may be 
provided. 

If the subrecipient fails to undertake appropriate corrective or remedial actions which resolve the 
deficiency to the satisfaction of the City, the staff may take one or more of the following actions. Such 
actions shall be designed to prevent a continuation of the performance deficiency; mitigate, to the 
extent possible, the adverse effects or consequences of the deficiency; and prevent a recurrence of the 
deficiency. Prior to a reduction, withdrawal, or adjustment of a grant or other appropriate action, taken 
pursuant to a, b, or c below, the recipient shall be notified of such proposed action and given an 
opportunity within a prescribed time for an informal consultation. These actions may include but are not 
limited to the following: 

➢ Advise the subrecipient in writing that additional assurances are required; 
➢ Advise the subrecipient to suspend disbursement of funds for the deficient activity; 
➢ Advise the subrecipient to reimburse the Marietta CDBG Program any amounts improperly 

expended. 

The City of Marietta shall have the same rights as the Secretary of HUD as to other remedies for 
noncompliance per 24 CFR § 570.912 and § 570.913. 
 
Contractors 

 
In addition to monitoring of subrecipients, the City conducts regular oversight of contractors engaged to 
perform services as a result of procurement. The procurement process tends to be more rigorous for 
contractors, while the administrative and monitoring requirements tend to be greater for subrecipients. 
Oversight for contractors will generally follow the terms of the written agreement between the City and 
the contractor. As noted in Chapter 4 Program Compliance, a wide range of requirements must be met, 
documented, and reported. Further details on this oversight depend also on the type of contract, its 
value, and other circumstances. 
 

 
The remainder of this page is intentionally left blank. 

 
 
 
 
 
 
 
 
 
 
 
 

https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/
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CHAPTER 6 – REPORTING 
 
The CAPER lets HUD and the public know how the City did over the previous program year. It provides 
an update on each activity identified in the Action Plan, describes how that activity achieved (or failed to 
achieve) objectives and outcomes in the Consolidated Plan, and proposes ways the City can improve the 
Program in the future. The CAPER is due within 90 days of the end of the Program Year. Prior to 
adopting the CAPER, the City must provide for a 15-day public comment period on the document per the 
Citizen Participation Plan. 
 
The IDIS report, PR06, Summary of Consolidated Plan Projects, should be used to inform the narrative 
component of the CAPER described below. This report summarizes commitment and disbursements by 
Action Plan projects. The final Report must be submitted to HUD by March 30 via the ECon Planning 
Suite. City staff may email the City’s CPD Representative in Columbus to let them know the CAPER has 
been submitted. 
 
After HUD receives the CAPER, they will review it for up to 60 days. When their review is complete, HUD 
will either provide comments back to the City requesting additional information/clarification or approve 
the Report. If they provide comments the City usually has 30 days to respond – but HUD will provide 
instructions along with their comments. In extreme circumstances, HUD may take the following actions 
while waiting for the City’s response: 

• Suspend funding until a satisfactory report is submitted; 
• Withdraw and reallocate funding if HUD determines, after notice and opportunity to comment, 

that the grantee will not submit a satisfactory report. 

Staff will submit the modified draft/responses to HUD within 30 days. This assumes that HUD does not 
require substantive changes – they usually require minor changes to tables or IDIS reports, and 
clarifications to the original submittal. If HUD requires major revisions, an extension to the 30-day 
timeframe may be requested if needed.  

 
Narrative Components 

 
Each grantee’s CAPER must include narrative statements that address the following: 

• Assessment of Three- to Five-Year Goals and Objectives: addresses the grantee’s progress 
toward meeting their strategic plan and high priority needs 

• Affirmatively Furthering Fair Housing: describes efforts toward this area including an analysis of 
impediments to fair housing choice, summary of impediments, and actions taken 

• Affordable Housing: evaluates progress toward meeting its objectives toward the provision of 
affordable housing by income level 

• Continuum of Care: evaluates progress toward meeting its objectives toward homeless and 
special needs populations 

• Other Actions indicated in the Grantee’s Strategic and Action Plans: includes actions such as 
overcoming barriers to affordable housing and community development activities, improving 
public housing initiatives, reducing and eliminating lead-based paint hazards, and efforts to 
reduce the number of persons living below the poverty line 

• Leveraging Resources: describes other public and private resources used toward the provision of 
affordable housing and community development activities 

• Citizen Comments: describes any public comments received regarding the program; and 
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• Self-evaluation: focuses on results on programs and projects funded by the grantee and their 
impact on their community 

CAPER Process 

 
The following steps need to be followed to submit a completed CAPER to HUD within the timeline 
indicated below: 

1. Update IDIS 
a. Ensure all Action Plan amendments are approved. 
b. Enter accomplishment data for all projects, even if they are not complete. 
c. Request necessary narrative components for finance, CoC, etc. 

2. Draft Document 
a. Copy most recent CAPER in IDIS. 
b. Download IDIS reports and verify data (both PR26 reports and PR03). 
c. Review previous years comments and change as needed to be current. 
d. Provide to Director for internal review if Director does not prepare the draft report. 

3. Conduct Citizen Participation Process  
4. Finalize CAPER 

a. Update in IDIS and submit to HUD. 
b. Update website posting of CAPER results. 

  
CAPER Timeline Summary 

 
Activity Time to Complete Estimated Start Date Estimated End Date 

Data Complete in IDIS 30 days December 1 December 31 
Create CAPER Template 1 day January 15  

Request Necessary 
Components for Narrative 
(Finance, additional info 
from partners, etc.) 

2 weeks January 15 January 31 

Draft CAPER 3 weeks, may be 
concurrent with other 
activities 

January 15 February 17 

Internal Review At least 1 week February 17 February 24 

Public comment period At least 15 days March 1 March 16 

Public Notice  March 17  

Update IDIS and Submit 
Final CAPER to HUD 

1 week March 18 March 20 

Update to website 1 week March 25 March 31 

 
Reallocation 

 
After the CAPER is in, the City will start the process of reallocating unused funds from the previous 
Program Year(s) according to the timelines in the chart below. The City does not typically pull funding 
from activities that are moving forward just because they haven’t spent their full award within the 
Program Year. At times, however, some activities fail to move forward at all. In those instances, the City 
must shift unused funds to activities that will spend the award to avoid a timeliness infraction. 
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Activity Time to Complete Estimated Start Date  Estimated End Date 

End of Year Sweep 1 week April 1  April 7 

New/Expanded Activity 

Identification 

 April 7  April 14 

Action Plan Amendment  April 15  April 25 

Internal Review At least 1 week April 25  April 31 

Public comment period 

(Inform City Council) 

At least 30 days May 1  June 3 

Public Hearing  June 3  

Inform HUD 1 week June 10  

Amendment/SRA 3 weeks, concurrent with 

other activities 

May 15  June 10 

Update to website 1 week June 15  

Update IDIS 

 
The reallocation process entails the following: 

1. End of Year Sweep: Identify projects/activities that have a large amount of unused funding. 
Determine if it is best to work with the subrecipient to get them on track or reallocate the funds. 

2. New/Expanded Activity Identification: Identify projects/activities that meet national and local 
objectives and can spend reallocated funds quickly. Public Service projects are a good way to go 
if the City has not maxed-out the public service cap from the previous year. 

3. Action Plan Amendment: The process for a substantial amendment to the Action Plan is 
outlined in the Citizen Participation Plan. It is like Plan adoption (30- day public 
hearing/comment period, notice in the paper, etc.). Amendments need to be forwarded to HUD 
at the end of each program year or as they occur (24 CFR 91.505). Per the City’s adopted 
Consolidated Plan, an amendment is needed if an activity is added or deleted to or from the 
Annual Action Plan or Consolidated Plan and/or if the purpose, scope, location, or beneficiaries 
of an activity has a substantial change. Substantial change is defined as the increase or decrease 
in the cost of any approved activity by more than 25% or the change in the service area and/or 
class of beneficiaries of an activity. 

Although it is not a formal part of the process, early and candid communication with subrecipients that 
may lose funding is essential to avoid surprises. This is also the time to look at the projects that are 
alternate (or find alternate projects) to use unallocated funds. This is a good way to get projects moving 
on a timeline that is on par with the construction season. If no alternate projects exist, consider a 
substantial amendment. 
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Federal Financial Report and Other Reports 
 
The City’s staff must ensure that expenditures of CDBG funds are drawn down from the U.S. Treasury on 
a timely basis, per §570.902. Staff must also prepare and submit the five (5) periodic reports throughout 
the program year. The periodic reports include the SF-425 Federal Financial Report, the Contract-
Subcontract Activity Report, the Semi- Annual Labor Standards Enforcement Report, the Federal Funding 
Accountability and Transparency Act (FFATA) Report, and the Section 3 Summary Report. 
 
Each of these reports documents and certifies critical program compliance information that is used in 
turn by HUD to assess the City’s risk as part of HUD’s annual risk assessment to determine which 
Grantees will receive on-site monitoring visits. For this reason, it is critical that each periodic report is 
prepared accurately and submitted to HUD in a timely manner. 
 
SF-425 Federal Financial Report 

 
HUD requires CPD grant recipients to periodically submit reports on the financial progress of the CDBG 
grant. The Office of Management and Budget consolidated the two most common financial reports, the 
Financial Status Report (FSR or SF–269/SF–269A) and the Federal Cash Transaction Report (FCTR or SF– 
272/SF–272A), into a single form known as the SF-425 Federal Financial Report. This consolidation 
established government-wide standards for reporting periods and due dates. Starting in Federal fiscal 
year 2020 (FY 2020), Entitlement Communities are required to complete the Cash on Hand Quarterly 
Report and submit it to the grantee’s HUD local field office through IDIS.  
 
Instructions for IDIS Cash on Hand Quarterly Report can be found here: 

https://www.hudexchange.info/resource/5947/instructions-for-idis-cash-on-hand-quarterly-report/ 

Contract-Subcontract Activity Report 

 
The Contract-Subcontract Activity Report is used by HUD to monitor and evaluate minority business 
enterprise (MBE) activities against the total program activity and the designated (MBE) and Women 
business enterprise (WBE) goals. HUD requires the information to provide guidance, oversight and for 
the development of MBE and WBE goals.  
 
Form HUD-2516 reports contractor and subcontractor activities under the CDBG program for projects of 
$10,000 or more. Information reported includes the dollar amounts of contracts/subcontracts, the type 
of service or trade, racial and gender information of the majority owner of the business, the CDBG 
funded project ID number or location, and name, address, and ID number of contractors and 
subcontractors. The Department uses the information to provide guidance and oversight for programs 
for the development of minority business enterprise concerning Minority Business Development. 
 
This report is submitted annually for each fiscal year and is due within 10 days after the end of the 
federal fiscal year. Submit this report to the Columbus CPD office via e-mail to the CPD Representative. 
File all reports for recordkeeping purposes.  
 
Semi-Annual Labor Standards Enforcement Report 

 
The Labor Standards Enforcement Report (form HUD-4710) is required by Department of Labor (DOL) to 
ensure compliance with Davis-Bacon, Contract Work Hours and Safety Standards Act, and other related 

https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#se24.3.570_1902
https://www.hudexchange.info/resource/5947/instructions-for-idis-cash-on-hand-quarterly-report/
https://www.hud.gov/sites/documents/DOC_11712.PDF
https://www.hudexchange.info/resource/248/guidance-on-minority-business-enterprise-and-womens-business-enterprise-outreach/
https://www.hud.gov/sites/dfiles/OCHCO/documents/4710.pdf
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labor acts and standards. HUD collects information from state and local agencies to document 
enforcement activities of all HUD programs, and reports to DOL. HUD’s Office of Davis-Bacon & Labor 
Standards’ national home page includes a fill-able form and instructions for all reports. 
 
The information reported consists of two parts. Part I is about contracting activity for work awarded 
during the reporting period. The number of primary contracts and total dollar amount is entered into 
the report. Each project name is listed with brief descriptive information including the bid opening date, 
contract award date, and construction start date. 
 
Part II gathers enforcement activity information for all contracts, regardless of the award date or when 
construction began. If any complaints have been made against contractors/subcontractors, the names 
of these individuals are listed along with the projects of concern. If any employee was referred to HUD 
Labor Relations of DOL staff for investigations, for hearings on appeal and/or debarment hearings the 
employee is listed in this report along with the project and the agency (HUD or DOL) to which the case 
was referred and the reason for referral. Information on wage restitution collected and/or disbursed 
during the reporting period is also collected.  
 
This report is required semi-annually. Reporting periods are from October 1 through March 31 and April 
1 through September 30. They are due on those dates to HUD. You must send them directly to the HUD 
Labor Relations Specialist. Track the data necessary to complete this report all year or fill it out 
periodically with new information to make it easier to meet the deadlines. The spreadsheet should be 
saved for recordkeeping purposes. HUD typically sends a reminder e-mail shortly before the reporting 
period ends.  
 
Section 3 Summary Report 

 
The HUD 60002 Section 3 Summary Report provides details on the City’s accomplishment of the Section 
3 goals prescribed at 24 CFR Part 135. The City’s Section 3 Plan delineates the City’s approach to 
compliance with Section 3. The Section 3 Report must be submitted to HUD. 
 
FFATA 

 
In addition to the review for debarred or otherwise excluded contractors at 

https://sam.gov/content/exclusions, the FFATA Subaward Reporting System (FSRS) is the reporting tool 

Federal prime awardees (i.e. prime contractors and prime grants recipients) use to capture and report 

subaward and executive compensation data regarding their first tier subawards to meet the FFATA 

reporting requirements. Prime contract awardees will report against sub-contracts awarded and prime 

grant awardees will report against sub-grants awarded. The sub-award information entered in FSRS will 

then be displayed on www.USASpending.gov associated with the prime award furthering Federal 

spending transparency. You must create a login.gov account to use the system.  

 
The following awards are required to be reported in www.fsrs.gov: 

• Non-ARRA grants awarded after October 1, 2010, for the current program year (January 1-
December 30). 

• Sub-awards valued at $25,000+ (if ever at $25,000+ in project life) 

• Executive Compensation of the 5 most highly compensated officials 

https://www.hud.gov/states/shared/working/r8/olr/index/reporting
https://www.hud.gov/sites/documents/12SEC3OVERVIEWHCD.PDF
https://sam.gov/content/exclusions
https://www.fsrs.gov/
http://www.usaspending/
http://www.fsrs/
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o Applies to the previous fiscal year 80%+ of total revenue from federal funds and $25 
million or more in annual gross revenue. 

o Exception to reporting executive compensation if it meets the above- mentioned 
threshold is if the information is available in other public places. 

Timeline Summary for Federal Financial Report and Other Reports 

 
Activity                          Due Date  

    
F-425 Federal Financial Report (submitted by Development 
Clerk) 

January 
April July 
October 

Contract and Subcontract Activity December 29 

Federal Financial Report (submitted by Development Clerk) January 
April July 
October 

Semi-Annual Labor Standards Enforcement Report March 31 
September 30 

Section 3 Summary Report December 29 

Federal Funding Accountability and Transparency Act (FFATA)                    Ongoing 

 
Audit 

 
The City Auditor’s office oversees the annual audit. Audit requirements ensure independent review and 
full transparency. An audit does not just look at the numbers but looks at program performance and 
compliance. There are specific compliance requirements that are inspected in a CDBG audit. They 
include: 

• Activities allowed and unallowed 
o National Objectives fulfilled 
o Eligible Activities funded 

• Compliance with the Davis-Bacon Act 

• Matching, Level of Effort and Earmarking 
o Including at least 70% funds expended for low income 

• Compliance with the CDBG timeliness test 

• Procurement, Suspension and Debarment 

• Program Income 

• Compliance with Reporting Requirements 

• Subrecipient Monitoring 

• Special Tests and Provisions 
o Citizen Participation 
o Environmental Review 
o Rehabilitation work is completed 

Specific regulatory standards for audits are found at 2 CFR Part 200 Subpart F. Grantees and 
subrecipients, as non-Federal entities, which expend $750,000 or more in Federal awards during a fiscal 
year, must have a single or program-specific audit conducted. 

https://www.ecfr.gov/cgi-bin/text-idx?SID=ff52aec2ce9d816d683f5fb5889c1a8f&mc=true&node=sp2.1.200.f&rgn=div6
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When the audit is completed, City must submit the reporting package to the Federal Audit 
Clearinghouse as required by 2 CFR 200.507(c)(3). The data collection form must be prepared in 
accordance with 2 CFR 200.512(b), and submitted within the earlier of 30 calendar days after receipt of 
the auditor’s report(s), or nine months after the end of the audit period. 
 
For a checklist of what is expected of the Grantee throughout the audit process, see Exhibit 34-1 Guide 
for Review of Financial Management and Audits of the CPD Monitoring Handbook 6509.2. 
 

 
The remainder of this page is intentionally left blank. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.ecfr.gov/cgi-bin/text-idx?SID=ff52aec2ce9d816d683f5fb5889c1a8f&mc=true&node=se2.1.200_1507&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=ff52aec2ce9d816d683f5fb5889c1a8f&mc=true&node=se2.1.200_1512&rgn=div8
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2
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CHAPTER 7 – CLOSEOUT  
 
CDBG entitlement grants have historically not been closed out, but HUD is drafting guidance to be 
released later. It’s important to note that in cases where there are serious performance issues, HUD may 
close a Grantee’s grant so that no additional funds are received. See 24 CFR 570 Subpart O- Performance 
Reviews. Also note that general guidance on closing grants between a Grantee and HUD can be found in 
CPD Notice 14-02-Closeout Instructions for CDBG Program Grants.  
 
While there is currently not a closeout process for entitlement grantees to complete the lifecycle of an 
activity funded by CDBG, City staff must close out each activity once a final invoice is submitted by the 
subrecipient, all activities have been completed, all monitoring issue(s) are resolved, and all reporting is 
complete in IDIS. 
 
Closeout is an integral internal management process by which programmatic, financial and management 
staff verify that appropriate records demonstrating compliance with all applicable HUD regulations is on 
file and ready for audit. These documents should provide a comprehensive record of project activities, 
beneficiaries, and total cost. The City must maintain these records to demonstrate that it has met its 
obligations to HUD as delineated in the Action Plan certifications that are signed and submitted to HUD 
with form SF-424 and the CDBG grant agreements terms and conditions. 

 
Completion in IDIS (Beneficiary Data) 

 
City staff will implement closeout procedures as part of IDIS activity completion and the preparation of 
the CAPER. Prior to completing the activity in IDIS, staff will verify records demonstrating that each 
CDBG activity has complied with 24 CFR Part 570 and all City procedures have been followed in the 
implementation of each activity. The information in each project file should be organized such that 
anyone from HUD or the public could gain a clear understanding of what transpired during the grant 
cycle. The City should not share certain eligibility information, such as an individual’s income, with 
members of the public.  
 
Additional information on documentation requirements is available in “Basically CDBG,” Chapter 13 and 
in 24 CFR 570.506. 
 
The typical steps to close-out a CDBG activity include:  

• Document Compilation and Recordkeeping  

• Supplemental Documents (if applicable) 

• Acceptance of Summary Report, Final Draw 

• Notification of Project Completion 

• Close Project in IDIS 

• Notify City Auditor 

• Any open purchase orders will need to be closed 
 
Records and Retention 

 
Subrecipients must adhere to HUD’s recordkeeping requirements as contained in 24 CFR Part 570 
Subpart J. In general, records are to be retained for 4 years from the date of submission of the grantee’s 
CAPER in which the specific activity is reported for the last time, unless there is litigation, claims, audit, 

https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#sp24.3.570.o
https://www.hud.gov/sites/documents/14-02CPDN.PDF
https://files.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-Measurement.pdf
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#se24.3.570_1506
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#sp24.3.570.j
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#sp24.3.570.j
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negotiation, or other actions involving the records, which have started before expiration of the 4-year 
period. In such cases, the records must be retained until completion of the action and resolution of all 
issues that arise from it or the end of the regular 4-year period, whichever is longer. As a best practice, 
however, it is recommended that files be retained for one year past the required 4-year period. 
 
Files for the overall CDBG program should include: 

• Funding Opportunity Announcements 

• Training session sign-in sheets 

• Hard copy of training session slide show 

• Application evaluation process  

• Rejected applications 

• Letter to unsuccessful applicants 

• General correspondence pertinent to the program – letters, emails, notes to the file 

• HUD income limits  

The City also maintains a separate file for each CDBG activity. The following items should be included 
(digital or paper file): 

• Pre-award assessment (as applicable)  

• Application 

• Conflict of interest certification  

• Activity Background Information (see below) 

• Eligibility Determination (see below) 

• Environmental Review Record and Determination (see below) 

• Correspondence – letters, emails, notes to the file 

• Most recent audit (if Federal over $750,000)  

Activity Background Information 

 
The file should contain an activity description, including the amount of CDBG and other funding 
(allocated and spent), location (with a map, if appropriate), the amount of CDBG funds budgeted, 
obligated, and expended for the activity, the provision in subpart C under which it is eligible, and any 
other information that explains the use of funds. 
 
The City maintains a copy of all information submitted with each draw down request, but the project file 
should also include support information to help tell the story and explain exactly what happens at the 
activity level with CDBG resources.  
 
Eligibility Determination 

 
Records demonstrating that each activity undertaken meets one of the criteria set forth in § 570.208, 
such as information on eligibility and National Objective compliance should also be maintained in the 
file. Include Code of Federal Regulations citations, HUD correspondences, etc. Also include source 
documentation/verification, such as family size and income, if possible. Services must primarily be for 
Marietta residents. As described at 24 CFR 570.309, CDBG funds may assist an activity outside of 
Marietta only if the City determines that such an activity is necessary to further the purposes of the Act 
and the City’s community development objectives, and that reasonable benefits from the activity will 
accrue to residents within the City’s jurisdiction. City staff shall document the basis for such 

https://www.huduser.gov/portal/datasets/il.html
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=24:3.1.1.3.4#se24.3.570_1309
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determination prior to providing CDBG funds for the activity. 
 
Environmental Review Record and Determination 

 
Each project has an environmental review record (ERR) and determination consisting at least of the 
accepted HUD format or entered into the HEROS system. City staff should maintain the full ERR and 
related HUD approvals, important correspondences, etc. in the project file as needed.  
 

 
The remainder of this page is intentionally left blank. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



66 

 

Appendix 1: Staff Resources 
 

Getting Started 
 
There are a few key things that anyone entering this program should know. The first is that it is ever 
changing – from the amount of funds each year to the types of projects that come across the desk. The 
CDBG program is like a Swiss-Army knife; there are many tools with which to accomplish various goals. 
Use the right tool and look for ways to become proficient with the ones we don’t use often. It is possible 
each year the best project being selected may be one we have never done before. Use your local 
knowledge bank of other CDBG grantees in the region and state as well as your national knowledge bank 
(e.g. National Community Development Association (NCDA) and HUD Exchange for CDBG Entitlements). 
And of course, double check with the HUD field office representative for any questions. 
 
If you are new to the Marietta CDBG Program, it is important to introduce yourself to key contacts as 
well as register for necessary systems and trainings. Start by completing the following tasks: 

• Send an introductory email to HUD contacts 
• Send an introductory email to local contacts 
• Send an introductory email to Environmental Review contacts 
• Review IDIS for CDBG Entitlement Manual 
• Request access to IDIS, HEROS, and SPEARS 
• Review Basically CDBG for Entitlements guide and look for upcoming trainings on the NCDA 

website 
• Complete the Web-Based Instructional System for Environmental Review (WISER) training 

It is important to ensure that staff receives the appropriate information and training complete tasks 
according to CDBG regulations and other requirements. Staff is required to attend available CDBG 
trainings and participate in webinars as needed to keep informed and current on HUD regulations. Staff  
should report new information via e-mails. The Development Director will subscribe to HUD notices sent 
via e-mail. 

 

Online Resources  

The Development Director is responsible for gathering information from all these sources, determining 
how it affects our program, and educating those involved. Sources include: 
 
National Community Development Association (NCDA) 

• Basically CDBG 

• Subrecipient Management 
 
Web-Based Instructional System for Environmental Review (WISER) 

 
WISER is an online training with multiple modules that will teach the intricacies of environmental 
reviews and the information to input in the HEROS system. Each module includes an assessment and 
certificate. 
Marietta CDBG staff must complete the following modules: 

• Getting Started: Part 58 

• Getting Started: Tools and Resources 

https://ncdaonline.org/
https://www.hudexchange.info/programs/cdbg-entitlement/
https://www.hudexchange.info/resource/2685/idis-online-for-cdbg-entitlement-communities-training-manual/
https://www.hudexchange.info/programs/idis/guides/cdbg/
https://www.hudexchange.info/programs/environmental-review/heros/
https://www.hud.gov/program_offices/field_policy_mgt/section3/spears
https://www.hudexchange.info/resource/19/basically-cdbg-training-guidebook-and-slides/
https://www.hudexchange.info/trainings/wiser/
https://www.hudexchange.info/mailinglist/subscribe/
https://ncdaonline.org/cdbg/
https://ncdaonline.org/cdbg/
https://www.hudexchange.info/trainings/wiser/


67 

 

• Site Contamination 

• Water Elements 

• Historic Preservation 

• Explosive and Flammable Materials 

• Noise Abatement and Control 

• Environmental Justice 

• Air Quality 

• Endangered Species 

• Farmlands 
 

Roles and Responsibilities 

The primary contact of the Marietta CDBG Program (Program) is the Development Director, but several 
other key staff and departments are also involved. 

Development Department Staff 

• Coordinates all aspects of the program 

• Prepares documents  

• Approves drawdown and reimbursement requests 

• Point of contact 

Auditor (Finance) 

• Monitors expenditures and budgets 

• Pays vendors and subrecipients 

• Completes financial reports 

Law Director   

• Reviews subrecipient agreements and other legal documents 

• Advises staff on regulatory compliance and other Program related issues 

Mayor and City Council  

• Final approval of plans  

• Provide input on priorities and program direction 

 

Planning and Activities Background 

The CDBG Program is comprehensive and complex, and people can’t provide meaningful input if they 
don’t understand what the Program seeks to achieve. Make information about Program goals available 
to partner organizations and individuals. Try to start these conversations early to ensure time to 
research and incorporate potential project ideas. Identify potential projects and work with those 
agencies early. Typically, 6 months in advance, staff should know who will be applying and what the 
focus of the coming year will be before they apply. 
 
The Consolidated Plan establishes general priorities and intended Program outcomes, but concrete 
activity/project ideas typically materialize when drafting the Action Plan. The City uses a limited 
application process for selecting activities. 
 
Look for projects and partners who have worked with the City in the past on CDBG activities to get a feel 
for their needs, and if they are planning to apply this year. Schedule the application workshop to allow 
interested parties to read through Funding Opportunity Announcement (FOA) prior to attending. 
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The City has a small CDBG program. With the current level of staffing, Marietta will limit the number of 
applications each year. Additionally, Marietta will not fund projects for less than $10,000 due to the 
administrative burden on subrecipients. Typically, Marietta has funded the following types of projects: 

• Administration – eligible administrative activities include planning, training, fair housing, and 
staff time to administer the program. CDBG funds should not be used to purchase equipment or 
furniture,  except for eligible public facilities and services, and is limited to 20% of the annual 
grant. 

• Direct/Public Service – these are direct client services such as homeless services and prevention, 
food security, youth services, etc. These services are limited to 15% of the annual grant. 

•  Home Repair – Marietta administers programming to assist Marietta-resident applicants with 
emergency-oriented and minor homeowner rehabilitation. Public Facility (Construction) – 
Marietta’s construction projects are typically for public facilities, which include ADA upgrades, 
sidewalk or street projects, installation of streetlights, or improvements to public use areas like 
parks and walking paths. Use of Real Property Requirements also applies to this activity. 

When using CDBG funds for design, remember that the design alone does not meet a National 
Objective. The facility must be constructed to achieve a National Objective, so there should be a clear 
strategy and funding source to complete the project. If a facility designed with CDBG funds is not 
constructed within a reasonable timeframe, HUD may require repayment of design funds. 
 

General Timeline 

Below is a general timeline for managing an activity and subrecipient: 
 

Activity Time to 
Complete 

Timeline 

File setup 1 week October 
Environmental Review 2-6 weeks October - November 

Subrecipient meeting 2 weeks November 

Subrecipient Agreement Finalized (don’t execute until HUD 
approves Action 
Plan and sends award letter) 

6 weeks November - 
December 

Enter activities into IDIS 1 week December 

Risk Assessment 1 week January 

Inform Subrecipients of Funding Availability and 
Monitoring Schedule 

1 week March-April  

Desk Review Quarterly February 
May 
August 

 

Citizen Participation Plan 

https://www.hudexchange.info/consolidated-plan/econ-planning-suite-citizen-participation- and-
consultation-toolkit/ 
 
The City’s Citizen Participation Plan (CPP) is included as Appendix 2 of this manual. This section provides 
administrative tips for implementing the CPP. 

https://www.hudexchange.info/consolidated-plan/econ-planning-suite-citizen-participation-%20and-consultation-toolkit/
https://www.hudexchange.info/consolidated-plan/econ-planning-suite-citizen-participation-%20and-consultation-toolkit/
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Public participation is important to understand the City’s housing and community development needs 
and barriers as well as to prioritize resources to address those needs. The City’s Citizen Participation 
Plan is designed to encourage citizens to participate in the development of the Consolidated Plan, 
Annual Action Plans, AI, CAPER, and any substantial amendments to the Plan. The Citizen Participation 
Plan is intended to encourage citizens of all ages, genders, economic levels, races, ethnicities, cultures, 
and special needs equal access to become involved in the Plan each year.  
 
Special effort should be made to include low-and-moderate income residents, residents living in 
neighborhoods with revitalization needs, residents benefitting from public housing assistance, and 
residents with special needs. This section provides administrative tips on implementation of the Citizen 
Participation Plan. 
 
Prior to the adoption of a plan or report, the City will make the draft available electronically (hard copies 
upon request) to interested parties for the comment period specified below: 

Document Comment Period 
Consolidated Plan 30 days 

Action Plan 30 days 

CAPER 15 days 

AI 30 days 

Substantial Amendments 30 days 

 
A public hearing must be conducted during comment period, typically on the last day. A public notice of 
the comment period must be posted at least two weeks in advance of the public hearing and include 
information regarding the subject of the hearing, date, time, location, and a notice of opportunity to 
provide written or oral comment. Documents must be available in formats accessible to persons with 
disabilities and in languages other than English per the City’s LEP policy. 
 
At a minimum, notifications will be sent via the following: 

• Local newspapers – legal notices for public comment periods and hearings will be noticed in the 
Marietta Times 

• City of Marietta website – links to the documents and information on how to comment 
 
The City will consider any comments or views of individuals or groups received in writing or orally during 
the comment period or at the public hearing. Comments received on the draft plans will be summarized 
in the final plans and submitted to HUD. Copies of letters and emails received may be appended to the 
plans if requested and permitted by commenters.  
 
The City will provide a written response to all written citizen comments within 15 working days of 
receipt. Copies of the comments, along with the City’s response will be sent to HUD if they occur outside 
of the citizen participation process and, as such, do not appear in the Consolidated Plan. 
 

Contacts 
 
Internal Contacts 
 

Department                      Name                               Email                                   Position  

https://www.mariettaoh.net/
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Development 
Department  

Daniel Everson   danieleverson@mariettaoh.net 
 

Director 

Development 
Department  

Lisa Forshey  lisaforshey@mariettaoh.net 
 

Clerk 

Safety Service 
Department 

Steve Wetz stevewetz@mariettaoh.net Safety Service 
Director 

Auditor Sherri Hess sherrihess@mariettaoh.net Chief Auditor 

Legal Director Paul Bertram Paulgbertram3@mariettaoh.net Law Director 

Engineering Joe Tucker josephtucker@mariettaoh.net City Engineer 

 

Local Contacts 

 

Department                      Name                               Email                                   Position  
Washington County 
Soil and Water 
Conservation 
District 

Sandy Lahmers slahmers@wcgov.org Floodplain 
Administrator 

Southeast Ohio 
Building 
Department 

Rick Dostal seobd@wcgov.org Chief Building 
Official 

Buckeye Hills 
Regional Council 

Jason Pyles jpyles@buckeyehills.org Development / GIS 
Coordinator 

Buckeye Hills 
Regional Council 

Michelle Hyer mhyer@buckeyehills.org Development 
Specialist 

Marietta Main 
Street 

Cristie Thomas director@mariettamainstreet.org Director 

Washington-
Morgan 
Community Action 

David Brightbill dbrightbill@wmcap.org Executive Director 

Washington-
Morgan 
Community Action 

Dawn Rauch drauch@wmcap.org Director of Planning 
and Development 

Washington-
Morgan 
Community Action 

Carrie McNamee cmcnamee@wmcap.org Senior and 
Community Services 

Washington-
Morgan 
Community Action 

Kenny Vigneron kvigneron@wmcap.org Housing and 
Transportation 

 

HUD Contacts 

 

Department                      Name                               Email                                   Position  
Community Planning 
and Development 
(CPD)  

Nate Allen Nathaniel.l.allen@hud.gov 
 

CPD Representative 

mailto:danieleverson@mariettaoh.net
mailto:lisaforshey@mariettaoh.net
mailto:Nathaniel.l.allen@hud.gov
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Community Planning 
and Development 
(CPD) 

Anthony Forte Anthony.F.Forte@hud.gov Program Manager  

Community Planning 
and Development 
(CPD) 

Matt LaMantia  Matthew.lamantia@hud.gov 
 

CPD Director  

Field Office Director Thomas H. Leach Thomas.H.Leach@hud.gov Columbus Field 
Office Director 

Environmental 
Review  

Omri Gross Omri.Gross@hud.gov HUD Environmental 
Protection Specialist 

Labor Relations  Deborah Diaz deborah.diaz@hud.gov Ohio Labor Relations 
Specialist 

Fair Housing  Elva Lewis elva.lewis@hud.gov Fair Housing and 
Equal Opportunity 
Ohio Programs 
Branch Chief 

Acquisition 
Relocation  

Maureen Thurman Maureen.Thurman@hud.gov Region 5 HUD 
Regional Relocation 
Specialist 

Economic 
Development  

Sam Young Samuel.D.Young@hud.gov Economic and 
Market Analysis 
Division Region 5 
Regional Director 

    
    

 

Environmental Review Contacts 

 

Department                      Name                               Email /Other Contact        Position 
State Historic 
Preservation 
Officers (SHPOs) 

Diana Welling dwelling@ohiohistory.org Department Head 

State Historic 
Preservation 
Officers (SHPOs) 

Kristen Koehlinger kkoehlinger@ohiohistory.org Project Reviews 
Manager 

State Historic 
Preservation 
Officers (SHPOs) 

Stephen Biehl sbiehl@ohiohistory.org Archaeologist and 
Project Reviews 
Coordinator 

Seneca Nation of 
Indians 

No specific contact 
person 

90 Ohiyo Way, Salmanca, NY 
14779 (716-945-1790) 

Interested Tribe 

Shawnee Tribe  No specific contact 
person 

Kim.jumper@shawnee-
tribe.com 
P.O. Box 189, Miami, OH 
74354 (918-542-2441) 

Interested Tribe 

Wyandotte Nation  No specific contact 
person 

sclemons@wyandotte-
nation.org 

Interested Tribe 

mailto:Matthew.lamantia@hud.gov
mailto:Kim.jumper@shawnee-tribe.com
mailto:Kim.jumper@shawnee-tribe.com
mailto:sclemons@wyandotte-nation.org
mailto:sclemons@wyandotte-nation.org
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64700 E. Highway 60, 
Wyandotte, OK 74370 (800-
256-2539) 

Miami Tribe of 
Oklahoma 

No specific contact 
person 

dpeconge@miamination.com 
P.O. Box 1326, Miami, OH 
74355 (918-919-1484) 

Interested Tribe 

Delaware Nation No specific contact 
person 

ethompson@delawarenation-
nsn.gov 
P.O. Box 825, Anadarko, OK 
73005 (405-247-2448 ext. 
1403) 

Interested Tribe 

Archaeological 
Society of Ohio 

No specific contact 
person 

asorocks@icloud.com 
1166 East Dayton-Yellow 
Springs Road, Suite 269, 
Fairborn, OH 45324 (937-926-
6400) 

Consulting Party 
with interest in 
Washington County 

Underground 
Railroad Research 
Center of 
Southeastern Ohio 

No specific contact 
person 

Rt. #4, Box 126, Marietta, OH 
45750 (614-373-3125 or 4283) 

Consulting Party 
with interest in 
Washington County 

Friends of the 
Museum, Inc. 

No specific contact 
person 

601 2nd St., Marietta, OH 
45750 (740-373-3750, 1-800-
860-0145) 

Consulting Party 
with interest in 
Washington County 

Washington County 
Historical Society 

No specific contact 
person 

wchs.ohio@gmail.com 
346 Muskingum Dr., Marietta, 
OH 45750 (740-373-1788) 

Consulting Party 
with interest in 
Washington County 

Marietta Main Street See above under 
“local contacts” 

See above under “local 
contacts” 

Consulting Party 
with interest in 
Washington County 

The Archaeological 
Conservancy, 
Midwest Region 

No specific contact 
person 

Tac-midwest@sbcglobal.net 
3620 N. High St., Suite 307, 
Columbus, OH 43214 (614-
267-1100) 

Consulting Party 
with interest in 
Washington County 

Heritage Ohio No specific contact 
person 

800 E. 17th St., Columbus, OH 
43211 (614-252-6200) 

Consulting Party 
with interest in 
Washington County 

 

 

 

 

 

 

 

 

mailto:dpeconge@miamination.com
mailto:ethompson@delawarenation-nsn.gov
mailto:ethompson@delawarenation-nsn.gov
mailto:asorocks@icloud.com
mailto:wchs.ohio@gmail.com
mailto:Tac-midwest@sbcglobal.net
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Appendix 2 – Citizen Participation Plan 

 

CDBG CITIZEN PARTICIPATION PLAN 

City of Marietta, Ohio 

 
The City of Marietta is required by the U.S. Department of Housing and Urban Development (HUD), pursuant to 24 

CFR §91.105, to have a detailed Citizen Participation Plan (CPP) which contains the City's policies and procedures 

for public involvement in the three-year Consolidated Plan and Annual Action Plan process and the use of 

Community Development Block Grant (CDBG). This CPP is available to the public. 
 

OVERVIEW OF ANNUAL ACTION/ CONSOLID ATED PLAN PROCESS 

 
The policies and procedures in this CPP relate to several stages of action mentioned in law or regulation. 

In general, these stages of events include: 

 
• Identification of housing and community development needs; 

• Preparation of the draft use of funds for the upcoming year, known as the proposed "Annual Action Plan;" or 

the development of the new three-year proposed plan known as the "Consolidated Plan;" 

• Formal approval by City Council of final Annual Action Plans and/or final three-year Consolidated Plan; 

• Occasional necessary change to the use of budgeted funds in an Annual Action Plan; or change to the 

priorities established in the three-year Consolidated Plan; 

• Annual Performance Report to HUD at program year completion drafted for public review and comment. 

 

ENCOURAGEMENT OF CITIZ EN PARTICIPA TION 

 
Citizens are encouraged to participate in the development of the Consolidated Plan, any substantial amendments to 

said plan, the Analysis of Impediments to Fair Housing Choice (A of 1)/amendments to the A of I, and the 

Consolidated Annual Performance and Evaluation Report (CAPER). 

 

The City especially encourages participation particularly from persons living in slum and blighted areas, and in areas 

in which CDBG funds are proposed to be used and by residents of predominantly lower-income neighborhood s. The 

City also strongly encourages participation from its minority and non-English speaking residents as well as persons 

with disabilities residing in Marietta. 
 

CITIZEN COM MENT ON THE CITIZENPARTICIPATION PLAN AND AM ENDM ENTS 

 
The City will provide citizens with a reasonable opportunity (no less than 15 calendar days) to publicly review and 

comment on its Citizen Participation Plan and any subsequent substantial amendments to said plan. The plan's 

availability for review will be advertised in the local newspaper, The Marietta Times, at least 15 calendar days prior 

to the first day of the review and comment period. The Citizen Participation Plan will also be made available in 

electronic and alternative formats upon request. The adopted plan will be considered public and available for 

citizen review, upon request, in the Development Department, located in the City Administration Building at 304 

Putnam Street, Mariett a, Ohio during normal City of Marietta business hours. 

 
DEVELOPMENT OF THE CONSOLIDATED PLAN 

 
The City will hold two public hearings at different stages of the Consolidated Plan preparation to obtain citizen views 
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and to respond to questions or proposals. All public hearings will be advertised in the local newspaper of circulation 

(the Marietta Times) not less than 15 calendar days before the scheduled public meeting. All advertisements 

published in relation to the development of the Consolidated Plan will be placed in easily readable type in the non-

legal section of the newspaper. Each advertisement published will state the date, time and place of the public 

hearing. 

 

One public hearing will be held prior to the onset of the Consolidated Plan preparation process {before the 

adoption of said plan) in order to invite comments, suggestions or questions pertaining to the development of 

priority needs and the solicitation of project proposals that can be considered by the City for funding. The City will 

make available the following information at this hearing: the amount of assistance that the City expects to receive 

(including grant and program income) and the range of activities that can be undertaken, including the estimated 

amount that will benefit persons at lower income levels as well as the City's plan to minimize the displacement of 

persons. The newspaper advertisement for this hearing will also summarize the above-noted information that is to 

be made available to the public at the hearing. A second public hearing will be held to provide the public with the 

opportunity to comment on the final draft of the Consolidated Plan and list of proposed activities before 

submission to HUD. 

 

The proposed Consolidated Plan will be published in order to afford citizens, public agencies, and other interested 

parties a reasonable opportunity to examine its contents and to submit comments to the City. In accordance, the 

City will advertise the availability of the document in the Marietta Times at least 15 calendar days prior to the first 

day of the 30-day review and comment period. The Consolidated Plan's availability for said review and comment 

period will be for no less than 30 calendar days. This will enable the public adequate time to review the plan and 

submit its comments to the City for further consideration. The City will identify, within the newspaper 

advertisement, the location(s) where the proposed draft of the plan may be viewed. A draft of the Consolidated 

Plan will also be made available on the City's website (www.mariettaoh .net) for review and comment. At a 

minimum, the draft will be available for review in the Development Department located in the City Administration 

Building, 304 Putnam Street; however, the local public library and other locations may also be made available by 

the City as needed. The newspaper advertisement announcing the Consolidated Plan's availability for review and 

public comment will also contain a brief summary of said plan. This summary will include a description of the 

contents and purpose of the Consolidated Plan and a list of the location(s) where copies of the entire proposed 

Consolidated Plan may be examined. The City will consider any comments or views of citizens received in writing or 

orally at the public hearings in preparing the final Consolidated Plan. 

 

The City will make available, upon request, up to 20 free copies of the Executive Summary portion of the Consolidated 

Plan to low-income persons and groups (limit of one per household or group) during the advertised 30-day review 

and comment period. The free copies will be available on a first-come, first-serve basis through the Development 

Department, 304 Putnam Street, Marietta, Ohio. A draft of the Consolidated Plan is also available in electronic format, 

and upon request, can be e-mailed to interested parties. 

 

SUBSTANTIAL AM ENDM ENTS TO THE CONSOLIDATED PLAN 

 
The City of Marietta encourages citizens to participate in the development of any substantial amendments to the 

Consolidated Plan. The City will hold at least one public hearing prior to the adoption of any substantial amendment 

to the approved Consolidated Plan. 

 
A Substantial Amendment is defined as any change to the approved Consolidated Plan that includes one or more of 

the following criteria: 
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1. A change in the allocation priorities as set forth in the City's Consolidated Plan, including any change in the 

method of distributing funds; 

 
2. Plans to carry out any activity using funds from any program covered by the City's Consolidated Plan 

a. (including Program Income), not previously described in the Annual Action Plan; 

 
3. To change the purpose, scope, location and/or beneficiaries of an activity (to include changes in the use  

4. of CDBG funds from one eligible activity to another); and 

 
5. Any increase or decrease in any activity 25 percent {25%) or more of the amount originally budgeted for that 

specific activity. 

 
The public will be provided a period not less than 30 calendar days to review and comment on any substantial 

amendment to the Consolidated Plan. The public hearing will be advertised in the local newspaper of circulation 

(the Marietta Times) not less than 15 calendar days before the scheduled hearing. Any written comments received 

by the City during the 30-day public comment period as well as any written or oral comments submitted during the 

public meeting will be considered prior to the approval of any substantial amendment to the Consolidated Plan. As 

part of its submission of the substantial amendment to the Consolidated Plan to the Department of Housing and 

Urban Development, the City will summarize the manner in which any and all comments were considered with 

regard to the proposed substantial amendment. The City will also summarize any comments not accepted as part 

of its consideration and the reasons therefore. 

 
PERFORMANCE REPORTS 

 
The City encourages citizens to participate in the development of the Consolidated Annual Performance and 

Evaluation Report (CAPER). Citizens will be provided with a newspaper (the Marietta Times) advertisement notice at 

least 15 calendar days prior to the first day of public review/comment that the CAPER is available for public review 

and comment for a period of no less than 15 calendar days. The City will consider any comments or views received 

in writing or orally.  A summary of any comments or views received during the period will be attached to the 

performance report and made a part of the submission made to the Department of Housing and Urban 

Development. 

 
PUBLIC HEARINGS 

 
At least two public hearings will be held each year to obtain citizens' views and to respond to proposals and 

questions. Said hearings are to be conducted within two different quarters during each program year. Together, 

these hearings must address housing and community development needs, development of proposed activities, and 

review of program performance. At least one of these hearings is to be held before the proposed Consolidated 

Plan is published for comment. 

 
All public hearings will be advertised in the local newspaper of circulation (The Marietta Times) not less than 15 

calendar days before the scheduled public hearing. All advertisements published in relation to the development of 

the Consolidated Plan will be placed in easily readable type in the non-legal section of the newspaper.  Each 

advertisement will state the date, time and place of the public hearing. All public hearings will be held in locations 

providing complete handicap accessibility and in locations centrally located in the community to provide easy 

access to all residents. All public hearings will begin and be completed within timeframes when the local public 

transportation system (the CABL Public Transit) is in operation, making the hearing more accessible to persons who 

might be potential or actual beneficiaries. Persons requiring added public hearing accommodations may make 

requests in advance (as noted within the newspaper advertisement announcing that specific public hearing). 

 
As already noted, the City does not have high concentrations of non-English speaking persons. The City will, 

however, make every effort to encourage participation at all public hearings by non-English speaking persons by 

providing interpretation and translation if requested in advance (as noted within the newspaper advertisement 
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announcing that specific public hearing). The cost of such services will be paid for by the City using CDBG funds and 

will not be passed along to those persons being assisted. 

 
• Citizens providing commentary at public hearings must adhere to the following procedures: 

• Citizens are to refrain from making commentary on information presented until the public comment portion of 

the hearing is announced; 

• Those making public comment must state their name and address for the record; 

• Those making public comment are limited to 3 minutes 

• Staff will not engage in dialogue with the public during this time. 

MEETINGS/PUBLIC FORUMS 

 
In the event any meetings are held, citizens are encouraged to att end. Notices will be placed at least,7 calendar 

days in advance of said meetings on various bulletin boards throughout the City Administration Building located at 304 

Putnam Street, Marietta, Ohio. A "brief" will also be published in the Marietta Times at least 7 calendar days prior to 

the meeting/public forum. Both the notices and briefs will state the date, time and place of the meeting. 
 

AVAILABILITY TO THE PUBLIC 

 
The Consolidated Plan (as adopted), any substantial amendments to the Consolidated Plan, A of I/amendments to 

the A of I, and the CAPER will be available to the public upon request. This includes the availability of materials in a 

format accessible to persons with disabilities upon. Requests must be made to the Development Department, 

located at the City Administration Building, 304 Putnam Street, Marietta, Ohio during normal City of Marietta 

business hours on Monday through Friday from 8:00 a.m. until 4:30 p.m. (except during City holidays). Materials 

can be obtained in either hard copy or via e-mail for electronic format. 
 

ACCESS TO RECORDS 

 
All records, documents and reports pertaining to the preparation, adoption and implementation of the City's 

Consolidated Plan, CAPER, A of I/amendments to the A of I, and Community Development Block Grant program are 

kept in the office of the Development Department, 304 Putnam Street., Marietta, Ohio 45750 (Phone: (740) 373- 

9354; Fax: (740) 373-2574). Documents will be made available to the public upon request during regular business 

hours as stated above. Records pertaining to the City ' s Consolidated Plan and Community Development Block 

Grant program will be retained in accordance with applicable Public Record Retention laws, but in no case for a 

period less than five years. 
 

TECHNICAL ASSISTANCE 

 
Technical assistance will be provided to any group representative of persons at lower income levels that request such 

assistance in developing proposals for funding assistance under any of the programs covered by the Consolidated 

Plan. Technical Assistance is limited to answering any questions/providing clarification in relation to any written 

guidance related to the development of proposals for funding. 
 

CITIZEN COMPLAINTS 

 
The City will provide a timely and substantial written response within 15 calendar days to any complaints received 

regarding the preparation, implementation or performance reporting of the Consolidated Plan or any other aspect 

of the Community Development Block Grant program. 
 

PERSONS WITH DISABILITIES 

 
Public hearings and community meetings will be held in locations accessible to persons with restricted mobility. All 
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public hearings will be held at times when the CABL Public Transit is in operation. The CABL Public Transit is the 

local public transit system. Its vehicles are accessible to persons with disabilities. Upon request, copies of all 

written materials are available in alternative formats. 
 

PERSONS WITH LIMITED-ENGLISH PROFICIENCY 

 
Based on figures from the 2000 Census, the City does not have high concentrations of non-English speaking 

persons. The City will, however, make every effort to provide interpretation and translation if provided at least 72 

hours' advance notice. The cost of such services will be paid for by the City using CDBG funds and will not be 

passed along to those persons being assisted. 
 

ANALYSIS OF IMPEMENTS TO FAIR HOUSING CHOICE (A of I} 
 

The City encourages citizens to participate in the development of the A of I. No less than two public forums will be 

conducted in accordance with the provisions set forth above. Citizens will be provided with a newspaper (the 

Marietta Times) advertisement notice at least 15 calendar days prior to the first day of public review/comment 

that the A of I is available for public review and comment for a period of no less than 15 calendar days. The City 

will consider any comments or views received in writing or orally. A summary of any comments or views received 

during the period will be attached to the submission made to the Department of Housing and Urban Development. 
 

WAIVER - CARES Act Flexibilities for CDBG Funds Used to Support Coronavirus 

 

The City reserves the option to shorten aforementioned reasonable notice and public comment number of days in order 

to utilize any waivers made available by HUD. The City also reserves the option to hold electronic/broadcast public 

meetings (allowing for remote public comment) resulting from national or state emergencies/ disasters. 
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Appendix 3 – Systems Information 
 
This Appendix contains useful information for the following systems:  
HEROS 
IDIS 
SPEARS 

 
HEROS 
 
HEROS is a web-based system for Responsible Entities to prepare and manage their Environmental 
Review Records (ERR). HEROS applies to all environmental reviews for HUD- assisted projects. 

 
Registration 
 
To access HEROS, all users must have a HUD user account (a B or C ID account and password) that is 
currently in “Active” status and authorized to access HEROS. 
 
Note: If you are already in the process of or will be requesting access to the Integrated Disbursement and 
Information System (IDIS) or other HUD online system, please wait until you have your HUD B or C issued 
user ID before requesting access to HEROS. 
 
To apply for a user account, RE and partner users need to complete the HEROS Access Form. 
 
The HEROS Access Form is designed to record vital user information for HEROS users to create a new 
account and/or profile in the system. After the form is completed, HUD will validate the requestor’s 
information and confirm that the requested user role and privileges are correct, then set up the user 
account. 
 
When approved with a user ID and password, a System Security Administrator (SSA) in the Office of 
Environment & Energy (OEE) will set up the new user’s profile in HEROS. Users will be informed via email 
when their HEROS account is activated and ready for use. 
 
Follow the instructions in the HEROS Access Quick Guide for more information.   
https://files.hudexchange.info/resources/documents/Completing-a-HEROS-Access-Form-Request-Quick-
Guide.pdf 

 
Completing an Environmental Review Record 
 
An Environmental Review Record (ERR) must be completed in the HEROS system. Below is an overview 
of the process and information to complete some of the necessary fields to generate the ERR. For 
complete detail see the HEROS User Guide.  

 
Initial Screen  
 
Project name – use one of the naming conventions below. If there are spaces in the name, they will be 
converted to dashes. 

https://docs.google.com/forms/d/e/1FAIpQLSdzD9KpXZKdVw1cRgqqc9g4Z0ZDXK7DnvKfL10f4bZJmRU1QQ/viewform
https://files.hudexchange.info/resources/documents/Completing-a-HEROS-Access-Form-Request-Quick-Guide.pdf
https://files.hudexchange.info/resources/documents/Completing-a-HEROS-Access-Form-Request-Quick-Guide.pdf
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• Public service projects – enter the agency name and program year (e.g. Nonprofit Program 

2021) 

• Administrative activities – enter Admin and the program year (e.g. Admin 2021) 

• Construction or public facility projects – enter a brief (1 or 2 words) title for the project and the 

program year (e.g. Carlton Sidewalks 2021) 

• Homeownership Assistance – If a subrecipient is used, there should be an initial ERR for the 

agency itself that follows the naming convention for public service projects. For individual 

households, enter the agency name, a dash, and the address (e.g. Local Nonprofit Name – 33 E. 

Broadway Ave) 

 
Grant/project ID Number – Enter the HUD grant number 
RE Preparer – the person completing the ERR 
Certifying Officer Information – Mayor of city of Marietta or formal designee  

 
Project Summary  
 
Project Description – write the project description with the environmental impact of the overall project 
in mind. Include a clear project description that includes the purpose of the project (not just the CDBG 
portion), location, benefits to be achieved, and the impact on the community/market. It should capture 
the overall scope of the proposal, not just CDBG funds. See the examples below: 
 
Example 1: Homeownership Assistance 
The City of Marietta will provide $10,000 of PY year CDBG funds to the Housing Authority to assist Name 
in purchasing a home for a family of family size at address in Marietta. These funds will be used to pay 
expenses toward the down payment and/or closing costs for this home purchase. 
 
Example 2: Sidewalks 
This project will provide $176,403 to Marietta Engineering Department to construct sidewalk parcels 
lacking sidewalk facilities at one to five of the following locations in Marietta: 

1. Ninety-one (91) feet of sidewalk in front of 438 E. State Avenue; 

2. Two hundred seventy-seven (277) feet of sidewalk along NE 5th Street, between E. Carlton 

Avenue and E. State Avenue; 

3. Fifteen (15) feet of sidewalk between 438 E. State Avenue and NE 5th Street; 

4. Three hundred thirty-nine (339) feet of sidewalk along south side of E. Carlton Avenue between 

NE 4th Street and NE 5th Street; and 

5. Three hundred and thirty (330) feet of sidewalk along the south side of E. Carlton Avenue, from 

the western property line of 1028 E. Carlton Avenue to E 4th Street. 

This project will require ground disturbance, tree and shrubbery removal, road widening, drainage 
innovations, and other physical impacts associated with sidewalk construction. 

 
Project location   
 
Verify the address and use the planning map to identify the location. Upload the map. 
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Related Laws and Authorities Completion   
 
Ensure that a finding as to each factor is supported by the minimum level of documentation that HUD 
has specified on its website pertaining to that respective factor.  Use common sense when completing 
this section. 

 
Airport Hazards  
 
Marietta does not have an airport close enough to require mitigation, so the answer is always no.  
Follow the more specific directions in Appendix 8.  

 
Coastal Barrier Resources  
 
Ohio does not contain CBRS units. Follow the more specific directions in Appendix 8.  

 
Flood Insurance  
 
Determine if this is an insurable activity to see if this is applicable, then use the FEMA flood map located 
at https://msc.fema.gov/portal/search to determine if the project lies in a Floodway, 100-year 
Floodplain, or 500-year Floodplain. Mark the boundaries of the entire project site on the FIRM and 
upload the map. 
 
If the project does lie in a Floodway, 100-year Floodplain, or 500-year Floodplain and the activity is 
insurable by the nature of the property affected, flood insurance is required and must be submitted as 
supporting documentation.  Follow the more specific directions in Appendix 8. 
 
Note: HUD cannot offer Federal disaster assistance for a person’s property for construction activities if 
the person previously received Federal disaster assistance and failed to maintain the flood insurance. 
Exceptions are if the project is a small loan ($5,000 or less) or the project consists solely of leasing or 
rental assistance with no associated repairs, improvements, or acquisition. 

 
Air Quality  
 
According to HUD’s WISER training, if the project does not involve activities that rise to an EA level, it 
can be assumed that its emissions are below de minimis levels and the project is in compliance with the 
Clean Air Act. Follow the more specific directions in Appendix 8.  

 
Coastal Zone Management  
 
Ohio does not have a coastal zone. Follow the more specific directions in Appendix 8.  

 
Contamination and Toxic Substances   
 
This is only required for residential projects. For small scale projects (e.g., minor rehabilitation, 
maintenance, utility replacement) start with step 1. If there are no issues identified, the remaining steps 
are not required. For large scale projects (e.g., new construction, major rehabilitation, multifamily 
demolition) start with step 2.  Follow the more specific directions in Appendix 8. 

https://msc.fema.gov/portal/search
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1. Screening 

a. Field inspection – use Google Earth to identify potential issues. If there are questions, 

schedule a site visit. Upload map. 

b. Environmental Compliance Search – use enviromapper or the EPA website and follow 

the more specific directions in Appendix 8. Upload results. 

2. Phase I ESA – no physical testing. Consists of a site inspection, interviews of the site owner(s), 

review of available documents and databases (including prior ESA reports), and some 

consideration of potential impacts from adjacent properties. 

3. Phase II ESA – this will require consultation with a contractor or other expert. 

4. Site Characterization/Remediation – Marietta will likely not take on a project that requires 

remediation. 

5. “Non-Scope” Items – assessments such as lead, mold, radon, or asbestos 

 

Endangered Species  
 
Follow the more specific directions in Appendix 8.  
 
Explosive and Flammable Hazards  
 
Marietta will likely not have any projects that qualify under this requirement. Determine if there are 
above ground storage tanks (including propane tanks) on the property in proximity or included in the 
project that are more than 100-gallon capacity and explosive or flammable in nature. If not, the analysis 
is complete, upload the documentation according to the more specific directions in Appendix 8. 
In the unlikely event there are above ground storage tanks: 

1. Does the project include development, construction, rehabilitation that will increase residential 

densities or conversion? If no, the project is compliant and no further evaluation is required, 

upload documentation. If yes, continue to #2. 

2. Is the project within one mile of the project site, are there any current or planned stationary 

aboveground storage containers? Determined via a site visit. If no, the project is compliant and 

no further evaluation is required, upload documentation. If yes, continue to #3. 

3. Identify the contents of the containers. If there are no containers of concern, no further 

evaluation is needed, upload documentation. If there are concerns, continue to #4. 

4. Determine if it meets the Acceptable Separation Distance requirements using the ASD Electronic 

Assessment Tool. If the ASD has been met, mitigation is not required. If the ASD is not met, 

mitigation is required, upload documentation. If the negative effects cannot be mitigated, the 

project must be cancelled. 

 

Farmlands Protection  
 
Follow the more specific directions in Appendix 8 to determine whether the location of the activity is 
within an urban cluster or in a non-urban area which would require a soil survey. If a soil survey is 
required go to:  
 

https://enviro.epa.gov/enviro/em4ef.home
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https://websoilsurvey.sc.egov.usda.gov/App/HomePage.htm 
 
Upload all required documentation per Appendix 8. 

 
Floodplain Management  
 
Floodplain areas are a frequent particular concern in Marietta, and it is important to analyze this 
environmental factor with great care.  Follow the more specific directions in Appendix 8.  Complete the 
Floodplain Regulations Worksheet using the FEMA flood map located at: 
https://msc.fema.gov/portal/search.  
 

Historic Preservation  
 
Historic preservation is another factor of frequent and particular concern in Marietta given that two 
large sections of town are specifically designated in the National Register of Historic Places as historic 
districts.  Even outside the formally designated areas, many of the activities the city may desire to 
undertake will not by their nature been exempt from Section 106 review. 
 
Determine if a Section 106 review is required by a careful review of the City’s programmatic agreement 
with SHPO. If ground disturbance is involved for the aggregate project (not just the CDBG portion) 
review this carefully. The SHPO has 30 days from receipt to respond to a request for a Section 106 
review. Once they receive the email containing the city’s preliminary determinations and supporting 
documentation the 30-day period will begin. If there is no response within 30 days, upload the letters 
that were sent along with a memo stating there was no response.  If there is response within 30 days, 
coordinate with SHPO and complete the environmental review record according to the more specific 
directions in Appendix 8. 

 
Noise Abatement and Control  
 
Noise regulations must be applied if the activity will provide one of the following: 

• Housing 

• Nursing homes 

• Hospitals 

• Day care facilities 

• Mobile homes 

• Quiet outdoor space that is ancillary to the principal use (e.g. space for recreation or sitting) 

Analysis is required for sites that are within the following threshold distances: 

• 1,000 feet of major/busy roads 

• 3,000 feet of a railway 

• 15 miles of airport 

• Near an industrial facility 

 
Upload a map that shows the distance (and a plan if necessary) if the project is related to one of the 
types listed above.  Follow the more specific directions in Appendix 8. 

 

https://websoilsurvey.sc.egov.usda.gov/App/HomePage.htm
https://msc.fema.gov/portal/search
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Sole Source Aquifers  
 
No projects in Marietta are located on a Sole Source Aquifer, so the answer is always no.  Follow the 
more specific directions in Appendix 8.  

 
Wetlands Protection  
Follow the more specific directions in Appendix 8 and use the map located at: 
https://www.fws.gov/wetlands/data/mapper.html 
 
If the project will place dredged or fill material into a wetland or an area that might be a wetland, 
confirm that the local U.S. Army Corps of Engineers District Office has issued required permits. 

 
Wild and Scenic Rivers  
 
No projects in Marietta are located near a designated wild and/or scenic river, so the answer is always 
no. Follow the more specific directions in Appendix 8.  

 
Environmental Justice  
 
Review the project type, location, demographics of the area, adjacent land uses, adverse impacts, and 
demographics of the community where the project will take place to determine if Environmental Justice 
applies to the project. If there are no adverse impacts in any compliance authority or factor (e.g., land 
use, toxics, noise, air quality, etc.) document findings and proceed with project. 
 
If there are adverse impacts in any compliance authority, show how the program has addressed the 
issue (e.g. eliminated impact, selected another alternative, or minimized impact). Document findings 
and proceed with project. If the adverse impact remains, complete EJ analysis. 
 
To complete the environmental review record, follow the more specific directions in Appendix 8. 

 
Environmental Finding Package  
 
Download package once everything is complete. 

 
Signature  
 
Print signature page, submit to Mayor or formal designee for signature, and upload signed document. 
Keep original in project file. Email a copy of the full package to the subrecipient for their files. 

 
IDIS 
 
The Integrated Disbursement & Information System (IDIS) provides HUD with current information 
regarding Community Planning and Development (CPD) activities underway across the nation. HUD uses 
this information to report to Congress and to monitor grantees. IDIS is the drawdown and reporting 
system for CPD’s CDBG, HOME, ESG, and HOPWA formula grant programs and for the HOPWA 
Competitive grant program. Grantees use IDIS to request their grant funding from HUD and report on 
what is accomplished with these funds. Grantees also use IDIS for Consolidated Planning. Review IDIS for 

https://www.fws.gov/wetlands/data/mapper.html
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CDBG Entitlement Communities Manual for a full understanding of the system. 

 
Registration 
 
To register for IDIS, mail the original copy of your notarized HUD Form 27055 to: 

U.S. Department of Housing and Urban Development  
Attn: CPD Finance 

Bricker Federal Building 
200 North High Street, 7th Floor 

Columbus, OH 43215-2463 
 

The CPD field office will finish the bottom of page 3, then forward the completed form to the HUD HQ 
IDIS Office. After an IDIS Security Administrator (ISA) has finalized processing the form, login instructions 
will be sent via email. 

 
Useful Reports 
 
Data is pulled from IDIS at 10:00 pm ET the previous night and updated for use by 9:00 a.m. ET every 
morning, every day but Sunday including holidays. IDIS reports that are useful to review include: 

• PR01: HUD Grants and PI - overview of all grants, shows total amount drawn, committed, etc. 

for each grant 

• PR02: List of Activities by PY and Project - Project and activity name, status, funded and drawn 

amounts, balance, can drill down on each activity and see what grant funds were drawn from 

• PR03: CDBG Activity Summary Report (GPR) - 

• PR07: Drawdown Report by Voucher Number - good for reconciliation, lists every voucher 

submitted 

• PR23: - helps with race and ethnicity in CAPER 

• PR26: Financial Summary 

• PR26: Activity Summary 

• PR56: Timeliness 

• Consolidated Plan Report - shows you what activities are connected to which goals 

SPEARS 
 
The Section 3 Performance Evaluation and Registration System (SPEARS) is used to capture data on the 
number of Section 3 residents hired or receiving training positions and the amount of contracts awarded 
to Section 3 businesses. 

 
Registration 
 
To register for SPEARS: 

• Register as a coordinator in the Web Access Security System (WASS) – the login and password 

will be mailed to you 
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• Enter the Tax Identification Number (TIN) into the SPEARS website – if the City is not recognized, 

complete the registration. These are processed nightly, so check the next day to see if it has 

been entered. 

• Register in Secure Systems as a Multifamily Housing Entity (select coordinator) then assign 

SPEARS roles: 

o Select System Administration>User Maintenance 

o Enter User ID 

o Select Maintain User Profile under Choose a Function 

o From the Assign/ Unassign Actions page under FHSEC3 – FHEO Section 3 60002 Form, 

check COR – Coordinator 

Full instructions can be found in the SPEARS User Registration Guide. 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

https://www.hud.gov/sites/documents/SPEARSUSERREGGUIDE.PDF
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Appendix 4 – New CDBG Project Form (Sample) 

 

Submitted by:   
  
Date:   
  

NEW CDBG PROJECT INFORMATION FORM 
 

1. Project Name:     
 

2. Project Location:     
 

3. Service Area:   
 

 

4. Matrix Code:     
 

5. National Objective:     
 

6. PY_ _ FY_   
 

7. Amount of Funding:     
 

8. Description of Project:     
 
 

 
 
 

 
 
 

 
 

  _ 
 

➢ Annual Goals Supported (mark all that apply): 

o Housing     

o Public Services     

o Community & Economic Development     
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o Program Administration     

 

➢ Priority Needs Addressed (mark all that apply): 

o Housing Rehabilitation/Weatherization     

o Lead Assessment and Abatement     

o Homeless Services and Prevention     

o Public Facilities and Infrastructure     

o Public Transportation     

o Social Service Programs     

o Program Administration     

o COVID – 19 Prevention, Response & Recovery     

 

➢ Goal Outcome Indicators 

o Persons assisted     

o Households assisted     

o Businesses assisted     

o Beds     

o Jobs _ 

▪ Created _ 

▪ Retained     

o Other     
 

For Development 
Department Staff 
Eligible/Ineligible 
Comments: 
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Appendix 5 - Application Scoring Rubric 

 

APPLICATION SCORING RUBRIC 

 
Applications to receive CDBG contingent awards must be scored and ranked.  The table below 

summarizes the meaning of scoring numbers that may be assigned to any factor considered 

during the standardized scoring process.  Each category (except for “other,” which may or may 

not be relevant depending on the application under review) will be separately assigned a 

numerical score.  Each scoring category will ultimately be summed together to allow the project 

proposals to be ranked. 

 

The basis or rationale for each score assigned should be noted in narrative fashion under each 

supplied category heading.  If any scored category receives a score of “0” (indicating 

fundamental noncompliance with a mandatory regulatory requirement), the application may not 

be selected for funding regardless of the remaining scores assigned under other category 

headings.  Scores of “0” will be reserved for only identified issues which fundamentally 

contradict or are inconsistent with regulatory requirements. 

 

LEVEL DESCRIPTION 

5 Outstanding 

4 Good 

3 Fair 

2 Poor 

1 Very Poor 

0 Noncompliant 

 

 

Category 1: Need 

 

 

 

 

 

Category 2: Benefit 

 

 

 

 

 

Category 3: Organizational capacity  

 

 

 

 

 

Category 4: Past support and success in administering programs 
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Category 5: Degree to which proposed activity could meet one or more CDBG national 

objectives 

 

 

 

 

 

Category 6: Consistency of outcomes under this proposal with outcomes listed in the 

Consolidated Plan 

 

 

 

 

 

Category 7: Amount of funding requested 

 

 

 

 

 

Category 8: Environmental feasibility 

 

 

 

 

 

Category 9: Non-environmental feasibility factors (fully explain) 

 

 

 

 

 

Category 10: Other (if this catchall category is used to assign additional scoring, explain the 

factor that led to the scoring and the basis for the assigned score) 
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Appendix 6 – Conflict of Interest Policy 
 

City of Marietta, OH 
Community Development Block Grant Program CONFLICT OF INTEREST POLICY 

 
The City of Marietta developed this Conflict-of-Interest policy in recognition that organizations receiving 
CDBG funds distribute those funds within the community and that both the City of Marietta and its 
subrecipients desire a fair, impartial, and transparent distribution of those funds. 
 
Conflict of interest (COI) is defined as a situation or circumstance that may prevent an objective 
distribution of funds. COIs may be actual or an appearance. An actual COI is defined as any impediment 
resulting in a Subrecipients’ inability to objectively distribute funds. 
 
Examples: A subrecipient organization needs to contract for a specific service, and the staff member 
responsible for selecting the contractor is from an institute, organization, or agency in which a staff 
member is or has been employed, serves as a Board member, or has a personal or business interest for 
one of the companies applying for the contract. 
 
An appearance of COI is defined as anything that may be perceived as a conflict, i.e., anything that 
would suggest that the distribution of CDBG funds was not fairly and objectively carried out. 
 
Examples: The staff member at a subrecipient organization who is responsible for determining eligibility 
for program participation has had professional or personal differences with the potential program 
participant. 
 
What to do if you have a COI: Staff members at subrecipient organizations should disclose such interest 
on the record and disqualify himself or herself from participating in any decision relating to the 
distribution of CDBG funds. 
 
Certification Form: All Subrecipients must understand, sign, and return the COI form to the City of 
Marietta Development Director with the signed Subrecipient Agreement. 
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City of Marietta 
Community Development Block Grant Program 

 
CONFLICT OF INTEREST CERTIFICATION 
I will avoid conflict of interest by not allocating, distributing, or enter into contracts utilizing Community 
Development Block Grant funds: 

1. Where to the best of my knowledge and belief, I or a member of my household have a financial 
interest; 

2. Where I am an officer, director, member, trustee, owner, partner, expert, consultant or advisor 
(with or without compensation) or employee or otherwise similarly associated; or 

3. Where there exists any arrangement concerning my prospective employment, financial interest, 
or other similar association. 

I will also avoid any actions that might give the appearance that a conflict of interest exists or could be 
reasonably viewed as such. 
 
My signature is confirmation that the Certification Statement contained herein is accurate and true and 
is consistent with provisions of the Conflict-of-Interest Policy for the City of Marietta Community 
Development Block Grant Program. 
 
CERTIFICATION REGARDING CONFLICT OF INTEREST 
 
PROJECT/ACTIVITY:_________________________________________________________ 
 
NAME:_____________________________________________ 
 
SIGNATURE:_________________________________________________ DATE:___________________ 
  
DEVELOPMENT DIRECTOR:______________________________________________________  
 
SIGNATURE:__________________________________________________  DATE:___________________ 
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Appendix 7 – Procurement Standards (Draft) 
 
 

CITY OF MARIETTA 
PROCUREMENT OF GOODS AND SERVICES 

USING FEDERAL GRANT FUNDS (DRAFT) 
  
 From time to time, the City is the recipient of federal grant funds.  The City recognizes that, as the 
grantee or subgrantee of federal funds, it may be subject to certain restrictions in the methods of 
procurement used to expend those funds. See, e.g., 2 CFR 200.318.  The City will expend such funds in 
accordance with the budget submitted and approved for the funds and shall avoid the purchase of 
unnecessary or duplicative items.  The City will make awards only to responsible contractors possessing 
the ability to perform successfully under the terms and conditions of a proposed procurement.  
Consideration will be given to such matters as contractor integrity, compliance with public policy, record 
of past performance, and financial and technical resources.  In addition to the City’s other contracting and 
procurement ordinances, policies and practices, the following principles will be used in procuring goods 
and services when those goods and services will be purchased with federal grant funds.  In case of a 
conflict between this Policy and the City’s other contracting and procurement ordinances, policies and 
practices, the more restrictive provision shall control when goods and services will be purchased with 
federal grant funds. 
 
 Conflicts of interest.  Individuals involved in purchasing decisions shall exercise particular care to 
avoid conflicts of interest.   To this end, no employee, officer, or agent of the City shall participate in 
selection, or in the award or administration of a contract supported by federal funds if a conflict of 
interest, real or apparent, would be involved.  Such a conflict would arise when: 
 

(i) The employee, officer, or agent, 
(ii) Any member of his immediate family, 
(iii) His or her partner, or 
(iv) An organization which employs, or is about to employ, any of the above, has a financial 

or other interest in the firm selected for award.  The City's officers, employees or agents 
will neither solicit nor accept gratuities, favors or anything of monetary value from 
contractors, potential contractors, or parties to sub agreements.  The City reserves the 
right to establish minimum rules where the financial interest is not substantial, or the gift 
is an unsolicited item of nominal intrinsic value.  Violation of this provision on conflicts of 
interest may endanger the City's access to federal funds and will subject the violator to 
discipline, up to and including termination. 

 
 Cost and Price Analysis.  The City requires some type of cost/price analysis for every purchase 
made with federal grant funds more than the Simplified Acquisition Threshold set forth in 2 CFR 200.88, 
currently $250,000, including contract modifications.  The purpose of the cost/price analysis is to ensure 
that the City is obtaining goods and services for a fair and reasonable price.  Comparison of competitive 
bids, proposals, or quotes, without more, is generally sufficient to determine that a price is fair and 
reasonable.  As a starting point, the City will make an independent estimate before receiving bids or 
proposal.  Price analysis may be accomplished by a comparison of price quotations and/or current 
published market prices together with discounts.  Cost analysis is a review and evaluation of each element 
of cost to determine if the price is reasonable.   
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The City must negotiate profit as a separate element of the price for each contract in which there is no 
price competition and, in all cases, where cost analysis is performed. To establish a fair and reasonable 
profit, consideration must be given to the complexity of the work to be performed, the risk borne by the 
contractor, the contractor's investment, the amount of subcontracting, the quality of its record of past 
performance, and industry profit rates in the surrounding geographical area for similar work. 
 
 Types of Procurement.  The City will generally use one of four methods to procure goods and 
services: 
 

(1) Micro-Purchases; 
(2) Small purchase procedures; 
(3) Sealed bids; 
(4) Procurement by competitive proposals. 

 
Procurement transactions of $250,000 or more require competitive bidding, competitive proposals, or an 
approved justification for noncompetitive purchasing.  Justifications for non-competitive purchases must 
be approved by [local Board of Control].   
 
 Micro-Purchases.  Procurement by micro-purchase is the acquisition of supplies or services, the 
aggregate dollar amount of which does not exceed the micro-purchase threshold set forth in 2 CFR 200.67.  
The current micro-purchase threshold is $10,000.   To the extent practicable, the City will distribute 
micro-purchases equitably among qualified suppliers. Micro-purchases may be awarded without soliciting 
competitive quotations if the City considers the price to be reasonable.  The City reserves the right to 
engage in small purchase procedures for purchases below $10,000 in its sole discretion. 
 

Small Purchase Procedures.  Small purchase procedures are used for purchases of less than the 
Simplified Acquisition Threshold and are less formal than sealed bidding and competitive proposals.  
When making a small purchase, the City will encourage competition to the extent possible and will 
normally seek at least three quotations from vendors, if time and the market permits.  The City reserves 
the right to engage in sealed bids and/or competitive proposals for purchases below $250,000 in its sole 
discretion. 
 
 Sealed Bids.  For sealed bidding to be feasible, the following conditions should be present: 
 

(A) A complete, adequate, and realistic specification or purchase description is available; 
(B) Two or more responsible bidders are willing and able to compete effectively for the 

business; and 
(C) The procurement lends itself to a firm fixed price contract and the selection of the 

successful bidder can be made principally based on price. 
 
 Sealed bidding is designed to identify the contractor who can meet the City's requirements for 
the best price and is the preferred method for procuring construction when conditions (A)-(C) are present.  
The process is best used for bidding familiar, standard items.  It is vital that all the bidders are submitting 
their bids on comparable goods and/or services to ensure that a comparison of prices will be meaningful.  
As a result, the Invitation for Bids (the "IFB") should contain all the information necessary for the vendor 
to submit a valid bid: 
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• The product(s) should be described in detail. 

• Specifications should be clear, concise, and complete. 

• Quantity, quality requirements, packaging, F.O.B. point, payment terms, and warranty, delivery 
and inventory requirements should all be included in the IFB. 

 
 If there are changes to the specifications prior to bid opening, the City will notify all bidders of the 
changes and allow sufficient time for the bidders to factor the changes into their bids.  The IFB should 
always contain a statement that the City reserves the right to reject all bids and to readvertise the 
purchase in the City's sole discretion. 
 
 Procurement by Competitive Proposals.  The technique of competitive proposals is normally 
conducted with more than one source submitting an offer, and either a fixed price or cost-reimbursement 
type contract is awarded.  It is generally used when conditions are not appropriate for the use of sealed 
bids.  A Request for Proposal (the "RFP") should be used for obtaining services such as consulting, 
advertising, publication, maintenance, and computer programming.  The RFP should: 
 

• Clearly define an acceptable level of performance for the vendor and a definite time frame for 
achieving this goal. 

• Ask the vendor to describe the qualifications of those individuals who may be involved in 
implementing the goals and objectives of the RFP. 

• Ask for all the information contained in an IFB (see above) but also can ask for input from the 
vendors on issues such as how they would meet a specific objective, what unique contributions 
they would make toward achieving the goals outlined in the proposal, and what alternative 
proposals they would offer. 

 
The City may use competitive proposal procedures for qualifications-based procurement of 
architectural/engineering (A/E) professional services whereby competitors' qualifications are evaluated, 
and the most qualified competitor is selected, subject to negotiation of fair and reasonable compensation. 
The method, where price is not used as a selection factor, can only be used in procurement of A/E 
professional services. It cannot be used to purchase other types of services though A/E firms are a 
potential source to perform the proposed effort. 
 
It is vital that anyone who wishes to submit a proposal be informed about the factors that will go into 
selecting a source for the goods and services.  The City will have a written method of conducing technical 
evaluations of the proposals received and for selecting recipients.  To accomplish this, the City will 
determine the factors that will be used to judge proposals and the weight given to each factor before it 
solicits the proposals.  This information will be contained in the RFP itself.  Except for A/E procurements 
as described above, price will always be a factor in the source selection process, though it will not always 
be determinative of the award.  The City reserves the right to award the contract based on the proposal 
that is most advantageous to the City and that allows for the efficient administration of the 
grant/subgrant. 
 
 Noncompetitive Proposals.  In certain limited circumstances, the City may use noncompetitive 
proposals to purchase goods and/or services.  Procurement by noncompetitive proposals may be used 
only when the award of a contract is infeasible under micro-purchases, small purchase procedures, sealed 
bids, or competitive proposals and one of the following circumstances applies: 
 



95 

 

(A) The item is available only from a single source; 
(B) The public exigency or emergency for the requirement will not permit a delay resulting 

from competitive solicitation; 
(C) The awarding agency authorizes noncompetitive proposals; or  
(D) After solicitation of several sources, competition is determined inadequate. 

 
Federal regulations require that profit be negotiated as a separate element when noncompetitive 
proposals are used. 

Time and Materials Contracts Discouraged.  The City may use a time and materials type contract 
only after a determination that no other contract is suitable and if the contract includes a ceiling price 
that the contractor exceeds at its own risk. Time and materials type contract means a contract whose 
cost to the City is the sum of: 

(A) The actual cost of materials; and 
(B) Direct labor hours charged at fixed hourly rates that reflect wages, general and 

administrative expenses, and profit. 

Since this formula generates an open-ended contract price, a time-and-materials contract provides no 
positive profit incentive to the contractor for cost control or labor efficiency. Therefore, each contract 
must set a ceiling price that the contractor exceeds at its own risk. Further, the non-Federal entity 
awarding such a contract must assert a high degree of oversight to obtain reasonable assurance that the 
contractor is using efficient methods and effective cost controls. 

Protest Procedures.  The City will use its established protest procedures to handle and resolve 
disputes relating to the City's procurements using federal grant funds. 

 
Records.  The City shall maintain records sufficient to detail the history of each procurement, in 

accordance with federal audit requirements and its own Records Retention Schedule. These records will 
include but are not necessarily limited to the following: rationale for the method of procurement, 
selection of contract type, contractor selection or rejection, and the basis for the contract price. 
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Appendix 8 – Environmental Review Procedures 
 

CENST/CEST ENVIRONMENTAL REVIEW OFFICE PROCEDURE 
 
GOAL: Minimize unnecessary duplication of environmental work.  When creating Environmental 
Reviews in IDIS, it is acceptable to create multi-tiered review for recurring projects (such as housing 
rehabilitation projects) which may have site-specific impacts, but which can be categorically cleared as 
to a number of baseline issues.  Then, as individual project activities come up, any site-specific issues can 
be individually cleared on an activity-level basis. 
 
General Method: The following areas of environmental review can always (or nearly always) be 
analyzed and cleared by the Development Clerk working alone (subject to any change in environmental 
conditions, which would require reevaluation of this procedure): 
 

• Airport hazards 

• Coastal Barrier Resources 

• Air Quality 

• Coastal Zone Management Act 

• Farmlands Protection 

• Sole Source Aquifers 

• Wild and Scenic Rivers 

• Environmental Justice (but only after all other issues are resolved if the project truly converts to 

exempt) 

 
The following areas of environmental review should be able in most cases to be analyzed and cleared by 
the Development Clerk, who is encouraged to consult with the Development Director if there are any 
questions or unresolvable issues: 
 

• Noise Abatement and Control 

• Wetlands Protection 

• Site Contamination 

• Endangered Species 

• Flood Insurance 

• Explosive and Flammable Facilities 

 
The following areas of environmental review can be very tricky in Marietta, OH.  The Development Clerk 
may be able to clear simple projects in these areas, depending on threshold-level findings.  The 
procedure would be to document threshold findings and make simple determinations if appropriate.  If 
more in-depth analysis is required, the Development Clerk is strongly encouraged to consult with the 
Development Director (who may then have to consult with HUD, SHPO, or another agency): 
 

• Floodplains management 

• Historic Preservation 

 
Project Aggregation: Make sure the project description is comprehensive and matches the full scope of 
everything involved in a project.  Project description should be detailed and reflect the original full scope 



97 

 

of the project as it was designed by us or proposed by a project partner.  Then, individual activities 
within the project can be separately analyzed as appropriate. 
 
CENST: Support a determination for three universal issues with documentation of a well-supported 
environmental review record: 
 

• Airport Hazards – Always check answer “no” to the question “To ensure compatible land use 

development, you must determine your site’s proximity to civil and military airports.  Is your 

project within 15,000 feet of a military airport or 2,500 feet of a civilian airport?” (unless a new 

airport is built). 

 
Copy/paste the following text into the final box which appears on the screen, as a separate 

paragraph after the auto-generated language: 
 
DETERMINATION: The nearest civilian airport to the City of Marietta is the Mid-Ohio Valley 

Regional Airport in Parkersburg, W.V., which lies between four and five miles south from 
Marietta city limits (as calculated from a location at the south of town).  2,500 feet equates to 
less than .5 mile, so the distance is sufficient that airport proximity will never be a concern for 
any CDBG-assisted project sited at any location within the City of Marietta.  There are also no 
military bases within 15,000 feet (2.84 miles) of any location within the City of Marietta.  See 
attached maps and documentation confirming this analysis.  

 
o THEN, UPLOAD the following supporting documentation (what has been condensed into 

a single electronic attachment named “Environmental Review Airport Hazards 

Documentation in Support of Determination”): 

▪ Ohio military bases PDF 

▪ West Virginia military bases PDF 

▪ US Military Bases including Air Force Army Navy and Marine PDF 

▪ Airport Hazards Map PDF 

▪ Distance to Mid-Ohio Valley Regional Airport PDF 

 
Indicate in every case that this factor does not require “compliance steps or mitigation” unless closer 
airports are built at some future time. 

 

• Coastal Barrier Resources – Always check answer “no” to the question “Is the project located in 

a CBRS Unit” since Ohio is not located in one of the nine northern counties that is part of Ohio’s 

CBRS unit. 

 
Copy/paste the following text into the final box which appears on the screen, as a separate 

paragraph after the auto-generated language: 
 
DETERMINATION: Ohio’s Coastal Barrier Resources System covers nine northern counties 

bordering the Great Lakes (Lake Erie) region.  At no point in the Coastal Barrier Resources 
zone does the boundary extend inland more than 15 miles.  Washington County (where 
Marietta sits) is not among the counties in the Coastal Barrier Resources system and is 
approximately 143.27 miles away from Lake Erie.  There is no Coastal Barrier Resource System 
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in the neighboring state of West Virginia.  Marietta’s CDBG projects, situated in Washington 
County in southeast Ohio, will never be located in a Coastal Barrier Resources System Unit.  
See supporting documentation in support of this determination. 

 
o THEN, UPLOAD the following supporting documentation (which has been condensed 

into a single electronic attachment named “Coastal Zone Determination Supporting 

Documentation”): 

▪ Coastal Zone Boundaries including Ohio PDF 

▪ Coastal Zone Management map PDF 

▪ Distance from Marietta to Lake Erie PDF 

 
Indicate in every case that this factor does not require “compliance steps or mitigation”. 

 

• Flood insurance: This will be site-specific and whether flood insurance is needed will depend on 

(1) the nature of the project, and (2) whether there are “structures” (building – two walls and a 

roof OR trailers) or “insurable personal property” (loose items or fixtures to be kept within 

insurable structures) 

 
o In all cases, creation of Environmental Review Record will require creation of a FIRM 

map (go to https://msc.fema.gov/portal/home) which has the project location marked 

on the map 

 
▪ To create an appropriate map, follow this series of steps: 

 

• Enter the address of the project into the “search” bar 

 

• Zoom into the map (using + / - buttons) to the point that the map shows 

a fair context for the project site relative to the floodplain 

 

• Click and drag map orientation so that the project site market is located 

on the left half and middle of the map screen 

 

• Click the button for “Dynamic Map” (“Print Map / FIRMette”), which 

appears as a magnifying glass above and to the left of the map 

 

• Look at resulting map to verify that it is a good view of the pin-marked 

location relative to the 100 year floodplain 

 

• Upload the map as part of the HEROS environmental review record 

 
If the project site is outside of a 100-year floodplain, record your determination as follows in the 
“Compliance Determination” box (modifying the language to reflect location, person making 
determination, and date of determination): 
 
DETERMINATION: Under the Flood Disaster Protection Act of 1973 as amended (42 USC 4001-4128), 
flood insurance is only required to be obtained for project work within a 100-year floodplain.  Based on 

https://msc.fema.gov/portal/home
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a review of the attached FIRM map and a verification of the project location [at LOCATION by PERSON 
on DATE], this project involves work sited outside of the 100-year floodplain.  Therefore, flood insurance 
is not required for this CDBG-assisted project. 
 
If the project site is IN a 100-year floodplain but the nature of the activity does NOT involve “financial 
assistance for construction, rehabilitation, or acquisition of a mobile home, building, or insurable 
personal property”, upload the flood map and record the following determination in the “Compliance 
Determination” box (modifying the language to reflect location, person making determination, and date 
of determination):  
 
DETERMINATION: Under the Flood Disaster Protection Act of 1973 as amended (42 USC 4001-4128), 
flood insurance is not required to be obtained for project work which does not involve “financial 
assistance for construction, rehabilitation, or acquisition of a mobile home, building, or insurable 
personal property.”  Although the project location [at LOCATION] was determined [on DATE by PERSON] 
to be sited within the 100-year floodplain by consulting FEMA’s FIRM map, the nature of this project is 
[DESCRIBE FULL SCOPE OF PROJECT].  Viewed in aggregation, no part of this project involves “financial 
assistance for construction, rehabilitation, or acquisition of a mobile home, building, or insurable 
personal property.”  The Flood Disaster Protection Act of 1973 therefore does not require flood 
insurance. 
 
Note that in the case of minor repairs (including minor home rehabilitation), HUD’s website advises 
that “it is HUD policy that flood insurance is not required for a federal project consisting of minor repairs 
if all aggregated repairs cost less than the National Flood Insurance Program’s maximum deductible of 
$10,000.”  Therefore, in the case of minor repair with an aggregate cost of less than $10,000, under the 
question that asks whether the project “involves mortgage insurance, refinance, acquisition, repairs, 
rehabilitation, or construction of a structure, mobile home, or insurable personal property”, mark the 
answer “No.  This project does not require flood insurance or is excepted from flood insurance.”  
(Checking the “yes” box forces development of a mitigation plan, which is inappropriate when there is 
nothing to mitigate.)  Then, in the screen summary, provide the following language to explain the 
finding:  
 
DETERMINATION: Per HUD-published guidance available at 
https://www.hudexchange.info/programs/environmental-review/flood-insurance/, it is HUD policy that 
flood insurance is not required for a federally assisted project consisting of minor repairs if all 
aggregated repairs cost less than the National Flood Insurance Program’s (NFIP) maximum deductible of 
$10,000.  Therefore, even though this project involves the repair/rehabilitation of a structure and the 
structure may be located in the 100 year floodplain, the City of Marietta finds that floor insurance is not 
required due to a policy-driven exception and that no flood insurance mitigation measures are 
necessary to assist this project (such as by requiring ongoing proof of a homeowner’s flood insurance 
policy). 
 
If the project site is IN a 100-year floodplain and the nature of the activity involves “financial 
assistance for construction, rehabilitation, or acquisition of a mobile home, building, or insurable 
personal property”, bring this issue to my attention immediately so we can make the decision of 
whether (and if so, how) to go forward with the project in compliance with environmental standards. 
 

https://www.hudexchange.info/programs/environmental-review/flood-insurance/
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• If we proceed with the project, the legal requirement is that flood insurance in an amount which 

matches or exceeds the CDBG investment in the project must be kept on the property 

indefinitely.   

 

• For purposes of our project files, we must update the file for a period of five years at least once 

annually to document that flood insurance coverage has continued. 

 

• The only exceptions to flood insurance that may be relevant to us are “c” and “d” in the FAQ at 

https://www.hudexchange.info/faqs/crosscutting-requirements/environmental-review/flood-

insurance/are-there-any-exceptions-to-the-flood-insurance-purchase-requirements/ 

 
o C. “Flood insurance is not required for loans having an original outstanding principal 

balance of $5,000 (or less) and repayment term of 1 year (or less) as authorized by 

Section 102(c)(2) of the Act.” 

 
o D. “Flood insurance is not required for HUD-assisted leasing of a building or structure 

provided that the assistance is not used for repairs, improvements, and acquisition.” 

 
CEST: Assuming all “CENST” factors can be cleared, a CEST-level project requires us to further make and 
document thirteen additional determinations supported by a well-developed environmental review 
record: 
 

• Air Quality – Revisit https://www.epa.state.oh.us/dapc/general/naaqs to ensure that we are 

using the latest air quality data in support of our determination.  Unless air quality attainment 

changes in Ohio requiring us to update our determination and exhibits, we can input the 

following determination into the final box which appears on the screen, as a separate paragraph 

after the auto-generated language: 

 
DETERMINATION: All Marietta, OH areas, including the project site, are in attainment status under 

air quality standards.  See attached documentation, which shows that the entire State of Ohio 
is in full attainment for all particulates except Ozone and Sulfur Dioxide.  Washington County 
is in full attainment for Ozone (see attached Ozone attainment map for support of this 
determination), and while the northwest corner of Washington County includes a small 
nonattainment area for Sulfur Dioxide, Marietta is located toward the south and central 
portion of the county well outside of that limited nonattainment area (see attached Sulfur 
Dioxide attainment map in support of this determination).  This information was confirmed by 
[PERSON] on [DATE] by consultation of the resources at 
https://www.epa.state.oh.us/dapc/general/naaqs. 

 
o THEN, UPLOAD the following supporting documentation (condensed into one electronic 

attachment named “Air Quality Environmental Review Record Supporting 

Documentation”): 

▪ UNIVERSAL EXHIBIT 1 – Shows nonattainment factors 

▪ UNIVERSAL EXHIBIT 2 – Ozone nonattainment areas map 

▪ UNIVERSAL EXHIBIT 3 – Sulfur Dioxide nonattainment areas map 

 

https://www.hudexchange.info/faqs/crosscutting-requirements/environmental-review/flood-insurance/are-there-any-exceptions-to-the-flood-insurance-purchase-requirements/
https://www.hudexchange.info/faqs/crosscutting-requirements/environmental-review/flood-insurance/are-there-any-exceptions-to-the-flood-insurance-purchase-requirements/
https://www.epa.state.oh.us/dapc/general/naaqs
https://www.epa.state.oh.us/dapc/general/naaqs
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Indicate in every case that this factor does not require “compliance steps or mitigation” unless the Air 
Quality standards in Marietta change at some future time. 

 

• Coastal Zone Management Act - Always check answer “no” to the question “Is the project 

located in, or does it affect, a Coastal Zone as defined in your state Coastal Management Plan” 

since Ohio is not located in or near the Ohio Coastal Zone. 

 
Copy/paste the following text into the final box which appears on the screen, as a separate 

paragraph after the auto-generated language: 
 
DETERMINATION: Ohio’s Coastal Zone covers nine northern counties bordering the Great Lakes 

(Lake Erie) region.  At no point in the Coastal Zone does the boundary extend inland more 
than 15 miles.  Washington County (where Marietta sits) is not among the counties in the 
Coastal Zone and is approximately 143.27 miles away from Lake Erie.  Marietta’s CDBG 
projects, situated in Washington County in southeast Ohio, will never be located in or affect 
Ohio’s Coastal Zone.  See supporting documentation in support of this determination. 

 
o THEN, UPLOAD the following supporting documentation (condensed into one electronic 

document named “Coastal Zone Determination Supporting Documentation”): 

▪ Coastal Zone Boundaries including Ohio PDF 

▪ Coastal Zone Management map PDF 

▪ Distance from Marietta to Lake Erie PDF 

 
Indicate in every case that this factor does not require “compliance steps or mitigation”. 
 

• Site Contamination – This determination will be site-specific.  Use a combination of three 

resources for screening purposes (in addition to the EnviroMapper mentioned in Appendix 3, 

which is available as an additional screening resource at 

https://enviro.epa.gov/enviro/em4ef.home):  

 
(1) https://www.epa.gov/nepa/nepassist: 

 
a. Type the project address in the “Input a location” text box under the heading 

“Launch the Tool” on the right side of the screen and click “search” button.  This will 

mark the project location on the NEPAssist map. 

 
b. Using the “Select Map Contents” submenu on the upper right-hand corner of the 

map screen, expand (click “+”) on the submenu “EPA facilities” 

 
c. Check all of the following boxes (in other words, every single submenu under “EPA 

Facilities”:  

 
i. Hazardous Waste (RCRAinfo) 

ii. Air Pollution (ICIS-AIR) 

iii. Water Dischargers (NPDES) 

iv. Toxic Releases (TRI) 

https://www.epa.gov/nepa/nepassist
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v. Superfund (NPL) 

vi. Brownfields (ACRES) 

vii. Toxic Substances Control Act (TSCA) 

 
d. Zoom into map (using + / - tool in upper left-hand corner of map) to a level which 

will allow you to clearly see the location relative to nearby sources of contamination 

 
e. Click and drag map so that the project site is appropriately centered on the screen 

f. Using the drop-down menu option called “Tools” at the top of the map (second 

option from the right), use the submenu “print” to assign the map an appropriate 

title (for example: “Project Site NEPAssist Map”), push the “export” button to create 

a PDF map, and visually inspect it to ensure that it shows the area(s) that should be 

documented 

 
g. Compare the project site to the location of local sources of contamination to 

determine whether the site is potentially contaminated 

 
h. Upload this map to HEROS environmental review record in support of whatever 

determination we ultimately make 

 
(2) https://echo.epa.gov  

 
a. Type “45750” in the “search by location” text box under the heading “Quick Search” 

in the purple box on the right side of the screen and click “search” button.  This will 

result in a map and listing of nearby facilities. 

 
b. Zoom into the map (using + / - tools on upper left-hand corner) until you can see the 

approximate area of the project location, and click and drag the map so that the 

project location is shown on the left side of the map 

 
c. Print to PDF and ensure that the map shows the project location 

 
d. Then click on the button that says “Quick CSV Download” to create an Excel 

spreadsheet of facilities with violations in the relevant area 

 
e. Compare the project site to the location of local facilities with violations to 

determine the likelihood of site contamination from those facilities 

 
f. Upload the map and CSV data to HEROS environmental review record in support of 

whatever determination we ultimately make 

 
(3) https://www.epa.gov/enviro/sems-search  

 
a. Scroll down to the box which says “Geography Search” 

 

https://echo.epa.gov/
https://www.epa.gov/enviro/sems-search
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b. Type “45750” into “Zip Code” box 

 
c. Check the option “Basic Facility Information” and click “search”  

 
d. Click on “Excel” button (third from the left, third of five on left side of screen above 

the list of facilities that will display) 

 
e. Save the resulting Excel spreadsheet, naming it appropriately (example: “45750 

SEMS Search”) 

 
f. Upload the Excel document to HEROS environmental review record in support of 

whatever determination we ultimately make 

 
If the project site does not overlap with known contaminated sites and the project is something OTHER 
THAN a multifamily housing project, make the following determination:  
 

DETERMINATION: On [DATE], [PERSON] conducted a site contamination and hazardous 
substances screen of this site using NEPAssist, ECHO and SEMS Searching tools to determine 
whether a Phase I Environmental Site Assessment would be necessary.  This project, located at 
[ADDRESS], does not concern a multifamily housing project, and does not overlap with any 
known sources of contamination.  The determination of the City of Marietta after exercising 
due environmental diligence is that the site is not contaminated and does not contain 
hazardous materials.  See supporting documentation in support of this determination. 

 
If the project site overlaps with known contaminated sites, regardless of whether it is a multifamily 
housing project, see me immediately.  We need to reevaluate whether we can even do this project, and 
the most likely course would be to abandon support for the project. 
 
If a project site involves a multifamily housing project, determine whether there is any nearby on-site 
or offsite contamination.  If so, see me immediately.  If not, make the following determination: 
 

DETERMINATION: On [DATE], [PERSON] conducted a site contamination and hazardous 
substances screen of this site using NEPAssist, ECHO and SEMS Searching tools to determine 
whether a Phase I Environmental Site Assessment would be necessary.  This project, located at 
[ADDRESS], involves a multifamily housing project, but it does not overlap with any known 
sources of onsite contamination, and is not sited near known off-site sources of 
contamination.  The determination of the City of Marietta after exercising due environmental 
diligence is that the site is not contaminated and does not contain hazardous materials.  See 
supporting documentation in support of this determination. 

 

• Endangered Species – This determination will be site-specific.  Our task is to make a 

determination about whether the action is “likely to affect” any relevant endangered species or 

endangered species habitat in Washington County.  Basically, our job is to think through an 

answer supported by logic and relevant information about why the project we’re supporting is 

likely or unlikely to affect any of our local endangered species or their habitat.  In general, if the 

location is previously developed such that undeveloped habitats will not be affected (as is 



104 

 

usually the case with minor home rehabilitation projects), it may be possible to make a finding 

that the project will have no effect due to the nature of the activities involved in the project. 

 
o If you cannot think through and support a determination, leave this one blank and bring 

it to my attention. 

 
▪ If I cannot think through and support a determination, the City of Marietta will 

need to consult with the National Marine Fisheries Service (NMFS) or the Fish 

and Wildlife Service (FWS) 

 
In any determination that may be made that the project will have No Effect (such as in the 

case of rehabilitative work on a previously developed property where the work cannot 
be expected by its nature to affect endangered species or habitats), we must create a 
short and simple narrative which explains why the nature of the project has no potential 
to affect species or habitats. 

 
o In all cases, UPLOAD the following information to HEROS (condensed into a single 

electronic file named “Endangered Species Exhibits in Support of Determination”):  

 
▪ Washington County Ohio Endangered Species List PDF 

▪ Critical Habitat for Threatened and Endangered Species Map PDF 

 

• Explosive and Flammable Facilities – If the project does not include development, construction 

or rehabilitation that will increase residential densities or convert the use of the property, make 

the following determination: 

 
DETERMINATION: The scope of this project is [BE SPECIFIC and describe all relevant activities that 

form the project].  This project, by the nature of the work, will not convert the use of the site 
or result in increased residential density in the area.  This project does not involve 
development of a hazardous facility using HUD assistance.  This determination was made on 
[DATE] by [PERSON] after considering the scope, purpose, and effect of this project. 

 
o If we are doing a project that converts property use or that will result in increased 

residential densities (such as a new housing development, or the creation of additional 

housing units in an existing building), we will need to use a different analysis.  I have not 

yet determined a method that will work to clear this issue for such projects, and it may 

or may not even be possible to do them. 

 

• Farmlands Protection – My understanding is that Marietta, being an urbanized cluster, does not 

contain any substantial areas consisting of protected farmland.  As long as we are doing CDBG 

work in existing residential neighborhoods (or otherwise developed areas), this environmental 

factor will be very unlikely to be of concern.  We just have to document and support a 

determination accordingly. 

 
DETERMINATION: The site of this project is already in urban development, and does not consist of 

forestland, pastureland, or cropland.  The project consists of [PROVIDE REASONABLY 
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DETAILED WORK DESCRIPTION].  In the attached map, the location of this work is in 
[DESCRIBE LOCATION OF THE PROJECT RELATIVE TO THE MAP EXHIBIT].  This location does 
not have any lands relevant to farmlands protection concerns and would not convert the use 
of undeveloped farmland to developed property. 

 
o Upload 2010 Census – Urban Cluster Reference Map PDF 

 
Check the box to show that no mitigation will be required. 
 

If on any review you believe a project site is currently undeveloped and could be characterized as 
“forestland, pastureland or cropland,” do not follow these instructions, but instead see me to discuss.  
In that case, we will use https://websoilsurvey.sc.egov.usda.gov/App/HomePage.htm, the 

 tool mentioned in Appendix 3, to analyze the soil quality. 
 

• Floodplain Management – General procedure will be to (1) determine if a regulatory exemption 

from the floodplains decision making process exists, (2) document the applicability of any 

exemption we may be able to claim on an aggregate project basis, (3) determine whether the 

specific activity in question is located in a floodplain if there is no project-wide exemption, and 

(4) go through with the floodplains decision making process if it applies (either the default 8-

step process or the modified 5-step process). 

 
o Step 1: Determine whether an exemption is applicable and supportable, viewing the 

project in its totality (project aggregation). 

 
▪ Does the project scope (viewed in its totality) involve ultimate de-development 

of a presently developed piece of property?  If so, the exemption at 24 CFR 

55.12(c)(3) could apply, but only if: 

 

• The property is cleared of all existing structures and related 

improvements; 

• The property is dedicated for permanent flood use control, wetland 

protection, park land, or open space; and 

• A permanent covenant or comparable restriction is placed on the 

property’s continued use to preserve the floodplain or wetland from 

future development 

 
o If we intend to use this exemption, we must be prepared to 

support our determination by uploading a copy of the restricted 

deed to the HEROS database.  Logistically, this will require us to 

create a full paper environmental review record well ahead of 

time, outside of HEROS, before we ever decide to go forward 

with the project. 

 

https://websoilsurvey.sc.egov.usda.gov/App/HomePage.htm
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▪ Is the full project scope to repossess (etc.) a property to protect or enforce 

HUD’s financial interests as a result of HUD assistance?  If so, the exemption at 

24 CFR 55.12(c)(4) applies.  (RARE, UNLIKELY) 

 
▪ Is the full project the making of policy-level actions that do not involve site-

based decisions?  If so, the exemption at 24 CFR 55.12(c)(5) applies.  (RARE, 

UNLIKELY) 

 
▪ Does the full project consist of “a minor amendment to a previously approved 

action with no additional adverse impact on or from a floodplain” that can be 

supported by a finalized FEMA Letter of Map Amendment (LOMA) or Letter of 

Map Revision (LOMR) removing the full project site from the floodplain?  If so, 

the exemption at 24 CFR 55.12(c)(6) applies.  (RARE, UNLIKELY) 

 
▪ Is the proposed construction-oriented work site located outside of a floodplain, 

with only an incidental portion of the attached land located in a floodplain or 

floodway?  If so, the exemption at 24 CFR 55.12(c)(7) may apply, but only if: 

(RARE, UNLIKELY) 

 

• The proposed construction and landscaping activities do not occupy or 

modify the 100-year floodplain (or the 500-year floodplain for critical 

actions) 

• Appropriate action is made for site drainage that would not adversely 

affect a wetland 

• A permanent covenant or comparable restriction is placed on the 

property’s continued use to preserve the floodplain 

 
▪ Has FEMA issued a final Letter of Map Amendment (LOMA), final Letter of Map 

Revision (LOMR) or final Letter of Map Revision Based on Fill (LOMR-F) that 

removed from the aggregated project site from the FEMA-designated floodplain 

location?  If so, the exemption at 24 CFR 55.12(c)(8) applies.  (RARE, UNLIKELY) 

 
▪ Does the aggregate project consist of issuing or using housing vouchers or other 

forms of rental subsidy (as opposed to a site-specific subsidy)?  If so, the 

exemption at 24 CFR 55.12(c)(9) applies.  (RARE, UNLIKELY)   

 

• This is likely to apply to Community Action’s voucher programs, but not 

to Marietta CDBG projects. 

 
▪ Does the aggregate project consist of “special projects directed to the removal 

of material and architectural barriers that restrict the mobility of and 

accessibility to elderly and persons with disabilities”?  If so, the exemption at 24 

CFR 55.12(c)(10) applies.  (MAY APPLY TO ADA ACCESSIBILITY IMPROVEMENT 

PROJECTS, DEPENDING ON HOW PROJECTS ARE STRUCTURED.) 
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• Will NOT apply to an aggregate project if an ADA improvement activity 

is being performed as part of that larger project.  How we define the 

scope of CDBG programs matters. 

 
▪ Does the aggregate project involve financial assistance related to ships or other 

waterborne vessels?  If so, the exemption at 24 CFR 55.12(c)(11) may apply.  

(RARE, UNLIKELY) 

 
o Step 2: Determine if the aggregate project site is in a floodplain.  (This may be regarded 

as Step 1 where we know the project does not qualify for any of the exemptions.) 

 
▪ In all cases, creation of Environmental Review Record will require creation of a 

FIRM map (go to https://msc.fema.gov/portal/home) with the project location 

marked on the map 

 

• To create an appropriate map, follow this series of steps: 

 
o Enter the address of the project into the “search” bar 

 
o Zoom into the map (using + / - buttons) to the point that the 

map shows a fair context for the project site relative to the 

floodplain 

 
o Click and drag map orientation so that the project site market is 

located on the left half and middle of the map screen 

 
o Click the button for “Dynamic Map” (“Print Map / FIRMette”), 

which appears as a magnifying glass above and to the left of the 

map 

 
o Look at resulting map to verify that it is a good view of the pin-

marked location relative to the 100-year floodplain 

 
o Upload the map as part of the HEROS environmental review 

record. 

 
If the project site is outside of a 100-year floodplain, record your determination as follows in the 

“Compliance Determination” box (modifying the language to reflect location, person making 
determination, and date of determination): 

 
DETERMINATION: Based on a review of the attached FIRM map and a verification of the project 

location [at LOCATION by PERSON on DATE], this aggregate project viewed in its entirety 
involves activities sited outside of the 100-year floodplain.  Therefore, the floodplains 
decision-making process does not apply to this project. 

 
If the project site is in a 100-year floodplain, continue our analysis of whether a formal 

https://msc.fema.gov/portal/home
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decision-making process is required. 
 
o Step 3: Determine if the aggregate project consists of an exception to the formal 

floodplains decision-making process. 

 
▪ Does the aggregate project consist of financial assistance for purchasing, 

mortgaging or refinancing existing one- to four-family properties (assuming 

Marietta remains in NFIP in good standing)?  If so, the floodplains decision-

making process is inapplicable under 24 CFR 55.12(b)(1). 

 
▪ Does the aggregate project consist of financial assistance for minor repairs or 

improvements on one- to four-family properties?  If so, the floodplains decision-

making process is inapplicable under 24 CFR 55.12(b)(2).  (VERY COMMON IN 

OUR PROGRAM – however, this exemption cannot be used for projects involving 

work on non-residential property or high-unit residential property) 

 
▪ Does the aggregate project consist of HUD’s actions under 24 CFR 55.12(b)(3)? 

(NEVER APPLICABLE TO OUR ACTIVITIES – WE ARE NOT HUD) 

 
▪ 24 CFR 55.12(b)(4) exception will never apply to us 

 
▪ Does the aggregate project consist of financial assistance to lease an existing 

structure in the floodplain?  If so, the exception at 24 CFR 55.12(b)(5) could 

apply, but only if: 

• The structure is located outside the floodway and Marietta remains in 

good standing in NFIP 

• The project is not a “critical action”, and 

• The entire structure is or will be fully insured to the maximum under 

NFIP for at least the term of the lease (note further that flood insurance 

is not required for “assisted leasing that is not used for repairs, 

improvements, or acquisitions”) 

 
o Step 4: If the Floodplains decision-making process appears to apply, determine whether 

it is a five-step process or an eight-step process.  Any project where a formal decision-

making process applies will NEVER convert to exempt.  Such a project will require a 

formal request for release of funds.  We will have to follow all appropriate procedures 

in advance to be in a position to request money for such projects. 

 
▪ The five-step process (which is the 8-step process, minus published notices and 

consideration of alternatives) will apply under the following circumstances: 

 

• Activities to dispose of acquired properties (24 CFR 55.12(a)(1)) 

• Certain HUD actions (will never apply to us – we are not HUD) (24 CFR 

55.12(a)(2)) 
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• Improvement of existing multifamily housing projects (etc.) so long as 

Marietta stays in NFIP good standing, the action does not involve a 

conversion from nonresidential to residential land use, the number of 

units is not increased more than 20%, the project does not consist of 

“substantial improvement,” and the footprint of the structure and 

paved areas is not significantly increased (24 CFR 55.12(a)(3)) 

• “Repair, rehabilitation, modernization, weatherization, or improvement 

of existing nonresidential buildings and structures, in communities that 

are in the Regular Program of the NFIP and are in good standing, 

provided that the action does not meet the thresholds for ‘substantial 

improvement’ and that the footprint of the structure and paved areas is 

not significantly increased (24 CFR 55.12(a)(4)) (COMMON IF WE ARE 

DOING A STREETS- AND SIDEWALKS-ORIENTED PROJECT POTENTIALLY 

INVOLVING FLOODPLAIN SITES) 

 
▪ In all other cases, the project – if it is to proceed – will require a fully 

documented eight-step decision-making process. 

 
Confirm with me your conclusions on floodplain decision-making.  If you are unsure, leave these 

decisions to me. 
 

• Historic Preservation/Section 106 – Start by considering the entire project in aggregation and 

asking the question, “Does any of the work to be performed as part of this project, whether 

funded through CDBG or some other funding source, have any potential impact on a historic 

property (i.e., a project currently listed or eligible for listing in the National Registry of Historic 

Places)?  Important point: We have to consider each activity that together comprises the full 

project in the context of one aggregate project.  Second important point: We have to go 

through a full Section 106 analysis regardless of whether the work is sited in a designated 

historic district (and thus inherently has the potential to affect a recognized history property) or 

a property/place with no immediately obvious historic value. 

 
o Unless every activity that is a composite part of the full project is listed in the 

programmatic agreement, we must consult with SHPO (at an absolute minimum – other 

consultations may be necessary). 

 
o If every activity that is a composite part of the full project is listed in the programmatic 

agreement, we will identify the relevant provisions of the agreement, record our 

determinations of exemption, upload a copy of the PA into HEROS, include the project in 

our Section 106 report, and enter the following determination into HEROS: 

 
DETERMINATION: After a review of the City of Marietta’s SHPO Programmatic 

Agreement, there are no activities that form a composite part of this project 
which would require consultation.  This project is exempt from formal 
consultation pursuant to Programmatic Agreement Clause(s) [SPECIFY], and the 
project will be included in the City of Marietta’s annual Section 106 report.  This 
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determination was made by [PERSON] on [DATE] by comparing the scope of all 
project activities against the provisions of Marietta’s SHPO agreement. 

 
o If there is any doubt about the need for consultation, leave the decision-making and 

consultation process to me if you are uncomfortable putting together a consultation 

packet for SHPO. 

 
▪ The basic process is to compile documentation about the property and 

proposed scope of work, to analyze the area of potential effect of the work, to 

make a local determination about whether the project has any potential to 

affect a historic property, and to communicate with SHPO for to see whether 

they concur or disagree with a determination of potential effect. 

 
▪ If SHPO’s determination is that the project has no potential to affect a historic 

property or that there will be no adverse effect, we will upload that 

determination to HEROS.  It is my understanding that after this consultation, the 

project will not be prevented by this factor from converting to exempt. 

 

• In that case, we need to upload to HEROS all relevant consultation 

documents and materials, culminating in SHPO’s determination. 

 
▪ If SHPO’s determination is that the project has potential to affect a historic 

property, the project cannot convert to exempt.  In that case, the project may 

have to be redesigned, or some other form of historic preservation mitigation 

may be necessary to offset what SHPO considers to be adverse effect. 

 

• Noise Abatement and Control – Does the aggregate project involve proposed new construction 

in high noise areas?  If so, the project design must incorporate noise mitigation features.  IN 

MARIETTA, THIS WILL ALMOST NEVER BE THE CASE. 

 
o If the aggregate project does not involve proposed new construction, we must 

“consider” noise issues but do not have any mitigation obligations.  In that case, it is just 

a matter of looking at nearby sources of noise on a map (such as major roadways, 

railroads or airfields), documenting them, and explaining whether or not (and if not, 

why not) we are building noise mitigation into the project if there is an unacceptable 

noise source (i.e., I-77) within 1000 feet of the project site. 

 
o This factor will almost without exception not require us to actually mitigate noise, but if 

there is no noise mitigation it will require us to explain on a site-specific basis why we 

have decided not to mitigate noise if we cannot show that the project is more than 1000 

feet away from I-77. 

 
o How to document an appropriate analysis: 
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o First, attach standard exhibits which document that Marietta has potential sources of 

noise, but that all road noise except potential I-77 noise comes in at acceptable levels 

(65 decibels or less). 

 
▪ Then, using Google maps (https://www.google.com/maps/@39.4104092,-

81.4700027,15z), locate the project address on the map by typing the address in 

the upper left-hand corner search bar. 

 
▪ Right-click (“the other mouse button”) the marked address and select the 

“Measure Distance” option, which should be the last option in the drop-down 

menu which appears. 

 
▪ Left-click (“the normal mouse button”) on the shortest apparent distance to the 

closest major noise source (I-77). 

 
▪ Minimize the left panel (click the arrow so that the left-screen menu of options 

disappears), then zoom out (+ / -) so that both the project site and the direct 

line to I-77 can be seen on the left side of the screen.  

 
▪ Print the map to PDF, then double-check to ensure that the auto-generated map 

displays what it needs to show (which is both points in relative distance to one 

another, with the distance measurement calculated below the map). 

 
▪ Unless the project is within 1000 feet of I-77, record the following 

determination: 

 
DETERMINATION: the project location is not within 1000 feet of the closest source 

of likely unacceptable noise (in the range of 60-70 decibels), which is Interstate 
77.  This determination was made by a reference to National Transportation 
Noise Maps considering noise sources from cars, railroads and aircraft, 
determining that the only point of potential concern was I-77, and then using 
mapping technology to measure the distance from the project site to I-77.  This 
determination was made by [NAME] on [DATE]. 

 
o Finish the Review by uploading to HEROS the standard exhibits (compiled into a single 

electronic document named “Noise maps documentation in support of determination”), 

PLUS the distance measurement map you made: 

▪ Marietta National Transportation Noise Map – airplanes PDF 

▪ Marietta National Transportation Noise Map – rail PDF 

▪ Marietta National Transportation Noise Map – roads PDF 

▪ YOUR UNIQUE GOOGLE MAPS DISTANCE EXHIBIT IS ATTACHED SEPARATELY. 

 

• Sole Source Aquifers – This will never be a concern in Marietta.  The goal will be to use maps 

and a standard response to state why it is not a concern. 

 

https://www.google.com/maps/@39.4104092,-81.4700027,15z
https://www.google.com/maps/@39.4104092,-81.4700027,15z
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o Answer “No” to the HEROS question “Is the project located on a sole source aquifer”? 

 
o Upload a map to support this determination:  

 
▪ Standard exhibit is Ohio Sole Source Aquifers Map PDF 

 
o Copy and paste determination as follows: 

 
DETERMINATION: The only sole source aquifers in the state of Ohio are located well outside 
of Washington County, and there are therefore no sole source aquifers in Marietta.  See 
attached map, which documents the lack of regional sole-source aquifers.  The closest sole 
source aquifer to the city of Marietta is in the vicinity of Zanesville, far north of Marietta.  
This determination was made by [NAME] on [DATE] by reference to the attached map. 

 

• Wetlands Protection – Although we have very few wetlands in Marietta (aside from the rivers, 

which are themselves a type of wetland), we have a few.  Unless the composite project involves 

new construction, expanding a building’s footprint, or ground disturbance, we technically do not 

have to look at this issue.  However, it is best practice to provide a wetlands map to document 

that all activities which together comprise the project are not located in and could not impact an 

area of wetlands. 

 
o Go to https://www.fws.gov/wetlands/data/mapper.HTML and click on the button with 

the magnifying glass icon in the upper right-hand corner (“Find location”) 

 
o Type the address of each relevant activity into the pop-up box and execute the search.  

This will pull up a zoomed-in map which will allow you to orient the project to any 

nearby wetlands. 

 
o Using the “Measure” tool in the upper left-hand corner of the wetlands mapper, click on 

the middle icon (“distance”).  Click on the address of the CDBG-funded activity, and then 

click on the nearest edge of the nearest wetland to the project site.  This will calculate 

the distance between those two points.  With the mouse still hovering over the marker 

you placed on the wetland, note (on a post-it note for example) the distance measured 

between the two points. 

 
o Without making any additional measuring points, click and drag the project site to 

orient it in the map viewer so as to display both the project location and any shaded 

wetlands in a printed-to-PDF saved map. 

 
o Print the map to PDF – double-check the map to ensure that it shows both the project 

location and any relevant wetlands of concern. 

 
o Assuming it is not reasonable to believe the aggregate project could have any effect on 

the wetland due to the distance between the two points you measured or the nature of 

the work (a judgment call), supply a standard determination as follows: 

https://www.fws.gov/wetlands/data/mapper.HTML
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DETERMINATION: By using the National Wetlands Inventory wetlands mapper, the City of Marietta 
determines that the location of this project is [SUPPLY SPECIFIC DISTANCE] away from the nearest 
wetland.  By virtue of [THE DISTANCE TO THE WETLAND / THE NATURE OF THE WORK (as 
appropriate)], it was determined on [DATE] by [PERSON] that this project has no potential to affect a 
wetland. 

 
o If you are not comfortable making this judgment call, leave this issue to me to work 

through. 

 
o Although it is rare in Marietta’s geography, any potential impact on a wetland by a 

certain category of project will require the 8-step or modified 5-step decision-making 

process. 

 

• Wild and Scenic Rivers – Answer “No” to the question, “Is your project within proximity of a 

NWSRS river?”  Then, make the following determination: 

 
o DETERMINATION: There are no designated or study Wild and Scenic Rivers within 

Washington County, OH.  There are portions of the Little Muskingum River that are on 

the Nationwide Rivers Inventory, but the Little Muskingum River runs outside of the City 

of Marietta and reaches its terminus outside of city limits in Reno, OH (at which point it 

flows into the Ohio River).  This project site is within the city of Marietta, through which 

the Little Muskingum River does not flow.  Moreover, the portions of the Little 

Muskingum River which are specifically listed in the Nationwide Rivers Inventory (NRI) 

as noteworthy appear to be further north, approaching or in the vicinity of Monroe 

County. 

 
o Upload supporting exhibits (condensed into a single electronic document named 

“Documentation supporting determination on Wild and Scenic Rivers”): 

▪ Little Muskingum – NRI map PDF 

▪ ScenicRiversMap PDF 

▪ Wild and Scenic Rivers.gif 

 

• Environmental Justice – If all other issues have been cleared, we can certify that there are no 

adverse environmental impacts which implicate environmental justice concerns.  In that case, 

make the following determination: 

 
DETERMINATION: After full review of this project, there are anticipated to be no adverse 

environmental impacts on the local LMI community, and there are no minority concentrations 
in the City of Marietta that could possibly be impacted.  The cumulative environmental record 
compiled as to this project documents that the site or surrounding neighborhood does not 
suffer from adverse environmental conditions and that the proposed action will not create an 
adverse and disproportionate environmental impact or aggravate an existing impact.  
[SPECIFICALLY DESCRIBE THE AGGREGATE PROJECT IN DETAIL, EXPLAINING HOW IT WILL 
HELP RATHER THAN HURT LMI PEOPLE IN THE AREA.]  It is anticipated that the only social 
impacts of this aggregate project will be beneficial, and that those benefits will tend to serve 
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the LMI population. 
 

o If there is some possible adverse environmental impact in some way, do not make this 

certification but instead hand the project off to me to analyze this factor. 
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Appendix 9 – Section 3 Plan  
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General Policy Statement 

 

It is the policy of the City of Marietta to require its contractors to provide equal employment 

opportunity to all employees and applicants for employment without regard to race, color, 

religion, sex, national origin, disability, veteran’s or marital status, or economic status and to 

take affirmative action to ensure that both job applicants and existing employees are given fair 

and equal treatment. 

 

The City of Marietta implements this policy in part through the awarding of contracts in Section 

3 Projects (those contracts in projects involving a total amount in excess of $200,000 worth of 

HUD assistance) to contractors, vendors, and suppliers in such a way as to create employment 

and business opportunities for qualified low and very low-income residents of the City of 

Marietta. 

 

The policy is intended to result in a reasonable level of success in recruitment, employment, and 

utilization of low- and very low-income Marietta residents and other eligible persons and 

businesses by local contractors working on contracts partially or wholly funded with an amount 

in excess of $200,000 in United States Department of Housing and Urban Development (HUD) 

monies.  The City of Marietta shall examine and consider a contractor’s or vendor’s potential for 

success in providing employment and business opportunities to low- and very low-income 

Marietta residents prior to acting on any proposed contract award in a Section 3 Project (i.e., a 

project involving a total amount in excess of $200,000 worth of HUD assistance). 

 

Section 3 Purpose 

 

Section 3 of the Housing and Urban Development Act of 1968, as amended (12 USC 1701u) 

(Section 3) requires the City of Marietta to ensure that employment and other economic and 

business opportunities generated by the Department of Housing and Urban Development (HUD) 

financial assistance in Section 3-covered Projects, to the greatest extent feasible, are directed to 

public housing residents and other low-income persons, particularly recipients of government 

housing assistance, and to business concerns that provide economic opportunities to low- and 

very low-income persons. 

 

Section 3 Contracting Policy and Procedure 

 

This plan contains goal requirements for awarding contracts to Section 3 Business Concerns in 

Section 3 Projects.  The City of Marietta will incorporate Section 3 in its performance of its 

existing Procurement Policy in Section 3 Projects (procurements generated for use with HUD 

funding in projects involving more than $200,000 worth of HUD assistance).   

 

All contractors/businesses seeking Section 3 preference in Section 3-covered Projects must 

before submitting bids/proposals to the City of Marietta complete certifications, as appropriate.  

Such certifications shall be adequately supported with appropriate documentation as reference in 

the form. 
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Section 3 Action Plan 

 

Anytime the City of Marietta intends to contribute in excess of $200,000 worth of HUD-sourced 

funding to a project which triggers the applicability of Section 3, the City of Marietta will 

develop a Section 3 Action Plan to identify the goals, objectives, and actions that will be 

implemented to ensure compliance with the requirements of Section 3. 

 

Section 3 Employment & Training Goals 

 

It is the policy of the City of Marietta to use residents and other Section 3 eligible persons and 

businesses in contracts partially or wholly funded with monies from the Department of Housing 

and Urban Development (HUD) when the total amount of HUD assistance to the project exceeds 

$200,000 (i.e., Section 3 Projects).  The City of Marietta has established employment and 

training goals that contractors and subcontractors should meet in order to comply with Section 3 

requirements in those projects.  The numerical goal is: 

 

• Thirty percent (30%) of the aggregate number of new hires in any fiscal year. 

 

It is the responsibility of contractors, vendors and suppliers involved in Section 3 Projects to 

implement progressive efforts to attain Section 3 compliance.  Any contractor involved in a 

Section 3 Project that does not meet the Section 3 numerical goals must demonstrate why 

meeting the goals were not feasible.  All contractors submitting bids or proposals to the City of 

Marietta are required to certify that they comply with the requirements of Section 3. 

 

The Section 3 Contract Clause specifies the requirements for contractors hired for Section 3-

covered projects.  The Section 3 Clause must be included in all Section 3 covered projects.  The 

Section 3 Contract Clause is included in Exhibit 3. 

 

Section 3 Program Participant Certification Procedure 

 

If a Section 3 Project is undertaken, the City of Marietta will certify Section 3 program 

participants who reside in the City of Marietta and who are seeking preference in training and 

employment by completing and attaching adequate proof of Section 3 eligibility, as required (see 

Exhibit 3 – Section 3 Participant Eligibility for Preference form). 

 

• All persons living in the City who meet the Section 3 eligibility guidelines can, by 

appointment, visit with the Section 3 Coordinator (Development Clerk) to complete a job 

readiness assessment. 

 

• Once this assessment is complete, the Section 3 Coordinator will determine if the 

individual meets the eligibility requirements and is job ready. 

 

• If the individual is deemed eligible for Section 3 participation and deemed not ready for 

employment, a referral will be made to other agencies that are better equipped to address 

the individual’s needs, i.e., substance abuse providers, etc. 
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• The Section 3 job readiness component is a part of the City of Marietta’s commitment to 

provide economic opportunities and training to residents/eligible participants to become 

gainfully employed. 

 

Resident Hiring Requirements 

 

The City of Marietta has adopted the following scale for resident hiring that is to be used on all 

construction contracts, service contracts and professional service contracts containing a labor 

component in the context of Section 3 Projects (i.e., projects which receive in excess of $200,000 

of HUD assistance).  It is expected that an appropriate number of residents with particular 

qualifications or a willingness to begin unskilled labor will be able to participate in City of 

Marietta contracted labor efforts in Section 3 Projects.  A prime contractor in a Section 3 project 

may satisfy Marietta low- to very low-income resident hiring requirements through its 

subcontractors. 

 

TOTAL LABOR DOLLARS 

(Use total contract amount for service 

contracts) 

RESIDENT AS A PERCENTAGE OF 

TOTAL LABOR DOLLARS 

Labor dollars $25,000 but less than $100,000 10% of the labor dollars 

$100,000 but less than $200,000 9% of the labor dollars 

At least $200,000, but less than $300,000 8% of the labor dollars 

At least $300,000, but less than $400,000 7% of the labor dollars 

At least $400,000, but less than $500,000 6% of the labor dollars 

At least $500,000, but less than $1 million 5% of the labor dollars 

At least $1 million, but less than $2 million  4% of the labor dollars 

At least $2 million, but less than $4 million 3% of the labor dollars 

At least $4 million, but less than $7 million 2% of the labor dollars 

$7 million or more 1-½% of the labor dollars 

 

With this sliding formula, it is expected that an appropriate number of City of Marietta public 

housing residents and neighborhood residents with particular qualifications or willingness to 

begin unskilled labor will be able to participate in contracted labor efforts related to any Section 

3 Projects which may arise.  A prime contractor, through its subcontractor(s), may satisfy 

Marietta resident hiring requirements set forth above, using one of the four tests set forth below. 

 

1. Subcontract or joint venture with a resident-owned business.  The business must be 51% 

or more owned by low- to very-low-income City of Marietta or City of Marietta public 

housing residents, or it must subcontract/joint venture with a business that employs full-

time 30% or more low- to very-low income City of Marietta or City of Marietta public 

housing residents, or 

 

2. Direct hiring of City of Marietta public housing residents and/or low- and very low-

income neighborhood residents based on the Resident Hiring Scale, or 
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3. Contractor incurs the cost of providing skilled training for residents in an amount 

commensurate with the sliding scale set forth in the resident hiring scale, or 

 

4. Contractor makes a contribution to an Education Fund to provide assistance to residents 

to obtain training.  The level of contribution would be commensurate with the sliding 

scale set forth in the Resident Hiring Scale. 

 

Assisting Contractors to Achieve Section 3 Goal Hiring and Contracting Goals 

 

In the case of a Section 3 Project, the City of Marietta will assist contractors with little or no 

experience in achieving Section 3 hiring and contracting goals by: 

 

• Requiring the contractor to present a list to the Section 3 Coordinator (Marietta 

Development Clerk) of the number of subcontracting and/or employment opportunities 

expected to be generated from the initial contract connected to the Section 3 Project. 

 

• The City of Marietta Section 3 Coordinator will provide the contractor with a list of 

interested and qualified Section 3 residents for construction projects. 

 

• The City of Marietta Section 3 Coordinator will provide the contractor with a list of 

Section 3 business concerns interested in and qualified for construction projects. 

 

• The City of Marietta Section 3 Coordinator will inform the contractor of known issues 

that might affect Section 3 residents from performing job-related duties. 

 

• The City of Marietta Section 3 Coordinator will review the new hire clause with 

contractors and subcontractors to ensure that the requirement is understood.  It is not 

intended for contractors and subcontractors to terminate existing employees, but to make 

every effort feasible to employ Section 3 program participants before any other person, 

when hiring additional employees needed to complete proposed work to be performed 

with HUD funds in Section 3 Projects. 

 

Preference for Contracting with Section 3 Business Concerns 

 

The City of Marietta, in compliance with Section 3 regulations, will require contractors and 

subcontractors (including professional service contractors) participating in Section 3 Projects to 

direct their efforts toward contracts to Section 3 business concerns in the following order of 

priority: 

 

• Category 1: Section 3 business concerns that provide economic opportunities for Section 

3 residents in the service area of neighborhood in which the Section 3-covered Project is 

located. 

 

• Category 2: Other Section 3 Business Concerns. 
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Contractors and subcontractors in Section 3 Projects are expected to extend to the greatest extent 

feasible efforts to achieve the numerical goals established by the City of Marietta. 

 

Evidence of Section 3 Certification 

 

Any business seeking Section 3 preference in the awarding of contracts or purchase agreements 

with the City of Marietta in Section 3 Projects shall complete the Certification For Business 

Concerns Seeking Section 3 Preference In Contracting and Demonstration of Capability form, 

which can be obtained from the City of Marietta Section 3 Coordinator.  The business seeking 

Section 3 preference must be able to provide adequate documentation as evidence of eligibility 

for preference under the Section 3 program. 

 

Certifications for Section 3 preference for business concerns must be submitted to the Section 3 

Coordinator of the City of Marietta prior to the submission of bids for approval in Section 3 

Projects.  If the Section 3 Coordinator previously approved the business concern to be Section 3 

certified, then the certification can be submitted along with the bid. 

 

Efforts to Award Contract Opportunities to Section 3 Business Concerns 

 

The City of Marietta will use the following methods to notify and contract with Section 3 

business concerns when contracting opportunities exist in Section 3 Projects: 

 

• Advertise contracting opportunities in Section 3 Projects via newspaper, mailings, and/or 

posting print or electronic notices that provide general information about the work to be 

contracted and where to obtain additional information. 

 

• Provide written notice of contracting opportunities in Section 3 Projects to all known 

Section 3 business concerns.  The written notice will be provided in sufficient time to 

enable business concerns the opportunity to respond to the bid invitation. 

 

• Coordinate pre-bid meetings at which the Section 3 business concerns interested in 

bidding on contracts in Section 3 Projects would be informed of upcoming contracting 

opportunities in advance. 

 

• Conduct workshops on City of Marietta Contracting procedures when Section 3 Projects 

are anticipated to include bonding, insurance, and other pertinent requirements, in a 

timely manner in an effort to allow Section 3 business concerns the opportunity to take 

advantage of any upcoming Section 3 contracting opportunities. 

 

• Contact local economic development agencies, business assistance agencies, minority 

and women’s business enterprise (M/WBE) contractor associations and community 

organizations to inform them of contracting opportunities in Section 3 Projects and to 

request their assistance in identifying Section 3 businesses. 
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• Seek out referral sources in order to ensure job readiness for public housing residents 

through on-the-job-training (OJT) and mentoring to obtain necessary skills in the event 

that Section 3 Projects are likely to produce employment calling for those skills. 

 

• Provide a referral to a list of training resources on request to assist residents interested in 

starting their own businesses to learn to provide contracts, prepare taxes, obtain licenses, 

bonding, and insurance, in the event that Section 3 Projects are anticipated to be 

undertaken which would likely call for those types of businesses. 

 

Section 3 Residents Recruitment, Training and Employment Goals 

 

The City of Marietta will develop resources to provide training and employment opportunities to 

Section 3 program participants by implementing or updating the following series of actions if it 

is anticipated that Section 3 Projects will be undertaken during the program year: 

 

• Training opportunities will be advertised on the city website and may be advertised by 

distributing flyers via mass mailings and/or posting in common areas of city buildings or 

housing developments with known heavy concentrations of publicly-assisted tenants. 

 

•  Neighborhood community organizations will be contacted to request their assistance in 

notifying public housing residents and low- to very-low-income persons of the available 

training and employment opportunities. 

 

• Information or lists will be requested from the Public Housing Authority (Washington-

Morgan Community Action) about certified Section 3 residents of public housing and 

other Section 3 eligible residents of Marietta. 

 

• A spreadsheet will be developed to maintain a skills assessment of all Section 3 residents 

of public housing and other Section 3 residents. 

 

• A spreadsheet will be developed of eligible qualified Section 3 business concerns to 

contact with respect to the availability of contract opportunities. 

 

• Relationships will be developed with local area employers in an effort to solicit job 

vacancies to determine skills needed in their workforces, thereby providing training to 

residents developing skills that will transfer into the external labor market. 

 

• A provision for a specific number of public housing or Section 3 program participants to 

be trained or employed by a contractor involved in a Section 3 Project will be 

incorporated into the contract. 
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Employment of Section 3 Program Participants 

 

In the event of that a Section 3 Project arises to trigger the Section 3 hiring and training program: 

 

• The Section 3 Coordinator will conduct a pre-interview with all residents prior to being 

hired by a contractor. 

 

• The pre-interview will assess job readiness (i.e., childcare, transportation, work maturity, 

job retention skills).  Only residents meeting the minimum qualifications of the contractor 

or subcontractor will be referred to the job site.  Residents not deemed job ready would 

be referred elsewhere.  It is imperative that the resident’s basic needs are met prior to 

employment. 

 

• If a resident is referred to a contractor and does not perform satisfactorily due to poor 

work habits (i.e., tardiness, absenteeism, alcohol/drugs, abusive language, fighting, etc.) 

she/he will be allowed two additional opportunities to be referred to other contractors.  If 

after that time the resident still does not perform satisfactorily, it will be mandatory that 

she/he attend and complete a job readiness class, alcohol/drug treatment center, or any 

other program that he or she may be required to attend.  After successful completion the 

resident will be given the opportunity to be reinstated on the list of residents available for 

work. 

 

• Residents experiencing problems with contractors should first communicate the problem 

to the employer.  If the problem cannot be solved between the employee and employer, 

the Section 3 Coordinator will meet with the parties involved to assist in trying to resolve 

the problem.  Residents and employers (contractors or subcontractors) should document 

problems whenever they occur and record any and all efforts to correct them.  The written 

documentation of the problem should be submitted to the Section 3 Coordinator. 

 

• In order to qualify for employment with contractors, public housing residents must have 

their name(s) on a public housing lease, be current on rent, be at least eighteen years of 

age, and not be involved in any legal action with the City of Marietta or be under 

prosecution for criminal or drug activity. 

 

• Residents not interested in construction employment opportunities will be assessed for 

other skills (clerical, administrative, etc.) and will have the opportunity to receive help 

with interviewing techniques, mock interviews, resume preparation, application 

assistance, employment leads, and how to dress for success when conducting a job 

search. 

 

• Residents interested in pursuing General Equivalency Diploma (GED) and continued 

training education will be referred to those resources by the Section 3 Coordinator who 

will maintain bi-weekly contact with residents to monitor progress. 
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Contractor’s Requirements in Employing Section 3 participants:  

 

Under the City of Marietta Section 3 Program, contractors and subcontractors involved in 

Section 3 Projects are required to submit a Section 3 Opportunities Plan and Certification and to: 

 

• Provide employment opportunities to Section 3 residents/participants in the priority order 

listed below: 

 

a) Category 1 – Section 3 Resident 

Residents in the service area or neighborhood in which the Section 3-covered Project is 

located. 

 

b) Category 2 – Section 3 Resident 

Other Section 3 Residents 

 

• After the award of contracts in a Section 3 Project, the contractor must, prior to beginning 

work, inform Section 3 participants of the development at which the work will be 

performed by providing the following: 

 

o Names of the Section 3 business concerns to be used; 

 

o Estimates of the number of employees to be used for contract; 

 

o Projected number of available positions, to include job descriptions and wage 

rates (construction wages consistent with Davis Bacon) 

 

o Efforts that will be used to seek Section 3 participants (See Exhibit 2) 

 

• Contractors in Section 3 Projects must notify the Section 3 Coordinator of their interests 

regarding employment of Section 3 participants prior to hiring.  The Section 3 

Coordinator will ensure that the participant is Section 3 eligible, by assessing the Section 

3 spreadsheet to ensure job readiness.  Additionally, the legal department will be 

contacted to ensure that the individuals are not involved in any legal proceedings against 

or with the City of Marietta, or under prosecution. 

 

• Submit a list of core employees (including administrative, clerical, planning and other 

positions pertinent to the construction trades) at the time of contract award. 

 

• Document the performance of Section 3 participants (positive and negative), regarding 

punctuality, attendance, etc., and provide this information to the City of Marietta Section 

3 Coordinator. 

 

• Immediately notify the Section 3 Coordinator of any problems experienced due to the 

employment of Section 3 participants. 
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• Immediately notify the Section 3 Coordinator if a participant quits, walks off, or is 

terminated for any reason.  The contractor must provide written documentation of all 

such incidents to support such decisions to the Section 3 Coordinator to determine if an 

investigation is warranted. 

 

Internal Section 3 Complaint Procedure 

 

In an effort to resolve complaints generated due to noncompliance in a Section 3-covered Project 

through an internal process, the City of Marietta encourages submittal of such complaints to its 

Section 3 Coordinator as follows: 

 

• Complaints of noncompliance should be filed in writing and must contain the name of the 

complainant and a brief description of the alleged violation. 

 

• Complaints must be filed within thirty (30) calendar days after the complainant becomes 

aware of the alleged violation. 

 

• An investigation will be conducted if complaint is found to be valid.  The Section 3 

Coordinator will conduct an informal but thorough investigation affording all interested 

parties, if any, an opportunity to submit testimony and/or evidence pertinent to the 

complaint. 

 

• The Section 3 Coordinator will provide written documentation detailing the findings of 

the investigation.  The findings will be reviewed for accuracy and completeness before 

being released to complainants.  The findings will be made available no later than thirty 

(30) days after the filing of the complaint. 

 

If complainants wish to have their concerns considered outside of the local Section 3 Complaint 

process, a complaint may be filed with: 

 

Assistant Secretary for Fair Housing and Equal Opportunity 

United States Department of Housing and Urban Development 

451 Seventh Street, SW 

Washington, DC 20410-0001 

 

The complaint must be received not later than 180 days from the date of the action or omission 

upon which the complaint is based, unless the time for filing is extended by the Assistant 

Secretary for good cause shown. 
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Definitions 

 

Assistant – The Assistant Secretary for Fair Housing and Equal Opportunity. 

 

Business Concern – a business entity formed in accordance with State law, and which is 

licensed under State, county or municipal law to engage in the type of business activity for which 

it was formed. 

 

Contractor: Any entity which contracts to perform work generated by a Section 3 Project. 

 

 Employment Opportunities Generated by Section 3 Covered Assistance – With respect to 

Section 3 covered housing and community development assistance, this term means all 

employment opportunities arising on connection with Section 3 Projects, including management 

and administrative jobs.  Management and administrative jobs include architectural, engineering 

or related professional services required to prepare plans, drawings, specifications, or work 

write-ups; and jobs directly related to administrative support of these activities, e.g., construction 

manager, relocation specialist, payroll clerk, etc. 

 

Housing Authority (HA) – Public Housing Agency 

 

Housing Development – Low-income housing owned, developed, or operated by public housing 

agencies in accordance with HUD’s public housing program regulations codified in 24 CFR 

Chapter IX. 

 

JTPA – The Job Training Partnership Act (29 USC 1579(a)) 

 

Low-Income Person – families (including single persons) whose incomes do not exceed 80 per 

centum of the median income for the area, as determined by the Secretary, with adjustments for 

smaller and larger families, except that the Secretary may establish income ceilings higher or 

lower than 80 per centum of the median for the area on the basis of the Secretary’s findings that 

such variations are necessary because of prevailing levels of construction costs or unusually high 

or low-income families. 

 

New Hires – Full-time employees for permanent, temporary or seasonal employment 

opportunities. 

 

Recipient – Any entity which receives Section 3 covered assistance directly from HUD or from 

another recipient and includes, but is not limited to, any State unit of local government, PHA, or 

other public body, public or private nonprofit organization, private agency or institution, 

mortgagor, developer, limited dividend sponsor, builder, property manager, community housing 

development organization, resident management corporation, resident council, or cooperative 

association.  Recipient also includes any successor, assignee or transferee of any such entity, but 

does not include any ultimate beneficiary under the HUD program to which Section 3 applies 

and does not include contractors.   

 

Section 3 – Section 3 of the Housing and Urban Development Act of 1968, as amended (12 
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U.S.C. 1701u). 

 

Section 3 Business Concern – a business concern (1) that is 51% or more owned by one or more 

Section 3 residents, or (2) whose permanent, full-time employee workforce consists of at least 

30% who are current Section 3 residents, or within three years of the date of first employment 

with the business concern were Section 3 residents, or (3) that provides evidence of a 

commitment to subcontract in excess of 25% of the dollar award of all subcontractors to be 

awarded to business concerns that meet the qualifications set forth in paragraphs 1 or 2 above. 

 

Section 3 Covered Assistance – (1) Public housing development assistance provided pursuant to 

Section 5 of the 1937 Act; (2) Public housing assistance provided pursuant to Section 9 of the 

1937 Act; (3) Public housing modernization assistance provided pursuant to Section 14 of the 

1937 Act; (4) Assistance provided under any HUD housing or community development program 

that is expended for work arising in connection with housing rehabilitation, construction, or other 

public construction project (which includes other buildings or improvements, regardless of 

ownership). 

 

Section 3 Covered Contracts – A contract or subcontract (including a professional service 

contract) awarded by a recipient or contractor for work arising in connection with a Section 3 

Project.  Section 3 covered contracts do not include contracts for the purchase of supplies and 

materials; however, whenever a contract for materials in a Section 3 Project includes the 

installation of the materials, the contract constitutes a Section 3 covered contract. 

 

Section 3 Project/Section 3-covered Project – The construction, reconstruction, conversion or 

rehabilitation of housing (including reduction and abatement of lead-based paint hazards), or 

other public construction which includes buildings or improvements (regardless of ownership) 

assisted with housing or community development assistance, when the total amount of HUD 

assistance to the project exceeds $200,000. 

 

Section 3 Resident – A public housing resident or an individual who resides in the City of 

Marietta and who is considered to be a low- to very low-income person. 

 

Subcontractor – Any entity (other than a person who is an employee of the contractor) which 

has a contract with a contractor to undertake a portion of the contractor’s obligation for the 

performance of work arising in connection with a Section 3 covered project. 

 

Very Low-Income Person – Families (including single persons) whose income do not exceed 

50% of the median family income for the area, as determined by the Secretary with adjustments 

for smaller and larger families, except that the Secretary may establish income ceilings higher or 

lower than 50% of the median for the area on the basis of the Secretary’s findings that such 

variations are necessary because of unusually high or low family incomes. 
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Section 3 Clause 

 

All Section 3 covered contracts (i.e., contracts entered into as part of Section 3 Projects) shall 

include the following clause (referred to as the Section 3 Clause): 

 

A.  The work to be performed under this contract is subject to the requirements of Section 3 of 

the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (Section 3).  

The purpose of Section 3 is to ensure that employment and other economic opportunities 

generated by HUD assistance or HUD-assisted projects covered by Section 3 shall, to the 

greatest extent feasible, be directed to low- and very low-income persons, particularly persons 

who are recipients of HUD assistance for housing. 

 

B.  The parties to this contract agree to comply with the HUD’s regulations which implement 

Section 3.  As evidenced by their execution of this contract, the parties to this contract certify 

that they are under no contractual or other impediment that would prevent them from complying 

with the regulations. 

 

C.  The contractor agrees to send to each labor organization or representative or workers with 

which the contractor has a collective bargaining agreement or other understanding, if any, a 

notice advising the labor organization or workers’ representative of the contractor’s 

commitments under this Section 3 clause and will post copies of the notice in conspicuous places 

at the work site where both employees and applicants for training and employment positions can 

see the notice.  The notice shall describe the Section 3 preference, shall set forth minimum 

number and job titles subject to hire, availability of apprenticeship and training positions, the 

qualifications of each; and the name and location of the person(s) taking applications for each of 

the positions; and the anticipated date the work shall begin. 

 

D.  The contractor agrees to include this Section 3 clause in every subcontract subject to 

compliance Section 3, and agrees to take appropriate action, as provided in an applicable 

provision of the subcontract or in this Section 3 clause, upon a finding that the subcontractor is in 

violation of Section 3 regulations.  The contractor will not subcontract with any subcontractor 

where the contractor has notice or knowledge that the subcontractor has been found in violation 

of Section 3 regulations. 

 

E.  The contractor will certify that any vacant employment positions, including training 

positions, that are filled (1) after the contractor is selected but before the contract is executed, 

and (2) with persons other than those to whom the regulations require employment opportunities 

to be directed, were not filled to circumvent the contractor’s Section 3 obligations.  

 

F.  Noncompliance with HUD’s Section 3 regulations may result in sanctions, termination of this 

contract for default, and debarment or suspension from future HUD assisted contracts. 

 

G.  Contractor shall complete THE REQUIRED Section 3 report form 60002 and submit it to the 

City of Marietta with the final construction pay estimate for the project. 
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Exhibit 1 

 

CERTIFICATION FOR BUSINESS CONCERNS SEEKING SECTION 3 

PREFERENCE IN CONTRACTING AND DEMONSTRATION OF CAPABILITY 

 

 

Name of Business: __________________________________________________________ 

 

Address of Business: ________________________________________________________ 

 

Type of Business: 

 

 Corporation 

 Partnership 

 Sole Proprietorship 

 Joint Venture 

 

Attached is the following documentation as evidence of status: 

 

___ For business claiming status as a Section 3 resident-owned enterprise: 

 

 Copy of resident lease 

 Copy of evidence of participation in a public assistance program 

 Copy of receipt of public assistance 

 Other evidence 

 

___ For business entity as applicable: 

 

 Copy of Articles of Incorporation 

 Assumed Business Name Certificate 

 List of owners/stockholders and % ownership of each 

 Organization chart with names and titles and brief function statement 

 Certificate of Good Standing 

 Partnership Agreement 

 Corporation Annual Report 

 Latest Board minutes appointing officers 

 Additional documentation 

 

___ For business claiming Section 3 status by subcontracting 25 percent of the dollars 

awarded to qualified Section 3 business: 

 

 List of subcontracted Section 3 business(es) and subcontract amount 

 

___ For business claiming Section 3 status, claiming at least 30 percent of their workforce 

are currently Section 3 residents or were Section 3 eligible residents within 3 years of date 
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of first employment with the business: 

 

 List of all current full-time employees 

 List of employees claiming Section 3 status 

 PHA/IHA Residential lease less than 3 years from day of employment 

 Other evidence of Section 3 status less than 3 years from date of employment 

 

Evidence of ability to perform successfully under the terms and conditions of the proposed 

contract: 

 

 Current financial statement 

 Statement of ability to comply with public policy 

 List of owned equipment 

 List of all contracts for the past two years 

 

 

________________________________________                                               (Corporate Seal) 

Authorizing Name and Signature 

 

 

Attested by: ______________________________ 
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Exhibit 2 

 

THE CITY OF MARIETTA 

RESIDENT EMPLOYMENT OPPORTUNITY  

ELIGIBILITY FOR PREFERENCE 

 

Eligibility for Preference 

 

A Section 3 resident seeking the preference in training and employment provided by this part 

shall certify, or submit evidence to the recipient contractor or subcontractor, if requested, that the 

person is a Section 3 resident.  (An example of evidence of eligibility for the preference is 

evidence of receipt of public assistance, or evidence of participation in a public assistance 

program.)  

 

Certification for Resident Seeking Section 3 Preference in Training and Employment 

 

I, _______________________________, am a legal resident of the City of Marietta, Ohio and 

certify that I meet the income eligibility guidelines for a low- or very low-income person as 

published on the reverse. 

 

My permanent address is: ________________________________________________ 

 

                                          ________________________________________________ 

 

I have attached the following documentation as evidence of my status: 

 

 Copy of lease demonstrating proof of residence in a public housing development 

 Copy of receipt of public assistance such as a Section 8 certificate or voucher 

 Income tax records 

 Other evidence _______________________________________ 

 

 

__________________________________                                ________________________ 

Signature                                                                                     Date 

 

 

__________________________________                                _________________________ 

Print Name                                                                                  Date 
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Exhibit 2 (reverse) 

 

THE CITY OF MARIETTA 

SECTION 3 INCOME LIMITS 

 

All residents of public housing developments qualify as Section 3 residents.  Additionally, 

individuals residing in the City of Marietta who meet the income limits set forth below can also 

qualify for Section 3 status. 

 

A picture identification card and proof of current residency is required. 

 

Eligibility Guideline 

Number in Household Very Low Income Low Income 

1 individual   

2 individuals   

3 individuals   

4 individuals   

5 individuals   

6 individuals   

7 individuals   

8 individuals   

 

Current as of [date] 
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Exhibit 3 

 

SECTION 3 CONTRACTING 

POLICY AND PROCEDURE 

 

 

INTRODUCTION 

 

Part of the mission of the City of Marietta is to promote decent and affordable housing to 

the citizens of the City of Marietta while enhancing resident self-sufficiency. 

 

The purpose of Section 3 of the Housing and Urban Development Act of 1968 (12 USC 1701u) 

(Section 3) is to ensure that employment and other economic opportunities generated by certain 

HUD financial assistance shall, to the greatest extent feasible, and consistent with existing 

Federal, State and local laws and regulations, be directed to low- and very low-income 

individuals, especially recipients of government assistance for housing, and to business concerns 

which provide economic opportunities to low- and very low-income individuals.  (Section 3 

means section 3 of the Housing and Urban Development Act of 1968, as amended 12 USC 

1701u). 

 

Section 3 requirements apply to all contractors and subcontractors performing work in 

connection with Section 3 Projects (projects receiving more than $200,000 worth of HUD 

assistance).  Section 3-covered contracts do not include contracts for the purchase of supplies 

and materials unless the contract includes the installation of the materials. 

 

A business concern seeking to qualify for a Section 3 contracting preference shall certify or 

submit evidence that the business concern qualifies as a Section 3 business concern.  (Refer to 

“What is a Section 3 Business Concern?”).  The Section 3 business must also be able to 

demonstrate its ability to complete the contract.  The ability to perform successfully under the 

terms and conditions of the proposed contract is required of all contractors and subcontractors 

subject to Federal procurement standards. 

 

Contractors who do not qualify as Section 3 business concerns, but who enter into contracts with 

the City of Marietta in connection with Section 3 Projects, must agree to comply with certain 

general conditions (refer to Section 3 Clause).  All contractors and subcontractors, including 

Section 3 businesses, must comply with these general conditions.  Included in these conditions is 

the requirement that each contractor and subcontractor submit with each pay request pertaining 

to a contract performed in connection with a Section 3 Project a report of Section 3 compliance 

(refer to Section 3 Compliance Report).  Failure to comply with these general conditions may 

lead to sanctions which can include termination of the contract for default and suspension or 

debarment from future HUD-assisted contracts (refer to Sanctions for Contractor’s 

Noncompliance.) 

 

Please direct any questions you may have regarding this information to: 

 

_______________________________, Contract Administrator, City of Marietta, Ohio 
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WHAT IS A SECTION 3 BUSINESS CONCERN? 

 

A Section 3 Business Concern is a business concern, as defined in this section –  

 

1. That is fifty-one percent (51%) or more owned by Section 3 residents; or 

 

2. Whose permanent, full-time employees include persons, at least thirty percent (30%) of 

whom are currently Section 3 residents, or within three years of the date of first 

employment with the business concern were Section 3 residents; or 

 

3. That provides evidence of a commitment to subcontract in excess of twenty-five percent 

(25%) of the dollar award of all subcontracts to be awarded to business concerns that 

meet the qualifications set forth in items (1) or (2) above. 

 

Note: A business concern seeking to qualify for Section 3 shall certify and submit evidence 

that the business meets one of the guidelines stated above.  (Refer to Certification for 

Business Concerns Seeking Section 3 Preference in Contracting and Demonstration of 

Capability Form – Exhibit 1) 

 

WHO IS A SECTION 3 RESIDENT? 

 

For purposes of the City of Marietta, a Section 3 Resident is: 

 

1. A public housing resident; 

 

2. An individual who lives within the corporation limits of the City of Marietta and whose 

income falls within the guidelines for low- or very low-income. 

 

ORDER OF PROVIDING PREFERENCE  

SECTION 3 BUSINESS CONCERN 

 

When considering the award of contracts to business concerns in contracts arising from Section 3 

Projects, and more than one Section 3 business concern is being considered, to the greatest extent 

possible, awards shall be made in the following order of priority: 

 

1. Section 3 Business Concerns that provide economic opportunities for Section 3 residents 

in the service area or neighborhood in which the Section 3-covered Project is located; 

 

2. Other Section 3 Business Concerns. 

 

Note: A Section 3 business concern seeking any of the above preferences shall submit 

evidence that it meets the guidelines of that preference. 
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WHAT IF MY BUSINESS DOES NOT 

QUALIFY AS A SECTION 3 BUSINESS? 

 

The City of Marietta will, to the greatest extent feasible, offer contracting opportunities in 

connection with Section 3 Projects to Section 3 business concerns.  However, in the event no 

Section 3 business bids on a contract, or bids but is not able to demonstrate to the City of 

Marietta’s satisfaction that it has the ability to perform successfully under the terms and 

conditions of the proposed contract, then that contract will be awarded to a non-Section 3 

business concern that can meet the terms and conditions of the proposed contract through a 

competitive bidding process. 

 

That business concern bidding on a contract in a Section 3 Project must meet, as all businesses 

participating in Section 3 Projects must (including Section 3 businesses), the general conditions 

of compliance (refer to Section 3 Clause [Construction Contracts] and Section 3 Clause [Non-

Construction Contracts]). 

 

This will include: 

 

1. Submitting a list of all positions necessary to complete the contract, names of employees 

who will fill those positions, and names of all other employees. 

 

2. Posting notices of any vacant positions, including training and/or apprenticeship 

positions, qualifications for positions, place where applications will be received and 

starting date of employment. 

 

3. To the greatest extent possible, making available vacant positions, including training 

and/or apprenticeship positions, to Section 3 residents (all categories) in order of priority. 

 

4. As positions are vacated during completion of the contract, following guidelines 

enumerated in numbers 2 and 3 above. 

 

5. Submitting Compliance Reports as required. 

 

6. If notified of non-compliance, correcting non-compliance within allowable time period. 

 

ORDER OF PROVIDING PREFERENCE  

EMPLOYMENT OF SECTION 3 RESIDENT 

 

When considering the employment of a Section 3 resident, the following order of priority is 

followed: 

 

1. Category 1 – Section 3 Resident 

Residents of the service area or neighborhood in which the Section 3-covered Project is 

located. 

 

2. Category 2 – Section 3 Resident 



136 

 

Other Section 3 Business Concerns. 

 

In all cases, applicants must meet the minimum qualifications for the position.  In no instance 

shall it be construed that preference is given to Section 3 residents who do not meet these 

minimum qualifications. 

 

SECTION 3 INCOME LIMITS 

 

All residents of public housing developments qualify as Section 3 residents.  Additionally, 

individuals residing within the City of Marietta and who meet the income limits set forth below 

can also qualify for Section 3 status. 

 

Number in Household Very Low Income Low Income 

1 individual   

2 individuals   

3 individuals   

4 individuals   

5 individuals   

6 individuals   

7 individuals   

8 individuals   
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Exhibit 4 

SECTION 3 SPECIAL CONDITIONS 

 

The City of Marietta in connection with the performance of Section 3 Projects will make efforts 

to enhance resident hiring in specific procurement areas.  These initiatives will be designed to set 

the requirements for resident hiring and developing and/or strengthening administrative 

procedures for facilitating contractors’ hiring of public housing residents and other low- to very 

low-income residents of the City of Marietta. 

 

1. Procurement Documents 

 

Each bidder/proposer must include a Section 3 Opportunities Plan which indicates its 

commitment to meet low- to very low-income resident hiring requirements. 

 

If a bidder/proposer fails to submit a Section 3 Opportunities Plan and the related data 

along with the bid/proposal, such bid/proposal will be declared “non-responsive”. 

 

For Invitations for Bids (IFB) where awards are made to the lowest, responsive and 

responsible bidder, the bidder’s commitment to satisfy low- to very low-income 

resident hiring requirements will be a factor used in determining whether the bidder is 

“responsive”. 

 

For RFQs, RFPs and IFBs, contractors shall be required to detail the cost of the bid or 

proposal by separately categorizing contract cost by labor (person hours and dollar 

amounts). 

 

2. Resident Hiring Requirements 

 

In view of the City of Marietta’s desire to provide low- to very low-income residents and 

neighborhood residents with employment opportunities, the following scale for resident 

hiring will be used on all construction contracts, service contracts, and professional 

service contracts in Section 3 Projects containing a “labor” component: 

 

TOTAL LABOR DOLLARS 

(Use total contract amount for 

service contracts) 

RESIDENT AS A PERCENTAGE OF 

TOTAL LABOR DOLLARS 

Labor dollars $25,000 but less than 

$100,000 

10% of the labor dollars 

$100,000 but less than $200,000 9% of the labor dollars 

At least $200,000, but less than 

$300,000 

8% of the labor dollars 

At least $300,000, but less than 

$400,000 

7% of the labor dollars 

At least $400,000, but less than 

$500,000 

6% of the labor dollars 
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At least $500,000, but less than $1 

million 

5% of the labor dollars 

At least $1 million, but less than $2 

million  

4% of the labor dollars 

At least $2 million, but less than $4 

million 

3% of the labor dollars 

At least $4 million, but less than $7 

million 

2% of the labor dollars 

$7 million or more 1-½% of the labor dollars 

 

With this sliding formula, it is expected that an appropriate number of City of Marietta 

public housing residents and neighborhood residents with particular qualifications or 

willingness to begin unskilled labor will be able to participate in contracted labor efforts 

which arise because of Section 3 Projects.  A prime contractor may through its 

subcontractor(s) satisfy the low- to very low-income resident hiring requirements set 

forth above. 

 

3. Enforcement 

 

To enforce the decision-making process pertaining to determining applicable percentages 

for resident hiring, enforcement strategies are set forth below. 

 

During the post-award or pre-bid conference, the objective shall be to impact critical 

Section 3 information to the contractor prior to commencement of the Section 3 Project.  

The following contract requirements shall be discussed in detail: (Non-construction 

contracts do not require Davis-Bacon) 

 

 Davis-Bacon 

 Minority and Women-Owned Business Participation 

 Resident Hiring Professional 

 

Each representative will define specific functional requirements and require the contractor 

to certify its understanding of the terms and conditions of the contract as they pertain to 

Davis-Bacon, resident hiring and Minority and Women-Owned Business participation. 

 

4. Monitoring and Enforcement Authority and Responsibility 

 

The function of monitoring and enforcing resident hiring will be carried out by the 

Section 3 Coordinator, including all field activities. 

 

DEFINITION: 

 

For participation in the Resident Hiring effort, a resident is defined as anyone who is 

residing in a public housing development, Section 8 residents, and individuals residing 

with the City of Marietta who can be classified as low- and very low-income. 
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INSTRUCTIONS FOR COMPLETING THE SECTION 3 OPPORTUNITIES PLAN 

(SERVICE & PROFESSIONAL CONTRACTS) 

 

The purpose of Section 3 is to ensure that jobs and economic opportunities generated by HUD 

financial assistance for housing and community development programs which surpass the 

$200,000 HUD funding threshold shall be directed to low- and very low-income persons, 

particularly those who are recipients of government assistance for housing and business concerns 

which provide economic opportunities for low and very low-income persons. 

 

Section I 

 

The Section 3 Opportunities Plan is to be completed for service and professional contracts in 

connection with Section 3 Projects.  There are four (4) ways in which Section 3 can be fulfilled.  

They are listed in order of preference: 

 

1) Subcontract or joint venture with a resident-owned business.  The business must be 51% 

or more owned by low- to very-low-income City of Marietta or City of Marietta public 

housing residents, or it must subcontract/joint venture with a business that employs full-

time 30% or more low- to very-low income City of Marietta or City of Marietta public 

housing residents, or 

 

2) Direct hiring of City of Marietta public housing residents and/or low- and very low-

income neighborhood residents based on the Resident Hiring Scale, or 

 

3) Contractor incurs the cost of providing skilled training for residents in an amount 

commensurate with the sliding scale set forth in the resident hiring scale (after 

consultation with the Section 3 Coordinator), or 

 

4) Contractor makes a contribution to an Education Fund to provide assistance to residents 

to obtain training.  The level of contribution would be commensurate with the sliding 

scale set forth in the Resident Hiring Scale. 

 

If a prime contractor is unable to satisfy City of Marietta resident hiring requirements per the 

above, the requirements may be satisfied through any subcontractors that may be involved in the 

project. 

 

1) If the (sub)contractor has identified a resident-owned business or a business which 

employs 30% or more Marietta Public Housing or Neighborhood residents, this 

paragraph is to be completed by indicating the number of resident-owned businesses that 

will be used on the contract/spec number shown at the end of the paragraph. 

 

2) If the (sub)contractor plans to hire Marietta Public Housing or Neighborhood residents to 

work for its company, paragraph two (2) must be completed with the contract/spec 

number and the percentage of compliance in hiring the resident(s).  For example, if your 

contract amount is $100,000.00, the Section 3 dollar amount that must be expended is 
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10% of your labor dollars or $10,000.00.  If the whole dollar amount is to be expended on 

the resident’s salary, then 100% is to be inserted on the percent line.  If a percentage 

amount less than 100% will be expended on the resident’s salary, that amount must be 

inserted on the line and the remaining percentage must be expended through 

subcontracting/joint venturing with a resident-owned business or a business that employs 

30% or more residents or placed into a Resident Education Fund.  In which case, the 

corresponding paragraph must be completed. 

 

3) If the (sub)contractor has exhausted the first two (2) options, then the full amount of the 

contractor’s Section 3 obligations will be placed into a Resident Education Fund, in 

which case paragraph three (3) must be completed and paragraphs one (1) and two (2) 

will contain zeroes in the percentage lines. 

 

Section II 

 

The second portion of the Section 3 Opportunities Plan begins with the specification or request 

for proposal title and number. 

 

Section III 

 

The third section is to be completed by listing current staff to be used to complete the work bid 

upon. 

 

(1) List the job titles, 

(2) Complete the Needed column if additional staff will be required to fulfill the 

classification, 

(3) In the Total column, list the total number of staff plus the number needed, 

(4) In the Marietta Public Housing and Low-Income Area Residents (LIAR) columns, list the 

number of current staff who are residents of Marietta public housing, or who are low- or 

very low-income neighborhood residents, 

(5) In the To Be Filled column, list the number of positions that fit into the low- and very 

low-income Marietta public housing residents and low and very low-income area 

residents (LIAR) who will be hired. 

(6) In the Hiring Goal column, list the number of Marietta Public Housing residents or LIAR 

you plan to hire. 

 

Section IV 

 

The final section is to be completed after the contract has been awarded, interviews have taken 

place, and residents have been hired.  The completed Section 3 Opportunities Plan must be 

submitted to the Section 3 Coordinator. 

 

The City of Marietta public housing and neighborhood residents are screened and skills-assessed 

by the Section 3 coordinator.  Each contractor involved in a Section 3 Project is required to 

attend a pre-construction conference where contractual obligations will be explained, the 
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contractor’s Section 3 dollar amount will be determined, and the contractor’s hiring goals will be 

discussed.  The Section 3 coordinator will refer qualified residents to be interviewed by the 

contractor. 

 

The Section 3 Opportunities Plan that is submitted with the RFQ/RFP/IFB and the final copy that 

is submitted to the Section 3 Coordinator must be signed and include the title of the person 

executing the plan. 
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SECTION 3 OPPORTUNITIES PLAN 

 

Business Opportunities and Employment Training of the City of Marietta Public Housing 

Residents and Low- and Very Low-Income Neighborhood Residents 

 

I. Opportunities Plan 

 

The Contractor has identified ______ Section 3 resident-owned business(es) or _______ 

business(es) which employ 30% or more Section 3 residents to comply with _______% of its 

Section 3 requirements covered under Contract # ___________________. (Option 1) 

 

Alternatively, the Contractor hereby agrees to comply with Section 3 regulations and 

resolutions implementing Section 3 requirements.  The Contractor hereby submits this 

document to identify employment opportunities for the City of Marietta public housing 

residents and low- and very low-income area residents during the term of the contract 

between the Contractor and the City of Marietta.  The Contractor affirms that the jobs 

identified shall be for meaningful employment that may or may not be related to the scope of 

services covered under Contract # _________.  The Contractor has committed to employ the 

following in order to comply with ________% of its Section 3 requirements.  (Option 2) 

 

The above percentage(s) equal(s) 50% of the Contractor’s Section 3 obligations.  Option 

three (3) on page 2 equal 25% of compliance and Option four (4) on page 2 equals 25% of 

compliance.  You may choose one option to comply or all; however, total compliance must 

equal 100%.  The Contractor hereby agrees by signing below that any remaining percentages 

will be deducted from payouts placed in a Resident Education Fund. 

 

II. Labor Survey: 

 

Project Title: _________________________________________ 

 

Job Title: ____________________________________________ 

 

Local Contract/Agreement Number: _____________________ 

 

Job Title (1) Needed (2) Number of Positions Hiring Goal 

  Filled (3) To be 
Filled (4) 

 
LICSDR (a) 

 
LIAR (b) 

Total (a) LICSDR(b) LIAR (c) 
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III. Resident List 

 

Section 3 Resident Employee Information (Jobs to be filled) 

 

Job Title LIPHR or LIAR 

Name 

ADDRESS SOCIAL 

SECURITY 

NUMBER 

    

    

    

    

    

    

    

 

LIPHR = Low (and Very Low) Income Public Housing Resident 

LIAR = Low and Very Low-Income Area Resident 

 

Please check the Option(s) below that describe your contracting efforts: 

 

 Option 1: Subcontract with Section 3 Business(es) – 25% 

 Option 2: Hire Section 3 residents/participants – 25% 

 Option 3: I have a training program in place and am willing to train ____ residents – 25% 

 Option 4: Contribute to a resident training/educational fund – 25% 

 

In the event I am awarded the contract, I have the option to submit my check in the compliance 

amount of the state of contract date or allow the City of Marietta to deduct payment from my 

draw request.  (Compliance amount is based upon the labor dollars of the contract award.) 

 

You may comply by choosing one or all options.  Remember your compliance must be equal to 

100% as noted on page 1, paragraph three (3), or any remaining percentages will be deducted 

from payouts and placed in a Resident Training/Education Fund Account. 

 

The failure of the contractor to comply with the above-approved plan shall be a material breach 

of the contract. 

 

Contractor’s Signature and Title: ________________________________________________ 

 

Date: ________________________ 
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SECTION 3 OPPORTUNITIES PLAN CERTIFICATION 

 

NAME OF PRIME CONTRACTOR/PROFESSIONAL SERVICES PROVIDER: 

____________________________________________________________________________ 

LOCAL CONTRACT/AGREEMENT #: ___________________________________________ 

CONTRACT NAME/#: _________________________________________________________ 

 

WARNING: THIS DOCUMENT IS REQUIRED FOR ALL CONSTRUCTION OR 

LABOR-RELATED PROCUREMENTS AND PROFESSIONAL SERVICE 

AGREEMENTS ASSOCIATED WITH SECTION 3 PROJECTS. 

 

The Contractor hereby agrees to comply with all the provisions of Section 3 and its 

implementing regulations.  The contractor hereby submits this Section 3 Opportunities Plan. 

 

The Contractor shall provide a status report identifying its progress in meeting the Section 3 

goals established in this Section 3 Opportunities Plan on a quarterly basis throughout the 

contract period.  The quarterly status report shall be submitted no later than 10 days after the 

end of each calendar quarter of the contract (e.g., April 10 for calendar quarter January 1 to 

March 31).  The status report shall be in at least the same level of detail as the approved 

Section 3 Opportunities Plan.  For any goal not met, the report shall identify any other 

economic opportunities which the contractor has provided or intends to provide to City of 

Marietta Section 3 residents. 

 

The failure of the Contractor to comply with the approved plan shall be a material breach of 

the contract. 

 

Each Bidder/Proposer for a construction or labor-related contract or professional services 

agreement in a Section 3 Project must complete this Section 3 Opportunities Plan and submit 

all relevant information required herein.  A prime contractor may satisfy the requirements 

through its subcontractor(s).  Please complete the Skill Needs Table in Section 1 of Section 3 

Opportunities Plan in the following columns. 

 

1) Indicate each category of employment for all phases of this contract; 

2) The number of positions which will be needed in each category; 

3) How many of those positions are currently filled; 

a. The number filled by Marietta low- to very low-income neighborhood 

residents; 

b. The number filled by Marietta public housing residents; 

c. How many positions need to be filled? 

4) Indicate your goal for the number of positions you intend to fill with: 

a. Section 3 Residents 

b. Low- and Very Low-Income area residents. 

 

NOTE:  The minimum of trainees is that which can reasonably be used in each 

occupation, and no less than the number established by the U.S. Secretary of Labor for 

construction and non-construction labor-related occupations.  The contractor shall fill all 
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vacant positions with low-income persons (earning less than 80% of the median income 

in the City of Marietta) and these positions shall not be filled immediately prior to 

undertaking work in order to circumvent regulations. 

 

SECTION 3 BUSINESSES SUBCONTRACTING OPPORTUNITIES 

 

In a one (1) page letter on your company’s letterhead: 

 

1) Indicate the goals, expressed in terms of percentage of planning subcontracting dollars, 

for the use of Section 3 business concerns as subcontractors. 

2) A statement of the total dollar amount to be subcontracted, total dollar amount to be 

subcontracted to Section 3 business concerns for building trades, and total dollar amount 

to be subcontracted to Section 3 business concerns for other than building trades work 

(maintenance, repair, modernization and redevelopment). 

3) A description of the method used to develop the goals above and the efforts to be 

undertaken by the Contractor to meet those goals. 

 

Acknowledged by: 

 

 

______________________________ 

(President or Authorized Officer) 

 

 

Date: _________________________ 
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Appendix 10 – Resources   
 
General Resources 
 
Basically CDBG for Entitlements 
 
Ensuring CDBG Subrecipient Timeliness 
 
Guide to National Objectives and Eligible Activities for CDBG Entitlement Communities 
 
HEROS User Guide 
 
Managing CDBG: Guidebook for CDBG Grantees on Subrecipient Oversight 
 
CPD Monitoring Handbook 
 
Uniform Administrative Requirements, 2 CFR Part 200 

 
Activity Codes 
 
https://www.hudexchange.info/news/revised-idis-matrix-codes-now-available/ 

 
Record Keeping 
 
https://www.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13- Performance-
Measurement.pdf 
 
IDIS for CDBG Entitlement Communities Manual 
 
CDBG Videos - https://www.hudexchange.info/programs/cdbg/cdbg-ta-products/#all-products 

 
Some of the videos in this series are: 
 

Topic Video Link 

CDBG Timeliness and Best Practices to 

Achieve Timely Performance 

https://www.youtube.com/watch?v=6z4wdiKJPG8&feature=youtu.be 

Smart Management of CDBG 

Program Income 

https://www.youtube.com/watch?v=ZaJigt4tA6A&feature=youtu.be 

CDBG 101: An Overview of National 

Objectives and Eligible Activities 

https://www.hudexchange.info/sites/onecpd/assets/File/CDBG-101-
Transcript.pdf 

https://www.hudexchange.info/resource/19/basically-cdbg-training-guidebook-and-slides/
https://www.hudexchange.info/resources/documents/Ensuring-CDBG-Subrecipient-Timelines.pdf
https://www.hudexchange.info/resource/89/community-development-block-grant-program-cdbg-guide-to-national-objectives-and-eligible-activities-for-entitlement-communities/
https://www.hudexchange.info/resource/3150/heros-user-guide/
https://www.hudexchange.info/resource/407/managing-cdbg-guidebook-for-cdbg-grantees-on-subrecipient-oversight/
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2/
https://www.hudexchange.info/resource/4957/uniform-administrative-requirements-cost-principles-and-audit-requirements-for-federal-awards-conforming-amendments/
https://www.hudexchange.info/news/revised-idis-matrix-codes-now-available/
https://www.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-Measurement.pdf
https://www.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-Measurement.pdf
https://www.hudexchange.info/resources/documents/Basically-CDBG-Chapter-13-Performance-Measurement.pdf
https://www.hudexchange.info/resource/2685/idis-online-for-cdbg-entitlement-communities-training-manual/
https://www.hudexchange.info/programs/cdbg/cdbg-ta-products/#all-products
https://www.youtube.com/watch?v=6z4wdiKJPG8&feature=youtu.be
https://www.youtube.com/watch?v=ZaJigt4tA6A&feature=youtu.be
https://www.hudexchange.info/sites/onecpd/assets/File/CDBG-101-Transcript.pdf
https://www.hudexchange.info/sites/onecpd/assets/File/CDBG-101-Transcript.pdf
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How to use CDBG for Public Services https://www.hudexchange.info/programs/cdbg/public-services/ 

Using CDBG for Disaster 

Response and Recovery 

https://www.hudexchange.info/trainings/courses/using-cdbg-for-
disaster-response-and-recovery/ 

How Communities can use the CDBG 

Program to Create Economic 

Opportunities 

https://www.hudexchange.info/resource/3902/how-communities-can-
use-the-cdbg-program-to-create-economic-opportunities/ 

How to use CDBG for Public Facilities 

and Improvements 

https://www.hudexchange.info/programs/cdbg/public-facilities-and- 

improvements/ 

 
Environmental Reviews 
 
https://www.hudexchange.info/programs/environmental-review/ 

 
HEROS 
 
Please report any questions, technical problems, comments, or suggestions using the HUD Exchange AAQ 
portal. If you cannot log in or need your password to either environment reset, call the HITS National Help 
Desk at 888.297.8689. 

 
ER Training Materials: 

• For the latest news on HEROS, including upcoming training and program updates, go to - 

https://www.hudexchange.info/environmental-review/heros/ 

• “How To” Videos - https://www.hudexchange.info/environmental-review/heros-e-tutorials 

• FAQS - https://www.hudexchange.info/heros/faqs/ 

• Web-Based Instructional System for Environmental Review (WISER) 

https://www.hudexchange.info/trainings/wiser/ 

• HEROS User Guide  
 
Acceptable Separation Distance (ASD) Electronic Assessment Tool 
 
Electronic-based assessment tool that calculates the Acceptable Separation Distance (ASD) from stationary 
hazards. The ASD is the distance from above ground stationary containerized hazards  of an explosive or 
fire prone nature to where a HUD assisted project can be located. 
https://www.hudexchange.info/environmental-review/asd-calculator/ 
 

DNL Calculator 
 

https://www.hudexchange.info/programs/cdbg/public-services/
https://www.hudexchange.info/trainings/courses/using-cdbg-for-disaster-response-and-recovery/
https://www.hudexchange.info/trainings/courses/using-cdbg-for-disaster-response-and-recovery/
https://www.hudexchange.info/resource/3902/how-communities-can-use-the-cdbg-program-to-create-economic-opportunities/
https://www.hudexchange.info/resource/3902/how-communities-can-use-the-cdbg-program-to-create-economic-opportunities/
https://www.hudexchange.info/programs/cdbg/public-facilities-and-improvements/
https://www.hudexchange.info/programs/cdbg/public-facilities-and-improvements/
https://www.hudexchange.info/programs/environmental-review/
https://www.onecpd.info/get-assistance/my-question/
https://www.onecpd.info/get-assistance/my-question/
https://www.onecpd.info/get-assistance/my-question/
https://www.hudexchange.info/environmental-review/heros/
https://www.hudexchange.info/environmental-review/heros-e-tutorials
https://www.hudexchange.info/heros/faqs/
https://www.hudexchange.info/trainings/wiser/
https://www.hudexchange.info/resource/3150/heros-user-guide/
https://www.hudexchange.info/environmental-review/asd-calculator/
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The Day/Night Noise Level Calculator is an electronic assessment tool that calculates the Day/Night Noise 
Level (DNL) from roadway and railway traffic. For more information on using the DNL calculator, view the 
Day/Night Noise Level Calculator Electronic Assessment Tool Overview. 

 
Sound Transmission Classification Assessment Tool (STraCAT) 
 
Automates and streamlines the completion of HUD’s Figure 19 in The Noise Guidebook, which is  the form 
that reports the noise mitigation performance of wall systems. https://www.hudexchange.info/stracat/ 

 
Barrier Performance Module 
 
This module provides to the user a measure on the barrier's effectiveness on noise reduction. A list of the 
input/output variables and their definitions, as well as illustrations of different scenarios, are provided. 
https://www.hudexchange.info/programs/environmental-review/bpm- calculator/ 

 
Tribal Directory Assessment Tool (TDAT) 
 
TDAT identifies counties of interest to federally-recognized tribes. It also provides users with the contact 
information for Tribal Leaders and Tribal Historic Preservation Officers to facilitate Section 106 compliance 
and tribal consultation. https://egis.hud.gov/tdat/ 
 
 

https://www.hudexchange.info/programs/environmental-review/daynight-noise-level-electronic-assessment-tool/
https://www.hudexchange.info/programs/environmental-review/daynight-noise-level-electronic-assessment-tool/
https://www.hudexchange.info/stracat/
https://www.hudexchange.info/programs/environmental-review/bpm-calculator/
https://www.hudexchange.info/programs/environmental-review/bpm-calculator/
https://egis.hud.gov/tdat/

