COMMUNITY DEVELOPMENT
BLOCK GRANT

Sub-recipient Workshop

2012- 2013

<



CDBG 101

HUD allocates CDBG funds to state and local
governments to carry out a wide-range of
community development activities directed toward
revitalizing neighborhoods, economic
development, and providing improved community
facilities and services.



National Objectives

Every eligible CDBG-funded activity must meet one of the
following national objectives:

benefit low/moderate-income persons; or

an activity which aids in the prevention or elimination of slum or
blighted conditions; or

activities having a particular urgency because existing conditions
pose a serious and immediate threat to the health or welfare of the
community where other financial resources are not available to meet
such needs.



® Employment Services (i.e., job
training/placement)

® Child Care
® Crime Prevention
® Fair Housing Counseling

® Health Services (i.e. substance abuse
services)

® Services for Seniors



® Educational Services
® Recreational Services
® Acquisition
® Installation

® Construction and Rehabilitation of
Infrastructure (i.e. streets, sidewalks,
water, sewer, etc.)

® Facillities for Special Needs Population



® Clearing and Demolifion

® Housing Programs (i.e., homeownership
assistance, rehabilitation and
preservation, etc.)

® Special Economic Development



® Buildings for the general conduct of
government

® General Government expenses (i.e.,
maintenance, repair, operafting costs
etfc.)

@ Political and Religious Activities
® Subsistence Payments



Wildomar CDBG STAFF

CDBG Program Administrator
Gary Nordquist
Assistant City Manager
gnordquist@cityofwildomar.org

951.677.7751

Program Support Staff
Paula Willette
Community Services Director
pwillette@cityofwildomar.org
951.677.7751 ext. 206



WORKSHOP TOPICS

» CDBG Agreements

» Financial Systems

» Record Keeping

» Procurement and Contracting
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Internal Controls

Accounting Records
Allowable Cosf
Source Documentation
Budget Controls
Cash Management

Financial Reporting



The soundness of any organization’s financial management
stfructure is determined by its system of Internal Controls.
“Internal Conftrols” consists of a combination of:

* Qualified staff and specified job duties

% Organization Procedures

s Separation of functions and duties

% Access to assets, sensitive documents and records

Together creates accountability in an organizations
financial system and safeguard its cash, property, and
other assets.

See 24CFR 85.20(b)(3) for additional information.



% Subrecipients are required to have accounting records
that adequately identify the source and application of
CDBG funds. To meet this requirement, financial
accounting system should at least include:

e Chart of accounts
 General ledger

e Cash receipts journal

e Cash disbursement journal
e Payroll journal



® The standards for determining if an incurred cost is
reasonable and allowed, as well as, how the cost will
be allocated, must be consistent with the Federadl
regulations [OMB Circular A-87 for governmental and
A-122 for non-profits].

® According to basic guidelines of these OMB circulars, @
cost is allowable under the CDBG program if:

 The expenditure is necessary,
e reasonable, and
e directly related to the grant



Sponsors must keep and maintain o
general accounting system

® Accepted general accounting system

> Cost Principals for State and Local Governments
(Circular A — 87)

> Cost Principals for Non—Profit Organization
(Circular A — 122)

> Independent Single Audits (Circular A — 133)
(Recipients of individual or multiple Federal Awards
that total $500,000 or more.)

- Yearly
- Copy submitted to the County.

> Records to be maintained for a minimum of four years
after CAPER reporting



Circular A-87

This circular establishes principles for determining
costs for Federal awards carried out through
grants, cost reimbursement contracts and other
agreements with State, local governments and
federally-recognized Indian fribal governments.



Circular A-122

This Circular establishes principles for determining costs
of grants, contracts and other agreements with non-profit
Organizations.

Non-profit organization refers to any corporation, trust, association,
cooperative, or other organization which:

@ (1) is operated primarily for scientific, educational, service, charitable,
or similar purposes in the public interest;

@ (2) is not organized primarily for profit; and

® (3) uses its net proceeds to maintain, improve, and/or expand its
operations. For this purpose, the term "non-profit organization”
excludes (i) colleges and universities; (i) hospitals; (iii) State, local, and
federally-recognized Indian tribal governments; and (iv) those non-
profit organizations which are excluded from coverage of this Circular
IN accordance with paragraph 5.



® CDBG recipients must maintain an up-to-date file of
original source documentation for all financial
transactions:

« Receipts
. Invoices

- Cancelled checks (or bank statement)
« See 24CFR 85.20(b)(6) and 84.21(b)(7)



Subrecipients must have procedures in place to
monitor obligations and expenditures including:

Maintaining an up-to-date approved budget for all
funded activities

Perform a comparison of that budget with actual
expendifures

Compare progress towards achievement of goals
with the rate of expenditure of program funds



Subrecipients are required to have procedures in place
to minimize the tfime elapsed between receipt of funds
from the grantee and the actual disbursement of those
funds.

Grantees reimbursement method is based on actual
expenditures by the Subrecipient before the request

of payment.

Subrecipients must ensure that all CDBG funds are used
for permitted activities



Financial Reporting

Agency must provide accurate, current, and
complete disclosure of the financial results of each
sponsored  program  which includes actuadl
expendifures billed and unbilled request

Audits

When was your organizations last Independent
Public Accountant (IPA) audit and what were the
resultse Does your agency have a copy of the
management lettere

A-133 Single Audit Act requirements




Recordkeeping and Reporting

The general CDBG standard for recordkeeping is that records
must be accurate, complete and orderly. An adequate
documentation means knowing:

What information needs to be collected and why.

When that information should be collected and how often

How the information should be acquired, organized, and stored.
How the information should be reported.

The required retention period for records.

vV V VvV VvV Vv

Recordkeeping and maintenance of adequate documentation
continues to be one of the most serious administrative problems
undermining program performance and regulatory compliance.



GENERAL RECORD KEEPING

Every Subrecipient is required to establish and maintain at
Least three major categories of records:

1. Administrative records - that apply to the overall administration of
the activities include the following:

® Personnel files
® Property management files

¢ General program files-application, agreement, program
policies and guidelines, correspondence, and reports

® Legal files-articles of incorporation, by laws, tax status,
board minutes, contracts, and other agreements

2. Financial records - including chart of accounts, manual on
accounting procedures, journals and ledgers, source documentation,
procurement files, bank account records, financial reports, audit files.

3. Project/case files - documentation of the activities undertaken.



CDBG Program Recordkeeping

® General standard for record keeping:

> Specific requirements are established in the Subrecipient
agreement per 24 CFR 570.503(b)(2).

> Subrecipients maintain records sufficient to:
- Provide a full description of each activity

- Demonstrate that each activity meets one of the National
Objectives

- Determinations required for the eligibility of certain activities

- Document compliance with rules regarding any change of use
of real property acquired or improved with CDBG assistance

- Demonstrate compliance with acquisition, displacement,
relocation, and replacement housing

- Detail of fair housing and equal opportunity compliance

- Maintain all necessary information relative to other program
requirements



CDBG Program Recordkeeping

@® Records retention (24CFR.85.42 as modified by 570.502
(a)(16))

> In general, records are to retained for 4 years, from
the date of submission of the County’'s CAPER in
which the specific activity is reported for the last time,
unless there is litigation, claims, audit, negotiations, or
other actions involving the records.

> In which records must be retained until the
completion of the action or 5 years whichever is
longer.



CDBG Program Recordkeeping

® Access to records

> Authorized representatives have the right of access to
any pertinent records to make audits, examinations,
excerpts, and transcripts (per 24 CFR 85.10(e) or 24 CFR
84.53(e))

> Citizens must be provided with reasonable access to
records on the past use of CDBG funds consistent with
laws regarding privacy (24 CFR 570.508)



Direct Benefit Report




Direct Benefit Reporting

Direct Benefit reporting is often the most
challenging compliance issue for CDBG
recipients

Direct Benefit reporting is now a focus of HUD
during monitoring visits

Presumed- Seniors, Handicapped, Homeless,
and Migrant Farm workers

Acceptable Proof of Income



Direct Benefit Form and Self Certification

® Who is required to provide documentation regarding
Direct Benefit, Self-Certification, and Income
Verification?

All CDBG recipients that meet a CDBG program
National Objective through Limited Clientele Activities

® Who'is required to provide Income Certification/
Verification?

All CDBG recipients that fall info a presumed category.



Selt-Certification

® Information provided by the client, participant, or
beneficiary that reports family income, family size, and
ethnicity

@ Parents or legal guardians must provide the income self-
certification on behalf of children parficipants



City & State: Fip

1

File Mao.:

COMMUNITY DEVELOPMENT BLOCK GEANT PROGEAM YEAR
2010-2011
SELF-CERTIFICATION FOR PUBLIC SERVICE AGENCY CLIENTELE
{not for use on housing activities)
Fdkkkkkkikkikkkikiki

INCOME AND FAMILY SIFZE

CATEGOEY: I comder myself mm one of the follownng categones (please check OMLY one):

(A) Senior Criizen (C) MMigrant Farm Worker (E) MNone of the above
(B} Physically Challenged ey Homeless

FAMILY (check ONLY one): 10 20 30 40 50 260 270 28O

FAMILY INCOME: My cwrent fanuly yearly meome from all sources is:
(Ref. 24 CFR 570.3) (Based on 2010 Income Limits, gffective 5/20/10)

Proof of Income received (I Yes [0 No Source of Proof Verified by:
ETHNICITY: (Select ONLY one out of the Single-race or Multi-race categories).

Single race category
O White O Amencan Indian'Alackan Matve
O Asian

Multi-race category

O American IndiandAlaskan Mative S White O A=ian & White

O Black/African American & White O Hispamic/Whaite

O Hispanic/Amencan Indian’Alazkan Mative O Hispanic/Asian & White
O Hispanic/Amencan Indian'Alazkan Native & White

O Amenican Indian/Alaskan Naitnve S Black/A fican American

O Hispanic/Amenican Indian/Alazkan Mative & Black/African American

BENEFICIARY: I on
acknowledge that qualification for assistance funded under the CDBG program is based upon having a qualifiing
farmily meome and that the income levels I have cerhfied to m this self-cerhfication are current as of the date signed
and may be subject to further venification by the grantee and/cr HUD and I authonze such venfication and wall
provide supporimg documents if 1t 15 necessary.




Verification of Income

All program/activity participants must be notified that their
reported income may be subject to verification

Some CDBG recipients routinely verify all participant incomes

HUD requires verification of at least ten percent (10%) of all
program participants.

HUD prefers IRS 1040’s; however, income calculations using pay
stubs and/or benefit statements are acceptable

EDA staff will review and evaluate CDBG recipients’ income
verification procedures during monitoring Visits

CDBG recipients must maintain secure files, ensure
confidentiality, and protect participants’ privacy.



Submittal of Verification Forms

@ HUD is requiring the County to obtain copies of all self-certification
from CDBG recipients

® In an effort to reduce paperwork and other recordkeeping
burdens, EDA will require the first 200 self-certifications and 25% of all
remaining self-certifications, if the following applies:

- EDA staff has verified the CDBG recipients recordkeeping
procedures during monitoring Vvisit;

- EDA has reviewed and approved the CDBG recipients
income verification procedures; and

- EDA reserves the right fo require the CDBG recipient to subbmit
copies of allincome self-certifications



FY 2010 Income Limits Summary

Riverside County, California

FY 2010 Income FY 2010 Income Limit

Limit Area Categary 1 Person|2 Person|3 Person

Extremely Low [3{]‘?6-! Income
Lirnits $13,650 | 515,600 | $17,550 | £79,.500 | $21,100 | $22,650 | 24,200

Wery Low [50%) Income
Limnits $22 750 | 526,000 | $29.250 | £32,500 | $35,100 | $37,700 | 540300 | $42,900

Low [80%) Income Limits | $36,400 | 541,600 | $46,800 | £52,000 | $56,200 | $60,350 | 564,500 | $68,650

MOTE: Rwerside County is part of the Riverside-5an Bernardino-Ontario, CA MSA. The Riverside-San Bermardino-Ontario, CA MSA contains the following areas:
Riverside County, CA ; and San Bernardinge Cownty, CTA .

Income Limit areas are based on FY 2010 Fair Market Rent (FMR) areas.

3,/28/204 415\ COBGE 10-11 COBE Master Trackng 2010 Income Limits-COBG




Direct Benefit Form

® There are ONLY two race categories

- Single race
- Multi race

Select only one from either of the two race categories

® NO LONGER a Hispanic single race category
@ OTHER (multi - race category) has been added

® Household/Client Check box

Note: Other option is to be used ONLY when the beneficiary is not comfortable
with any of the listed multi — race categories.



How 10 Report

Use the current Direct Benefit Report Form.

Record ONLY unduplicated numbers.

Note, bottom right, duplicated UNITS of service.

Identify and complete Income Category

ldentify and complete Race Category



File No.

Project

Sponsor:

Record ONLY the UNDUPLICATED number served.

Note: Check one for the entire year of reporting.
O Household (Each household is one unit)
OClient (Each person is one wnit)

Report Complled by:

Phone No:

FAX Mo

CDBG DIRECT BENEFIT ACTIVITY REPORT
Mo lees than 51% of clieniale sarved qually at LiM income level

GRANT ALLOCATION

Cate-ﬂuries

Jul-10 Sept

Jan-11

Feb

Brang |

Apr May June Total

| _# of Extremely Low

) #of Very Low

#of Low _ _
| # of Non-Low § Moderate (abowe B0% area MHI)

[=] [=] [=] =]

[=] [=] [=] [=] [=]

| Amer_ Indian/Alzskan Native & White

| _Asian & White

Black/Afncan Amer. & White

[=] [=] [=] =]

fo | HispaniciBlack/African American

Hispanic/fsian
J HispaniciAmerican Indian/Alaskan Native

F ' HispanicNative Hawaian/Other Pacihe Islander

niciAmencan Indian/Alaskan Hatve & Whits

Hispanic/Asian & White

) Hispanic/Black/African American & White

[=] [=] [=] [=] [=] [=] [=] =]

F | Hispanic/Amer. Indian/Alaskan Native & Black/African Amer.

) Other (multi-race only)

u n ENiCE per month

:
l
i

Instructions: Gray areas for internal use only — calculations will appear automatically.
When choosing a category, choose OMLY one category that best identifies a specific client being served.
Calculations: Totals m both categories (income/race) must equal.

Guarterly reports are due at the end of — Sept., Dec., Mar., and June.
Attach a second sheet for quarterly activity reports.
Reports are to mclude 3-months of program accomplishments andlor 3 brief explanation
why goals were not made, and an over-all projection for the next 3-months

(34
ESCDEOD-11 CDB0 Masker TackingiDiredt Bene® CDBEG Form 1011




Submit Monthly

® Direct Benefit Forms

@ Self - Certification Forms (Only for programs that
fall under the sub - category of limited clientele)

® Reimbursement Request

@ Collect and Maintain (ACCURATE DOCUMENTATION)

-



Procurementand Coniraciing



Federal Regulations governing procurement and
contracting using CDBG funds:

CDBG recipients should have written procurement
policies and procedures that at a minimum comply with
the Federal procurement regulations



The requirements governing the procurement process
are infended to ensure the following:

Free and open competition

Proper documentation for your purchasing,
procurement, and confracting activities

Use of small businesses, women-owned businesses,
and minority-owned businesses

That supplies, equipment, professional services, and
construction activities funded with CDBG are obtained
efficiently and economically.



Placing unreasonable qualiftying requirements on firms

Requiring unnecessary experience and excessive
bonding

Specifying only “brand name” products instead of
allowing “an equal” product

Noncompetitive pricing practices between firms or
affiiated companies

Noncompetitive awards to consultants or retainer
contracts



Those relatively simple and informal procurement
methods for securing services, supplies, equipment, or
other property that does not cost more than $100,000
in the aggregate.

Price or rate quotations shall be obtained from an
adeqguate number of qualified sources.

Record the rate or quote received along with other
identifying information (hame, address, phone
number, website)



Follow prudent purchasing practices and receive
competitive telephone, e-mail, or written quotations for
all small purchase procurements. In all cases, you should
attempt to obtain price or rate quotations from at least
three (3) qualified sources

When price quotes are obfained verbally, written
supportive documentation such as detalled noted
describing telephone contacts (who, what, when, etc.)
must be maintained in the files

If the CDBG Recipient’'s established procurement
procedures are more resirictive than the Federal
minimum, the recipient’s procedures must be used.



RFQ/RFP is publicized and all evaluation factors identified;

Proposals solicited from an adequate number of qualified
SOUrces;

Method of evaluating proposals; and

Award of confract based on most qualified bidder and
negotiated price/fee.



Qualifications-based procurement for
professional services;

Selection based on the most qualified
respondent; and

Compensation is subject to negotiation of
fair and reasonable price.



Formal advertising, publicly solicited
A firm-price confract is awarded

Preferred method for procuring construction
services



Goods and Services can be sole sourced
when:

1. Only available from one source

2. Public emergency will not permit delay
3. Authorized non — competitive proposals
4. Competition is deemed inadequate



HUD Section 3 Act




HUD SECTION 3 ACT
Economic Opportunities for Low and Very
Low Income Persons

@ To provide job training, employment, and contracting
opportunifies to low or very low-income residents and
business in connection with projects in the area.

> Example: Inner city Projects in low income Communities

® Section 3 requires HUD recipients and the contractors to
provide, the greatest extent feasible, to the low and very
low-income persons (partficularly those receiving
government housing assistance) and business with the
economic opportunities generated by certain HUD funds.

® Section 3 only applies to construction activities over $100,000

-



Affirmative Action Policy Statement

® Itis an established policy to:

Enlist the support of community agencies, schools and
unions in the recruitment, hiring and training of low-
Income persons residing within Section 3 project areas.

Insure that project area businesses are afforded a
maximum feasible opportunity to bid on contfracts.

Insure that contfractors understand and comply with
their obligations under the Act.

Monitor and evaluate that effectiveness with which the
plan is being carried out. All contractors and sub-
confractors are expected to demonstrate support and

cooperation in the implementation of ’rhis%rom.



Reimbursement




After you have received a formal notification to incur
costs, the following steps should be taken in order to
r“eC?ive reimbursements in a timely manner.

Submit claims monthly

> Requests signed by recipient’s authorized personnel

A4

Project name

v

File number

v

Project sponsor’'s name

A4

Amount requested for reimbursement




Supporting Documentation

Documentation must be legible and complete.

Request for and submitted with reimbursement for the
following:

Salaries

> Employee tfime cards (signed by Supervisor)
> Payroll spread sheets

Contract Employees

> Copy of detailed contract
> Proof of Payment )

Construction Contract




~ Supporting Documentation

leases
> Copy of lease with terms
> Proof of PéWmen’r

\
General Purchases Y
> Invoices N
> Bill of sale

> Proof of Payment (copy of c*leck or warrant)

\\\
\
N

\\\
\\\
\

Shared costs
> Shared cost breakdowns are approved by EDA

Non —-rei




YOUR NAME HERE P: 5555555555  F: 5555555555  E: mail@youraddress.com
A: 555 Street Address, City, State 55555 W: www. webaddress.com

Request for Reimbursement

File Number:

CDBG Allocation FY:

Project Name:

Request Number:

Request Period Covers:

Amount Requested for Reimbursement

Contact Person: Title:

| have enclosed receipts and related documentation regarding the mention and hereby
request reimbursement.

Sincerely,

JW. Smith
Director

R i = N8 S o E g




7/1/11

7/23/11

7/30/11

7/31/11

7/31/11

Summary Sheet

Space Cost Rent
Maintenance

SCE -Utilities

The Gas Co- Utilities

Sarah Smith, Program Mgr
Salaries for direct services
Periods 7/1/11-7/31/11

1601
1602

1603

1604

1. Signed
Timesheets
2. Payroll Pmt

$1,200.00
$199.04

$125.00

$94.82

$3,500.00
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PLEASE DETACH ABOVE POATION AND RETURN WITH PAYMENT
PLEASE MAIL ALL OTHER CORRESPONDENCE TO: CUSTOMER SERVICE - 1880 AGUUA MANSA AD., RIVESSIDE. CA 52500

TRICO DISPOSAL, INC. INVOICE FOR SERVICE AT:
1850 AGUA MANSA RD. RIVERSIDE

RIVERSIDE, CA 92509

I N VO I ‘ E ACCOUNT NUMBER BILUNGDATE
[ '

FOR BILLING INQUIRIES OR SERVICE,
CALL (951) 685-5516

L.« Gurrent Dat
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Account Ne: 3 S Account Summary
invoice Date: ~ = Current Date Previous Activity

Dats T Descriotion

. - Aot
I NVOI‘ E Previous Balance $110.85

Payment recejved. $0.00

Previous Activity Subtotal 5110.85

—_—

Need to Beach @is? Current Activity
3] : - Date Dezcription

Amourit
-GUSI-IJI'I_'IE!' .Eﬂ-;‘h;:i.t:-ﬂ.‘. 3
{800) GET-HELP .~ -~ WA MAGNOLIA AVE. 92504
: -. : {'EGIJ] d.EE--d'.!..:'_l" = Labor Charge

. Hoaring impairedt. "= | Current Activity Sultetlooror oITy D COUNTE: ol
(BODY395-6137: - =7 Total Amount Due $110.85
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Subrecipient Vendor Set-Up

In order to be able to process a payment for any
purchases, the Riverside County Auditor-Conftroller’s office
requires subrecipients to complete the following:

« Completed W-9

e Authorization Letter from IRS (147-C) - In this letter the
IRS confirms your EIN. Contact the IRS at 1-800-829-4933, if
you do not have a copy.

e Copy of "Company Information Screens” when
Registering on the County's Purchasing Website —web
address is:

The above is also required for request to pay directly
to a third party in behalf of the Subrecipient.


http://www.purchasing.co.riverside.ca.us/

AcTtivity Reports/Monitoring




AcTivity Report —Submit Quarterly

@ Atthe end - of - each quarter:
> September
s Decembe I'
el
> June

(In addition to monthly s\G\b\m\issions)

® The Activity Report should Inclu
> Project accomplishments
> Increase or decrease in clientele. Whye




What staff is looking for during
monitoring ViIsIts:

Individual project files

Separate accounting system
National Objective documentation
Procurement procedures
Standards for conflict of interest
FiInancial management
Records retention

B O~ 7 AW =

Project compliance




Activity Reports/Monitoring

® Accurate record keeping is crucial to the

successful management of CDBG - funded
acfivities.

® Insufficient documentation is likely to lead to
monitoring findings, and these findings will be
more difficult o resolve if records are missing,
Inadequate or inaccurate.

® Do not place your CDBG funding status in
jeopardy by failing fo maintain accurate and

sufficient records.



~ QUESTIONS




Tentative Dates

FY 2012 - 2013 CDBG Application Deadline

Wednesday, November 23, 2011



