
CITY OF COLUMBIA 

CDBG DISASTER RECOVERY PROGRAM

POLICIES AND PROCEDURES HANDBOOK 



The policies and procedures in this handbook were developed for the CDBG- 
DR program. They will be updated as necessary for the CDBG-MIT program. 

1



Table of Contents 

Procedures to Protect Personally Identifiable Information (PII) for CDBG-DR Programs 

Procurement Policy 

Citizen Participation Plan 

Duplication of Benefits Procedures

Grievance and Complaint Procedures 

HMPG Local Share Match Program Procedures 

Restrictive Covenant and Subrogation Agreement 

Procedures for Economic Development 

Elevation Reimbursement Procedures 

Residential Rehabilitation Procedures 

Monitoring Plan 

Quality Assurance / Quality Control Plan 

Residential Relocation Policy 

Fair Housing Policy 

Record Keeping Policies and Procedures  

Section 3 Plan 

Section 504 

Appendix - Additional Policies and Procedures 
Appendix A - Maintaining a Comprehensive Website 
Appendix B – Procedures to Determine Timely Expenditures Appendix 
C – Procedures to Detect Fraud, Waste and Abuse of Funds Appendix 
D – Financial Policies and Procedures 
Appendix E – CDBG-MIT Grant Procedures 
Appendix F – Residential and Ani-Displacement and Relocation Policy 

City of Columbia Organizational Chart Community 
Development Organizational Chart Accounting 
Department Organizational Chart Procurement and 
Contracts Organizational Chart 



PROCEDURES TO PROTECT PII 

3



City of Columbia 

Procedures to Protect Personally Identifiable 
Information (PII) for CDBG-DR Programs 

In order to carry out CDBG-DR programs, the City of Columbia must have adequate procedures 
in place to collect and process applicant provided information while providing assurances that 
any Personally Identifiable Information (PII) will be handled properly and sufficiently protected. 
This policy has been created in order to communicate the city’s requirements related to the 
proper handling and securing of Personally Identifiable Information (PII) for city, sub-recipient, 
and contractor administered CDBG-DR programs. The purpose of this policy is to ensure the 
confidentiality and integrity of PII information provided in a hard copy format and/or 
electronically stored or transmitted over the City of Columbia, sub-recipient, and contractor 
computer networks and telephone systems. This policy outlines the methods to collect, 
document, and properly dispose of applicant hard copy paperwork that contains PII as well 
establishing acceptable uses and methods of transmission of PII data. All program staff, to 
include sub-recipient and contractor staff, will be provided a copy of the city’s PII policies and 
will be required to sign an acknowledgement of understanding of these policies. Basic 
components of this policy are to establish proper protocols to: 

• Ensure proper handling of hard copy documentation and files.
• Secure hard copy PII in applicant files or documents that are being actively reviewed or

worked.
• Establish parameters related to the use of applicant data transmitted and maintained in

electronic media.
• Outline potential disciplinary actions for violations of the city PII policy.
• Establish protocols should a breach of data occur during the administration of the city’s

CDBG-DR Programs

Definition of PII 

For the purposes of this policy, Personally identifiable information (PII) refers to 
information which can be used to distinguish or trace an individual's identity, such as their 
full name, social security number (including only the last-4 digits), biometric data, policy 
numbers, award amounts, income, bank account information, etc. 

Types of PII 
In determining what PII is sensitive, the context in which the PII is used must be considered. 
For example, a list of people subscribing to a City of Columbia newsletter is not sensitive PII; 
a list of people receiving treatment for substance abuse is sensitive PII. As well as context, 
the association of two or more non-sensitive PII elements may result in sensitive PII. For 
instance, the name of an individual would be sensitive when grouped with place and date of 
birth and/or mother’s maiden name, but each of these elements would not be sensitive 
independent of one another. Therefore files/data may be sensitive as a whole, but individual 
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data points or documents may not be considered sensitive. This means the file/data must be 
handled as sensitive PII. 

 
For the purpose of determining which PII may be electronically transmitted, the following 
types of PII are considered sensitive when they are associated with an individual. Secure 
methods must be employed in transmitting this data when associated with an individual: 

 
• Place of birth 
• Date of birth 
• Full Name, Mother’s maiden name 
• Biometric information and personal characteristics including; photographic 

images, fingerprints, handwriting, retina scan, voice signature, and facial 
geometry 

• Medical information, except brief references to absences from work 
• Personal financial information (account numbers, award amounts, income,etc.) 
• Credit card or purchase card account numbers 
• Passport numbers, driver’s license number and tax payer ID 
• Potentially sensitive CDBG-DR information related to grant or loanawards 

(applicant identification number, grant/loan amounts, etc.) 
• Criminal history 
• Any information that may stigmatize or adversely affect anindividual 
• SSN and partial SSN do NOT need to be associated with an individual to be 

considered PII. A SSN or the last 4 digits of a SSN alone, with no other information, 
are considered PII 

• In rare cases something like age has been found by the court to be PII. A case where 
a 99 year old female’s patient information was viewed publically resulted in a court 
finding that her age was PII. She was the only 99 year old female in community. If 
in doubt, it is necessary to err on the side of caution; treat files, data and 
information as if it is sensitive PII. 

 
This list is not exhaustive, and other data may be sensitive depending on specific 
circumstances. In no case shall an applicant’s PII be released to another party without 
written consent of the applicant (See Exhibits B and C). In addition, no CDBG-DR personnel 
will be permitted access to any file where there could be a potential or perceived conflict 
of interest. 

 
Non-PII 
The following additional types of PII may be transmitted electronically without 
protection because they are not considered sufficiently sensitive to require protection. 

• Work phone numbers 
• Work addresses 
• Work e-mail addresses 
• Documents that do not include an SSN or where the SSN is removed or otherapplicant 

sensitive information (CDBG-DR applicant identification number or awardamounts). 
• General background information about individuals found in their application for 

assistance 
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The determination that certain PII is non-sensitive does not mean it is publicly releasable. The 
determination to publicly release any information can only be made by the official authorized 
to make such determinations. Any request for release of information not covered under 
normal job duties must be directed to the Director of the City of Columbia Community 
Development Department for review and approval for release. 

 
Procedures for Intake and Processing of Applicant Provided Documentation 
The City of Columbia, in conjunction with contractors and sub-recipients if applicable, will 
ensure that all PII discussed with and received by program applicants will be protected and 
retained as necessary. During intake of these documents, case managers must ensure that 
only required PII be retained by the CBDG-DR program. During intake sessions, only required 
program documents shall be scanned/filed into the city’s system of record with original 
documentation returned to the applicant during the intake meeting. In the event hard copies 
of the documents are retained for review and use of the program, hard copy documents must 
be appropriately stored or filed in a secure location until they can be shredded or returned to 
the applicant. A secure location means that they are locked in the case manager’s desk or 
stored in a locked file cabinet when not in use. In addition, the city requires that all mail or 
written correspondence to the applicant must be uploaded into the system of record and/or 
hard copy file within 24 hours of any notification by regular mail. In addition, all case  
managers granted access to PII must acknowledge and follow the city’s policies regarding the 
physical, verbal, and electronic security of PII as outlined below. 

 
Physical Security of PII 
Physical security applies to all paper documents or files, as well as CDs, floppy disks USB drives, 
tapes, and backups containing PII. The City of Columbia requires the following for all items that 
should be physically secured. 

• Access to documents containing PII is limited based on a legitimate business need 
for the information and document. Only CDBG-DR designated personnel shall have 
access to PII. Sensitive documents shall not be left out when CDBG-DR personnel is 
away from their desk. 

• CDBG-DR employees must log off their computers and lock their desks and file 
cabinets at the end of the day. 

• Access to PII shall be limited or not granted for any CDBG-DR personnel with an 
actual or perceived conflict of interest. 

• Documents containing PII must be shredded when no longer required for the 
CDBG-DR purpose for which they were collected. Further details below on 
disposal under Document Disposal. 

• Documents containing PII should be stored in locked drawer or program file 
cabinets unless the office space itself is considered a controlled space with no 
access permitted to non-designated personnel. 

• Access-control to office spaces containing documents with keyed or electronic locks 
will be used if locked file cabinets are not in use. Access control may be used in 
conjunction with locked file cabinets. 

• Files are only to be removed from locked cabinets when in use. Locked fireprooffile 
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cabinets must be used for all collateral files or documents (i.e. grant or loan 
agreements, covenants, etc.). 

• Keys to secure spaces are controlled andlogged/assigned. 
• Combinations given out to employees arelogged. 
• Management is to review changing locks and combinations upon staff changes. 
• CDBG-DR employees should notify management staff immediately if they see an 

unfamiliar person any premises that receives and stores applicant PII. 
 

Verbal Security 
Employees and contractors granted access to PII must exercise precautions when 
discussing PII. 

 
• PII should not be shared with coworkers unless it is required for them to complete 

their job duties. 
• Limit information when leaving voicemail to name of facility and return phone 

number. 
• No PII should be discussed in public places. 

 
Electronic Transmission of PII 
Examples of electronic transmission of PII, include, but are not limited to: 

• E-mail, text, and instant messages 
• Document(s) attached to an e-mail message 
• (FTP) 
• General Web Services 
• File Sharing Services 
• Electronic Data Interchange (EDI) 

 
If there is any question concerning the sensitive or non-sensitive nature of the PII, 
employees should contact the Director of the City of Columbia Community Development 
Department. 

 
Methods of Safe Transmission of PII 
Although the transmission of PII is strongly discouraged by the City of Columbia, there 
may instances when this type of information must be shared among program staff. If this 
situation arises during the administration of a CDBG-DR program, there are several 
methods considered acceptable when transmitting PII: 

• Installing encryption software on a select number of desktops and designating 
those computers for the transmission of sensitive PII. 

• Using encryption software to encrypt the sensitive PII before sending it 
electronically, e.g., as an e-mail attachment. The password key should be forwarded 
to the recipient in a separate e-mail from the attached file or mailed. (PKZip is not 
considered a valid solution due to the ability to “break” the encryption) 

• Using an application designed to protect the transmission of sensitive PII, e.g., 
Web- based applications that use TLS1.0, secure file share, or secure file transfer 
applications such as Secure Shell File Transport Protocol (SFTP). 
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• Sending documents with sensitive PII by facsimile is permissible if the  sender 
alerts the designated recipient that sensitive PII is being sent. The recipient must 
then verify by phone or e-mail that the information has been received. 

• Transfer of information via secure web applications 
• Transfer of information via VPN 
• FTP in conjunction with encryption unless secure/encrypted FTP protocols have 

been put into place 
 

In addition to the above listed protocols, anti-virus and anti-spyware programs on individual 
computers and on servers on the CDBG-DR network should be regularly run by agency. 

 
Password Management 
The City of Columbia Community Development Department also requires that CDBR-DR 
personnel, contractors and/or subrecipients control access to sensitive information by 
requiring the use of “strong” passwords, i.e. a mix of letters, numbers, and characters. 
Passwords to the city’s CBDG-DR system should be frequently changed. In addition, the city 
requires the following in the execution of CDBG-DR activities: 

• Sharing passwords or posting them near CDBG-DR workstations is notpermitted. 

• Password-activated screen savers must be used to lock employee computers after a 
period of inactivity. 

• Users who don’t enter the correct password within a designated number of log- 
on attempts should be locked out of the CDBG-DR system. 

 
Acceptable Methods for Disposal of CDBG-DR PII 

The City of Columbia requires all CDBG-DR personnel, contractors, and subrecipients to properly 
dispose of sensitive information so that it cannot be read or reconstructed. Acceptable 
disposal methods are as follows: 

• Paper 
o Shredding / shred boxes 
o Burning 
o Pulverizing 

• Electronic Media 
o If the media cannot be physically destroyed like a CD or DVD, data 

wiping software that permanently removes the PII data from the storage 
device must be used 

o CDs and DVD can be shredded or burned 
 

In order to effectively carry out these procedures the following must occur: 
• Document shredders should be made available throughout the workplace, including 

next to the photocopier. 
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• Disposal of computers and portable storage devices must include the use of 
software for securely erasing data and hard drive so that the files are no longer 
recoverable. 

 
PII Security Practices of Program Contractors and Subrecipients 

All CDBG-DR contracts or grant agreements with the City of Columbia will require that all contractors 
and subrecipients adopt and properly administer the city’s PII policies and procedures. Failure to 
effectively carry out these policies or any breach of information may cause the city to terminate the 
contract or grant agreement. In addition, the city requires that all program contractors and 
subrecipients maintain files and procedures regarding: 

• Reference or background checks conducted prior to onboarding CDBG-DR employees 
who will have access to sensitive data. 

• Employee review and acknowledgement of the city’s PII and acceptable use policies. 

• Restricting access to CDBG-DR PII to a limited number of personnel. 

• Identification of employees with an actual or perceived conflict of interest. Identified 
employees shall not be granted access to information or PII that is the source of the 
conflict of interest. 

• Zero tolerance policy related to the release of any applicant provided information 
without written consent of the applicant (See Exhibits B and C) and/or City of 
Columbia Community Development Department. 

• PII Training provided to CDBG-DR personnel. 

• Procedures in place for ensuring that CDBG-DR personnel who leave the project or 
employment no longer have access to sensitive information i.e. timely termination of 
passwords, and collection of keys and identification cards as part of the out-processing 
routine. 

 
The City of Columbia Community Development Department will conduct an initial monitoring of 
all CDBG-DR program contractors and subrecipients for compliance with these policies and 
procedures to ensure compliance. In addition, PII security will be regularly monitored by the 
city. 

 
CDBG-DR PII Training 

The City of Columbia Community Development Department will conduct PII training for all 
CDBG-DR personnel and contractor/subrecipient staff as necessary. In addition to PII training, 
the city requires: 

• All CDBG-DR employees, contractors, and subrecipient staff must read this 
policy and acknowledge understanding of this document (See Exhibit A). 

• All CDBG-DR employees, contractors, and subrecipient staff must read and 
agree to the city’s acceptable use, wireless, and sanctions policies. 
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• Any suspicious activity shall be immediately reported to management and the 
Director of the City of Columbia Community Development Department at PHONE 
NUMBER AND EMAIL ADDRESS. 

 
Compromises of PII Security 
All compromises or potential compromises of PII security shall immediately be reported to the 
Director of the Community Development Department in order to assess the situation and 
determine the appropriate action to be taken. In addition, the following steps should be taken: 

• Immediate investigation of the security incident and termination of any existing 
vulnerabilities or threats to personal information. 

• Any compromised computer should be immediately disconnected from any CDBG-DR 
network. 

• Suspension of access to physical or electronic information for any personnel suspected of 
creating a breach of PII security. 

 
The Director of the Community Development Department will be responsible for notifying all 
appropriate city departments, affected applicants, and law enforcement agencies, as 
applicable. In addition, the Director will be responsible for the termination of any contracts or 
grant agreements as determined necessary. 

 
Responsible Agency 
The City of Columbia Community Development Department will be responsible for the 
administration and enforcement of the City of Columbia Procedures to Protect Personally 
Identifiable Information (PII) for CDBG-DR Programs, Information Security Acceptable Use 
Policy (Exhibit D), Wireless Acceptable Usage Policy and Agreement (Exhibit E) and Sanctions 
for Privacy Violation Policy (Exhibit F) to ensure that all CDBG-DR personnel, contractors, and 
subrecipients understand, acknowledge, and comply with city policy in order to adequately 
protect applicant PII. The Community Development Department will also be responsible for 
ensuring that all contracts and grant agreements contain references and strict adherence to 
these policies. In addition, the Community Development Department will monitor all 
contractors and subrecipients for compliance with PII requirements and provide training as 
necessary. 

 
EXHIBIT A –Protection of Personally Identifiable Information (PII) Policy and Agreement 
Certification 

 
EXHIBIT B - Acceptable Usage Policy 
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PII PROCEDURES EXHIBIT A 
 
 

CITY OF COLUMBIA 
 

PROTECTION OF PERSONALLY IDENTIFIABLEINFORMATION 
(PII) POLICY AND AGREEMENT RECOGNITION 

 
 

I,  , acknowledge that I have 
received, fully read, had the opportunity to ask questions, and fully understand THE 
CITY OF COLUMBIA PROCEDURES TO PROTECT PERSONALLY 
IDENTIFIABLE INFORMATION (PII) FOR CDBG-DR PROGRAMS POLICY 
concerning the protection of applicant PII for all CDBR-DR Programs. I agree to abide 
by the terms and conditions of the policies stated within. I also understand that the 
intentional or inadvertent release of applicant PII, without written permission by the 
applicant or City of Columbia Community Development Department, may result in 
reassignment or termination of my employment on the city’s CDBG-DR Programs. 

 
 
 

Printed Name: 
 
 

Signature: 
 
 

Department/Organization: 
 
 

Date: 
 
 

11



EXHIBIT B PII ACCEPTABLE USEPOLICY 
City of Columbia, SC 

Acceptable Use Policy (AUP) 

 
Section 1 - Introduction 
Information Resources are valuable and strategic assets of the City of Columbia (hereinreferred 
to as COC) and must be treated and managed as such. COC provides various computer 
resources to its employees for the purpose of assisting them in the performance of their job- 
related duties. The public places considerable confidence in COC Government to ensure the 
integrity, accuracy, and security of information stored, managed, and shared by the City. In 
addition, the City is responsible to manage and protect this information according to county, 
state and federal regulations including Local, State, and Federal HIPAA Regulations. These 
policies and guidelines have been developed to help ensure the proper management and 
security of this information. Failure to comply with any of the provisions can have employment 
consequences and will be managed in accordance with COC Government personnel policies. 
Users are accountable for familiarizing themselves with this policy and using it as a guidepost 
for your daily decisions and actions when using these services. 
Section 2 – Purpose 
This policy clearly documents expectations for appropriate use of COC assets. This Acceptable 
Use Policy in conjunction with the corresponding standards is established to achieve the 
following: 
1. To establish appropriate and acceptable practices regarding the use ofinformation 

resources. 
2. To ensure compliance with applicable State and local laws and other rules andregulations 

regarding the management of information resources. 
3. To educate individuals who may use information resources with respect totheir 

responsibilities associated with computer resource use. 
This Acceptable Use Policy contains four policy directives. Part I – Acceptable Use 
Management, Part II – Ownership, Part III – Acceptable Use, and Part IV – IncidentalUse. 
Together, these directives form the foundation of the COC Acceptable Use Program. 

 
Section 3 – Applicability 
The following policies and guidelines apply to any individual (‘User’ or ‘Authorized User’) that 
has been granted privileged access to City information, the information systems that contain or 
transmit that information (which includes but is not limited to computers, data and telephone 
networks, fax machines, printers and associated equipment and software), and the physical 
locations that house that information. This applies to protected information in all forms – verbal, 
written and electronic. Note that this includes both City government employees as well as non- 
employees (i.e. contractors, vendors, interns, etc.) with such access. 

 
Section 4 – Roles & Responsibilities 
1. COC management will establish a periodic reporting requirement to measure the  

compliance and effectiveness of this policy. 
2. COC management is responsible for implementing the requirements of this policy, or 

documenting non-compliance via the method described under exception handling. 
3. COC Managers, in cooperation with the City Information Technology Department, are 

required to train employees on policy and document issues with Policycompliance. 

4. All COC employees are required to read and acknowledge the reading of this policy. Each 
employee is required to sign the acknowledgement statement at Appendix A. The signed 
acknowledgement statement must be maintained by your organization in the personnel file. 
Network users who do not sign the Acceptable Use Policy Acknowledgement Statement will 
be denied access to the City’s Communications and Computer Systems. We encourage 
departments to have their staff review the AUP annually. 12



EXHIBIT B PII ACCEPTABLE USEPOLICY 
Section 5 – Policy Directives 

Part I - Acceptable Use Management Requirements 
1. COC will establish formal Standards and Processes to support the ongoing development 

and maintenance of the COC Acceptable Use Policy. 
2. The COC Management will commit to the ongoing training and education of COC staff 

responsible for the administration and/or maintenance and/or use of COC Information 
Resources. At a minimum, skills to be included or advanced include User Training and 
Awareness. 

3. The COC Management will use metrics to establish the need for additional education or 
awareness programs in order to facilitate the reduction in the threat and vulnerability profiles 
of COC Assets and Information Resources. 

4. The COC Management will establish a formal review cycle for all Acceptable Use initiatives. 
5. Any security issues discovered will be reported to the COC CIO or his/her designee for 

follow-up investigation. Additional Reporting requirements can be located within the Policy 
Enforcement, Auditing and Reporting section of this policy. 

 
Part II - Ownership 
Electronic files created, sent, received, or stored on Information Resources owned, leased, 
administered, or otherwise under the custody and control of COC are the property of COC 
and employee use of these such files is neither personal nor private. Authorized COC 
Information Technology employees may access all such files at any time without knowledge 
of the Information Resources user or owner. COC management reserves the right to monitor 
and/or log all employee use of COC Information Resources with or without prior notice. 

 
Part III – Acceptable Use Requirements 

a. Users must report any weaknesses in computer security to the IT Help Desk. Weaknesses 
in computer security include unexpected software or system behavior, which may result in 
unintentional disclosure of information or exposure to security threats. 

 
b. Users must safeguard the confidentiality and integrity of City systems, including strong password 

logons (see Strong Password Standard), access codes, network access information, log-on IDs) from 
improper access, alteration, destruction and disclosure. Users shall only access or use these systems 
when authorized. Users must abide by City standards contained in this section and other City policies 
regarding protecting data and information stored on these systems. 

 
c. Users must report any incidents of possible misuse or violation of this Acceptable UsePolicy 

through the use of documented Misuse Reporting processes associated with the Internet, 
Intranet, and Email use standards. 

d. Users must not attempt to access any data, documents, email correspondence, and 
programs contained on COC systems for which they do not have authorization. 

e. Systems administrators and authorized users must not divulge remote connection modem 
phone numbers or other access points to COC computer resources to anyone without 
proper authorization. 

f. Users must not share their account(s), passwords, Personal Identification Numbers (PIN), 
Security Tokens (i.e. Smartcard), or similar information or devices used for identification 
and authorization purposes. 
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EXHIBIT B PII ACCEPTABLE USE POLICY 
1. You may not use another individual's account, or attempt to capture or guess other users' 

passwords. 
2. Users must not use their logon credentials to give other employees, nonemployees, 

contractors, etc. access to city network resources, systems, and data. 

3. Users will either log off or lock their system when they will be away from the computerfor 
any length of time. 

4. Users must not make unauthorized copies of copyrighted or COC owned software. 
5. Users must not use non-standard shareware or freeware software without theappropriate 

COC Management approval. 
6. Users must not purposely engage in activity that may harass, threaten or abuse othersor 

intentionally access, create, store or transmit material which COC may deem to be 
offensive, indecent or obscene, or that is illegal according to local, state or federallaw. 

7. Users must not engage in activity that may degrade the performance of Information 
Resources; deprive an authorized user access to COC resources; obtain extraresources 
beyond those allocated; or circumvent COC computer security measures. 

8. Users must not download, install or run security programs or utilities such as password 
cracking programs, packet sniffers, or port scanners that reveal or exploit weaknesses inthe 
security of a COC computer resource. 

9. COC Information Resources must not be used for personal benefit, political activity, 
unsolicited advertising, unauthorized fund raising, or for the solicitation of performance of 
any activity that is prohibited by any local, state or federal law. 

10. Access to the Internet from COC owned, mobile computers (laptops, tablets) must adhere to 
all the policies. Employees must not allow family members or other non-employees to 
access nonpublic accessible COC computer systems. 

11. Any security issues discovered will be reported to the COC IT Director or his\her designee 
for follow-up investigation. Additional Reporting requirements can be located within the 
Policy Enforcement, Auditing and Reporting section of this policy. 
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EXHIBIT B PII ACCEPTABLE USEPOLICY 
 
 
 

Part IV – Incidental Use 
While City systems are intended for primarily business purposes, limited (incidental and 
occasional) personal use may be permissible when authorized by your management and it 
does not: 

 
1. Interfere with your work responsibilities or business operations. 

 
2. Involve interests in personal outside business and/or other non-authorized organizations 
and activities (which may include, but is not limited to selling personal property/items or 
soliciting for or promoting commercial ventures, charitable, religious or political activities or 
causes). 

 
3. Lead to inappropriate costs to the City. (Excessive personal surfing, utilizing 
streaming services for personal use such as listening to music or watching video, and 
downloadingof music and video files are specifically forbidden.) 
4. Incidental use must not result in direct costs to COC, cause legal action against, or cause 
embarrassment to COC. 
5. Storage of personal email messages, voice messages, files and documents are not to be 
stored or accessed within COC’s computer resources. 
6. COC management will resolve incidental use questions and issues using these 
guidelinesin collaboration with COC’s CIO, HR Manager and City Manager. 

 
Section 4 - Enforcement, Auditing, Reporting 
1. Violation of this policy may result in disciplinary action that may include termination for 
employees and temporaries; termination of employment relations in the case of contractors or 
consultants; dismissal for interns and volunteers. Additionally, individuals are subject to loss 
of COC Information Resources access privileges, civil, and criminal prosecution. COC 
Management is responsible for the periodic auditing and reporting of compliance with this 
policy. COC CIO will be responsible for defining the format and frequency of the reporting 
requirements and communicating those requirements, in writing, to COC Management. 
2. Exceptions to this policy will be considered only when the requested exception is 
documented using the Exception Handling Process and Form and submitted to the COC IT 
Director and COC Policy Review Committee. 
3. Any employee may, at any time, anonymously report policy violations via COC’sIntranet. 

 
Section 5 - References 
Internet Use Monitoring and Filtering 
Policy E-Mail Use Standard 

Section 6 - Control and Maintenance 
Policy Version: 1.0.0 Date: 04/24/2015 Author: Sylvia White 
Owner: Information Technology Department 
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CITY OF COLUMBIA COMMUNITY DEVELOPMENT DEPARTMENT 
CDBG DISASTER RECOVERY PROCUREMENT POLICY 

These procedures are intended to serve as guidelines for the procurement of supplies, 
equipment, construction services and professional services for the City of Columbia Community 
Development Block Grant (CDBG) Disaster Recovery Program. These guidelines meet state 
requirements and the standards established in §2 CFR 200, Uniform Administrative 
Requirements, Cost Principles and Audit Requirements for Federal Awards (formerly 24 CFR 
85.36). 

 
CODE OF CONDUCT 

The City of Columbia (the City) maintains these standards of conduct covering conflict of interest 
and governing the performance of its employees engaged in the selection, award, and 
administration of contracts as required by 2 CFR Section 200.318. No employee, officer, or agent 
of the City of Columbia shall participate in the selection, award, or administration of a contract 
supported by a federal award if he or she has a real or apparent conflict of interest. Such a 
conflict could arise if the employee, officer or agent; any member of his/her immediate family; 
his/her partner; or 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. 

 
If the City of Columbia has a parent, affiliate or subsidiary organization (that is not a state, 
federally recognized tribe, or local government), the entity must also maintain written standards 
of conduct covering organization conflicts of interest. Organizational conflicts of interest occur 
when the entity is unable, or appears to be unable, to be impartial in conducting a procurement 
action involving a related organization because of relationships with a parent company, affiliate 
or subsidiary organization. 

 
To ensure objective contractor performance and eliminate unfair competitive advantage, 
contractors that develop or draft design plans and specifications, requirements, statements of 
work, and invitations for bids or requests for proposals must be excluded from competing for 
such procurements as required in 2 CFR Section 200.319 (a). 

 
Under the 1991 Ethics Reform Act, South Carolina Code of Laws, 1976 as amended, City of 
Columbia employees are prohibited from accepting anything of value from any person such as 
contractors or firms, potential contractors or firms, or parties to sub-agreements. Anything of 
value includes, but is not limited to, lodging, transportation, entertainment, food, meals, 
beverages, money, gifts, honorariums, discounts and interest free loans. 

 
Any alleged violations of these standards of conduct shall be referred to the City of Columbia 
Attorney. Where violations appear to have occurred, the offending employee, officer or agent 
shall be subject to disciplinary action, including but not limited to dismissal or transfer; where 
violations or infractions appear to be substantial in nature, the matter may be referred to the 
appropriate officials for criminal investigation and possible prosecution. 
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PROCUREMENT PROCEDURES 

The director of each department or agency of the City of Columbia responsible for procurement 
of services, supplies, equipment, or construction obtained with Disaster Recovery CDBG funds 
shall review all proposed procurement actions to avoid the purchase of unnecessary or 
duplicative items. Such reviews shall consider consolidation or breaking out to obtain a more 
economical purchase. When determined appropriate by the Director, an analysis to determine 
which approach would be the most economical shall be undertaken. 

The City of Columbia shall take affirmative steps to assure that small and minority firms, 
women’s business enterprises, and surplus labor firms are solicited whenever they are potential 
qualified sources. The City of Columbia shall also consider the feasibility of dividing total 
requirements into smaller tasks or quantities so as to permit maximum participation by small 
and minority firms, women’s business enterprises, and labor surplus firms. Where permitted by 
regulations, delivery schedules will be developed that will include participation by such 
businesses. The City of Columbia shall assist the prime contractor whenever possible by 
providing lists that identify qualified small and minority firms, women’s business enterprises, and 
labor surplus area firms. 

 
SELECTION PROCEDURES 
All goods and services procured with CDBG Disaster Recovery funds shall be carried out in a 
manner that provides maximum free and open competition. Procurement procedures will not 
restrict or eliminate competition. The City of Columbia shall not place unreasonable 
requirements on firms in order for them to qualify to do business. Nor will the City of Columbia 
encourage or participate in noncompetitive practices among firms. The City of Columbia is alert 
to organizational conflicts that would jeopardize the negotiation process and limit competition. 
The City of Columbia will not require unnecessary experience or bonding. 

 
Pursuant to state law and federal regulations at 2 CFR 200.319 (c), all solicitations of offers shall 
incorporate a clear accurate description of the technical requirements for the material, service, 
or product to be procured. In competitive procurements, these descriptions shall not contain 
features which unduly limit competition. The description may include a statement of the 
qualitative nature of the material, product, or service and the minimum essential characteristics 
and standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications shall be avoided whenever possible. A brand name or equal description may be 
used to define the performance or other salient requirements of procurement. The specific 
features of the named brand that must be met by offerors shall be clearly stated. 

 
All solicitations of offers shall clearly set forth all requirements that offerors must fulfill and all 
other factors to be used in evaluating bids, proposals, or statements of qualifications. 

 
Contracts shall be awarded only to responsible contractors/firms that possess the potential 
ability to perform successfully under the terms and conditions of the proposed procurement. 

 
Consideration shall be given to such factors as the contractor’s/firm’s capacity, integrity, 
compliance with public policy, record of past performance, and financial and technical 
resources. 
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Grantees and subgrantees will ensure that all prequalified lists of persons, firms, or products used 
in acquiring goods and services are current and include enough qualified sources to ensure 
maximum open and free competition. Also, grantees will not preclude potential bidders from 
qualifying during the solicitation period. 

 
METHODS OF PROCUREMENT 
Direct procurement by the City of Columbia shall be made using one of the following methods 
depending on the type of service to be procured. 

 
Small Purchase Procedures Relatively simple, informal procurement procedures will be used 
where the purchase of materials, single task services, supplies, equipment, and/or other 
property will not cost in the aggregate more than $25,000 except where further limited by state 
law or Disaster Recovery CDBG policy. The procurement officer must obtain a minimum of three 
written price or rate quotations from qualified sources. Documentation on all quotations 
received shall be made a part of the file. Selections shall be made principally on price. Payment 
shall be made upon delivery or completion. 

 
Competitive Sealed Bids/Formal Advertising Under this procedure, bids is publicly advertised in 
accordance with the state’s Public Bid Law. A firm fixed price contract (either lump sum or unit 
price) shall be awarded to the responsible bidder whose bid is lowest in price and that conforms 
to all the material terms and conditions of the advertisement for bids. 

 
Competitive sealed bids can be used ONLY when the following criteria are met: (1) there are 
complete, adequate, and realistic specifications or purchase descriptions; (2) there are two or 
more responsible bidders who are willing and able to compete effectively; (3) the procurement 
can be made on a firm fixed-price contract and selection of the successful bidder can 
appropriately be made principally on the basis of price. When formal advertising is used the 
following conditions shall be met: 

 
• The advertisement for bids shall be publicly advertised in accord with state law. 

 
• The advertisement for bids, including the specifications and pertinent attachments, shall 

clearly define the items or services needed in order for the bidders to properly respond 
to the advertisement. 

 
• All bids shall be opened publicly at the time and place specified in the advertisement for bids. 

 
• A firm fixed-price contract award shall be made by written notice to the lowest responsible bidder 

whose bid conforms to the advertisement for bids. Where specified in the bid documents, factors 
such as discounts, transportation costs, and life cycle costs shall be considered in determining 
which bid is lowest. Payment discounts shall only be used to determine low bid when prior 
experience indicates that such discounts are generally taken. 

 
• Notwithstanding the above, any or all bids may be rejected when there are sound 

documented business reasons in the best interest of the Disaster Recovery CDBG Program. 
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Competitive Negotiation: Requests for Proposals/Qualification Statements. 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. All competitive proposals 
shall be conducted using a formal RFP/RFQ when conditions are not appropriate for the use of 
sealed bids. Architectural and engineering services must be procured via requests for 
qualification statements; administrative consulting services must be procured via requests for 
proposals. Other professional services may also be procured by requests for proposals. The 
following procedures will be used for competitive negotiation: 

• Requests for proposals will be publicized and identify all evaluation factors and their 
relative importance. Any response to requests for proposals must be considered to the 
maximum extent practical; 

 
• Proposals must be solicited from an adequate number of qualified sources; 

 
• The non-Federal entity must have a written method for conducting technical evaluations 

of the proposals received and for selecting recipients; 
 

• Contracts must be awarded to the responsible firm whose proposal is most advantageous 
to the program, with price and other factors considered; and 

 
• The non-Federal entity 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. 

 
• All submittals will be honored and entered into the competition. 

 
• Request for proposals or qualification statements shall contain a detailed list of tasks in 

the proposed scope of work that is expected to be accomplished. 
 

• The request for proposals or qualification statements shall identify all significant 
evaluation factors or selection criteria, including the corresponding point system that will 
be used to rate the proposals/qualification statements. Requests for proposals shall 
always include cost and at least one non-cost evaluation factor. 

 
• The selecting official (or committee, if one is designated) shall review all proposals and 

statements received and make a technical evaluation of each. This shall also include a 
written statement that identifies the basis upon which the selection was made; including 
the importance of cost (for RFPs). 

 
A contract award  will  be  made  to  the  responsible  offeror  whose  submission  is  deemed  
most appropriate to the City of Columbia with consideration for price, qualifications, and other 
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factors set by the local governing body. Unsuccessful offerors shall be notified in writing within 
ten working days of contract award. Documentation of notification shall be maintained in the 
contract selection file for the individual project. 

 
For qualifications-based procurement of architectural/engineering (A/E) professional services 
whereby competitors' qualifications are evaluated and the most qualified competitor is selected, 
at least three firms will be solicited. Following the review of the qualification statements received, 
the most qualified competitor will be selected to enter into contract negotiation. This shall always 
include negotiation of price to insure cost reasonableness. At the conclusion of successful 
negotiation, the competitor shall be invited to enter into a contract. 

 
Noncompetitive Negotiation/Sole Source Noncompetitive negotiation shall be used when small 
purchase, formal advertising, or competitive negotiation procedures are not feasible. 
Noncompetitive negotiation will involve solicitations of a proposal from only one source. This can 
also occur if solicitations under the competitive negotiation procedures result in only one 
proposal or qualification statement. Noncompetitive negotiation shall only be used when written 
authorization has been obtained from the U.S. Housing and Urban Development (HUD) In order to 
qualify for this type of procurement, one of the following circumstances must apply: 

• The item or service is available only from a single source; 
 

• It is determined that a public urgency or emergency exists and the urgency will not 
permit the delay beyond the time needed to employ one of the other three methods of 
procurement. 

 
• After solicitation of a number of sources, competition is determined to be inadequate. 

 
PROTESTED SOLICITATIONS AND AWARDS 
Right to protest. Any actual or prospective bidder, offeror, contractor, or subcontractor who is 
aggrieved in connection with the solicitation or award of a contract may protest to the 
appropriate procurement officer. The protest, setting forth the grievance, shall be submitted in 
writing within five (5) days after such aggrieved persons know, or should have known of, the facts 
giving rise thereto, but in no circumstance after 10 days of notification of contract award. 

 
Authority to resolve protests: The appropriate procurement officer shall have authority, prior to 
the commencement of an administrative review, as provided in this article, to settle and resolve a 
protest of an aggrieved bidder, offeror, contractor or subcontractor, actual or prospective, 
concerning the solicitation or award of a contract. This authority shall be utilized in a manner 
consistent with regulations or laws governing the procurement of supplies, services and 
construction for the city. 

 
Decision. If the protest is not resolved by mutual agreement, the appropriate procurement officer 
shall promptly issue a decision in writing within 10 days. The decision shall state the reasons for 
the action taken. 

 
Notice of decision. A copy of the decision shall be mailed or otherwise furnished immediately to the 
protestant and any other party intervening. 
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Finality of decision. A decision of this section shall be final and conclusive, unless fraudulent, or 
unless any person adversely affected by the decision requests a review in writing, setting forth  
the grievance, to the city manager within 10 days of the decision. The protestant may also request 
an interview with the city manager. 

 
Request for review. The request for a review shall not stay the contract unless fraudulent. 

 
CONTRACT PRICING 
Cost plus percentage of cost and percentage of construction cost methods of contracting MUST 
NOT be used. The City of Columbia shall perform cost or pricing analysis in connection with every 
procurement action including contract modifications in accordance with the requirements of Cost 
and Price Analysis for HUD Grantees and Funding Recipients. Costs or prices based on estimated 
costs for Disaster Recovery CDBG projects shall be allowed only to the extent that the costs 
incurred or the cost estimates included in negotiated prices are consistent with federal cost 
principals [48 CFR Part 31]. Lump sum prices will only be utilized when there is a definable work 
product and the quantity to be provided is certain and the contractor assumes all the risk for  
costs incurred. Unit prices can be utilized when there is a definable work product and the 
contractor assumes all the risk for costs incurred, but the quantity is estimated. Cost 
reimbursement will be utilized when the task does not result in a definable work product or the 
contractor will not assume the risk of incurring the cost to complete the task. Cost 
reimbursement, unit or lump sum price, or a combination thereof may be utilized as appropriate. 

 
A cost reimbursement type contract is most appropriate when the scope and extent of the work 
to be performed are not clearly defined, such as a professional services contract. A cost 
reimbursement contract MUST clearly establish a cost ceiling which may not be exceeded without 
formally amending the contract, and must identify a fixed dollar profit that may not be increased 
unless there is a contract amendment that increases the scope of the work. 

 
A fixed price contract is appropriate when the scope of work is very well defined and product 
oriented. A fixed price contract can only be awarded when fair and reasonable prices can be 
established through adequate price competition and the solicitation is based principally on price. 

 
A fixed price contract MUST establish a guaranteed price that may not increase unless there is a 
contract amendment that increases the scope of the work. 

 
PROCUREMENT RECORDS 

The City of Columbia shall maintain records sufficient to detail the history of all CDBG Disaster 
Recovery procurements. The Procurement Record shall include documentation of: 

• The determination and rationale for selecting the method of Procurement from among 
the methods permissible under these guidelines; 

• The process used to determine best value, the manner in which the evaluation process 
was conducted, and the evaluation criteria which, whenever possible, shall be 
quantifiable; 

• The rationale for selecting the specific Contractor or Vendor and the basis upon which 
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cost was determined to be reasonable. 

• For each amendment to an existing Contract, especially those containing material 
changes (e.g., changes in scope, performance period, price, price ceiling, etc.), a written 
justification shall be included in the Procurement Record. 

• Determinations of emergency with respect to Emergency Selection Contracts shall be 
included in the Procurement Record, as well as the determination to enter into a Sole 
Source or Single Source Contract. 

 
ECONOMIC OPPORTUNITIES FOR SECTION 3 RESIDENTS AND BUSINESSES 
It is the policy of the City of Columbia 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. 

 
Section 3 of the Housing and Urban Development Act of 1968, as amended (12 U.S.C. 1701u) 
requires the City of Columbia to ensure that employment and other economic and business 
opportunities generated by HUD financial assistance, to the greatest extent feasible, are directed 
to public housing residents and other low-income persons, particularly recipients of government 
housing assistance, and business concerns that provide economic opportunities to low- and very- 
low income persons. 

 
Section 3 requirements are triggered whenever the need for new employment, contracting or 
subcontracting is established for federally funded projects involving the construction or 
rehabilitation of housing, or other public construction projects, valued at $200,000 or more and 
contracts of $100,000 or more. Section 3 regulations apply to construction and professional 
services contracts alike and cover the entire project regardless of whether it is fully or partially 
funded by HUD. 

 
Procurement and Contracting Policy 
The City of Columbia will incorporate Section 3 Contracting Policy and Procedures in all 
procurements generated for use with HUD funding. This policy establishes goals for awarding 
contracts to Section 3 Businesses and Small Disadvantaged Businesses, formerly Minority and 
Women Business Enterprises (M/WBE). It is the responsibility of contractors, vendors and 
suppliers to implement progressive efforts to attain Section 3 compliance. The numerical goal is: 

Ten percent (10%) of the aggregate number of new hires in any fiscal year. 
 

The Section 3 Contract Clause specifies the requirements for contractors hired for Section 3 
covered projects. Any contractor 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 Columbia are required to certify that they comply with the requirements 
of Section 3. The City’s Office of Business Opportunity tracks Section 3 compliance. 

 
Section 3 Clause 
All Section 3 covered contracts shall include the following clause: 
The work to be performed under this contract is subject to the requirements of Section 3 of the 
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Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u. 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. 

 
The parties to this contract agree to comply with HUD’s regulations in 24 CFR Part 135, 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 Part 135 regulations. 

 
The contractor agrees to include this Section 3 clause in every subcontract subject to compliance 
with regulations in 24 CFR Part 135, 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 the regulations in 24 CFR Part 135. The contractor will not 
subcontract with any subcontractor where the contractor has notice or knowledge that the 
subcontractor has been found in violation of the regulations in 24 CFR Part 135. 

 
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 of 24 CFR Part 135 require employment 
opportunities to be directed, were not filled to circumvent the contractor’s obligations under 24 
CFR part 135. 

 
Noncompliance with HUD’s regulations in 24 CFR Part 135 may result in sanctions, termination of 
this contract for default, and debarment or suspension from future HUD assisted contracts. 

 
With respect to work performed in connection with Section 3 covered Indian housing assistance, 
section 7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 450e) also 
applies to the work to be performed under this contract. Section 7(b) requires that to the greatest 
extent feasible (i) preference and opportunities for training and employment shall be given to 
Indians, and (ii) preference in the award of contracts and subcontracts shall be given to Indian 
organizations and Indian-owned Economic Enterprises. Parties to this contract are subject to the 
provisions of Section 3 to the maximum extent feasible, but not in derogation of compliance with 
section 7(b). 

 
SMALL AND MINORITY BUSINESSES, WOMEN'S BUSINESS ENTERPRISES, AND LABOR SURPLUS AREA FIRMS 
The City of Columbia will take all necessary affirmative steps to assure minority businesses, 
women's business enterprises, and labor surplus area firms are used when possible. Affirmative 
steps must include: 

• Placing qualified small and minority businesses and women's business enterprises on 
solicitation lists; 

 
• Assuring that small and minority businesses, and women's business enterprises are 

solicited whenever they are potential sources; 
 

• Dividing total requirements, when economically feasible, into smaller tasks or quantities to 
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permit maximum participation by small, minority, and women's business enterprises; 
 

• Establishing delivery schedules, where the requirement permits, which encourage 
participation by small and minority businesses, and women's business enterprises; 

 
• Using the services and assistance, as appropriate, of such organizations as the Small 

Business Administration and the Minority Business Development Agency of the 
Department of Commerce; and 

 
• Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps 

listed above. 
 

CONTRACT COST AND PRICE 
The City of Columbia will perform a cost or price analysis in connection with every procurement 
action in excess of the Simplified Acquisition Threshold ($150,000) including contract 
modifications. The method and degree of analysis is dependent on the facts surrounding the 
particular procurement situation, but as a starting point, the City will make independent 
estimates before receiving bids or proposals. 

 
The City of Columbia 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. 

 
Costs or prices based on estimated costs for contracts under the federal award are allowable only 
to the extent that costs incurred or cost estimates included in negotiated prices would be 
allowable for the City of Columbia under Subpart E—Cost Principles of this part. The City of 
Columbia may reference its own cost principles that comply with the Federal cost principles. The 
cost plus a percentage of cost and percentage of construction cost methods of contracting must 
not be used. 

 
CONTRACT ADMINISTRATION 
The City of Columbia shall maintain contract administration systems that ensure contractors/firms 
perform in accordance with the terms, conditions, and specifications of their contracts or 
purchase orders. The accepted performance of contractors/ firms will be a factor in subsequent 
contract negotiations and award. Remedial action by the City of Columbia through legal  
processes shall be considered in instances of significant nonperformance. 

 
PURCHASING DIVISION - SEGREGATION OF DUTIES 
Segregation of duties is a vital and critical measure for effective internal controls in citywide 
procurement and contracting operations and to ensure the integrity of the business process. 
These measures further reduce the risk of erroneous and inappropriate actions and deter fraud 
and fraudulent acts. Staff with multiple functional roles has a greater opportunity to abuse 
powers within an organization. The City of Columbia  clearly separates the roles  of purchasing 
and finance including a separation of receiving (custody) of assets and recording, payments, 
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monitoring and reviewer approval roles. Some specific examples of segregation of duties are as 
follows: 

• The person who requisitions the purchase of goods or services is not the person who 
creates the purchase order or approves the purchase. 

• The person who approves the purchase of goods or services is not the person who 
processes the invoices for payment. 

• The person receiving an invoice is not the same individual creating the Purchase Order. 

• The person who approves the purchase of goods or services is not able to obtain custody 
of checks to the recipient. 

• The person who opens the mail is not the person handling fixed assets, invoicing, checks, 
etc. 

 
Management is ultimately responsible for oversight, monitoring and review of the internal 
purchasing process. By performing periodic assessments and reviews of its procurement activities, 
the City willgreatly reduce risks of fraud and abuse. 

 
RESPONSIBLE CONTRACTORS 
The City of Columbia 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. [2 CFR § 200.318(h)]. The City Community 
Development Department will assess vendor responsibility. Contractors and vendors must 
affirmatively demonstrate their responsibility and the responsibility of their proposed 
subcontractors. 

 
PRE-QUALIFIED POOL (PQP) OF VENDORS 
The City of Columbia may select contractors or vendors for any procurement activity from a 
qualified pool of potential contractors selected on the basis of an RFP or RFQ. Using a Pre- 
qualified Pool of Vendors allows aspects of the competitive process to be addressed early in a 
phased selection process so that vendors and contractors in the pool can be subsequently 
engaged on an accelerated, more efficient basis. Where a PQP has been established for a 
particular procurement, the solicitation of individual bids need not be publicly advertised. 
Contract award will be based on the lowest bid for specific services required. The City shall ensure 
that all panels include enough qualified sources to ensure maximum open and free competition. 
The City also will not preclude potential bidders from qualifying during the solicitation period. [2 
CFR § 200.319(d)] 

 
• State Agency or State Authority Contract. The City may enter into contracts with eligible 

vendors where the State has engaged in a competitive process to create a pool of eligible 
vendors for comparable services. 

 
• Affiliated Agency Contract or Affiliated Agency Competitive Selection Process. Whenever 

an Affiliated Agency has completed a competitive process to create a pool of eligible 
vendors for the provision of goods and/or services, the City may enter into a contract with 
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those vendors for such services, if for the same services and upon comparable terms. 
 

• Intergovernmental Agreements. To foster greater economy and efficiency, and in 
accordance with efforts to promote cost-effective use of shared services across the federal 
government, the City is encouraged to enter into State and local intergovernmental 
agreements or inter-entity agreements, where appropriate, for procurement or use of 
common or shared goods and services. [2 CFR § 200.318(e)] 

 
NO IN-STATE OR LOCAL GEOGRAPHICAL PREFERENCES 
The City of Columbia must conduct procurements in a manner that prohibits the use of statutorily 
or administratively imposed state, local, or tribal geographical preferences in the evaluation of 
bids or proposals, except in those cases where applicable federal statutes expressly mandate or 
encourage geographic preference. Nothing in this section preempts state licensing laws. 

 
BONDING REQUIREMENTS 
City of Columbia construction or housing rehabilitation contracts or subcontracts exceeding the 
Simplified Acquisition Threshold of $150,000 may accept the City’s contractor bonding policy and 
requirements provided that the federal awarding agency or pass-through entity has determined 
that the federal interest is adequately protected. If such a determination has not been made, the 
minimum requirements must be as follows: 

• A bid guarantee from each bidder equivalent to five percent of the bid price. The bid 
guarantee must consist of a firm commitment, such as a bid bond, certified check, or 
other negotiable instrument, accompanying a bid as assurance that the bidder will, upon 
acceptance of its bid, execute such contractual documents as required within the time 
specified. [2 CFR § 200.325 (a)] 

 
• A performance bond on the part of the Contractor for 100 percent of the contract price. 

A performance bond is one executed in connection with a Contract to secure fulfillment 
of all the contractor's obligations under such contract. [2 CFR § 200.325 (b)] 

 
• A payment bond on the part of the Contractor for 100 percent of the contract price. A 

payment bond is one executed in connection with a contract to assure payment, as 
required by law, of all persons supplying labor and material in the execution of the work 
provided for in the contract. [2 CFR § 200.325 (c)] 

 
REQUIRED LANGUAGE IN CONTRACTS SUPPORTED BY FEDERAL FUNDS 
All contracts supported by, or paid with, federal funds, and all terms required by any applicable 
federal statute, regulation, Federal Register notice, or policy shall be specifically incorporated by 
reference to such statute, regulation, Federal Register notice or policy. All CDBG-Disaster 
Recovery funded contracts must contain the applicable provisions described in Appendix II to Part 
200 - Contract Provisions for Non-Federal Entity Contracts Under Federal Awards, which is 
annexed to these procedures. 
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APPENDIX II TO PART 200 
CONTRACT PROVISIONS FOR NON-FEDERAL ENTITY CONTRACTS UNDER FEDERAL AWARDS 

 
In addition to other provisions required by the Federal agency or non-Federal entity, all contracts made 
by the non-Federal entity under the Federal award must contain provisions covering the following, as 
applicable. 

A. Contracts for more than the simplified acquisition threshold currently set at $150,000, 
which is the inflation adjusted amount determined by the Civilian Agency Acquisition 
Council and the Defense Acquisition Regulations Council (Councils) as authorized by 41 
U.S.C. 1908, must address administrative, contractual, or legal remedies in instances 
where contractors violate or breach contract terms, and provide for such sanctions and 
penalties as appropriate. 

B. All contracts in excess of $10,000 must address termination for cause and for 
convenience by the non-Federal entity including the manner by which it will be effected 
and the basis for settlement. 

C. Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all 
contracts that meet the definition of federally assisted construction contract must include 
the equal opportunity clause in accordance with Executive Order 11246, Equal 
Employment Opportunity, as amended by Executive Order 11375 and implementing 
regulations at 41 CFR part 60, Office of Federal Contract Compliance Programs, Equal 
Employment Opportunity, Department of Labor. 

D. Davis-Bacon Act, as amended (40 U.S.C. 3141- 3148). When required by Federal program 
legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal 
entities must include a provision for compliance with the Davis-Bacon Act as 
supplemented by Department of Labor regulations (29 CFR Part 5, Labor Standards 
Provisions Applicable to Contracts Covering Federally Financed and Assisted 
Construction). In accordance with the statute, contractors must be required to pay wages 
to laborers and mechanics at a rate not less than the prevailing wages specified in a wage 
determination made by the Secretary of Labor. In addition, contractors must be required 
to pay wages not less than once a week. The non-Federal entity must place a copy of the 
current prevailing wage determination issued by the Department of Labor in each 
solicitation. The decision to award a contract or subcontract must be conditioned upon 
the acceptance of the wage determination. The non-Federal entity must report all 
suspected or reported violations to the Federal awarding agency. The contracts must also 
include a provision for compliance with the Copeland Anti-Kickback Act (40 U.S.C. 3145). 
The Act provides that each contractor or subrecipient must be prohibited from inducing, 
by any means, any person employed in the construction, completion, or repair of public 
work, to give up any part of the compensation to which he or she is otherwise entitled. 
The non-Federal entity must report all suspected or reported violations to the Federal 
awarding agency. 

E. Contract Work Hours and Safety Standards Act (40 U.S.C. 3701- 3708). Where applicable, 
all contracts awarded by the non-Federal entity in excess of $100,000 that involve the 
employment of mechanics or laborers must include a provision for compliance with 40 
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U.S.C. 3702 and 3704. Less than 40 U.S.C. 3702 of the Act, each contractor must be 
required to compute the wages of every mechanic and laborer on the basis of a standard 
work week of 40 hours. Work in excess of the standard work week is permissible 
provided that the worker is compensated at a rate of not less than one and a half times 
the basic rate of pay for all hours worked in excess of 40 hours in the work week. The 
requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no 
laborer or mechanic must be required to work in surroundings or under working 
conditions which are unsanitary, hazardous or dangerous. These requirements do not 
apply to the purchases of supplies or materials or articles ordinarily available on the open 
market, or contracts for transportation or transmission of intelligence. 

F. Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets 
the definition of funding agreement under 37 CFR § 401.2 (a) and the recipient or 
subrecipient wishes to enter into a contract with a small business firm or nonprofit 
organization regarding the substitution of parties, assignment or performance of 
experimental, developmental, or research work under that funding agreement, the 
recipient or subrecipient must comply with the requirements of 37 CFR Part 401, Rights 
to Inventions Made by Nonprofit Organizations and Small Business Firms Under 
Government Grants, Contracts and Cooperative Agreements, and any implementing 
regulations issued by the awarding agency. 

G. Clean  Air Act  ( 42 U.S.C.  7401- 7671q.) and the Federal Water  Pollution Control Act ( 33 
U.S.C. 1251- 1387), as amended - Contracts and subgrants in excess of $150,000 must 
contain a provision that requires the non-Federal award to agree to comply with all 
applicable standards, orders or regulations issued pursuant to the Clean Air Act and the 
Federal Water Pollution Control Act as amended. Violations must be reported to the 
Federal awarding agency and the Regional Office of the Environmental Protection Agency 
(EPA). 

H. Debarment and Suspension (Executive Orders 12549 and 12689) - A contract award must 
not be made to parties listed on the government-wide exclusions in the System for 
Award Management (SAM). SAM Exclusions contains the names of parties debarred, 
suspended, or otherwise excluded by agencies, as well as parties declared ineligible 
under statutory or regulatory authority other than Executive Order 12549. 

I. Byrd Anti-Lobbying Amendment (31 U.S.C. 1352) - Contractors that apply or bid for an 
award exceeding $100,000 must file the required certification. Each tier certifies to the 
tier above that it will not and has not used Federal appropriated funds to pay any person 
or organization for influencing or attempting to influence an officer or employee of any 
agency, a member of Congress, officer or employee of Congress, or an employee of a 
member of Congress in connection with obtaining any Federal contract, grant or any 
other award covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with 
non-Federal funds that takes place in connection with obtaining any Federal award. Such 
disclosures are forwarded from tier to tier up to the non-Federal award. 
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The orange boxes denotes positions Procurement & Contracts staff members assigned or will be assigned to work on CDBG-DR related 
projects. 
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Segregation of Duties 

City of Columbia Purchasing Division 
 

Segregation of duties is a vital and critical measure used for effective internal controls in citywide 
procurement and contracting operations and to further ensure the integrity of the business process. 
These measures are in place to further reduce the risk of both erroneous and inappropriate actions, 
deter fraud and fraudulent act. Segregation of duties is a deterrent to fraud and fraudulent acts. A 
person with multiple functional roles has a greater opportunity to abuse their powers within an 
organization. Some general categories of separate functions at the city of Columbia include, but may  
not be limited to, the clear separation of purchasing and finance roles. This also includes a separation of 
receiving (custody) of assets and recording, payments, monitoring and reviewer approval roles. 
Some specific examples of segregation of duties are as follows: 

 
 The person who requisitions the purchase of goods or services should not be the 

person who creates the purchase order or approves the purchase. 

 The person who approves the purchase of goods or services should not be the person 
who processes the invoices for payment. 

 The person receiving on an invoice should not be the same individual creating the 
Purchase Order. 

 The person who approves the purchase of goods or services should not be able to 
obtain custody of checks to the recipient. 

 The person who opens the mail should not be the person handling fixed assets, 
invoicing, checks, etc. 

 
Risk Analysis & Planning: Management is ultimately responsible for oversight, monitoring and 
review of the internal process. By performing periodic assessments and reviews, this will also 
reduce risks to the organization. 

 
A matrix to accompany this “Separation of Duties” checklist will be placed in the federal 

procurement guides (FEMA & CDBG). 
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Risk Analysis-Part B2 (a) 
Part A Financial 
Controls 
CITY OF COLUMBIA PURCHASING WORKFLOW AND 
ACCOUNTS PAYABLE CONTROLS 
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Workflow Model: Purchase Request Approval 
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Computer / CPU Related - The following range of Object codes are associated with Computer / CPU Related, and, therefore, must be approved by Sylvia White: 

Existing Codes: 658600 Computer/Elect Equipmt >$5000 
627500 Computer Equip/Hardware <$5000 
627510 Computer License 
632150 Internet 

 
Vehicle / Automotive - The following range of Object codes are associated with Vehicle / Automotive, and, therefore must be approved by David Knoche: 
 

Existing Codes: 657500 - Auto,Trucks,Hvy Equip <$5000 658500 - Auto, Trucks, Hvy Equip >$5000 
657300 - Machinery <$5000 658300 - Machinery>$5000 
657400 - Other Equipment <$5000 658400 - Other Equipment >$5000 

Radio Equip/Car Phones - The following range of Object codes are associated with Radio Equip/ Car Phones, and, therefore, must be approved by Mark Cummings: 

Existing Codes: 657800 Radio Equip/Car Phone <$5000 
658800 Radio Equip/Car Phone >$5000 

 
Fixed Assets - The following will be reviewed in the workflow by Accounting to be sure Fixed Assets are categorized correctly: 
 

657000 - 657999 
1 Existing Object Codes: 658000 - 658999 

659000 - 659999 
 

2 If Line Item is over $4,775.00 and has Major Category(object) = 62 or 65 and is not tagged for FA 
(The item amount of $4775 with taxes applied would exceed the FA minimum of $5,000) 

 
3 All line items tagged with FA 
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Process 
 
 

Accounts Payable and Disbursements 

 
Each description should, at the minimum, include the following information about the City's process, whether electronic or manual: 

• Who performs the process. 
• How and when it is performed. 
• What systems, source documents and accounting records are involved. 
• How incorrect processing of transactions is resolved. 

 
1. VENDOR MASTER FILE MAINTENANCE 

a. Changes to the vendor master file are initiated by completing the following process: 
Purchasing 
Unless it is a remit to address change, then it is completed by AP 

 
b. Changes to the vendor master file are authorized by completing the following process: 

Purchasing 
Unless it is a remit to address change, then it is completed by AP 

 
c. Changes to the vendor master file are recorded by completing the following process: 
Purchasing 
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Process 
 
 

d. Changes to the vendor master file are processed by completing the following steps: 

Purchasing 

 
e. Changes to the vendor master file are reconciled to the vendor information as follows: 

Purchasing 

 
2. PROCESSING ACCOUNTS PAYABLE 

a. Accounts payable transactions are initiated by completing the following steps: 

1. Invoices are reecived in the mail 
2. Invoices are researched to verify that that the receiving has been done, vendor ID matches the PO, the PO 
status is OK to pay, and the PO has enough remaining balance to pay. 
3. If there is an issue with the PO, the department is contacted to fix the problem. 

b. Accounts payable transactions are authorized by completing the following process: 
Accounts payable transactions are authorized by the purchase order system. Purchase Orders are approved 
by division, department, and upper management depending on the amount and type of purchase. 
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Process 
 
 

c. Accounts payable transactions are recorded by completing the following process: 

When the invoice is received it is entered into IFAS. IFAS is set up to prevent the use of duplicate invoice 
numbers for vendors. It will also not allow an invoice to be processed for an amount exceeding the lesser of 
10% or $100 over the PO amount. 

 
 

d. Accounts payable transactions are processed and reported in the financial statements by completing the following steps: 

After the batches a are entered into IFAS, they are reviewed and then posted to the general ledger and 
subledger. These amounts appear on the trial balance and are carried over into the financial statements. 
Invoices are scanned and attached to the batches in IFAS. 

e. Accounts payable transactions are reconciled to the accounts payable subledger, general ledger accounts, and/or financial 
statements asfollows: 
The OH Liability detail report (subledger) for each fund is run as of a certain date. The trial balance for the 
accounts payable control account is run from the beginning of the fiscal period to that date. The amounts are 
compared. If I discrepancy is noted, it is investigated and then corrected. 

 
3. CASH DISBURSEMENTS 

a. Cash disbursements are initiated by completing the following steps: 
A/P Cash disbursements are initiated when invoices are selected for payment. The invoices selected are due 
withing 5 days of the check print date. The AP Manager or Finance Director approve report before payments 
are made. 

b. Cash disbursements are authorized by completing the following process: 
A/P disbursemnets are authorized the through the workflow system in IFAS. The departments enter a PO 
based on the council approved budget. The appropriate level of management approves the PO. Once the 
goods or services are received and the invoice is processed, the disbursement can be made. 

Wire Disbursements (used for debt payments) are authorized by a member of management in the accounting 

c. Cash disbursements are recorded by completing the following process: 
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Cash disbursements are processed by the methods described in a, b, and c. They are reported in the fianacial 
statements as a reduction in a payable and reduction in cash. 

Process 
 
 

 

d. Cash disbursements are processed and reported in the financial statements by completing the following steps: 
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Process 
 
 

e. Cash disbursements records are reconciled to the bank statements, general ledger accounts, and/or financial statements as 
follows: 
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Chapter 1: CDBG-DR Procurement Toolkit Introduction 
 

1.1 Background 

Community Development Block Grant disaster recovery (“CDBG-DR”) grantees and 
subrecipients procuring goods and services with their grant funds must ensure that they are 
following all program procurement statutory and regulatory requirements. The urgency in post- 
disaster recoveries often leads state and local officials to work to quickly restore infrastructure, 
public services, and help private companies and citizens make repairs. However, grantees and 
subrecipients that do not follow all CDBG program requirements may be forced to repay Federal 
funds. 

 
This HUD Toolkit provides guidance to CDBG-DR grantees and subrecipients on how to 
comply with these requirements while also moving as quickly as possible to recover from a 
disaster. 

 

1.2 Federal Resources 

The Community Development Block Grant program is authorized under Title I of the Housing 
and Community Development Act of 1974. Program regulations are codified at 24 CFR Part 570. 

 
When a disaster occurs, Congress may appropriate supplemental CDBG-DR grant funds to be 
awarded to States and local governments to carry out long-term recovery. Congressional 
appropriations for disaster recovery funds are not guaranteed and can come either early or later 
in the recovery effort. When Congress appropriates CDBG-DR funding, it usually also grants 
HUD the authority to issue statutory and regulatory waivers and alternative requirements. These 
are then published in a Federal Register Notice. HUD may also provide guidance on the CDBG- 
DR program through CPD Notices. 

 
Grantees and subrecipients should be familiar with all CDBG statutory and regulatory 
requirements, including any waivers and alternative requirements that HUD may issue in the 
Federal Register. 

 
The CDBG-DR funds supplement other federal recovery programs including programs 
administered by the Federal Emergency Management Agency (FEMA), the Small Business 
Administration (SBA) and the U.S. Army Corps of Engineers (USACE). 
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Throughout this toolkit, reference to Grantees shall mean Local Government Grantees and 
those States that have chosen to adopt the federal regulations. 

The website https://www.hudexchange.info/cdbg-dr/cdbg-dr- 
laws-regulations-and-federal-register-notice contains further 
links to the laws, regulations and Federal Register notices 
affecting CDBG-DR. 

 

 

RECENT EVENTS 

 

1.3 Procurement 

Deploying CDBG-DR Resources. For many state and local 
governments that are CDBG-DR Grantees, the infusion of 
hundreds of thousands, millions or even hundreds of millions 
of dollars in disaster recovery funds – and the work associated 
with recovery – can be overwhelming. In these situations, 
there is an urgency to use funds to catalyze physical, natural 
and economic recovery. As fast as communities want to 
deploy resources to procure necessary goods and services, it is 
important to know and understand what laws and regulations 
apply to procurement. 

 
Application of Federal Regulations to States. Local 
Government Grantees must follow the procurement regulations 
set forth in 2 CFR 200.318 – 200.326. State Grantees, 
however, must demonstrate compliance by establishing 
policies and procedures, and may do this by following their 
own State laws and regulations, or adopting the federal 
regulations either in whole or in part. Whatever set of 
requirements States choose to implement in their policies and 
procedures, they must ensure that the procurement process 
involves fair and open competition. This difference, between 
State and Local Grantees, must be emphasized. This Toolkit 
refers to the federal regulations, principally in 2 CFR Part 200. 
Therefore, this Toolkit mostly focuses on local governments and those State Grantees that 
choose to follow the federal regulations. 

 

 

Importance of Procurement. If CDBG-DR funds are available to help your state or community 
address disaster recovery needs, it is critically important to plan procurement for goods and 
services with the following high-level requirements in mind: 

 
• At minimum, grantees must understand and adhere to the current regulations and 

associated advisories governing procurement when utilizing CDBG-DR funds. 

Congress has appropriated 
tens of billions of dollars in 
CDBG-DR funds since the 
World Trade Center disaster 
in 2001, as follows: 

Louisiana Floods and Other 
2016 Events 
Hurricane Joaquin, 
Hurricane Patricia, and 
Other Flood Events 
Occurring 2015 
Hurricane Sandy and Other 
Disasters Occurring in 
2011-2013 
Multiple Disasters – 2011 
Severe Storms and Flooding 
– March-May 2010 
Multiple Disasters-2008 
Hurricanes Katrina, Rita, 
Wilma – 2005 
Multiple Disasters – 
September 2003-September 
2004 
World Trade Center- 2001 

47

https://www.hudexchange.info/cdbg-dr/cdbg-dr-laws-regulations-and-federal-register-notices
https://www.hudexchange.info/cdbg-dr/cdbg-dr-laws-regulations-and-federal-register-notices


Provided further, That as a condition of making any grant, the Secretary shall certify in 
advance that such grantee has in place proficient financial controls and procurement 
processes and has established adequate procedures to prevent any duplication of benefits as 
defined by section 312 of the Robert T. Stafford Disaster Relief and Emergency Assistance 
Act (42 U.S.C. 5155), to ensure timely expenditure of funds, to maintain comprehensive 
websites regarding all disaster recovery activities assisted with these funds, and to detect and 
prevent waste, fraud, and abuse of funds: 

 
Provided further, That the Secretary shall provide grantees with technical assistance on 
contracting and procurement processes and shall require grantees, in contracting or procuring 
these funds, to incorporate performance requirements and penalties into any such contracts or 
agreements: Provided further, That the Secretary shall require grantees to maintain on a 
public website information accounting for how all grant funds are used, including details of 
all contracts and ongoing procurement processes: 

• When state and local procurement requirements exceed the minimum provisions for 
CDBG-DR procurement – the grantee should comply with the more stringent state or 
local procurement standards. 

 
• The grantee should understand any additional requirements established through the 

appropriations act associated with each grant of CDBG-DR funds. 
 

Appropriations acts funding CDBG-DR grants often provide HUD with broad powers to waive 
certain regulations that may impede recovery efforts. In other cases, such as with PL 113-2 for 
Sandy-related recovery efforts and subsequent appropriations acts, additional – unwaivable – 
procurement requirements were enacted. For example, PL 113-2 included the following 
requirements relating to procurement: 

 

 

While this Public Law stresses that procurement requirements must be met and requires an 
enhanced transparency of the process and results through a public website, it also provided for 
additional resources via technical assistance to support procurement. Over the years, HUD has 
provided guidance on procurement through webinars, memoranda, toolkits and technical 
assistance on a broad range of issues associated with the use CDBG-DR funds for disaster 
recovery. 

 
Notice that for HUD to be able to certify to the proficiency of a Grantee’s financial controls and 
procurement processes, the Grantee must demonstrate to HUD that its controls and processes are 
in fact proficient. This means that the responsibility for having proficient financial controls and 
procurement processes ultimately lies with the Grantee. 

 
Updates that Streamline and Consolidate. In recent years, Federal administrative 
requirements and cost principals governing grants – including procurement requirements– was 
consolidated and codified at 2 CFR Part 200. As a result, CDBG-DR guidance issued prior to 
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the issuance of Part 200 reference regulations and OMB circulars that have been superseded by 
Part 200. The vast majority of the requirements of prior regulations and circulars were fully 
incorporated into Part 200 – but a few important changes were made. 

 

1.4 How to Use This Toolkit 

This Toolkit reviews procurement regulations, processes, and documentation and organized into 
four sections: 

• Section I offers a basic introduction to procurement, and includes the following chapters: 

Chapter 1: Introduction 
Chapter 2: Procurement Basics and Specific Methods 

• Section II discusses the basic procurement issues in the following chapters: 

Chapter 3: Pricing, the Contract, Executing and Making Payments 
Chapter 4: Prohibited Practices 
Chapter 5: Procurement Road Map 

 
• Section III provides detailed information on specific procurement methods in the 

following chapters: 
 

Chapter 6: Micro Purchases 
Chapter 7: Small Purchase 
Chapter 8: Sealed Bids 
Chapter 9: Competitive Bids 
Chapter 10: Non-Competitive Proposals 

 
• Section IV contains an appendix, which lists an annotated version of Part 200 of the 

regulations, offering plain language explanations and cross-referencing prior regulations 
that Part 200 superseded. 

 
Appendix: 2 CFR Part 200: Text and Guidance 

 
Grantees may read this Toolkit from front to back, but the organization of the document is meant 
to help readers find those sections that are most relevant and valuable to their procurement 
issues. At a minimum, readers should read the introductions (Chapters 1-2), the basic elements 
of procurement (Chapters 3-5) and the procurement method(s) chapter(s) that pertain to their 
specific situation and become familiar with contract administration and documentation (Chapters 
6-10). 

 
Finally, this Toolkit provides resources to assist with procurement, but it does not substitute for 
the regulations. The Appendix gives Grantees some additional information, but when in doubt, 
they should consult the regulations directly. 
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1.5 Quick Resource List 

HUD has many existing resources in place to help understand CDBG-DR laws, regulations and 
practices. Below is a quick listing of resources that are accessible, relevant, and valuable 

 
PowerPoint Presentations and Webinar Slides 

 
CDBG-DR Resources URL links to CDBG-DR Resources 

Framework for CDBG funds in 
disaster relief efforts 

https://portal.hud.gov/hudportal/documents/huddoc?id= 
cdbg_training_2_2_13.pdf 

CDBG-DR Program Overview https://www.hudexchange.info/course-content/2016- 
overview-of-cdbg-dr-webinar/2016-Overview-CDBG- 
DR-Webinar-Slides-2016-03-15.pdf 

CDBG-DR Procurement 
Requirements 

https://www.hudexchange.info/onecpd/assets/File/2015 
-CDBG-DR-Training-Procurement-Requirements.pdf 

CDBG-DR Subrecipient and 
Recordkeeping 

https://www.hudexchange.info/course-content/2016- 
cdbg-dr-subrecipient-management-and-recordkeeping- 
webinar/2016-CDBG-DR-Subrecipient-Management- 
and-Recordkeeping-Webinar-Slides-2016-05-16.pdf 

Uniform Administrative 
Requirements, Cost Principles, 
and Audit Requirements for 
Federal Awards 

https://www.hudexchange.info/resource/4444/notice- 
sd201501-transition-to-2-cfr-part-200-uniform- 
administrative-requirements-cost-principles-and-audit- 
requirements-for-federal-awards-final-guidance/ 

Additional Transition and 
Implementation Guidance on 2 
CFR 200 

https://www.hudexchange.info/resource/4990/notice- 
cpd-16-04-additional-transition-and-implementation- 
guidance-for-recipients-of-community-planning-and- 
development-cpd-funds-for-2-cfr-part-200-uniform- 
administrative-requirements-cost-principles-and-audit- 
requirements-for-federal-award/ 

Federal Register regarding 
various regulations that have 
changed for HUD programs 

https://www.gpo.gov/fdsys/pkg/FR-2015-12- 
07/pdf/2015-29692.pdf 

Uniform Administrative 
Requirements, Cost Principles 
and Audit Requirements for 
Federal Awards, Final Rule 

https://www.gpo.gov/fdsys/pkg/FR-2013-12- 
26/pdf/2013-30465.pdf 
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Chapter 2: Procurement Basics and Specific Methods 
 

This Toolkit is based upon federal regulations in 2 CFR Part 200. The Appendix lists these 
regulations in detail, and offers “plain English” interpretations to help clarify the technical 
language for readers. While the Toolkit uses the federal regulations as its base, the information 
contained herein is written in a certain sequence and with highlighting to express the concepts 
clearly and to guide Grantees from pre-award through post-award, and reporting and 
administration. 

 
So, before buying goods and services with CDBG-DR funds to assist in recovery efforts, 
Grantees should keep the following in mind: 

 
• Uses of funds must respond to need 

Grantees must first identify and document a need for goods and services before 
undertaking procurement. CDBG-DR Grantees need to make clear the connection 
between disaster relief, recovery and related investments in housing, infrastructure and 
those made to businesses in support of the local economy. 

 
• Price and Cost Analysis 

Grantees should also conduct a price and/or cost analysis to make sure that costs are 
reasonable and necessary. States must follow their own guidelines that ensure full and 
open competition, or they may follow the Federal guidelines in 2 CFR Part 200. 

 
• Written system of contract administration 

Grantees must have a system of contract administration in place, which will be based 
upon the management of federal funds, but may reflect additional state and local laws and 
regulations. 

 
• Is there a list of prequalified contractors/vendors? 

Preferably, Grantees have created these lists prior to any CDBG-DR appropriation to 
accelerate procurement. The Grantee should open the list again when the Grantee has 
notice of CDBG-DR appropriations to allow additional qualified vendors to join the list. 
Even with such a list, the non-Federal entity must accept proposals from qualified bidders 
not listed. 

 
• Disaster Recovery Reporting 

Grantees report CDBG-DR funds through the Disaster Recovery Grant Reporting 
(DRGR) system, which is different from the Information Disbursement Information 
System (IDIS) used to manage regular CDBG funds. HUD grantees should have staff 
trained on DRGR prior to managing CDBG-DR funds. 
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§570.489(g) Procurement. When procuring property or services to be paid for in whole or in 
part with CDBG funds, the state shall follow its procurement policies and procedures. The 
state shall establish requirements for procurement policies and procedures for units of general 
local government, based on full and open competition. Methods of procurement (e.g., small 
purchase, sealed bids/formal advertising, competitive proposals, and noncompetitive 
proposals) and their applicability shall be specified by the state. Cost plus a percentage of 
cost and percentage of construction costs methods of contracting shall not be used. The 
policies and procedures shall also include standards of conduct governing employees 
engaged in the award or administration of contracts. (Other conflicts of interest are covered 
by § 570.489(h).) The state shall ensure that all purchase orders and contracts include any 
clauses required by Federal statutes, executive orders and implementing regulations. The 
State shall make subrecipient and contractor determinations in accordance with the standards 
in 2 CFR 200.330. 

• Federal Appropriations 

The Federal government awards CDBG-DR funds through congressional appropriations. 
In addition to setting award amounts, those appropriations impose additional 
requirements or conditions on awardees using CDBG-DR funds. Grantees and 
subrecipients receiving CDBG-DR funds should review and understand the relevant 
appropriations to make sure they understand any additional requirements, including any 
procurement-related waivers or alternative requirements established by HUD in a Federal 
Register Notice. 

 

2.1 State Grantees of CDBG-DR funds 

CDBG disaster recovery funds are subject to the State CDBG regulations unless HUD provides a 
waiver or alternative requirement by Federal Register Notice. The State CDBG regulations on 
procurement are found at 24 CFR Part 570.489(g). 

 

 
 

This is fundamentally different from the requirements placed upon local governments that are 
CDBG-DR Grantees such as County or local governments, which must follow 2 CFR 200.318- 
200.326. 

 
Because states are required to establish policies and procedures that are based on full and open 
competition, for themselves and for their subgrantees, they may demonstrate compliance with 
this requirement through one of the following options, as documented in their policies and 
procedures: 

 
1. Follow the existing procurement requirements of their state 

 
2. Adopt some but not all procurement requirements in 2 CFR 200.318-200.326, effectively 

creating a new set of procurement criteria which combine State and Federal regulations 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Grantees (who must use 2 CFR Part 
200) and States which have adopted these federal regulations. 

3. Adopt 2 CFR 200.317 to apply all of the procurement requirements in 2 CFR 200.318- 
200.326 to itself and its subgrantees. 

 
As stated above, the State should review the relevant Federal Register Notice to determine which 
procurement requirements they must follow and include it within their policies and procedures. 

 
This Toolkit primarily focuses on the procurement requirements in 2 CFR Part 200. It does not 
address individual State procurement laws, and all their variations, and includes the following 
reminder throughout: 

 

 

2.2 Understanding the Basics 

Chapters 3 through 5 cover the basics of procurement. 
 

• Chapter 3 discusses fair and reasonable practices, providing details on themes of cost and 
price analysis, as well as contract documentation. 

 
• Chapter 4 presents “prohibited practices.” Here, the Toolkit concentrates on areas of 

practice where past Grantees have often had trouble. 
 

• Chapter 5 offers a road map and where Grantees sometimes detour. 

The Toolkit uses text boxes and color highlights to emphasize certain themes for readers. 
 

2.3 Procurement Methods 

Chapters 6 through 10 discuss the individual procurement methods to be used with CDBG-DR: 
 

• Chapter 6 - Micro Purchases 

• Chapter 7 - Small Purchase 

• Chapter 8 - Sealed Bids 

• Chapter 9 - Competitive Bids 

• Chapter 10 - Non-Competitive Proposals 
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The following “scenario planning” diagram offers a way of thinking about the different 
procurement methods and the questions to ask in order to sort through procurement options. The 
diagram is meant to guide, and not to dictate. Hopefully, as readers consult the below diagram, 
they will then be able to refer to the particular chapter on the specific procurement method. 
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In any given situation, a Grantee may find itself using more than one of these methods. 
Therefore, it is important to become familiar with all of them. Each chapter in the section on 
procurement will follow the same outline: 

 
• Definition and explanation 

• Process 

• Pre-Award Cost/Price Analysis 

• Post-Award Issues 

• Documentation 

The following page also contains a table comparing each of the methods of procurement, as a 
reference tool. The table can be used in conjunction with the above diagram to help guide readers 
to the relevant chapters in this Toolkit. 
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METHODS OF PROCUREMENT 
 

Procurement 
Type 

Cost Methodology 
Reasonableness 

Contract Type Solicitation 
Method 

Applications Dollar Thresholds if applicable 

Micro Purchases • Price Analysis • Fixed Order 
• Fixed Price 

• No 
solicitation 
required 

• Supplies 
• Produced items 
• Single-task service 

• Under $2,000 for construction 
• Under $3,500 for all other 

purchases 

Small Purchase • Price Analysis • Fixed Order 
• Fixed Price 

• Quotations 
• Submitted 

Bids 

• Produced Items 
• Single-task Service 
• Supplies 

• $150,000 or less for produced 
items 

• $150,000 or less for non- 
construction services 

Sealed Bid 
 

Formal Advertising 

• Price Analysis 
• Cost Analysis 

• Fixed Price • Submitted 
Bids 

• Construction Items 
• Produced or 

Designed Items 

• All construction contracts- 
including less than $150,000 

• Produced or designed items 
over $150,000 

Competitive 
Proposals 

• Price Analysis 
• Cost Analysis 

• Cost 
Reimbursement 

• Fixed Price 
• Time & 

Materials 

• Submitted 
Proposals 

• Professional Services 
• Multi-Task Services 
• Designed Items 

• Professional Services and/or; 
Multi-task Services over 
$150,000 

• Designed Items over $150,000 
when Sealed Bid is not 
appropriate 

Non-competitive 
Proposals 

• Cost Analysis • Cost 
Reimbursement 

• Fixed Price 
• Time & 

Materials 

• Submitted 
Proposals 

• Produced Items 
• Single-task Service 
• Professional 

Services 
• Multi-task Services 
• Designed Item 

• No particular threshold, but 
may only be used when 
other methods are not 
feasible 
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Chapter 3: Pricing the Contract, Executing and Making 
Payments 

 
One of the key requirements for ensuring CDBG funds are utilized appropriately is to follow 
procedures that result in the purchase of goods and services at a fair and reasonable price. 
Failure to complete cost and price analysis and failure to document cost and price analysis are 
the most common audit findings of CDBG-DR grantees. This is true for small purchases like 
hand tools and for large construction contracts. Keeping this principal in mind and following 
written procurement procedures will ensure that federal funds are used appropriately and 
minimize questions after the purchase. However, the effort put into cost and price analysis will 
vary based on the size of the purchase and the method of procurement - the larger the purchase, 
typically the more up front analysis needs to be undertaken. The regulations governing Cost and 
Price Analysis are found at 2 CFR 200.323. 

 

3.1 State Procurement 

The rules are different for states receiving CDBG-DR funds directly from HUD, compared with 
the rules for local governments receiving their funds directly from HUD; however, the 
overarching principals of ensuring full and open competition remain the same. States must 
follow the same procedures they use for other procurements in a written Procurement Policy. 
States must also establish procurement policies and procedures for their local governments and 
ensure their compliance. In addition, if a State is utilizing its existing procurement policies, it 
must ensure that all procurements follow those procedures. 

 
At a minimum, State procurement policies and procedures must include these principles: (see 24 
CFR 570.489(g) and 24 CFR 570.489(h): 

 
• Ensure open and full competition; 

• Not utilize cost plus a percentage of cost method of contracting; 

• Not utilize a percentage of construction costs methods of contracting; 

• Include any clauses required by Federal statutes, Executive orders, and implementing 
regulations; 

 
• Include standards of conduct for employees; 

• Prohibit conflicts of interest; 

• Obtain certification from any transaction participant that neither it nor its principals are 
currently debarred, suspended, proposed for debarment, declared ineligible or voluntarily 
excluded from participation. 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

The remaining part of this chapter addresses the rules governing grantees receiving their CDBG- 
DR funds directly from HUD or for local governments and subgrantees receiving their funds 
from a state grantee that has established policies and procedures implementing 2 CFR Part 200 
procurement standards. 

 

3.2 Local Government Procurement 

Local government grantees receiving CDBG-DR funds directly from HUD must follow the 
requirement detailed in 2 CFR Part 200 which include developing and following written 
procurement policies and procedures which meet applicable state or local laws and regulations. 

 

 

3.3 Contract Administration 

When considering any procurement, the grantee should keep in mind that using public funds 
subjects the procurement to added scrutiny. Purchases must be made using an effective, efficient 
and fair process that is documented from the identification of the need, through final payment for 
the goods or services. Whether purchasing occasional office supplies or contracting for large 
construction projects, the requirements governing the purchasing process are designed to ensure 
that grantees: 

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

• Properly document purchasing activities and decisions. 

• Observe the special rules for particular kinds of purchases (micro-purchases, small 
purchases, competitive sealed bids, competitive proposals, and sole source procurements) 

 
In addition to price, the grantee must consider contractor responsibility, as with all methods of 
procurement. That is, contractors must have the ability to perform successfully under the terms 
and conditions of the proposed procurement. Consideration should be given to such matters as 
contractor integrity, compliance with public policy, record of past performance, and financial 
and technical resources. 

 

3.4 Cost/Price Analysis 

The following information is provided from the HUD Guide Quick Analysis to Cost and Price 
Analysis for HUD Grantees and Funding Recipients and updated to reflect the changes found in 

59

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=74f8c247fb5c2e5672df209600833d51&term_occur=1&term_src=Title%3A2%3ASubtitle%3AA%3AChapter%3AII%3APart%3A200%3ASubpart%3AD%3ASubjgrp%3A31%3A200.318
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=74f8c247fb5c2e5672df209600833d51&term_occur=1&term_src=Title%3A2%3ASubtitle%3AA%3AChapter%3AII%3APart%3A200%3ASubpart%3AD%3ASubjgrp%3A31%3A200.318
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=973aa6f35b30d9ee4e0b272d4449c183&term_occur=1&term_src=Title%3A2%3ASubtitle%3AA%3AChapter%3AII%3APart%3A200%3ASubpart%3AD%3ASubjgrp%3A31%3A200.318


2 CFR Part 200. Cost or Price Analysis is required when procuring goods or services with 
federal funds in excess of the Simplified Acquisition Threshold, including contract 
modifications. An independent cost estimate serves as a yardstick for evaluating the 
reasonableness of the contractor’s proposed costs or prices. An independent cost analysis 
consists of evaluating the separate elements (for example, labor, materials, etc.) that make up a 
contractor’s total cost proposal to determine whether they are allowable, directly related to the 
requirement, and reasonable. 

 
• Price Analysis – Price analysis is essentially price comparison. It is the evaluation of a 

proposed price (i.e., total sum) without analyzing any of the separate cost elements. 
 

• Cost Analysis - Cost analysis is the evaluation of the separate elements (e.g., labor, 
materials, profit, etc.) that make up a contractor’s total cost proposal or price to determine 
if they are allowable, directly related to the requirements and ultimately, reasonable. 
Cost Analysis should apply to both new contracts and contract modifications or change 
orders. 

 
The basic document in the grantee’s efforts to evaluate cost and price is an “independent 
analysis” based on the procedures described below. The “independent analysis” can be done by 
grantee staff, by third party consultants, or by examination of existing price lists and product 
catalogs, but it is not based on bids received. The analysis is done prior to receipt of bids or 
review of proposals. This is the area where most findings have occurred historically, because the 
analysis was not independent or it was not documented prior to receipt of bids or proposals. 

 

3.5 Types of Procurement 

While the method and degree of analysis depends on the facts surrounding the particular 
procurement, the following illustrates some of the cost and price analyses that may be performed 
in certain procurement situations. 

 
• Micro Purchases – Micro purchases require simple price analysis prior to receiving bids 

or proposals. They do not require a cost analysis. 
 

• Small Purchases – For routine commercial purchases, comparing price or rate quotes 
obtained from an adequate number of vendors is a sufficient form of price analysis. If the 
Small Purchase is for professional or technical services, or the grantee needs to evaluate 
factors other than price, then a limited cost analysis would be appropriate. In either case, 
the grantee should review the proposed prices from offerors to prices paid for the same or 
similar services. Catalog or market prices of products sold to the general public can 
suffice for cost estimates for equipment and supply purchases. 

 
• Sealed Bid – Formal advertising for the purchase of goods or services is the preferred 

method for the purchase of equipment and construction services. However, the grantee 
should always prepare their own cost estimate and compare it to the low competitive bid 
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received. If they are significantly different, the grantee will need to evaluate its initial 
estimate, compare it to the bids received, and identify the appropriate price. 

 
• Competitive Proposals –This method is typically used to contract for professional 

consulting, architectural or engineering services. To determine the reasonableness of 
proposed costs, the grantee will need to obtain cost breakdowns showing all the elements 
of the scope of work and perform a cost analysis using the appropriate set of principles. 

 
• Non-competitive Proposals (Sole Source) –Non-competitive proposals are appropriate 

only if one of the following situations exists: 
 

• The item is available only from a single source; 

• The disaster emergency will not permit a delay resulting from competitive 
solicitation; 

 
• The Federal agency or pass-through entity expressly authorizes noncompetitive 

proposals in response to a written request from the Grantee; or 
 

• After solicitation of a number of sources, competition is determined inadequate. 

Grantees should obtain a breakdown of proposed costs and perform a cost analysis on those 
costs. 

 
The following are special circumstances involving contracts and Cost Analysis requirements: 

 
• Cost Reimbursement Contracts – A Cost Analysis using cost principles must be 

performed on a Cost Reimbursement Contract. 
 

• Architecture and Engineering Contracts - Cost Analysis is required in determining if the 
cost portion of an A/E contract is fair and reasonable. 

 
• Construction Contracts – Construction contracts awarded using Sealed Bids do not 

require Cost Analysis. However, an estimate of market costs should be made prior to 
awarding the contract. Construction Contracts awarded using any other method of 
procurement require Cost Analysis. Some grantees will contract out cost analysis to 
independent architect or engineering firms. Other grantees have used costing programs 
like Marshall and Swift, RSMeans, Xactimate, or similar products. 

 
In addition, changes to the contract will require cost analysis in the following situations: 

 
• Contract Modifications – If a grantee is negotiating a modification or change order to a 

contract that changes the scope and/or impacts the price or estimated cost, the grantee 
should perform further cost analysis. The only exception to this is if the modification is 
based on pricing already established in the contract. A contract where the scope is 
reduced and the contract price remains the same, will still require further cost analysis to 
determine that the change is fair and reasonable. 
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• Contract Terminations – If a grantee terminates a contract for convenience, the grantee 
must use cost analysis and the appropriate cost principles, to negotiate the final amount of 
termination settlement. If the grantee is terminating a cost re-imbursement contract for 
cause, the grantee should use cost analysis and the appropriate cost principles to negotiate 
the final amount of termination settlement. 

 
In addition, contracts must include termination language in the contract when they are over 
$10,000, as described in Appendix II of 2 CFR Part 200. 

 

3.6 Price Analysis 

Micro Purchase and Small Purchase procurement methods require Price Analysis when selecting 
vendors and suppliers. There are a variety of ways of analyzing price, some of which are 
illustrated below, but the method and degree of analysis grantees used is dependent on the facts 
surrounding the particular procurement situation. Price Analysis should be documented in the 
procurement file. 

 
• Compare competitive prices received in response to the solicitation to each other. 

• Compare proposed prices to prices on existing contracts or contracts proposed in the 
recent past. Be sure to factor in any changing conditions, including market, inflation, 
material price changes. 

 
• Apply rough approximations and review significant inconsistencies, which may require a 

deeper look at prices to determine if the items are truly comparable. The types of 
approximations might include price per pound, per square foot, per hour or other typical 
unit pricing mechanism. 

 
• Review price lists, catalogs or market prices of similar products to determine the market 

prices generally available to the public. 
 

3.7 Cost Analysis 

Cost Analysis includes the review and evaluation of the separate cost elements, including labor, 
supplies, equipment, profit, overhead and general conditions. Grantees should prepare an 
independent Cost Analysis before receiving bids, proposals and contract modifications. The 
method and degree of analysis is dependent on the facts surrounding the particular procurement 
situation. 

 
An independent estimate must be made before receiving bids or proposals if one of the following 
applies: 

 
• When evaluating competitive proposals 

• When there is a sole source or non-competitive proposal 
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• When only one bid is received after soliciting bids, the grantee does not have enough data 
to establish cost reasonableness and the grantee is considering awarding the contract to 
the single bidder. 

 
• When negotiating modifications to contracts that impact the price or estimated cost. 

• When terminating a contract and the contractor is entitled to payment of reasonable costs 
incurred. 

 
• When awarding a cost-reimbursement contract. 

The major categories of costs include both direct costs (direct labor, equipment, supplies, travel 
and per diem, subcontractors and other direct costs) and indirect costs (overhead, general and 
administrative expenses and profit). In the process of analyzing costs, profit should be analyzed 
separately, based on complexity of the work, risk to the contractor, investment required, amount 
of subcontracting involved, and typical profit in the industry. 

 
The process for completing a Cost Analysis includes verifying cost data and evaluating the 
elements of the project as described below. Costs that can be charged against the award are the 
allowable direct costs and the allocable indirect costs, less any applicable credits. 

 
• Allowable. (2 CFR 200.403) Costs must meet the following general criteria to be 

Allowable: 
 

• Be necessary and reasonable (see further definition of Reasonable below); 

• Meet the requirements of the Federal award; 

• Be consistent with Policies and Procedures and applied uniformly to purchases made 
from Federal and non-Federal funding; 

 
• Be determined in accordance with Generally Accepted Accounting Principles 

(GAAP), except for state and local governments and Indian tribes, where exceptions 
have been made in 2 CFR Part 200; 

 
• Not be included as a cost, cost sharing or matching of any other federally funded 

project; and 
 

• Be adequately documented. 

• Reasonable.  (2 CFR 200.404)  For a cost to be allowable, it must also be reasonable. 
This term is generally defined as what a prudent business would pay in a competitive 
marketplace. A cost can be allowable and allocable, and still not be what a prudent 
businessperson would pay (e.g., $100 for a standard hammer). When determining what is 
a reasonable cost, the following issues should be considered: 
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• Is the cost ordinary and necessary for completion of the activity? 

• What are the current market prices for the good or service in the area? 

• Are there any restraints or requirements that impact pricing, such as sound business 
practices, governmental requirements, arm’s length bargaining or the terms of the 
federal award? 

 
• Has the staff exercised sound judgement in making the purchase? 

• Are the same procedures followed for Federally funded and non-Federally funded 
procurement? 

 
• Allocable. (2 CFR 200.405) The costs should be related to, or required for the 

performance of the contract. Many costs may be allowable but not related to the work 
required under the contract, and therefore not allocable. 

 
• Is the cost incurred specifically for the CDBG-DR grant? 

• Does the cost incurred benefit both the CDBG-DR project and other projects and can 
the cost be allocated pro-rata across the relevant funding sources? 

 
• Has an indirect cost plan been approved to allocate indirect costs? 

The process for applying cost and price analysis should include the following due diligence 
review. 

 
• Check the accuracy of the cost and pricing information submitted, and evaluate: 

• The necessity for proposed cost items. A cost may be allowable under the cost 
principles and even allocable to the type of work to be performed, but still not be 
necessary for the specific contract. 

 
• The application of audited or pre-negotiated indirect cost rates, labor and fringe 

benefit rates, or other factors. 
 

• The effect of the vendor's bid approach on potential future costs. Does the vendor 
have a track record of containing costs (completing contracts at or "under cost")? Do 
they frequently have cost overruns? 

 
• The projection of the vendor's cost trends. Is there any indication that the vendor’s 

costs are likely to increase or decrease over the life of the contract? 
 

• Compare costs proposed by the vendor with: 

64



• Actual costs previously incurred by the same contractor for the same or similar work. 
Apply any appropriate inflation factors for past work. 

 
• Actual costs of the same or similar work performed by other contractors. 

• Previous cost estimates from the vendor or others for the same or similar items. 

• The methods proposed by the vendor with the requirements of the solicitation (i.e., do 
the costs reflect the technical approach proposed and the work required?). 

 
• The grantee's independent cost estimate, either created by grantee staff or for the 

grantee by an independent architect, engineer, appraiser, etc. 
 

• Verify that the vendor's cost submissions comply with the appropriate set of cost 
principles. 

 

3.8 Contract Award and Execution 

• Separation of Duties - One method for minimizing the potential for fraud and abuse in the 
procurement process is to have different individuals handling different parts of the 
process. For example, where one individual awards the contract or orders the goods or 
services, a separate individual will review the goods or services for performance and/or 
delivery. An easy guide for compliance is that employees who handle the money, the 
mail or the goods purchased should be different from employees managing the 
bookkeeping and financial accounts. This practice can be difficult in small cities, small 
departments or organizations with few employees, but a method of oversight should be 
established to avoid fraud and unnecessary purchases. 

 
• Documentation - Each step in the procurement process should be documented, from the 

initial decision to purchase through final inspection of goods and services and final 
payment. The records should include, but are not limited to, files on the rationale for 
selecting the methods of procurement used, selection of contract type, the contractor 
selection/rejection process, and the basis for the cost or price of a contract. The records 
should also include a justification for lack of competition when competitive bids or offers 
are not obtained, and the basis for the award cost or price. 

 
Documentation does not end at contract signing, but should continue through the delivery 
of goods and services to record payments, inspection, change orders and cost/price 
analysis of the change order. Monitoring the performance of the vendor should be 
documented through inspections and review of performance and delivery. Reports should 
include: 
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• A spending map, a periodic plan for what is to be purchased. 

• A contracts register of vendors, contractors, and subcontractors by date and type of 
procurement (micro purchases, small purchases, requests for proposals, and sole- 
source and competitive bids), funding source, and amount of the contract, along with 
a brief description. This register should be available on the website for the Disaster, 
which may be required by the specific Disaster appropriation. 

 
• A Summary of change orders by contract. 

• A report that cross-checks vendor addresses and phone numbers with those of 
employees. 

 
• A report of any purchases lacking invoices. 

Records relating to the procurement of goods and services must be maintained for a 
minimum of three years from the date of final closeout of the CDBG-DR award. 

 
• Checklist - Developing a Contract Checklist in the Procurement Policies and Procedures 

is a useful tool, to avoid mistakes in the procurement process. The checklist should cover 
all of the stages in the process, including: 

 
• Identification of Need and description of goods and/or services to be procured 

• Cost/price analysis 

• Documentation of Type of Procurement anticipated 

• Bid, Requests for Proposals, Requests for Qualifications documents and process 

• Documentation of contractor eligibility 

• Contract documents, including relevant clauses 

• Contract Execution 

• Contract change orders and cost/price analysis 

• Project completion and inspection 

• Payment tracking and invoicing management 

Included in the Sample Documents are a contract checklist and a list of the required 
contract clauses. Each contract will follow different procedures, based on the type of 
procurement (micro purchase, sealed bid, etc.) and the type of service (construction, 
architectural services, etc.). In addition, not every contract will require all of the clauses 
because some are required only under specific circumstances- for example the Davis 
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Bacon clauses that are required for construction and machinery and equipment 
installation. 

 
• Contract Monitoring and Payment - Most of the grantee’s administrative work takes place 

prior to purchasing goods and/or services and prior to executing the contract. However, 
sound financial management also requires the grantee to review the purchases and 
document the purchase prior to making payment. Contracts should include performance 
requirements for timing of delivery, quality of work, payment of subcontractors (and 
related lien waivers if appropriate), and delivery of reports. This review forms part of the 
procurement process and should be carried out prior to payment made to the vendor. 
Receiving and filing documentation of the work performed (invoices, pay requests, 
inspections) is part of the procurement and financial management record keeping process. 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

 
(d) The cost plus a percentage of cost and percentage of construction cost methods of 
contracting must not be used. 

 
(j) (1) The non-Federal entity may use time and material type contracts 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 material type contract means a contract 
whose cost to a Grantee is the sum of: 

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

administrative expenses, and profit. 
 

(2) 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. 

Chapter 4: Prohibited Practices 
 

CDBG procurement regulations identify explicitly prohibited procurement practices, such as 
“cost plus a percentage of cost” and “percentage of construction costs” methods of contracting. 
Grantees should not carry out these methods of procurement with their CDBG-DR grant funds. 

 

 

4.1 Prohibition on Cost Plus a Percentage of Cost (CPPC) Pricing 

The regulation 2 CFR 200.323 addresses “Contract cost and price” requirements and specifically 
prohibits CPPC pricing. The regulation 2 CFR 200.323(d) provides: 

 

 

Federal procurement requirements do allow for Time and Material (T&M) type contracts – but 
only after a defensible and properly documented determination has been made that: 

 
• No other contract is suitable; and, 

• The contract includes a ceiling price that the contractor exceeds at its own risk. 

Specifically, Section 2 CFR 200.318(j) provides: 
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4.2 Prohibition on Practices that Restrict Full and Open Competition 

2 CFR 200.319 identifies a range of prohibited practices that can unacceptably restrict full and 
open competition. The regulation provides: 

 
 

§ 200.319 Competition. 
 

(a) All procurement transactions must be conducted in a manner providing full and open 
competition consistent with the standards of this section. In order to ensure objective 
contractor performance and eliminate unfair competitive advantage, contractors that develop 
or draft specifications, requirements, statements of work, and invitations for bids or requests 
for proposals must be excluded from competing for such procurements. Some of the 
situations considered to be restrictive of competition include but are not limited to: 

(1) Placing unreasonable requirements on firms in order for them to qualify to do 
business; 
(2) Requiring unnecessary experience and excessive bonding; 
(3) Noncompetitive pricing practices between firms or between affiliated companies; 
(4) Noncompetitive contracts to consultants that are on retainer contracts; 
(5) Organizational conflicts of interest; 
(6) Specifying only a ‘‘brand name’’ product instead of allowing ‘‘an equal’’ product to 
be offered and describing the performance or other relevant requirements of the 
procurement; and 
(7) Any arbitrary action in the procurement process. 

(b) The non-Federal entity must conduct procurements in a manner that prohibits the use of 
statutorily or administratively imposed state or local geographical preferences in the 
evaluation of bids or proposals, except in those cases where applicable Federal statutes 
expressly mandate or encourage geographic preference. Nothing in this section preempts 
state licensing laws. When contracting for architectural and engineering (A/E) services, 
geographic location may be a selection criterion provided its application leaves an 
appropriate number of qualified firms, given the nature and size of the project, to 
compete for the contract. 

 
 
 

While the regulation clearly states that there can be situations other than those listed that can be 
restrictive of competition, the following section breaks down each the provisions of 200.319(a) 
and (b) and provides examples for each: 

Further, the non-Federal entity awarding such a contract must assert a high degree of 
oversight in order to obtain reasonable assurance that the contractor is using efficient 
methods and effective cost controls. 
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• Prohibition: § 200.319(a) Contractors that develop or draft specifications, requirements, 
statements of work, and invitations for bids or requests for proposals must be excluded 
from competing for such procurements. 

• Rationale / Examples: 
• A contractor with knowledge of forthcoming a bid solicitation, gained through a role 

in preparing the solicitation, has an unfair advantage over other bidders in terms of 
time to prepare a response and familiarity with the associated specifications and 
requirements with the solicitation. 

 
• Prohibition: § 200.319(a)(1) Placing unreasonable requirements on firms in order for 

them to qualify to do business. 
• Rationale / Examples: 

• To ensure that the pool of eligible bidders is as broad as possible, placing unnecessary 
restrictions is not allowed. 

• Example: The City of Lakeside has completed three housing rehabilitation projects 
with CDBG funds using the same firm and publishes an RFP that seeks “A firm with 
10 permanent employees that has previously worked with the City of Lakeside to 
administer no less than three housing rehabilitation projects with CDBG funds.” 

 
• Prohibition: § 200.319(a)(2) Requiring unnecessary experience and excessive bonding; 
• Rationale / Examples 

• Unnecessary Experience Requirements: The experience level required of bidders 
should match the type of work described in the RFP. For example, the local 
government should not require a contractor to have $100 million in commercial 
construction experience when the RFP is for the repair of 10 single-family homes. 

• Excessive Bonding Requirements: The purpose of bid, performance and payment 
bonds is as follows: 
• The Bid Bond reduces the participation of frivolous bidders in procurement 

processes. The successful bidder enters into a contract and provides the required 
performance and payment bonds. If the bidder fails to honor its commitments, the 
grantee, entitlement or subrecipient is protected, up to the amount of the bid bond 
- usually for the difference between the low bid and the next higher responsive 
bid. 

• The Performance Bond secures the contractor’s promise to perform the contract 
in accordance with its terms and conditions, at the agreed upon price, and within 
the time allowed. 

• The Payment Bond protects certain laborers, material suppliers and 
subcontractors against nonpayment. 

 
Section 200.325 governs bonding requirements, including minimum bonding: 
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Section 200.325 - Bonding Requirements. 

 
For construction or facility improvement contracts or subcontracts exceeding the Simplified 
Acquisition Threshold, the Federal awarding agency or pass-through entity may accept the 
bonding policy and requirements of the non-Federal entity provided that the Federal awarding 
agency or pass-through entity has made a determination that the Federal interest is adequately 
protected. If such a determination has not been made, the minimum requirements must be as 
follows: 

 
(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The ‘‘bid 

guarantee’’ must consist of a firm commitment such as a bid bond, certified check, or 
other negotiable instrument accompanying a bid as assurance that the bidder will, upon 
acceptance of the bid, execute such contractual documents as may be required within the 
time specified. 

 
(b) A performance bond on the part of the contractor for 100 percent of the contract price. A 

‘‘performance bond’’ is one executed in connection with a contract to secure fulfillment 
of all the contractor’s obligations under such contract. 

 
(c) A payment bond on the part of the contractor for 100 percent of the contract price. A 

‘‘payment bond’’ is one executed in connection with a contract. 
 
 

• Prohibition: § 200.319(a)(3) Noncompetitive pricing practices between firms or between 
affiliated companies. 

• Rationale / Examples: The goal of this regulation is to prevent CDBG-DR 
procurements from allowing two or more firms to coordinate the bid (i.e. “bid rigging”) 
through noncompetitive pricing practices. 

 
• Prohibition: § 200.319(a)(4) Noncompetitive contracts to consultants that are on retainer 

contracts. 
• Rationale / Examples: These noncompetitive contracts are awarded without going 

through full and open competition and therefore are restrictive or competition. 
Additionally, the number of consultants and firms interested and qualified to deliver the 
required services may differ substantially at the time the CDBG-DR procurement is 
authorized compared to when the grantee first entered into the noncompetitive retainer 
contract. 
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The non-Federal entity must ensure that all prequalified lists of persons, firms, or products 
which are used in acquiring goods and services are current and include enough qualified 
sources to ensure maximum open and free competition. Also, the non-Federal entity must not 
preclude potential bidders from qualifying during the solicitation period. 

 
If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a state, 
local government, or Indian tribe, the non-Federal entity must also maintain written standards 
of conduct covering organizational conflicts of interest. Organizational conflicts of interest 
means that because of relationships with a parent company, affiliate, or subsidiary 
organization, the non-Federal entity is unable or appears to be unable to be impartial in 
conducting a procurement action involving a related organization. 

 
Example 

For example, the City of Lakewood has received a CDBG-DR grant and has identified the 
Lakewood Housing Authority, an affiliate organization of the City, as a sub-recipient. The 
Lakewood Housing Authority must also have a conflict of interest policy in the award of 
contracts utilizing the CDBG-DR funds. 

§ 200.319(d) requires the following: 
 

 

• Prohibition: § 200.319(a)(5) Organizational conflicts of interest; 
Rationale / Examples: Procurement regulations require that local governments and 
subrecipients maintain written standards of conduct covering conflicts of interest and 
governing the performance of its employees engaged in the selection, award and 
administration of contracts. 2 CFR 200.318(c)(2) provides the following regarding 
organizational conflicts of interest: 

 

 
 
 

 

• Prohibition: § 200.319(a)(6) Specifying only a ‘‘brand name’’ product instead of 
allowing ‘‘an equal’’ product to be offered and describing the performance or other 
relevant requirements of the procurement. 

• Rationale / Examples: A brand name description is a title, term, symbol, design, or any 
combination thereof used to describe a product and its producer by a unique identifier. 
The use of brand name descriptions have the advantage of reducing the time needed to 
develop specification, clearly communicate what the solicitor is seeking and allows for 
the standardization of items like vehicles, power equipment, etc. – they typically overly 
restrict competition. The specification of only a brand name product – without allowing 
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§ 200.319(c)(1) and (2) require Grantees to have written procedures for procurement 
transactions to ensure that all solicitations: 

 
(1) Incorporate a clear and accurate description of the technical requirements for the 
material, product, or service to be procured. Such description must not, in competitive 
procurements, contain features which unduly restrict competition. The description may 
include a statement of the qualitative nature of the material, product or service to be 
procured and, when necessary, must set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible. When it is impractical or uneconomical 
to make a clear and accurate description of the technical requirements, a ‘‘brand name or 
equivalent’’ description may be used as a means to define the performance or other 
salient requirements of procurement. The specific features of the named brand which 
must be met by offers must be clearly stated; and 

 
(2) Identify all requirements which the offerors must fulfill and all other factors to be 
used in evaluating bids or proposals. 

for equivalent items – can result in the unfair exclusion of alternative brands and 
increased costs for necessary goods. 

 

 

• Prohibition: § 200.319(a)(7) Any arbitrary action in the procurement process. 
• Rationale / Examples: This clause is the catchall for any arbitrary actions in 

procurement that would end up giving priority to a specific bidder. Some of the things 
that are not mentioned specifically, but are not good practices include: 

o Awarding a contract without requiring compliance with advertised requirements, 
specifications, etc. 

o Acceleration of bid or proposal submission times and dates 
o Allowing a single bidder additional time to submit their response and not allowing 

all bidders the same additional time. 
o Announcing the lowest bidder without a public opening of the bids 

 
• Prohibition: § 200.319(b) The grantee entity must conduct procurements in a manner 

that prohibits the use of statutorily or administratively imposed state or local geographical 
preferences in the evaluation of bids or proposals, except in those cases where applicable 
Federal statutes expressly mandate or encourage geographic preference. Nothing in this 
section preempts state licensing laws. When contracting for architectural and engineering 
(A/E) services, geographic location may be a selection criterion provided its application 
leaves an appropriate number of qualified firms, given the nature and size of the project, 
to compete for the contract. 
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• Rationale / Examples: 
• To ensure that the pool of eligible bidders is a broad as possible, geographic 

restrictions on eligible bidders are generally not allowed. 
• However, there are exceptions to this prohibition. For example, given the nature and 

size of the project, solicitations for A/E services can be restricted to firms in a specific 
state or in a designated multi-state metropolitan area, but not if this eliminates all but 
one or two eligible firms and excludes multiple firms with appropriate licenses from 
just across a river or state line. 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

Chapter 5: Procurement Road Map 
 

5.1 Procurement Policy 

The first step in managing the procurement process is developing and implementing a written 
Procurement Policy. A Procurement Policy must meet federal guidelines, but also meet state and 
local policy as well, where they exceed federal minimum requirements. The requirements for 
state grantees is different from that of units of local governments that receive funding directly 
from HUD, as described below. However, the essence of “good procurement” for all grantees 
can be summarized as follows: 

 
• Identify and clearly specify standards for the goods or services the grantee or subrecipient 

wants to obtain; 
 

• Seek competitive offers to obtain the best possible quality at the best possible price; 

• Use a written agreement that clearly states the responsibilities of each party; 

• Ensure the fair and equitable treatment of all bidders and potential bidders; 

• Keep good records; and 

• Have a quality assurance system that helps the grantee or subrecipient get what it pays 
for. 

 
A Procurement Policies and Procedures manual should be adopted prior to soliciting bids or 
pricing, incurring costs and entering into any contracts. 

 

5.2 Differences between State and Entitlement Grantees 
 

 

As with all CDBG regulations, states are allowed “maximum feasible deference” in the 
implementation of their program. As discussed previously, one of the way in which a state may 
demonstrate compliance with the procurement requirement, is to utilize the states own policies 
and procedures. Minimum standards must include the following: 

 
• Promote full and open competition. 
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• Specify the types of procurement allowed and procedures that are followed. Cost plus 
percentage of costs and percentage of construction cost methods is NOT ALLOWABLE. 

 
• Include standards of conduct for employees engaged in award or administration of state 

CDBG-funded contracts. 
 

• Ensure that all purchase orders and contracts include any clauses required by Federal 
statutes, Executive orders, and implementing regulations, and the authorities listed in 
Appendix II of 2 CFR Part 200. 

 
• Make subrecipient and contractor determinations in accordance with the standards in 2 

CFR 200.330. 
 

• Obtain certification from any transaction participant that neither it nor its principals are 
currently debarred, suspended, proposed for debarment, declared ineligible or voluntarily 
excluded from participation. 

 
Depending on the relevant appropriations act, Grantees may be required to submit their 
Procurement Policies to HUD for review as a condition of receiving a CDBG-DR grant. 

 

5.3 Full and Open Competition 

A Procurement Policy should provide for full and open competitions among prospective vendors 
and bidders. Competition should ensure that the pricing is fair and the Grantee is getting a 
reasonable price for the goods or services procured. In addition, free and open competition 
should reduce the potential for conflicts of interest and collusion on bids between potential 
bidders and the Grantee. 

 

5.4 Documentation 

Each step in the procurement process should be documented, from the initial decision to 
purchase through final inspection of goods and services and final payment. The records should 
include, but are not limited to, files on the rationale for selecting the methods of procurement 
used, selection of contract type, the contractor selection/rejection process, and the basis for the 
cost or price of a contract. The records should also include a justification for lack of competition 
when competitive bids or offers are not obtained, and the basis for the award cost or price. 

 
Documentation does not end at contract signing, but should continue through the delivery of 
goods and services to record payments, inspections, change orders and cost/price analysis of the 
change order. Monitoring the performance of the vendor should be documented through 
inspections and review of performance and delivery. Reports should include: 

 
• A spend map (a periodic plan for what is to be bought). 
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Example of Poor Record Keeping 

 
A state receiving CDBG-DR funds failed to follow Federal regulations in its procurement 
and contracting for services in selecting a firm to market the state to bring tourism back to 
pre-storm levels. The state has adopted 2CFR Part 200.317-326 for its procurement policies 
for disaster procurement. The state selected a contractor following acceptable procurement 
procedures through a competitive bid process, but did not maintain adequate documentation 
of cost/price analysis. In addition, the state did not request from the contractor timesheets as 
evidence of the work done by staff of the contractor. In addition, the contract required the 
contractor to seek bids for advertising time from radio, television and other media services. 
The state had the authority to waive this bidding requirement, but failed to document the 
waiver in the contract. As a result, the Office of the Inspector General questioned $23 
million in services and contractor labor, which were procured inappropriately or not 
adequately documented. 

• A register of procurements using CDBG-DR that includes the name of the vendor, 
contractor, and/or subcontractor, the date and type of procurement (micro purchases, 
small purchases, requests for proposals, and sole-source and competitive bids), funding 
source, amount of the contract and a brief description of the procured goods or services. 
This register should be available on the grantee’s website for the Disaster, which may be 
required by the specific Disaster appropriation. (See Contract Template found in the 
Sample Documents) 

 
• A summary of change orders by contract. 

• A report that crosschecks vendor addresses and phone numbers with those of employees. 

• A report of any purchases lacking invoices. 

Records relating to the procurement of goods and services must be maintained for a minimum of 
three years from the date of final closeout of the CDBG-DR award. 

 

 

5.5 Bonding and Insurance 

For construction or facility improvement contracts or subcontracts exceeding the Simplified 
Acquisition Threshold, the Federal awarding agency or pass-through entity may accept the 
bonding policy and requirements of the Grantee provided that the Federal awarding agency or 
pass-through entity has made a determination that the Federal interest is adequately protected. If 
such a determination has not been made, the minimum requirements are: 

 
• A bid guarantee from each bidder equivalent to 5 percent of the bid price. The “bid 

guarantee” must be a firm commitment in the form of a bid bond, certified check, or other 
negotiable instrument as assurance that the bidder is prepared to execute a contract within 
the time specified for the bid amount. 
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•  A performance bond from the (sub)contractor for 100 percent of the contract price to 
secure the (sub)contractors’ fulfillment of all obligations under the contract. 

 
• A payment bond from the (sub)contractor for 100 percent of the contract price to assure 

payment of all persons supplying labor and materials under the contract. 
 

Note: if state or local procurement policies require higher or additional bonding and insurance 
requirements – they must be followed for CDBG-DR procurement. 

 

5.6 Utilize Local Businesses and Small, Minority Contractors 

Grantees should make every effort to include local business firms and contract with small, 
minority-owned and/or women-owned businesses in the procurement process. Steps that will 
facilitate contracting with small and minority contractors include adding these businesses to 
solicitation lists, sizing (splitting, dividing, etc.) contracts so that smaller businesses can 
participate and utilizing organizations that work with minority and woman owned businesses and 
labor surplus firms. These methods should also be required of prime contractors. 

 
Specifically, a grantee is encouraged to take affirmative steps to use small firms, minority-owned 
firms, women-owned firms, or “labor surplus area” firms in its CDBG-financed activities. The 
efforts include the following suggestions: 

 
• Incorporating such businesses in solicitation lists whenever they are potential sources. 

Solicitation lists should be kept current and updated on a periodic basis. 
 

• Using organizations such as the Minority Small Business Development Agency, the 
Small Business Administration, or other similar organizations to assist in development of 
a solicitation list. 

 
• Ensuring that these businesses are solicited when identified as potential sources. 

• Dividing procurement requirements, when economically feasible, to permit maximum 
participation of these businesses. 

 
• Requiring prime contractors, when subcontracts are solicited, to take affirmative steps to 

select these firms. 
 

In addition, Section 3 of the Housing and Community Development Act of 1968, requires to the 
greatest extent feasible, contracts be awarded to eligible business concerns located in or owned 
by residents of the target area. Section 3 was enacted to ensure that the employment and other 
economic opportunities generated by Federal financial assistance for housing and community 
development programs shall, to the greatest extent feasible, be directed toward low- and very 
low-income persons, particularly those who are recipients of governmental assistance for 
housing. 
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Included in the Sample Documents section are examples of Procurement Procedures that will 
increase participation to meet the Section 3 requirements. 

 

5.7 Dealing with Subrecipients 

CDBG-DR grantees may carry out activities through their staff or they may utilize a subrecipient 
to carry out those activities. Generally, a subrecipient is a public or private nonprofit agency, 
authority, or organization that administers an activity on behalf of the grantee. A contractor is not 
considered a subrecipient. For state grantees, the state is funding local governments and will 
monitor compliance of the local government entity. The local government that is a subgrantee of 
a state may use a subrecipient to implement the activity for which they applied for funding. For 
entitlement cities, the city could awards funds to a nonprofit and that nonprofit operates the 
program or project. The Grantee and the subrecipient jointly share the responsibility for carrying 
out the program, and the Grantee is responsible for reporting to HUD. 

 
Even if a Grantee uses a subrecipient, the Grantee is ultimately responsible for ensuring that 
CDBG-DR funds are used in accordance with all program requirements, including procurement. 
The use of designated subrecipients does not relieve the grantee of this responsibility. The 
grantee is also responsible for determining the adequacy of performance under subrecipient 
agreements (and procurement contracts) and for taking appropriate action when performance 
problems arise. 

 
Subrecipients can be selected by a variety of methods, including: 

 
• A formal application process, where applications are evaluated according to specific 

criteria. 
 

• A limited application process where the Grantee is often more involved in shaping the 
project and revising project details. 

 
• A Request for Qualifications (RFQ) from qualified organizations. 

• Allowing for unsolicited applications throughout the year. 

• A combination of some of the above approaches. 
 

5.8 Separation of Duties 

One of the checks and balances to limit fraud in procurement is through the separation of duties 
of staff. The person delegated to order the goods or manage the procurement process should be 
different from the person receiving and accepting the goods and the person paying for the order. 
When this is not possible due to the limited size of staff, additional rules should be used, such as 
limiting dollar authorizations and periodic reviews by an independent individual. The grantee 
should ensure that only designated individuals have the authority to make binding contracts. If 

79



the grantee or subrecipient has a small staff, another method must be developed to provide for 
independent oversight. The procurement procedures should outline: 

 
• The positions involved in the procurement process and the responsibilities of each 

person. 
 

• A formal system of authorization and review 

• Separation of duties 

The rule of thumb should be that if an employee touches the money, mail, or goods purchased, 
he or she should not touch the books. 

 

5.9 Conflict of Interest 

HUD requires that a written code of standards be included in the grantee’s procurement 
policy, and many State and local governments also have conflict of interest requirements for 
their staff. The procedures should require that the grantee bar those in positions of trust 
from personally gaining from transactions and that the procurement process is fair to all 
seeking to do business with the grantee or subrecipient. A common problem is the lack of 
understanding of what constitutes an “appearance of conflict.” Too often, managers believe 
that indirect or noncash gifts are not considered a conflict of interest. However, vendor or 
contractor donations to employee fund-raising drives, event tickets, meals, or gifts could be 
considered potential conflicts of interest. 

 

5.10 Debarred Contractor Review 

Grantees must not make any award to any contractor or organization which is debarred or 
suspended or is otherwise excluded from participation in Federal assistance programs. The 
Grantee must comply with all requirements relating to debarments and suspensions codified 
in 2 CFR Parts 180 and 2424. The General Services Administration maintains a list of all 
debarred contractors through the System Award Management (SAM). This applies to 
CDBG-assisted contracts at any tier in the process. To determine if a proposed contractor is 
debarred, Grantees can check the federal SAM database at https://www.sam.gov. In 
addition to checking the name of the contracting firm, the name of the president and owner 
of the firm should also be checked. Staff should also review any state and local debarment 
lists. Website printouts should be placed in the file to document compliance. 

 

5.11 Contract Administration 

Most of the Grantee’s administrative work takes place prior to purchasing goods and/or services 
and prior to executing the contract. However, sound financial management also requires the 
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grantee to review the purchases and document the purchase prior to making payment. Contracts 
should include performance requirements for timing of delivery, quality of work, payment of 
subcontractors (and related lien waivers, if appropriate), and delivery of reports. This review 
forms part of the procurement process and should be carried out prior to payment being made to 
the vendor. In addition, all invoices should include sufficient detail that allows the grantee to 
determine if the work performed conforms to the terms of the executed contract. Receiving and 
filing documentation of the work performed (invoices, pay requests, inspections) is part of the 
procurement and financial management record keeping process. 

 
The need for procuring goods and services, especially after a disaster, can change over time. 
Frequently, a grantee may not know the full extent of damage to facilities until a re-construction 
project is underway. Because of this and other factors, the work that was originally described in 
a Scope of Work, may need to be modified. This will either require a change order to the 
contract or, in some cases, the revised project must be procured again because of substantial 
changes to the scope. A change order requires that cost/price analysis be performed again to 
identify reasonable costs for the type of work to be performed or the good procured. 

 
In some disaster declarations, grantees are required to maintain a contract template and make 
public all solicitations and public procurement actions. HUD has developed a Contract Template 
and a copy of the template has been included in the Sample Documents. 

 

5.12 Public Website 

In recent appropriations acts, Congress has required that a website be developed and maintained 
that provides information to the public on proposed purchasing with CDBG-DR funds and the 
status of those actions. This provides transparency to the public and allows for maximum 
accountability on the work performed, contractor selected and status of the work. The types of 
information that should be available on the website include: 

 
• The grantees procurement policies 

• The status of procurements projected, underway and completed 

• A copy of the solicitation 

• A copy of the executed contract that grantees have procured directly 

• The contract template described above is a good tool to maintain and keep current on the 
public website. 

 

5.13 Wrong Turns Off the Road to Good Procurement (Common Pitfalls in 
the Procurement Process) 

Grantees that follow the Road Map outlined at the beginning of this section – and the regulations 
and requirements discussed throughout this Toolkit - should be able to avoid wrong turns that 
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can lead to adverse audit findings and even the repayment of CDBG-DR funds. These wrong 
turns can categorized as follows: 

 
• Use of Prohibited Cost Plus Percentage of Cost Contracting 

• Cost Plus Percentage of Cost (CPPC) contracts are not allowed at any time for any 
reason when using CDBG-DR funds. This applies to States, Entitlements and Sub- 
Recipients. 

 
• See 2 CFR 200.323 and discussion in Chapter 4 – Prohibited Practices. 

• Failure to prepare independent cost estimates prior to receiving bids or proposals 

• Planning to use the bids to establish the estimate is unacceptable. What does not work 
with this approach is that estimate cannot be prepared PRIOR to receiving the bids if 
they – the estimates and bid - are treated as the same thing. Moreover, 
INDEPENDENT should always be interpreted to mean independent from the 
bidders. 

 
• See 2 CFR 200.323(a) and discussion on Cost and Price Analysis in Chapter 3. 

• Failure to conduct and document a cost or price analysis 

• A lack of familiarity with how to conduct and document a cost and/or price analysis 
for each procurement, if the purchase is in excess of the Simplified Acquisition 
Threshold, is not an excuse for not meeting this requirement. 

 
• See 2 CFR 200.323(a) and discussion on Cost and Price Analysis in Chapter 3. 

• Failure to review contract modifications or change orders for cost and price analysis 

• Even if the original procurement for a good or service complied with this 
requirement, the same analysis and documentation is required for contract 
modifications and/or change orders to the original procurement and associated 
agreement. 

 
• See 2 CFR 200.323(a) and discussion on Cost and Price Analysis in Chapter 3. 

• Inclusion of non-competitive practices/requirements in procurement documents 

• This chapter opens with a reminder that a primary goal of all procurement policies 
should be to promote fair and open competitions among prospective vendors and 
bidders. Chapter 4 of this Toolkit explores prohibited, anti-competitive practices – 
such as most geographic restrictions on bidders, excessive bonding requirements, etc. 
– in greater depth. 
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• See 2 CFR 200.319(a) and (b). 

• Understanding differences between procurement requirements for states, local 
governments, and subrecipients 

 
• As discussed above in this chapter, local governments can and often do set higher 

standards (e.g., competitive bidding for construction required for contracts over 
$20,000 rather than the Simplified Acquisition Threshold), and in these cases, the 
higher standards must be applied for CDBG-DR procurement as well. Where Federal 
requirements do not apply to them, States may set their own standards, which may or 
may not exceed Federal requirements. 

 
• Inadequate monitoring of sub-recipients 

• As pointed out early in this chapter, grantees – whether a State or Entitlement - and 
its subrecipients often jointly share the responsibility for carrying out disaster 
recovery programs. Nevertheless, the grantee is ultimately responsible for ensuring 
that the subrecipient’s procurement actions comply with federal requirements and the 
grantees procurement policies. Only through sustained and adequate monitoring can 
the grantee ensure that procurements are compliant. 

 
• Reliance on “emergency services” language to expand contract scope without following 

requirement procurement requirements 
 

• Disasters are, by definition, emergencies for the states and communities that they 
devastate. However, expanding the scope and compensation of a contract for goods 
or services executed before the disaster is not an allowable short cut if CDBG-DR 
grant funds are involved. 

 
• Follow the Procurement Decision Tree in Chapter Two to determine how best to start 

a fresh procurement action for the needed products and services consistent with your 
procurement plan. 

 
Given the urgency of disaster recovery responsibilities and a lack of familiarity with minimum 
federal procurement standards, HUD’s Office of Inspector General (OIG) has published audit 
reports that have been critical of procurement practices using CDBG-DR funds. The following 
table summarizes the findings of some of these audit findings and can provide all grantees with 
examples of how to avoid similar mistakes. 
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5.14 Examples of Procurement Audit Findings 
 

Finding Audit Report Finding Notes 

Missing – Improper 
procurement method initially 
– or at the time of substantial 
and/or material amendment 

State of Texas, 2012-FW-1005 Finding #1. “The State 
improperly increased its project 
management services contract’s 
scope of services and cost 
when it entered into its fourth 
contract amendment.” 

 
“The State did not follow its 
own guidance when it executed 
this contract change. The 
Texas Contract Management 
Guide stated, “any contract 
amendments are required to be 
within the scope of the original 
contract and the competitive 
process underlying the original 
contract.” 

 
As the changes enacted were 
both material and substantial, 
the State could not provide 
assurance that it properly 
performed the $75.01 million 
contract amendment. 
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Finding Audit Report Finding Notes 

Prohibited Cost Plus 
Percentage of Cost 
Contracting 

State of Texas, 2012-FW-1005 #2. The State’s contracts and 
contract amendments contained 
ineligible cost plus a 
percentage of costs provisions. 
The two contracts budgets 
included a 10% mark-up on 
direct expenses and 
subcontractors costs. 

HUD CDBG rules prohibit a 
CPPC payment type: 
570.489(g) 

Prohibited Cost Plus 
Percentage of Cost 
Contracting 

Harris County Housing 
Authority, 2013-FW-1006 

#3. The Authority used a 
prohibited CPPC contract for 
its Cypresswood Estates 
housing development. 
According to the contract, the 
Authority funded the 
development with $5 million in 
CDBG-DR program funds, $4 
million in NSP funds and $1.9 
million in non-Federal funds. 

24 CFR 85.36(f)(4) (now 
200.323(d)) prohibits grantees 
and subgrantees from using 
CPPC contracting methods. 

Failure to prepare 
independent cost estimates 
prior to receiving bids or 
proposals. 

State of Texas, 2012-FW-1005 #1. Did not follow federal and 
state requirements and its best 
practices to ensure that it 
procured its two professional 
services contracts at fair and 
reasonable prices. The Texas 
Contract Management Guide 
required that the State 
adequately plan its 
procurements and show how it 
determined a fair and 

HUD Staff: “Many small 
grantees believe – or justify 
errors on this regulation – with 
the explanation that the bids 
received provide them with the 
estimate.” 
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Finding Audit Report Finding Notes 

  reasonable price before 
performing the actual 
procurement 

 

Failure to prepare 
independent cost estimates 
prior to receiving bids or 
proposals. 

City of New Orleans, 2015- 
FW-1002 

Finding #1: The City did not 
always prepare cost estimates 
or cost analyses…(f)or its 
demolition and grant contracts, 
the City did not have 
documentation showing that it 
performed cost estimates 
before the bidding process to 
establish a basis for the 
contract prices. 

 

Failure to prepare 
independent cost estimates 
prior to receiving bids or 
proposals. 

State of NJ, 2015-PH-1003 The State did not prepare an 
independent cost estimate and 
analysis before awarding the 
(disaster management) system 
contract to the only responsive 
bidder 

 

Failure to prepare 
independent cost estimates 
prior to receiving bids or 
proposals. 

State of NY, 2015-NY-1011 (State) executed a subrecipient 
agreement with DASNY to 
provide, either directly or 
through the agency’s 
subrecipients or subcontractors, 
inspection-related construction 
management 
services…(h)owever, neither 
(the State) or DASNY 

24 CFR 85.36(f)(1) 
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Finding Audit Report Finding Notes 

  conducted a cost analysis or 
independent cost estimate for 
the inspection-related 
construction management and 
environmental review services. 

 

Failure to prepare 
independent cost estimates 
prior to receiving bids or 
proposals. 

City of Minot, 2015-KC-1003 The City did not always 
prepare cost estimates before 
receiving bids or proposals for 
two grant administration and 
project delivery services 
contracts and the five 
amendments to those contracts, 
or for the change orders for 
four construction projects 

24 CFR 85.36(b-i) 

Failure to conduct and 
document a cost or price 
analysis. 

City of New Orleans, 2015- 
FW-1002 

Finding #1: The City did not 
always prepare cost estimates 
or cost analyses…(f)or its 
demolition contractor, the City 
did not perform adequate cost 
analyses for 10 of 41 properties 
demolished. 

 

Failure to conduct and 
document a cost or price 
analysis. 

State of NJ, 2015-PH-1003 The State did not prepare an 
independent cost estimate and 
analysis before awarding the 
(disaster management) system 
contract to the only responsive 
bidder 
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Finding Audit Report Finding Notes 

Failure to conduct and 
document a cost or price 
analysis. 

State of NY, 2015-NY-1011 (State) executed a subrecipient 
agreement with DASNY to 
provide, either directly or 
through the agency’s 
subrecipients or subcontractors, 
inspection-related construction 
management 
services…(h)owever, neither 
(the State) or DASNY 
conducted a cost analysis or 
independent cost estimate for 
the inspection-related 
construction management and 
environmental review services. 

 

Failure to conduct and 
document a cost or price 
analysis. 

City of Minot, 2015-KC-1003 Regulations at 24 CFR 85.36(f) 
and the City’s federal grant 
program procurement policy 
require a cost or a price 
analysis in connection with 
every procurement action, 
including contract 
modifications. 

24 CFR 85.36(f) 

Failure to review contract 
modifications or change 
orders for cost and price 
analysis. 

City of New Orleans, 2015- 
FW-1002 

Finding #2: Perform a cost 
analysis when negotiating a 
modification, including change 
orders, to any type of contract 
if the modification the work 
authorized under the contract 
and the price or total estimated 

24 CFR 85.36(f)(1), and Quick 
Guide to Cost and Price 
Analysis for HUD Grantees 
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Finding Audit Report Finding Notes 

  costs, either upward or 
downward. 

 

Inclusion of non-competitive 
practices/requirement in 
procurement documents. 

State of NY, 2015-NY-1011 Finding #3: Price and Adequate 
Competition Not Considered 
When Procuring Contractors: 
…State agency selected 7 
contractors from among 33 
firms (before CDBG-DR grant 
was executed) in accordance 
with its own procurement 
standards. These standards 
were based up on qualification 
factors with subsequent 
negotiation of hourly labor 
costs…However, regulations at 
24CFR 85.36(d)(3) and section 
302(l)(f) of HTFC’s 
procurement policy provide 
that only architectural or 
engineering professional 
service contractors may be 
selected on the basis of 
qualification without regard to 
price. In addition, HUD 
CDBG procurement guidelines 
in Basically CDBG, dated July 
2012, require that the full 
request for proposal method be 
used if an architectural or 
engineering firm is hired to 

24CFR 85.36(d)(3 
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Finding Audit Report Finding Notes 

  provide non-architectural or 
non-engineering services. 
Further, it specifically provides 
that construction and grant 
management services are not 
considered architectural or 
engineering services. 

 

Understanding differences 
between requirements for 
state, state sub-recipient, 
entitlement, and non-profit 
procurement. 

Harris County Housing 
Authority, 2013-FW-1006 

Finding #2: The Authority did 
not have an adequate contract 
administration system in place. 
Specifically, it did not 
implement and maintain a 
contract administration system 
sufficient to record and tract 
the significant history of each 
procurement action as required 
by federal and State 
procurement requirements and 
its own internal policies. 

Not a difference – applies to all 
levels/types of grantees and 
subrecipients. 

Understanding differences 
between requirements for 
state, state sub-recipient, 
entitlement, and non-profit 
procurement. 

CPD, Certification of State 
Disaster Grantee Procurement 
Processes, 2016-PH-0005 

 Drives home the point that 
there really is only one set of 
minimum standards – and that 
the States have to document 
equivalency when they do not 
adopt 84.36 or today – 
200.317-326. 
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Finding Audit Report Finding Notes 

Inadequate monitoring of 
sub-recipients. 

State of NY, 2015-NY-1011 (State) executed a subrecipient 
agreement with DASNY to 
provide, either directly or 
through the agency’s 
subrecipients or subcontractors, 
inspection-related construction 
management 
services…(h)owever, neither 
(the State) or DASNY 
conducted a cost analysis or 
independent cost estimate for 
the inspection-related 
construction management and 
environmental review services. 
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Procurement by 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 (§200.67 Micro-purchase). 
To the extent practicable, the non-Federal entity must distribute micro-purchases equitably 
among qualified suppliers. Micro-purchases must be awarded without soliciting competitive 
quotations if the non-Federal entity considers the price to be reasonable. 

 
REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

Chapter 6: Micro-Purchases 
 

6.1 What are micro-purchases? 

Micro-purchases are acquisitions of products or services where the aggregate acquisition price 
does not exceed the micro purchase threshold. Micro-purchase is defined at 2 CFR 200.67 where 
it is noted that the micro purchase threshold is set by the Federal Acquisition Regulation at 48 
CFR Subpart 2.1 (Definitions) and is subject to change. For CDBG funds, including CDBG-DR 
funds, that threshold is currently $3,500, except as otherwise discussed in 48 CFR Subpart 2.1. 

 
If the acquisition is $3,500 or less, the Grantee may use the micro purchase method. 

 
If the procurement is for construction and the amount surpasses the micro-purchase threshold, 
the Grantee must follow wage requirements found in 40 U.S.C. chapter 31 subchapter IV where 
prevailing wages are discussed. The micro-purchase threshold is currently $2,000. 

 
The full regulation (§200.320(a)) for this section reads as follows: 

 

 

6.2 Process 
 

 

The micro purchases method does not require the solicitation of competitive bids or proposals. 
The micro purchase process is designed to minimize the administration components and 
paperwork. The Grantee may select a vendor/provider as long as the it considers the price to be 
reasonable. 
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As with all procurements, Grantees must take all necessary affirmative steps to assure that 
minority businesses, women’s business enterprises, and labor surplus area firms are used when 
possible. 

 

6.3 Price Reasonableness 

Non-federal entities should plan and document how much or how many products (or services) 
will be required prior to executing a procurement strategy. The failure to plan may result in 
making multiple purchases of the same item, and exceeding the micro purchase threshold. 

 
• Reasonable Prices 

Under the cost principle that must be used in determining the allowable costs of 
work performed by the non-Federal entity under Federal awards, a cost is 
reasonable if, in its nature and amount, it does not exceed that which would be 
incurred by a prudent person under the circumstances prevailing at the time the 
decision was made to incur the cost. A reasonable price is reflective of the market 
price, without special considerations, surge pricing or other premiums. 
Researching market prices to have two or more quotes before making a micro 
purchase will help assure that the acquisition price is reasonable. 

 
In some instances, such as purchasing a widely available product, the market 
research may be as simple as looking on the internet to compare prices from, for 
example, Costco, Walmart and Sam’s Club. This is a little different than Price 
Analysis, which is the determination that a certain price is fair. While Grantees 
are required to undertake a price or cost analysis in connection with every 
procurement action in excess of the Simplified Acquisition Threshold including 
contract modifications, micro purchases fall below this threshold and neither a 
price nor a cost analysis is required. 

 
To the extent practical, non-Federal entities should distribute micro purchases 
equably among qualified distributors. 

 
Consolidating and Breaking out procurements 

 
Grantees must be careful of intentionally “splitting” larger purchases to 
circumvent the dollar threshold limitations just so they take advantage of 
streamlined procurement procedures under the micro purchase method of 
procurement. Grantees should, however, give consideration to consolidating or 
breaking out procurements to obtain a more economical purchase (2 CFR 
200.318(d)). Additionally, Grantees must divide total requirements, when 
economically feasible, into smaller tasks or quantities to permit maximum 
participation by small and minority businesses, and women’s business enterprises 
(2 CFR 200.321(b)(3)). 
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Nevertheless, micro purchase procurement tends to be for very small items such 
as office supplies or simple equipment. 

 
• Section 3 

Section 3 of the Housing and Urban Development Act of 1968 and its 
implementing regulations at 24 CFR Part 135 apply to the use of CDBG-DR 
funds. Grantees must comply with these requirements, and they must ensure that 
employment and other economic opportunities generated by certain CDBG-DR 
funds 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 
persons, particularly those who are recipients of government assistance for 
housing, and to business concerns which provide economic opportunities to low- 
and very low-income persons. The application of Section 3 requirements is not 
limited to micro purchase nor CDBG-DR but to many different HUD funding 
sources. More information on Section 3 requirements is provided in Chapter 5, 
on pricing, executing and administering contracts. 

 
• Micro Purchase for Construction 

The Micro-Purchase procurement method could theoretically be used for 
construction, but it is highly unusual for any construction project to be less than 
$3,500. When used for construction in cases where Davis-Bacon wages apply, 
the micro purchase threshold is currently $2,000. 

 

6.4 Post-Award Issues 

With micro-purchases, amendments, change orders, and other requests that might affect the 
amount of the purchase are not expected. If circumstances require the purchase of additional 
materials and services, subsequent micro-purchases may be used. 

 

6.5 Documentation 

Documentation is required, even for small acquisition dollar amounts, as under the micro 
purchase method. 

 
• Pre-Award 

• Document the “Need” – that is, assure that the items or services to be 
procured are actually needed for disaster recovery work, and not another 
project or initiative. 

 
• Document the rationale for the micro-purchase method of procurement. 
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• Document the market research or other means by which the prices were 
determined to be reasonable. 

 
• Document the efforts to distribute micro purchase contracts among 

qualified suppliers. 
 

• Document marketing and outreach efforts to include minority and women- 
owned businesses among interested suppliers. (This initiative may be 
broader than just for suppliers under the micro purchase method, and 
should be for all disaster related procurement). 

 
• Post-Award 

Post-Award documentation will depend on the administrative method for 
procurement (i.e. purchase order) and whether the micro procurement involved 
construction. Non-federal entities will also have locally established procedures 
for contract administration. 

 
• Purchase of Items/Services Other Than Lowest Price 

If the non-Federal entity has purchased an item or services which does not reflect 
the lowest price among the researched items/services, it must document the 
reasons why it made this decision. 

 
• Purchase Order 

The issuance of a Purchase Order (PO) by the non-Federal entity and its 
acceptance by the vendor (through either performance or signature on the PO) 
constitute a contract. For this reason it is critical that the PO clearly specify the 
item(s) or service(s) being purchased and the terms and conditions of the 
purchase. 

 
All federally funded contracts must contain the required federal clauses and 
certifications. Incorporation of required contract clauses can be in the form of 
reference or as an attachment to the contract. See Section 7.11. 
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Example #1 

City Y needs to buy two portable printer/copier machines to place in two mobile office 
trailers that are located on-site in a disaster area. They need to have “Wi-Fi” printing 
capability and handle high production copying. The machines should also be able to print 
color photos with reasonable quality. City Y has traditionally purchased Canon 
printer/copiers and learns that these are at comparable prices to other brands. City Y 
researches the kind of machines that have this functionality by looking at numerous 
electronics and office supplies websites, including Best Buy, Office Max, Staples, and a few 
others. City Y learns that that prices range from $300-400 dollars from different vendors. 
All this information is documented on a form created by City Y for micro purchases. City Y 
creates a Purchase Order, takes it to the vendor and buys the two copier machines. The City 
Y Procurement Office takes the Purchase Order and accompanying documentation and 
provides copies to the staff person responsible for documenting the procurement records. 

 
Example #2 

Staff in the Public Works Department from City Z have been installing plastic safety barrier 
fencing to seal off properties damaged and deemed unsafe from recent flooding. They have 
run out of fencing, but learned that it can be found inexpensively from local suppliers. 
Public Works determines how much more fencing is needed and checks prices at Home 
Depot, Lowe’s and several local hardware stores. It finds and documents the least 
expensive providers and buys $2,000 of additional materials to complete the fencing. 

• Procurement Cards 

Many government entities provide purchase or government sponsored credit cards 
to Procurement or Contracting Officers to simplify the paperwork and the process 
to acquire goods and services that fall below the micro purchase threshold. 
Making purchases with a procurement card still requires following CDBG-DR 
regulations. Instead of using a purchase order, the credit card statement showing 
the itemized procurement will become part of the documentation, as well as the 
documentation showing how the credit card bill is paid. 

 
 
 

 

The micro-purchases method and documentation of price analysis applies even in 
those instances where a product had previously been procured, and more is needed. 
The example below illustrates this scenario: 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

 
Procurement by small purchase procedures. Small purchase procedures are those relatively 
simple and informal procurement methods for securing services, supplies, or other property 
that do not cost more than the Simplified Acquisition Threshold. If small purchase 
procedures are used, price or rate quotations must be obtained from an adequate number of 
qualified sources. 

Chapter 7 – Small Purchase 
 

7.1 What Are Small Purchases? 

Small purchases are acquisitions of products or services where the aggregate acquisition price 
does not exceed the Simplified Acquisition Threshold, which is set by the Federal Acquisition 
Regulation at 48 CFR Subpart 2.1 and in accordance with 41 U.S.C. 1908. For CDBG funds, 
including CDBG-DR funds, that threshold is currently $150,000 for goods and services, 
however, the threshold is periodically adjusted for inflation. Additionally, different federal 
programs and departments may have different threshold amounts. 

 

 

As with all CDBG-DR procurements, the procurement must be conducted in a manner providing 
full and open competition consistent with the standards of §200.319(a). As with all 
procurement, Grantees must take all necessary affirmative steps to assure that minority 
businesses, women’s business enterprises, and labor surplus area firms are used when possible. 

 
The full regulation (§200.320(b)) for this section reads as follows: 

 

 

7.2 Process 

The small purchase method requires price or rate quotations to be obtained from an adequate 
number of qualified sources. Different from the micro purchase process where no solicitation is 
required, the small purchase method, although a simple and relatively informal procedure, 
requires the grantee to obtain price or rate quotations from qualifying companies. Using this 
method, the grantee should document every step in the procurement process to show compliance 
with federal regulations. 
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From §200.88: Simplified acquisition threshold means the dollar amount below which a 
non-Federal entity may purchase property or services using small purchase methods. Non- 
Federal entities adopt small purchase procedures in order to expedite the purchase of items 
costing less than the simplified acquisition threshold. The simplified acquisition threshold is 
set by the Federal Acquisition Regulation at 48 CFR Subpart 2.1 (Definitions) and in 
accordance with 41 U.S.C. 1908. As of the publication of this part, the simplified acquisition 
threshold is $150,000, but this threshold is periodically adjusted for inflation. 

• Pre-Award Cost Determination 

Grantees should plan and document how much or how many products (or services) will 
be required prior to executing a procurement strategy. The failure to plan may result in 
making multiple purchases of the same item, or the purchase may exceed the simplified 
acquisition threshold and thus be ineligible for the small purchase method. 

 
• Use as many of the following techniques as applicable and appropriate: 

• Compare competitive prices received in response to the solicitation to one 
another. This assumes you receive a large enough number of competitively priced 
offers from the current marketplace. 

 
• Compare proposed prices with prices under existing contracts and with prices 

proposed in the past for the same or similar items/services. Be sure to factor in 
any market changes (e.g., commodity price changes) or other influences (e.g., 
inflation). 

 
• Apply rough yardsticks (e.g., dollars per pound, per square foot, per hour, etc.) to 

compare prices and highlight significant inconsistencies that warrant additional 
pricing inquiry. 

 
• Compare competitive price lists, published catalog or market prices of 

commodities and products, similar indices and discount or rebate arrangements. 
 

• Compare proposed prices with your independent (i.e., in-house) cost estimates 

While Grantees much still satisfy CDBG-DR requirements, and maintain records 
sufficient to detail the history of procurement, price or cost analyses are not required for 
procurements by small purchase procedures. 

 
 

What is the Simplified Acquisition Threshold? 
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7.3 The Solicitation 

The regulations at 2 CFR 200.320 do not mandate a specific method of obtaining price or rate 
quotations, so quotations for small purchases may be obtained in writing (hard copy or email), 
orally, by fax, via catalogs, by letter, through electronic means, e.g., the Internet, through paid 
advertisement, or by displaying the solicitation in a public place. The grantee should document 
its basis for determining that it has obtained quotations from an adequate number of qualified 
sources. Often a grantee will request quotations from a list of pre-qualified vendors and the list 
should be inclusive and up to date. 

 
The method should be appropriate to the purchase (e.g., obtaining price quotes by phone for a 
commercially available supply item). Grantees should establish in their written Procurement 
Policies which methods are preferred and any other requirements for the use of written and oral 
solicitations. Written solicitations are used when it is necessary to provide vendors with detailed 
information that cannot be conveyed orally (e.g., by phone), or with detailed quotation 
evaluation information. 

 

7.4 Negotiation 

Small purchases procedures are not sealed bidding. Contracting Officers may negotiate price 
and other terms of purchases where appropriate. 

 

7.5 Environmental Assessment 

Keep in mind that prior to beginning construction work with CDBG-DR, projects will require an 
environmental assessment in keeping with the National Environmental Protection Act. 

 

7.6 Breaking down larger contracts and consolidating work across 
jurisdictions 

There are certain circumstances where a Grantee may break down a larger contract into smaller 
quantities, or where Grantees may collaborate across political jurisdictions to take advantage of 
scale and economy. Grantees must divide total requirements, when economically feasible, into 
smaller tasks or quantities to permit maximum participation by small and minority businesses, 
and women’s business enterprises. Grantees are also encouraged to enter into state and local 
intergovernmental agreements or inter-entity agreements where appropriate for procurement or 
use of common or shared goods and services. 
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EXAMPLE 

A tornado touched down several times over a 75-mile stretch in a single state, causing severe 
damage in 11 different cities and town, comprising three Grantee jurisdictions. Temporary 
construction work is needed to make sure roofs and walls that are compromised do not 
collapse, causing further damage. Grantees negotiate an inter-governmental agreement 
allowing them to coordinate the procurement process . 

 

 
 
 
 

 

7.7 Post-Award Issues 

With small purchases, amendments, change orders, cancellations and other requests might affect 
the amount of the purchase. Grantees should be aware of circumstances which might cause the 
total amount of the procurement to exceed the small purchase Simplified Acquisition Threshold. 
If a contract modification causing the amount to exceed this threshold, the Grantee must perform 
a cost or price analysis in connection with every procurement action in excess of the Simplified 
Acquisition Threshold including contract modifications. 

 
Grantees should also be prepared to provide documentation to HUD where such contract 
modifications result in a total contract price which exceeds the Simplified Acquisition Threshold 
(2 CFR 200.324(b)(5)). 

 

7.8 Documentation 

Documentation is required for all procurement under the small purchase method. 

 
EXAMPLE 

Following a large-scale disaster, security fencing is needed to protect real estate assets for a 
multitude of properties across many neighborhoods in a large city. The Grantee decides that 
expediency is important because it wants to start the work at the same time in all affected 
neighborhoods. It also decides that it will be economically feasible to break down the work 
into smaller components to enable the participation of small, minority and women owned 
enterprises. It records these decisions in meeting minutes. The Grantee then takes the scope 
of work and divides it into geographic sub-sections to help elicit bids from small, local 
contractors. 
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• Pre-Award 

• Document the rationale for the procurement method chosen. 

• Document the “Need” – that is, assure that the items or services to be procured are 
actually needed for disaster recovery work, and not another project or initiative. 

 
• Document the basis for the contract price. 

• Document the basis for determining that price or rate quotations were obtained 
from an adequate number of qualified sources. 

 
• Document efforts to solicit from minority and women’s business enterprises when 

they are potential sources. 
 

• Document the process of soliciting bids and the vendors contacted through the 
solicitation 

 
• Post-Award 

Post-Award documentation will depend on the administrative method for procurement 
(i.e. purchase order, construction contract, etc.). Grantees will also have locally 
established procedures for contract administration. 

 
• Purchase Order 

The issuance of a Purchase Order (PO) by the Grantee and its acceptance by the vendor 
(through either performance or signature on the PO) constitute a contract. For this reason, 
it is critical that the PO clearly specify the item(s) or service(s) being purchased and the 
terms and conditions of the purchase. 

 
All federally funded contracts must contain the required federal clauses and certifications. 
Incorporation of required contract clauses can be in the form of reference or as an 
attachment to the contract. SEE LIST OF CLAUSES AT SECTION 7.9. 
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7.9 Clauses to be Included in Small Purchase Contract 

(i) Contract provisions. A grantee's and subgrantee's contracts must contain provisions 
covering the following, as applicable: 

 
(A) Contracts for more than the simplified acquisition threshold currently set at 
$150,000, which is the inflation adjusted amount determined by the Civilian Agency 
Acquisition Council and the Defense Acquisition Regulations Council (Councils) as 
authorized by 41 U.S.C. 1908, must address administrative, contractual, or legal 
remedies in instances where contractors violate or breach contract terms, and provide 
for such sanctions and penalties as appropriate. 

 
(B) All contracts in excess of $10,000 must address termination for cause and for 
convenience by the non-Federal entity including the manner by which it will be effected 
and the basis for settlement. 

 
(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 
60, all contracts that meet the definition of “federally assisted construction contract” in 
41 CFR 60-1.3 must include the equal opportunity clause provided under 41 CFR 60- 
1.4(b), in accordance with Executive Order 11246, “Equal Employment Opportunity” 
(30 FR 12319, 12935, 3 CFR Part 1964-1965 Comp., p. 339), as amended by Executive 
Order 11375, “Amending Executive Order 11246 Relating to Equal Employment 
Opportunity,” and implementing regulations at 41 CFR Part 60, “Office of Federal 
Contract Compliance Programs, Equal Employment Opportunity, Department of Labor.” 

 
(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal 
program legislation, all prime construction contracts in excess of $2,000 awarded by 
non-Federal entities must include a provision for compliance with the Davis-Bacon Act 

 
Example – City A 

The City of Whoville’s Office of Community Development (OCD) has determined that they 
need to purchase silt fencing to stabilize banks along the French Broad River that were 
recently damaged by Hurricane Patricia. Funding will come from the CDBG-DR and 
removing silt from the river will protect the City’s water source. OCD staff needed to 
contract with an outside vendor to purchase the materials that will be installed by City staff. 
Their review of pricing in the market has identified the price of materials at $50/100 linear 
feet, or an anticipated total price of $5,000, which meets the small purchase method of 
procurement. The City determines that they will need to purchase 10,000 linear feet. They 
have completed their review of prices from available price lists and catalogs. The City 
requests quotes by email from five local vendors having determined that this is an adequate 
number and received quotes from three firms, ultimately selecting the company that provided 
the best material at the lowest price. 
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(40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department of Labor 
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts 
Covering Federally Financed and Assisted Construction”). In accordance with the 
statute, contractors must be required to pay wages to laborers and mechanics at a rate 
not less than the prevailing wages specified in a wage determination made by the 
Secretary of Labor. In addition, contractors must be required to pay wages not less than 
once a week. The non-Federal entity must place a copy of the current prevailing wage 
determination issued by the Department of Labor in each solicitation. The decision to 
award a contract or subcontract must be conditioned upon the acceptance of the wage 
determination. The non-Federal entity must report all suspected or reported violations to 
the Federal awarding agency. The contracts must also include a provision for 
compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as supplemented 
by Department of Labor regulations (29 CFR Part 3, “Contractors and Subcontractors 
on Public Building or Public Work Financed in Whole or in Part by Loans or Grants 
from the United States”). The Act provides that each contractor or subrecipient must be 
prohibited from inducing, by any means, any person employed in the construction, 
completion, or repair of public work, to give up any part of the compensation to which he 
or she is otherwise entitled. The non-Federal entity must report all suspected or reported 
violations to the Federal awarding agency. 

 
(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where 
applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that 
involve the employment of mechanics or laborers must include a provision for 
compliance with 40 U.S.C. 3702 and 3704, as supplemented by Department of Labor 
regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must be 
required to compute the wages of every mechanic and laborer on the basis of a standard 
work week of 40 hours. Work in excess of the standard work week is permissible provided 
that the worker is compensated at a rate of not less than one and a half times the basic 
rate of pay for all hours worked in excess of 40 hours in the work week. The requirements 
of 40 U.S.C. 3704 are applicable to construction work and provide that no laborer or 
mechanic must be required to work in surroundings or under working conditions which 
are unsanitary, hazardous or dangerous. These requirements do not apply to the 
purchases of supplies or materials or articles ordinarily available on the open market, or 
contracts for transportation or transmission of intelligence. 

 
(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award 
meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient 
or subrecipient wishes to enter into a contract with a small business firm or nonprofit 
organization regarding the substitution of parties, assignment or performance of 
experimental, developmental, or research work under that “funding agreement,” the 
recipient or subrecipient must comply with the requirements of 37 CFR Part 401, “Rights 
to Inventions Made by Nonprofit Organizations and Small Business Firms Under 
Government Grants, Contracts and Cooperative Agreements,” and any implementing 
regulations issued by the awarding agency. 
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(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act 
(33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of 
$150,000 must contain a provision that requires the non-Federal award to agree to 
comply with all applicable standards, orders or regulations issued pursuant to the Clean 
Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as amended 
(33 U.S.C. 1251-1387). Violations must be reported to the Federal awarding agency and 
the Regional Office of the Environmental Protection Agency (EPA). 

 
(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award 
(see 2 CFR 180.220) must not be made to parties listed on the governmentwide 
exclusions in the System for Award Management (SAM), in accordance with the OMB 
guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR Part 1986 
Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235), “Debarment and 
Suspension.” SAM Exclusions contains the names of parties debarred, suspended, or 
otherwise excluded by agencies, as well as parties declared ineligible under statutory or 
regulatory authority other than Executive Order 12549. 

 
(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for 
an award exceeding $100,000 must file the required certification. Each tier certifies to 
the tier above that it will not and has not used Federal appropriated funds to pay any 
person or organization for influencing or attempting to influence an officer or employee 
of any agency, a member of Congress, officer or employee of Congress, or an employee 
of a member of Congress in connection with obtaining any Federal contract, grant or any 
other award covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with 
non-Federal funds that takes place in connection with obtaining any Federal award. 
Such disclosures are forwarded from tier to tier up to the non-Federal award. 

 
(J) See §200.322 Procurement of recovered materials. 
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Chapter 8 – Sealed Bids 
 

8.1 What is the sealed bid procurement process? 

In a sealed bid process, the Grantee publishes a detailed scope of work, inviting qualified 
candidates to submit bids that are then publicly opened and announced with the award going to 
the lowest priced, responsible bidder. This is the method most often used for construction 
services. Because bid instructions often include very detailed scopes of work (for construction, 
the design and specifications) the bid submissions do not generally vary on timing, quality of 
materials, method of delivery and the like. Price then becomes the major factor determining 
which contractor receives the award. 

 
The full regulations concerning sealed bids has three subparts as follows: 

 
 

§200.320(c). Procurement by sealed bids (formal advertising). Bids are publicly solicited and a 
firm fixed price contract (lump sum or unit price) is awarded to the responsible bidder whose 
bid, conforming with all the material terms and conditions of the invitation for bids, is the lowest 
in price. The sealed bid method is the preferred method for procuring construction, if the 
conditions in paragraph (c)(1) of this section apply. 

 
§200.320(c)(1). In order for sealed bidding to be feasible, the following conditions should be 
present: 

 
(i) A complete, adequate, and realistic specification or purchase description is available; 

 
(ii) Two or more responsible bidders are willing and able to compete effectively for the business; 
and 

 
(iii) The procurement lends itself to a firm fixed price contract and the selection of the successful 
bidder can be made principally on the basis of price. 

 
§200.320(c)(2). If sealed bids are used, the following requirements apply: 

 
(i) Bids must be solicited from an adequate number of known suppliers, providing them 
sufficient response time prior to the date set for opening the bids, for local, and tribal 
governments, the invitation for bids must be publicly advertised; 

 
(ii) The invitation for bids, which will include any specifications and pertinent attachments, must 
define the items or services in order for the bidder to properly respond; 

 
(iii) All bids will be opened at the time and place prescribed in the invitation for bids, and for 
local and tribal governments, the bids must be opened publicly; 

 
(iv) A firm fixed price contract award will be made in writing to the lowest responsive and 
responsible bidder. Where specified in bidding documents, factors such as discounts, 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

 

 
 

8.2 Process 
 

 

The process in a sealed bid procurement involves a bit more work up front, as the goal is to 
define the scope of work (or design and specifications in a construction job) in sufficient detail as 
to leave little doubt to potential bidders about the Grantee’s request. The section under 2 CFR 
200.320(c)(2)(ii) states that “the invitation for bids, which will include any specifications and 
pertinent attachments, must define the items or services in order for the bidder to properly 
respond.” 

 
For construction in particular, the initial step will likely be the procurement of an 
architect/engineer to design the project, followed by the procurement of the contractor to build 
the project. Keep in mind that architectural and engineering services are frequently secured 
through the Competitive Procurement process. 

 
If the undertaking is indeed a construction project, then the process of invoicing and payment 
will also be different from a procurement involving the simple delivery of a manufactured 
product, or a service whose scope is small enough that payment is made upon completion. 
Contractors typically submit monthly requisitions, whose approval requires inspection of the 
work performed by qualified professionals. 

 

8.3 Price Reasonableness 

Grantees should plan and document how much or how many products (or services) will be 
required prior to executing a procurement strategy. For various kinds of construction projects, 
this early work usually involves some kind of inspection of damaged sites and/or structures to 
determine a basic scope of work. The challenge for construction work is that often before an 
accurate cost/price analysis can be performed, the project must be designed. Note that in 
§200.320(c)(2)(ii) the regulations make it clear that the invitation for bids “which will include 
any specifications and pertinent attachments, must define the items or services in order for the 
bidder to respond properly.” This essentially requires that professional design work precede 
sealed bids for construction in all but simplest repair jobs. 

transportation cost, and life cycle costs must be considered in determining which bid is lowest. 
Payment discounts will only be used to determine the low bid when prior experience indicates 
that such discounts are usually taken advantage of; and 

 
(v) Any or all bids may be rejected if there is a sound documented reason. 
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The sealed bid process for awarding a construction contract does not require a price or cost 
analysis, unless the procurement action is in excess of the Simplified Acquisition Threshold, 
although it is a good idea for Grantees to undertake a cost estimate, to serve as a point of 
reference against which the sealed bids could be compared, upon opening. There may also be 
circumstances where a cost estimate is warranted. One instance might be when the Grantee has 
limited CDBG-DR funds, and must “size” the project according to the funds available. In 
another possible scenario, the Grantee may be evaluating options for construction, choosing 
between simple repair, a larger replacement project or even an expansion, and thus would find it 
helpful to have an estimate of costs. 

 

8.4 The Invitation For Bids 

The solicitation, or Invitation For Bids (IFBs), under a sealed bid procurement process has 
special requirements, designed to promote transparency, participation and ensure fairness to all 
bidders. 

 
The regulation in 2 Part 200.320(c)(2)(i) states that: “Bids must be solicited from an adequate 
number of known suppliers, providing them sufficient respond time prior to the date set for 
opening the bids, for local, and tribal governments, the invitation for bids must be publicly 
advertised.” 

 
The regulations do not specify but many Grantees will typically publish an IFB in one or more 
newspapers with distribution across the municipality, tribal lands or county as the case may be. 
Some Grantees take this one step further by including the IFB in trade journals, community 
newspapers and newsletters. 

 
Oftentimes, the IFB publication runs at least once a week for two consecutive weeks. Grantees 
should be sure to consult specific State and local laws which may have more detailed or more 
extensive requirements. 

 
Grantees should be sure to keep a list of qualified, responsible bidders on hand, and to distribute 
notice of a Sealed Bid procurement to the list. Grantees must also accept bids from any qualified 
and responsible bidder not on an existing pre-qualified list. 

 

8.5 Pre-Bid Conference 

Although not covered in 2 CFR 200, Grantees may choose to hold a pre-bid conference. After 
the IFB is issued and before bids are due, the Contracting Officer may hold a pre-bid conference 
with prospective contractors to discuss the project requirements and details of the IFB. The 
conference should be attended by the Contracting Officer and supporting technical staff. A pre- 
bid conference is normally conducted for large or complex procurements. Notice of any 
scheduled conference should be included in the IFB. The timing of the conference should allow 
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bidders enough time to review the IFB before the conference and adequate time to prepare or 
revise their bids before the bid opening. At the 
conference, the Contracting Officer should state that 
nothing said at the conference will change any of the 
terms of the IFB unless a subsequent written amendment 
to the solicitation is issued. A written summary of the 
conference should be made available to anyone 
requesting it. The summary should also be provided to all 
those who submitted IFBs or solicitations, not just those 
who attended the pre-bid conference. Attendance by 
offerors at the pre-bid conference, while desirable, should 
not be mandatory, and non-attendees should not be 
deemed non-responsive. 

 

8.6 Handling the Bids 

All bids received should be time and date stamped by the 
Grantee, to demonstrate that they were received prior to 
deadline. Grantees should then keep bids in a lock box or 
other secure place to ensure that they are not opened or 
mishandled before opening. 

 
Bids received after the deadline – as noted by the date 
and time stamp - should be kept separate and unopened. 

 

8.7 Opening the Bids 

Grantees should open bids in public at the time and place 
as stated in the IFB, with anyone invited to attend. The 
Grantee’s Contracting Officer should open the bids, note 
the name of the bidder and the price offered. The 
Grantee should not indicate at that time any commitment 
or statement regarding the award of the contract. 

 
The list of bidders and bid amounts should be recorded 
and made available to the public. 

WHAT IS MEANT 
BY “QUALIFIED” 

AND      
“RESPONSIBLE?” 

 

8.8 Reviewing the Bids 

Bids must make clear the costs of materials and labor, as well as the amount of overhead and 
profit. Bids should be in the form of a firm fixed price contract (lump sum or unit price). 

 
The Grantee must review the bids to make sure the offerors did not make mistakes or omit 
components from the scope of work. 

“Qualified” and “responsible” 
generally means that the 
contractor has the capacity to 
complete the work and has 
the availability to undertake 
the construction in a timely 
and professional manner. 
Although Grantees have 
discretion as to what 
constitutes qualified, they 
should document their 
process and decisions. 

 
“Responsible” has a more 
specific regulatory reference 
to means 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. 

108



Grantees must also ensure that the bid conforms to the material terms and conditions of the IFB. 
It is unacceptable for the Grantee to accept from any bidder a substitute of alternative materials 
or changes in design that differ from the IFB. 

 
In general, bidders should not be permitted to change a bid after bid opening. 

 
The Contracting Officer should produce a written review of each bid submitted, noting any 
errors or omissions, or if the bid appears to be responsive and complete. 

 

8.9 Withdrawal of a Bid 

A bidder may also be permitted to withdraw a low bid if the bidder submits written evidence 
that clearly and convincingly demonstrates that a mistake was made. 

 

8.10 Award of Contract 

The Grantee must make a firm fixed price contract award in writing to the lowest responsive and 
responsible bidder. Where specified in bidding documents, factors such as discounts, 
transportation cost, and life cycle costs must be considered in determining which bid is lowest. 
Payment discounts will only be used to determine the low bid when prior experience indicates 
that such discounts are usually taken advantage of. 

 
The Sealed Bid process is not subject to negotiation. The Grantee should choose the lowest 
responsive bid from a responsible bidder. 

 

8.11 Environmental Assessment 

Keep in mind that prior to beginning construction work with CDBG-DR, projects will require an 
environmental assessment in keeping with the National Environmental Protection Act. 

 

8.12 Post-Award Issues 

With the Sealed Bid procurement, amendments to the contract, change orders, cancellations and 
other requests might affect the amount of the purchase. Post award, any modification of the 
contract should trigger a cost or price analysis if the procurement action is in excess of the 
Simplified Acquisition Threshold. This includes a change order with an increase in construction 
contract price, or a change order that removes elements of the project regardless of price change. 
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8.13 Documentation 

Documentation is required for all procurement methods. 
 

• Pre-Award 

• Documentation how a determination was 
made for the particular procurement method 

 
• Document the “Need” – that is, assure that 

 
 

 

IMPORTANT 
 

 

the items or services to be procured are actually needed for disaster recovery 
work, and not another project or initiative. 

 
• Document the drafting of the IFB, including participation from anyone other than 

Grantee staff 
 

• If necessary, document the cost or price analysis. 

• Document the efforts to publish the IFB 

• Document efforts to solicit from minority and women’s business enterprises when 
they are potential sources. 

 
• Document the process of receiving bids, opening bids, and a written review of 

each bid received. 
 

• Post-Award 

Post-Award documentation will depend on the administrative method for procurement 
(i.e. purchase order, construction contract, etc.). Grantees will also have locally 
established procedures for contract administration. 

 
• Special Construction Issues 

• Were price or rate quotations obtained from an adequate number of sources? 

• Does the solicitation include Davis-Bacon determinations and clauses? 

• Have the Copeland “Anti-Kickback” Act compliance clauses been included in the 
contracts? 

 
• Does the contract include Section 3 clauses? 

Documentation of each step 
in the Sealed Bid process is 
critical. 
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8.14 Contract Provisions Requirements 

Appendix II to Part 200 - Contract Provisions for Non-Federal Entity Contracts Under Federal 
Awards 

 
In addition to other provisions required by the Federal agency or non-Federal entity, all 
contracts made by the non-Federal entity under the Federal award must contain provisions 
covering the following, as applicable. 

 
(A) Contracts for more than the simplified acquisition threshold currently set at $150,000, which 
is the inflation adjusted amount determined by the Civilian Agency Acquisition Council and the 
Defense Acquisition Regulations Council (Councils) as authorized by 41 U.S.C. 1908, must 
address administrative, contractual, or legal remedies in instances where contractors violate or 
breach contract terms, and provide for such sanctions and penalties as appropriate. 

 
(B) All contracts in excess of $10,000 must address termination for cause and for convenience by 
the non-Federal entity including the manner by which it will be effected and the basis for 
settlement. 

 
(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all 
contracts that meet the definition of “federally assisted construction contract” in 41 CFR 60-1.3 
must include the equal opportunity clause provided under 41 CFR 60-1.4(b), in accordance with 
Executive Order 11246, “Equal Employment Opportunity” ( 30 FR 12319, 12935, 3 CFR Part 
1964-1965 Comp., p. 339), as amended by Executive Order 11375, “Amending Executive Order 
11246 Relating to Equal Employment Opportunity,” and implementing regulations at 41 CFR 
Part 60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, 
Department of Labor.” 

 
(D) Davis-Bacon Act, as amended (40 U.S.C. 3141- 3148). When required by Federal program 
legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities 
must include a provision for compliance with the Davis-Bacon Act (40 U.S.C. 3141- 3144) as 
supplemented by Department of Labor regulations ( 29 CFR Part 5, “Labor Standards Provisions 
Applicable to Contracts Covering Federally Financed and Assisted Construction”). In accordance 
with the statute, contractors must be required to pay wages to laborers and mechanics at a rate 
not less than the prevailing wages specified in a wage determination made by the Secretary of 
Labor. In addition, contractors must be required to pay wages not less than once a week. The 
non-Federal entity must place a copy of the current prevailing wage determination issued by the 
Department of Labor in each solicitation. The decision to award a contract or subcontract must 
be conditioned upon the acceptance of the wage determination. The non-Federal entity must 
report all suspected or reported violations to the Federal awarding agency. The contracts must 
also include a provision for compliance with the Copeland “Anti-Kickback” Act ( 40 U.S.C. 3145), 
as supplemented by Department of Labor regulations ( 29 CFR Part 3, “Contractors and 
Subcontractors on Public Building or Public Work Financed in Whole or in Part by Loans or 
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Grants from the United States”). The Act provides that each contractor or subrecipient must be 
prohibited from inducing, by any means, any person employed in the construction, completion, 
or repair of public work, to give up any part of the compensation to which he or she is otherwise 
entitled. The non-Federal entity must report all suspected or reported violations to the Federal 
awarding agency. 

 
(E) Contract Work Hours and Safety Standards Act ( 40 U.S.C. 3701- 3708). Where applicable, all 
contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment 
of mechanics or laborers must include a provision for compliance with 40 U.S.C. 3702 and 3704, 
as supplemented by Department of Labor regulations ( 29 CFR Part 5). Under 40 U.S.C. 3702 of 
the Act, each contractor must be required to compute the wages of every mechanic and laborer 
on the basis of a standard work week of 40 hours. Work in excess of the standard work week is 
permissible provided that the worker is compensated at a rate of not less than one and a half 
times the basic rate of pay for all hours worked in excess of 40 hours in the work week. The 
requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no laborer 
or mechanic must be required to work in surroundings or under working conditions which are 
unsanitary, hazardous or dangerous. These requirements do not apply to the purchases of 
supplies or materials or articles ordinarily available on the open market, or contracts for 
transportation or transmission of intelligence. 

 
(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the 
definition of “funding agreement” under 37 CFR § 401.2 (a) and the recipient or subrecipient 
wishes to enter into a contract with a small business firm or nonprofit organization regarding 
the substitution of parties, assignment or performance of experimental, developmental, or 
research work under that “funding agreement,” the recipient or subrecipient must comply with 
the requirements of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit Organizations 
and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements,” 
and any implementing regulations issued by the awarding agency. 

 
(G) Clean Air Act ( 42 U.S.C. 7401- 7671q.) and the Federal Water Pollution Control Act ( 33 
U.S.C. 1251- 1387), as amended - Contracts and subgrants of amounts in excess of $150,000 
must contain a provision that requires the non-Federal award to agree to comply with all 
applicable standards, orders or regulations issued pursuant to the Clean Air Act ( 42 U.S.C. 7401- 
7671q) and the Federal Water Pollution Control Act as amended ( 33 U.S.C. 1251- 1387). 
Violations must be reported to the Federal awarding agency and the Regional Office of the 
Environmental Protection Agency (EPA). 

 
(H) Debarment and Suspension (Executive Orders 12549 and 12689) - A contract award (see 2 
CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the 
System for Award Management (SAM), in accordance with the OMB guidelines at 2 CFR 180 
that implement Executive Orders 12549 ( 3 CFR Part 1986 Comp., p. 189) and 12689 ( 3 CFR Part 
1989 Comp., p. 235), “Debarment and Suspension.” SAM Exclusions contains the names of 
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parties debarred, suspended, or otherwise excluded by agencies, as well as parties declared 
ineligible under statutory or regulatory authority other than Executive Order 12549. 

 
(I) Byrd Anti-Lobbying Amendment ( 31 U.S.C. 1352) - Contractors that apply or bid for an award 
exceeding $100,000 must file the required certification. Each tier certifies to the tier above that 
it will not and has not used Federal appropriated funds to pay any person or organization for 
influencing or attempting to influence an officer or employee of any agency, a member of 
Congress, officer or employee of Congress, or an employee of a member of Congress in 
connection with obtaining any Federal contract, grant or any other award covered by 31 U.S.C. 
1352. Each tier must also disclose any lobbying with non-Federal funds that takes place in 
connection with obtaining any Federal award. Such disclosures are forwarded from tier to tier 
up to the non-Federal award. 

 
(J) See § 200.322 Procurement of recovered materials. 
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§200.320(d) 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. If this method is used, the 
following requirements apply: 

 
§200.320(d)(1) Requests for proposals must be publicized and identify all evaluation 
factors and their relative importance. Any response to publicize requests for proposals 
must be considered to the maximum extent practical; 

 
§200.320(d)(2) Proposals must be solicited from an adequate number of qualified sources; 

Chapter 9 – Competitive Bids 
 

9.1 What are competitive bids? 

The competitive bid process invites the submission of proposals from applicants through a 
Request for Proposals. Competitive bids differ from sealed bids in several important ways. It 
is important to note that: 

 
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 (2 Part 
200.320(d). 

 
In the sealed bid process the Grantee publishes a detailed scope of work and requests bids that 
are then opened publicly with the award going the lowest responsive and responsible bid. 

 
Competitive bids must include price as a factor, with one exception, in the evaluation of 
proposals. The Grantee 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. Grantees 
commonly use competitive bids to procure architectural and engineering professional services 
where qualifications, as opposed to a specific designs or pricing, serves as the key factor to 
determine an award. All other contracts procured by competitive proposals must be awarded 
to the responsible firm whose proposal is most advantageous to the program, with price and 
other factors considered. The procurement of a software product or license is an example of 
competitive procurement where price should be among the evaluation criteria. 

 
The regulations concerning competitive bids are as follows: 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

 

 
 

9.2 Process 
 

 

To determine that a competitive bid is the appropriate procurement method, the Grantee 
should ensure that other methods do not apply. This resembles a process of elimination (See 
Decision Tree in Chapter 2). Grantees should always consult their own written procurement 
policies when moving through this process. 

 
For procurement by competitive proposals, the Grantee must draft and publish a Request for 
Proposals (“RFP”). The RFP, its publication and the process to ensure open and free 
competition requires several steps, explained in the following sections. 

 

9.3 Pre-Award Cost/Price Analysis 

Grantees should plan and document how much or how many products (or services) will be 
required prior to executing a procurement strategy. The failure to plan may result in making 
multiple purchases or having to modify an acquisition contract with modifications and cost 
increases. 

 
§200.320(d)(3) The non-Federal entity must have a written method for conducting 
technical evaluations of the proposals received and for selecting recipients; 

 
§200.320(d)(4) Contracts must be awarded to the responsible firm whose proposal is most 
advantageous to the program, with price and other factors considered; and 

 
§200.320(d)(5) The non-Federal entity 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. 
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The grantee should prepare an estimate of costs to compare 
to the bids submitted and maintain this documentation. 
Grantees may need to determine prior to publishing an RFP 
whether they are capable of undertaking a cost estimate with 
internal staff, or whether a contract is needed with a third- 
party professional to generate a cost estimate.  The 
following are a series of issues to consider when making 
that decision: 

 
• Does the Grantee have prior experience with this 

scope of work? 
 

• Can the Grantee draw upon previous contracts for 
similar work to help create a cost estimate? 

 
• Is the scope of work very technical and/or beyond 

the capacity of staff, such that an expert is necessary 
to evaluate costs? 

 
• Will hiring a third-party for a cost estimate lead to a 

refined RFP? 
 

As part of a cost analysis of an overall proposal, Grantees 
may look at the price of certain commodities or products 

 

NOTE: 

within the proposal, but really that forms an element of the overall cost analysis. 
 

The Grantee must award contracts to the responsible firm whose proposal is most 
advantageous to the program, with price and other factors considered. 

 
If the Grantee intends to use competitive procurement 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, it does not have to use price as a selection factor. 

 

9.4 The Solicitation 

The contents of the RFP should incorporate a clear and accurate description of the technical 
requirements for the material, product, or service to be procured. Such description must not, in 
competitive procurements, contain features which unduly restrict competition. The description 
may include a statement of the qualitative nature of the material, product or service to be 
procured and, when necessary, must set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible. When it is impractical or uneconomical to 
make a clear and accurate description of the technical requirements, a “brand name or 
equivalent” description may be used as a means to define the performance or other salient 
requirements of procurement. The specific features of the named brand which must be met by 

Per 2 CFR 200.323(a), 
Grantees “must perform a 
cost or price analysis in 
connection with every 
procurement action in excess 
of the Simplified 
Acquisition Threshold 
including contract 
modifications. The method 
and degree of analysis is 
dependent on the facts 
surrounding the particular 
procurement situation, but as 
a starting point, the non- 
Federal entity must make 
independent estimates before 
receiving bids or proposals. 
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offers must be clearly stated (2 CFR 200.319(c)). Furthermore, the Grantee must identify all 
requirements which the offerors must fulfill and all other factors to be used in evaluating bids 
or proposals. 

 
Prior to the publication of the RFP, Grantees “must ensure that all prequalified lists of 
persons, firms, or products which are used in acquiring goods and services are current and 
include enough qualified sources to ensure maximum open and free competition. Also, the 
non-Federal entity must not preclude potential bidders from qualifying during the solicitation 
period (2 CFR 200.319(d).” 

 
The RFP should be published through widely subscribed or distributed media to ensure that an 
adequate number of qualified sources are informed of the Grantee’s request. 

 
The Grantee must publish its RFP through media with wide and thorough distribution. Like all 
procurements subject to 2 CFR 200.319, the Grantee must ensure that the procurement is 
conducted in a manner providing full and open competition. Grantees are encouraged give 
ample time for the RFP to circulate and for proponents to assemble their submission – an RFP 
that anticipates more detailed, collaborative, and lengthy proposals needs to make sure that the 
RFP allows sufficient time to solicit proposals from an adequate number of qualified sources. 
The RFP may ask for detailed breakdown on the cost components, where applicable. The 
breakdown could include details for different staff members, fringe benefits, overhead and 
profit so that the cost analysis can review all of the elements of the proposal. 

 

9.5 The Proposal and its Evaluation 

Grantees should request written proposals conforming to the format and substance as 
published in the RFP, and any response to a publicized proposal must be considered to the 
maximum extent practical. Proposals must be solicited from an adequate number of qualified 
sources. 

 
The Grantee’s RFP must identify all evaluation factors and their relative importance, and 
contracts must be awarded to the responsible firm whose proposal is most advantageous to the 
program, with price and other factors considered. For example, it might create a point or 
scoring system such as follows: 

 
• 25 points - Overall Capacity of Firm 

• 25 points - Previous Experience with Specific Product/Service 

• 10 points - Price 

• 20 points - Proposed Method of Delivery 

• 20 points - Schedule for Delivery 
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The above scoring system is an example only and is meant as an illustration. If a Grantee uses 
a scoring system, ideally each category will have detailed components. For example, under 
the “Overall Capacity of Firm” section (valued at 25 points), perhaps the Grantee will break 
that category into smaller components, each with its own points. For example: 

 
• 10 points - Experience of principals 

• 10 points – Experience of team assigned to Grantee 

• 5 points – Has this team worked together before (yes or no?) 

The sum of these totals 25 points, the maximum awarded points for Overall Capacity of Firm. 
Again, this is just an example. Each Grantee will have to configure its own evaluation criteria, 
and scoring system, if it chooses to use that method depending on its priorities. The scoring 
system helps to promote transparency in the procurement process. It also tilts the evaluation 
toward a more quantitative approach, which is more readily understood by both participants 
and outside observers. It may also be valuable when an evaluation committee has several 
people, to establish a common, unified platform for the evaluation. 

 
A scoring system may be more difficult to implement when the evaluation criteria are not 
clear or the priorities of the Grantee are in flux. 

 

9.6 Environmental Assessment 

When Grantees use competitive procurement to hire architects and engineers, they should 
keep in mind that prior to beginning construction work with CDBG-DR, projects will require 
an environmental assessment in keeping with the National Environmental Protection Act. The 
point about architects and engineering services is that the design work itself may depend upon 
factors identified in the Environmental Assessment and so Grantees should keep this in mind 
before design and engineering work is finalized. 

 

9.7 Post-Award Issues 

When a competitive procurement process leads to a contract based primarily on the 
qualifications of the firm, and not on price or a specified product, Grantees should expect that 
the scope of work will change as the work product or service itself becomes more defined. 
For example, an architect hired through a competitive procurement will need to work with the 
Grantee to gather information about the project to be designed – How large? What materials? 
What programming? Until these elements are defined in greater detail, the scope of work for 
an architect will be difficult to define. 

 
In those instances where the work product/service needs to be further defined, but a Grantee 
needs the input of a procured professional to create a complete scope, the Grantee can 
segment or phase the work. This method will avoid the Grantee having to make large change 
orders in a contract to expand the work to fit the newly defined scope. 
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Example #2 

A flood has severely damaged a long stretch of urban coastline. Buildings and 
infrastructure have collapsed and will need to be rebuilt. Much of the land belonged to the 
Grantee, who decides to use CDBG-DR funds to help create a new masterplan for the area. 
The Grantee uses competitive procurement to solicit architectural, engineering and 
planning services. The scope of work in the RFP refers to preliminary planning to locate 
and size infrastructure, building lots, and public spaces. Subsequent to this work the 
Grantee will create a new RFP for architectural and engineering work related to the 
construction of specific project components. The firm selected for the initial scope is not 
allowed to participate in the second RFP to eliminate an unfair competitive advantage. 

 

 
 

The phasing of a project can take many different forms. Projects may be divided according to 
size and scope, necessary expertise, emergency work vs. permanent projects, among others. 
Below is another example: 

 

 

It is not a reasonable practice to issue a competitive RFP for preliminary architectural and/or 
engineering services and then create a change order in the contract to give the full scope of 
design and specifications to the firm initially awarded. 

 
Sometimes, changes in the scope of work do emerge from the process of working with a 
vendor or service provider outside of architecture and engineering. Grantees may organize 
contracts into phases to allow the work to proceed, with milestones and opportunities to 
change, pause or cancel the contract. 

 
Example #1 

A tornado has destroyed the public marketplace in a Mid-Western town, and the municipal 
Grantee wants to rebuild the marketplace but also add several components to expand the 
project into a mixed-use development. It published an RFP following rules for competitive 
procurement to contract with an architect to help determine what the program of the 
rebuilt marketplace will contain and to create conceptual drawings. This initial RFP 
emphasized the experience of the firm in public marketplace design. The Grantee then 
obtained public input on the program that emphasized the residential and commercial uses 
as well and came to the conclusion that an architect with more experience in complex 
multi-use buildings would be preferable. The Grantee then issued a second RFP to 
complete design and supervise construction of the mixed-use project. 
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9.8 Documentation 

Documentation is required for all procurement under the competitive purchase method. 
 

• Pre-Award 

• Document the rationale for selected of the competitive procurement method. 

• Document the “Need” – that is, assure that the items or services to be procured are 
actually needed for disaster recovery work, and not another project or initiative. 

 
• If necessary, document the cost and price analysis process as relevant through 

independent analysis. 
 

• Document the process of soliciting bids and the vendors contacted through the 
solicitation. 

 
• Document efforts to solicit from minority and women’s business enterprises when 

they are potential sources. 
 

• Document the evaluation criteria and process of contractor selection. 

• Document the selection of contract type. 

 
Example #3 

Through a competitive procurement, a Grantee selects a certain software provider to 
create a grants management program that will enable the Grantee to use CDBG-DR 
proceeds to make small business loans to those affected by a natural disaster. The Grantee 
structures the contract in several phases, each with a due date, deliverable and 
compensation amount. By working for several weeks with the software provider, the 
Grantee comes to realize that the program it needs will be three times as large and 
sophisticated as it had originally conceived, and as it had published in its RFP. 
Fortunately, because the Grantee organized the contract in phases, it has the software 
provider finish Phase One, deliver the report on the proposed software program. The 
Grantee also pays the software provider for Phase One and terminates that contract, per 
clauses that allow the Grantee to do so. The Grantee then issues a new RFP for the larger, 
more sophisticated and more defined software program that is needed. The initial contract 
recipient may submit a proposal, but the RFP is open again to all qualified firms, to 
promote fairness, transparency and competition In the new RFP, the Grantee must ensure 
that the contractor on Phase One does not have an unfair competitive advantage over other 
firms. 
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• Award. 

• Document the receipt of all proposals. 

• Document evaluation according to the selection criteria. 

• Document the cost analysis of the proposals, if required. 

• Document any price negotiation with the winning proposer. 

• Post-Award. 

Grantees must have locally established procedures for contract administration that enable 
them to maintain oversight to ensure that contractors perform in accordance with the terms, 
conditions, and specifications of their contract or purchase orders. Grantees will typically use 
fixed price or cost reimbursement contracts for competitively procured products/services. As 
indicated above in the section on Post-Award issues, in many instances the full scope of work 
and/or specifications have yet to be defined. In those cases, Grantees should consider how to 
segment or phase work so that they can create an RFP and contract: 

 
• To gain the input of contracted, experienced professionals to fully define the scope of 

work or product specifications, followed by a subsequent RFP which takes advantage 
of the full scope, or; 

 
• Create an RFP and contract with milestones and deliverables which enable the Grantee 

to pause, modify or cancel the contract once the scope has been more fully understood. 
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Chapter 10 – Non-Competitive Proposals 
 

10.1 What are non-competitive proposals? 

Procurement through non-competitive proposals occurs when the Grantee solicits proposals from 
only one source. This method may be used only when one or more of the following 
circumstances apply: (1) The item is available only from a single source; (2) The public exigency 
or emergency for the requirement will not permit a delay resulting from competitive solicitation; 
(3) The Federal awarding agency or pass-through entity expressly authorizes noncompetitive 
proposals in response to a written request from the non-Federal entity; or (4) After solicitation of 
a number of sources, competition is determined inadequate.. Choosing to procure through a non- 
competitive proposal does not relieve the Grantee from following the general procurement 
standards (§200.318). Furthermore some of the subparts in (§200.319) on competition are still 
relevant. 

 
The regulations on non-competitive proposals follow: 

 

Procurement 
Standard 

Procurement Regulation Description 

§200.320(f) Procurement by noncompetitive proposals. Procurement by 
noncompetitive proposals is procurement through solicitation of a 
proposal from only one source and may be used only when one or 
more of the following circumstances apply: 

§200.320(f)(1) The item is available only from a single source; 

§200.320(f)(2) The public exigency or emergency for the requirement will not 
permit a delay resulting from competitive solicitation; 

§200.320(f)(3) The Federal awarding agency or pass-through entity expressly 
authorizes noncompetitive proposals in response to a written request 
from the non-Federal entity; or 

§200.320(f)(4) After solicitation of a number of sources, competition is determined 
inadequate. 
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REMINDER: States may choose to adopt 2 CFR Part 200 or to follow their own State laws 
and regulations regarding procurement. This Toolkit is based upon 2 CFR Part 200 and 
related Federal regulations. The Toolkit thus applies to Local Grantees (who must use 2 CFR 
Part 200) and States which have adopted these federal regulations. 

 
§200.320(f)(1) The item is only available from a single source 

10.2 Process 
 

 

A Grantee may only use non-competitive procurement if one or more of the four circumstances 
in §200.320(f) are met. Proving that these circumstances exist requires extensive documentation. 

 

 

Most products and services can be secured from more than one 
source. A Grantee might find only one source if a Grantee: 

 
• Needs a very specialized product to replace or repair a 

technical piece of machinery or equipment 
 

• Needs a custom built item within a narrow field of expertise 

To substantiate that the product or service is only available from a 
single source, the Grantee must document how it came to that 
conclusion and why factors it considered are relevant given the 
nature of the acquisition. 

 
• What research was undertaken to locate sources? 

• What communications were made to inquire about sources? 

• What alternative products/services were investigated? 

• Which experts were consulted to analyze the issue and 
determine what kind of product/service would be best 
suited to resolve or improve the situation? 

 
§200.320(f)(2) The public exigency or emergency for the 
requirement will not permit a delay resulting from competitive 
solicitation. 

 
Following a disaster, Grantees are trying to recover as quickly as 
possible. However, this circumstance cannot be invoked without 
due process and cause. 

 

NOTE: 
 
 
 
 
 
 
 
 
 

NOTE: 
Grantees who use this 
regulation sub-part as a 
shortcut to non-competitive 
procurement may have audit 
findings including the misuse 
of federal funds. 

§200.319(a)(6) states that 
“specifying only a “brand 
name” product instead of 
allowing “an equal” product 
to be offered” is a prohibited, 
non-competitive practice. 
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What are the circumstances where there is “public exigency or emergency?” Imminent threat to: 
 

• Human life 

• Example: An earthquake has collapsed buildings and persons are trapped. 
Emergency services determines that specially trained dogs are needed immediately to 
help find victims. The Grantee solicits services from a single source which it knows 
can arrive on site within hours. 

 
or 

 
• Extraordinary damage or destruction of property 

• Example: A hurricane has severely damaged a large hydroelectric dam, and there are 
concerns that it will break, unleashing millions of gallons of water and destroying 
hundreds of homes. The Grantee procures engineering services to identify and make 
any emergency repairs. If possible, longer term and larger scale repairs will be 
procured competitively. 

 
§200.320 (f)(3) The Federal awarding agency or pass-through entity expressly authorizes 
noncompetitive proposals in response to a written request from the non-Federal entity. 

 
Any Grantee that requests permission to use noncompetitive proposals should be prepared to 
document why this method is preferred over other procurement methods; what information it 
used to reach this conclusion; and how it will ensure that costs are reasonable and justifiable. 

 
Requests to use noncompetitive proposals should be sent by the Grantee to the CPD 
Representative and the assigned HUD Field Office. 

 
§200.320(f)(4) After solicitation of a number of sources, competition is determined inadequate. 

 
This regulation means that the Grantee has undertaken other procurement methods and has 
requested proposals or bids from multiple sources. If the Grantee determines that the 
competition was inadequate, it is most likely because the Grantee issued an RFP at least two 
times and received: 

 
• A single response from the same provider in each and every occasion that proposals were 

submitted 
 

• No responses 

124



10.3 Pre-Award Cost/Price Analysis 

Grantees must have written procedures for all procurement transactions, including non- 
competitive procurement. Cost analysis under this method should be the same as the other 
procurement methods. 

 
The grantee should prepare a scope of work as part of an RFP. With that scope, the Grantee 
should prepare an estimate of costs. Prior to publishing an RFP, a Grantee may need to determine 
whether they are capable of undertaking a cost estimate with internal staff, or whether a contract 
is needed with a third-party professional to generate a cost estimate. Grantees should consider 
the following items when selecting who will perform the cost estimate: 

 
• Does the Grantee have prior experience with this scope of work? 

• Can the Grantee draw upon previous contracts for similar work to help create a cost 
estimate? 

 
• Is the scope of work very technical and/or beyond the capacity of staff, such that an 

expert is necessary to evaluate costs? 
 

• Will hiring a third-party for a cost estimate lead to a refined RFP? 

As part of a cost analysis of an overall proposal, Grantees may look at the price of certain 
commodities or products within the proposal. However, that analysis is an element of the overall 
cost analysis. 

 
Even when the Grantee uses non-competitive procurement, the regulations from §200.319 on 
competition apply, including the following: 

 
• Any contractor involved in the RFP documents or process cannot submit a proposal 

• Grantees cannot place unreasonable requirements (including unnecessary experience or 
excessive bonding) on firms in order for them to qualify to do business 

 
• Grantees cannot award a contract to a consultant already on a retainer contract 

• Grantees must avoid conflicts of interest 

• Grantees must avoid geographical preference, except where Federally mandated 
 

10.4 The Solicitation 

With a non-competitive procurement, Grantees must prepare a scope of work and an RFP even 
when they intend to offer the RFP to a single vendor. 
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10.5 Negotiation 

Grantees should be prepared to negotiate cost in a non-competitive procurement, using the cost 
analysis research conducted prior to the award as a framework for understanding reasonable 
costs. The Grantee should document the negotiation details, including agreements that may 
differ from the offeror’s proposal, and which lead to a final contract. Profit should always be 
negotiated as a separate element. 

 

10.6 Post Award 

If a Grantee substantially modifies the scope of work in a non-competitive procurement post 
award, the Grantee should cancel the contract and re-issue an RFP with the modified scope. 

 

10.7 Documentation 

Documentation under non-competitive procurement is similar to other procurement methods. 
 

• Pre-Award. 

• Document the rationale for selected of the competitive procurement method. 

• Document the “Need” – that is, assure that the items or services to be procured are 
actually needed for disaster recovery work, and not another project or initiative. 

 
• If necessary, document the cost and price analysis process as relevant through 

independent analysis. 
 

• Document the process of soliciting bids and the vendors contacted through the 
solicitation. 

 
• Document efforts to solicit from minority and women’s business enterprises when 

they are potential sources. 
 

• Document the evaluation criteria and process of contractor selection. 

• Document the selection of contract type. 

• Award 

• Document the receipt of all proposals, even if only one proposal is submitted. 

• If applicable, document the evaluation of the proposal to determined that it meet the 
Grantee’s requirements. 

 
• Document any price negotiation with the vendor. 
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• Post-Award 

• Grantees are encouraged have locally established procedures for contract 
administration that enable them to maintain oversight to ensure that contractors 
perform in accordance with the terms, conditions and specifications of their contracts 
or purchase orders (See 2 CFR 200.318(b)). Grantees will typically use fixed price or 
cost reimbursement contracts for non-competitively procured products/services. 
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Appendix – 2 CFR Part 200: Text and Guidance 
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§200.317 – Procurement by States 

 
 

This appendix reviews 2 CFR 200.317-326. It provides the specific language from the regulation, an “interpretation” or simple 
language version in the “What it means” section, and some important items to keep in mind. 

 
Of note, the Appendix begins with 2 CFR 200.317 Procurement by States. In fact, however, 24 CFR Part 570.489(g) takes precedence 
over Part 200. The regulation in 24 CFR 570.489(g) is found immediately below in the “Keep in Mind” section for 2 CFR 200.317. 

 

Regulations in this section note how states, separate from other non-Federal entities, must follow the procurement standards it uses for 
non-Federal (i.e. State funded) awards. 

 
§200.317 

Previous Regulation / Circulars: See 85.36(a). Program Administrative Requirements for States 24 CFR 570.489 is still required. 

What it means: A State will follow its own established policies and procedures, which may not be exactly the same as the Federal 
regulations. But all other public jurisdictions, such as Counties and Municipalities, must follow the Federal procurement standards. 

Keep in Mind: 
• When it comes to procurement with CDBG funds, States are subject to different regulations than Counties and Municipalities. 
• States should have written policies. Below is the citation from 24 CFR 489(g) 
o (g) Procurement. When procuring property or services to be paid for in whole or in part with CDBG funds, the State shall 

follow its procurement policies and procedures. The State shall establish requirements for procurement policies and procedures 
for units of general local government, based on full and open competition. Methods of procurement (e.g., small purchase, 
sealed bids/formal advertising, competitive proposals, and noncompetitive proposals) and their applicability shall be specified 
by the State. Cost plus a percentage of cost and percentage of construction costs methods of contracting shall not be used. The 
policies and procedures shall also include standards of conduct governing employees engaged in the award or administration of 
contracts. (Other conflicts of interest are covered by 24 CFR 570.489(h).) The State shall ensure that all purchase orders and 
contracts include any clauses required by Federal statutes, Executive orders, and implementing regulations. The State shall 
make subrecipient and contractor determinations in accordance with the standards in 2 CFR 200.330. 

• CDBG program rules require that the State establish policies and procedures for fair and open competition 
• State must ensure that all purchase orders and contracts include clauses required by Federal statutes, executive orders and 

implementing regulations (24 CFR 570.489(g)) 
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§200.317 

• State must obtain certification from any transaction participant that neither it nor its principals are currently debarred, suspended, 
proposed for debarment, declared ineligible or voluntarily excluded from participation (24 CFR 570.489(l)) 

• P.L. 113-2 created opportunities for grantees to petition HUD for waivers of regulations following Hurricane Sandy. The waivers 
granted, and published in the Federal Register, apply specifically and only to funds appropriated through P.L. 113-2 and 
supplementary appropriations, which altogether totaled over $13 billion. 
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This section presents regulations on general standards, noting the importance of written standards and a documentation of procurement 
history; avoiding duplicative purchases; and issues regarding efficient practices and ensuring quality work. 

 
§200.318 

General procurement standards. 

Previous Regulation / Circulars: 

1. Paragraphs (d), (e), and (f) require non-Federal entity’s procurement procedures to avoid duplicative purchases and encourage 
non-Federal entities to enter into inter-entity agreements for shared goods and services. 

2. Raises the threshold for small purchase procedures to $150,000 to be consistent with the simplified acquisition threshold in the 
Federal Acquisition Regulation (FAR). 

3. All A-110 language on procurement is replaced by A-102 section .36 Procurement, with the exception of A-102 section .36 (3) 
on Codes of conduct which is replaced by A-110 section .42 Codes of conduct. 

 
 

§200.318(a) 

The non-Federal entity must use its own documented procurement procedures that reflect applicable State and local laws and 
regulations, provided that the procurements conform to applicable Federal law and the standards identified in this section. 

Previous Regulation / Circulars: See 85.36(b) 

What it means: States and municipalities must have their own written procurement procedures, and cannot simply rely on the 
Federal regulations. 

Keep in Mind: Some State and Local laws place additional requirements on the procurement process, and all three (Federal, State 
and Local) must be followed as applicable. 

§200.318 – General Procurement Standards 
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§200.318(b) 

Non-Federal entities must maintain oversight to ensure that contractors perform in accordance with the terms, conditions, and 
specifications of their contracts or purchase orders. 

Previous Regulation / Circulars: See 85.36(b)(2) 

What it means: Grantee and subgrantees should have a system in place for supervising contractors 

Keep in Mind: 
• The system for overseeing contractors needs to be in place and staff need to be trained on its proper use. It may also be helpful 

to provide orientation to contractors, so they can provide the necessary information to conform to the requirements, and to be 
paid in an expedient manner. 

 
 

§200.318(c)(1) 

The non-Federal entity must maintain written standards of conduct covering conflicts of interest and governing the performance of 
its employees engaged in the selection, award and administration of contracts. No employee, officer, or agent must participate in the 
selection, award, or administration of a contract supported by a Federal award if he or she has a real or apparent conflict of interest. 
Such a conflict of interest would arise when the employee, officer, or agent, any member of his or her immediate family, his or her 
partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest 
in or a tangible personal agreements or inter-entity agreements where appropriate for procurement or use of common or shared 
goods and services. 

Previous Regulation / Circulars: See 85.36(b)(3) 

What it means: States and municipalities must have their own written policies governing conflicts of interest. 

Keep in Mind: 
• States and municipalities may have additional requirements regarding real or perceived conflicts of interest, as well as their own 

penalties and sanctions for any violations. 
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§200.318(c)(1) 

• Making an award where there is a potential for conflict of interest: 
The municipality is in receipt of CDBG-DR funds and wants to award funds for reconstruction of a bridge. A potential 
contractor for this job has a senior employee who is the husband of one of the municipal’s city council members. That council 
member must recuse herself from all parts of the selection and administration of the award, if the contractor wishes to be eligible 
to submit a bid. 

 
 

§200.318(c)(2) 

If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a state, local government, or Indian tribe, the 
non-Federal entity must also maintain written standards of conduct covering organizational conflicts of interest. Organizational 
conflicts of interest means that because of relationships with a parent company, affiliate, or subsidiary organization, the non-Federal 
entity is unable or appears to be unable to be impartial in conducting a procurement action involving a related organization. 

Previous Regulation / Circulars: See 85.36(b)(3)(iv) 

What it means: Just as conflicts of interest can arise when there are individual relationships between public officials or staff at the 
non-Federal entity and employees or beneficiaries of an awarded contract entity, there is also potential for a conflict of interest 
when the non-Federal entity has organizational links to potential awardees. 

Keep in Mind: 
• Examples of organizations “related” to a non-Federal entity might be a local housing authority, a local or statewide economic 

development corporation, or an industrial development agency. If there is a relationship, it does not prohibit the non-Federal 
entity from contracting with the related entity, but there must be State and/or local policies which guide that decision. 

• It is possible for the non-Federal entity to make an award to the related organization, so long as that process follows the written 
standards of conduct which the non-Federal entity adopts. 
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§200.318(d) 

The non-Federal entity’s procedures must avoid acquisition of unnecessary or duplicative items. Consideration should be given to 
consolidating or breaking out procurements to obtain a more economical purchase. Where appropriate, an analysis will be made of 
lease versus purchase alternatives, and any other appropriate analysis to determine the most economical approach. 

Previous Regulation / Circulars: See 85.36(b)(4) 

What it means: Carefully plan what is needed for recovery. Understand what other federal resources/agencies will provide and 
what is best suited for CDBG-DR. There may be various ways to organize procurement, so be flexible about how to proceed. 

Keep in mind: 
• Different approaches to achieve greater economies: 
o Analyze the different components of what needs to be procured. Are they best packaged together? Separated into individual 

items?  This will depend on the market and the components themselves.  It may be that an exercise (documented for 
reporting and audit purposes) looking at various options will yield the best path forward. 

o Example where separation might be best: City Y is preparing a Bid package for inspection services. The City is seeking 
services for inspections of buildings to determine their code compliance, some for single family homes and some for historic 
buildings in the City’s downtown core. Specific skills and experience are needed for the work on historic properties that 
may not be needed on the single family homes and pricing would vary dramatically between these structural types. In this 
case separation of the RFQs may result in the best approach. 

o Example where consolidation might be best: City Z needs to purchase a front end loader and pallet fork. The City may 
chose to consolidate these items because often the vendor will give a better price when the items are purchased together. 

 
 

§200.318(e) 

To foster greater economy and efficiency, and in accordance with efforts to promote cost-effective use of shared services across the 
Federal government, the non-Federal entity is encouraged to enter into state and local intergovernmental agreements or inter-entity 
agreements where appropriate for procurement or use of common or shared goods and services. 
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§200.318(e) 

Previous Regulation / Circulars: See 85.36(b)(5) 

What it means: Consider the region affected by the disaster and those recovery issues that run across the region, as opposed to 
isolated items that are geographically (and politically) limited to a single non-Federal entity. Look at neighboring states, counties 
and municipalities and look to where an inter-entity agreement could results in scaled purchases and savings. 

Keep in Mind: 
• What recovery items/issues might run across political boundaries? 
o Damage to roads and highways caused by floods, tornadoes or hurricanes 
o Damage to bridges/tunnels shared by municipalities or under control of a multi-jurisdictional authority (e.g. NY/NJ Port 

Authority) 
o Shorefront beach and coastal damage 
o Utilization of a regional landfill for demolition waste may be more cost effective than developing a separate facility for a 

single unit of local government. 
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§200.318(f) 

The non-Federal entity is encouraged to use Federal excess and surplus property in lieu of purchasing new equipment and property 
whenever such use is feasible and reduces project costs. 

Previous Regulation / Circulars: See 85.36(b)(6) 

What it means: Check if there are federal resources deemed excess or surplus before buying new equipment or property. 

Keep in Mind: 
• Where do you find out about excess/surplus Federal property or equipment? 

o The General Services Administration oversees surplus real and personal property. Typically, non-federal entities may 
obtain properties before they are made available to the public. The main website is https://www.gsa.gov/gsaxcess. 

 
 

§200.318(g) 

The non-Federal entity is encouraged to use value engineering clauses in contracts for construction projects of sufficient size to 
offer reasonable opportunities for cost reductions. Value engineering is a systematic and creative analysis of each contract item or 
task to ensure that its essential function is provided at the overall lower cost. 

Previous Regulation / Circulars: See 85.36(b)(7) 

What it means: Draft language to insert into every construction contract where the contractor must participate in value-engineering 
exercises to attempt to secure lower cost items with the same necessary and sufficient functionality as higher costs products. 

Keep in Mind: 
• The scope of work and the design/specifications of the project will determine how much flexibility there will be for value 

engineering. 
• Sometimes value engineering is used to conform a project to a specific budget. Other times, project managers use it simply to 

achieve cost savings measures with contractors. 
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§200.318(g) 

• Items that are out of sight may not need to be aesthetically pleasing. Items that are used infrequently or places that are accessed 
only by limited personnel (i.e. attics, basements, and storage) may be candidates for value-engineering. 

 
 

§200.318(h) 

The non-Federal entity must award contracts 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. 

Previous Regulation / Circulars: See 85.36(b)(8) 

What it means: Awards must consider multiple factors beyond price. Track record, quality of product/service, and financial 
capacity should be considered as well. 

Keep in Mind: 
• This regulation speaks directly to the RFQ/RFP process and document. 

• The RFQ/RFP must indicate that consideration for awards will not be based solely on price, but may consider other critical 
factors. 

• The RFQ/RFP should be specific as to what other factors will be evaluated, what the minimum thresholds will be, how much 
weight different factors will be given, and the process for selecting the contractor. 

 
 

§200.318(i) 

The non-Federal entity must maintain records sufficient to detail the history of procurement. 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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§200.318(i) 

Previous Regulation / Circulars: See 85.36(b)(9) 

What it means: Document every step of procurement from deciding upon the method of procurement to the selection/rejection of 
the contractor. 

Keep in Mind: Documentation may consist of meeting minutes, resolutions from governing bodies, publications of RFPs and 
RFQs, as well as internal documents such as ranking and scoring sheets. Anticipate that everything will be made public, and then 
transparency becomes paramount. 

 
 

§200.318(j)(1) 

The non-Federal entity may use time and material type contracts 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 material type contract means a contract 
whose cost to a non-Federal entity is the sum of: 

 
§200.318(j)(1)(i) 
§200.318(j)(1)(ii) 

(i) The actual cost of materials; and 
 
(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general and administrative expenses, and profit. 
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§200.318(j)(2) 

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 in order to obtain reasonable 
assurance that the contractor is using efficient methods and effective cost controls. 

Previous Regulation / Circulars: See 85.36(b)(10)(i-ii) 

What it means: Time and material contracts are the last option. Even with this contract, there must be an upper limit where if the 
contractor finds it takes longer or materials were more expensive than budgeted, the contractor runs the risk, and cannot file for a 
change order. 

Keep in Mind: 
• Before choosing this kind of contract, non-Federal entities should document the process by which they determined that a time 

and materials contract was the only choice. 
• The cost of materials, as well as the fixed hourly rates should be checked against estimates and market rates to determine their 

reasonableness. 
• It may be effective to break down larger tasks/projects into smaller pieces once a non-Federal entity determines that the time and 

materials contract is the only form available because it may be easier to monitor contractors and help ensure the most efficient 
methods and processes. 

 
 

§200.318(k) 

The non-Federal entity alone must be responsible, in accordance with good administrative practice and sound business judgment, 
for the settlement of all contractual and administrative issues arising out of procurements. These issues include, but are not limited 
to, source evaluation, protests, disputes, and claims. These standards do not relieve the non-Federal entity of any contractual 
responsibilities under its contracts. The Federal awarding agency will not substitute its judgment for that of the non-Federal entity 
unless the matter is primarily a Federal concern. Violations of law will be referred to the local, state, or Federal authority having 
proper jurisdiction. 
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§200.318(k) 

Previous Regulation / Circulars: See 85.36(b)(11)(12)(i-ii) 
What it means: Any interpretation and application of Federal laws for issues of procurement are the responsibility of the non- 
Federal entity. The non-Federal entity cannot shift responsibility to the Federal government for any of its contractual issues. 
Keep in Mind: Recipients of federal funds are responsible to the Federal government for the eligible and proper use of those funds, 
including when funds are passed through to subrecipients. Contractual disputes that lead to delays or improper use of funds are the 
responsibility of the non-Federal entity, even if the subrecipient may be a source of the dispute. 
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This section of the regulations provides elements to be incorporated into the protocols and procedures used to create a competitive 
procurements process. It discusses conflicts of interest, consultants currently on contract who compete for further work, preferential 
treatment and other areas that might impede fair and open competition. 

 
§200.319 

Competition. 
Where there is a conflict between state or tribal law and this guidance as implemented in regulation with respect to the 
administration of a Federal award, this Federal guidance prevails 
Previous Regulation / Circulars: 

What it means: Federal statute and law prevail over State and Tribal law for administration of Federal funds. 

Keep in Mind: State and Tribal Law may place additional requirements on top of Federal law, but they cannot be in conflict with 
Federal law. 

 
 

§200.319(a) 

All procurement transactions must be conducted in a manner providing full and open competition consistent with the standards of 
this section. In order to ensure objective contractor performance and eliminate unfair competitive advantage, contractors that 
develop or draft specifications, requirements, statements of work, and invitations for bids or requests for proposals must be excluded 
from competing for such procurements. Some of the situations considered to be restrictive of competition include but are not limited 
to: 

Previous Regulation / Circulars: See 85.36(c)(1) 

What it means: Any contractor involved in helping in developing the process or the documents for procurement cannot compete 
for any such procurements. 

§200.319 – Competition 
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§200.319(a) 

Keep in Mind: 
• It is important to communicate this issue up front to be clear with any contractor that volunteers, is hired, or otherwise 

participates in the process of developing procurement processes and documents that s/he may not be able to compete. 
• This situation extends to contractors who may sit on boards of other organizations or committees where such organization is 

participating to organize a procurement process. 
o For example: A contractor sits on the Mayor’s Emergency Taskforce which is helping to determine how best to prioritize 

certain recovery tasks. That contractor must recuse him/herself from participating in any discussion of procurement if s/he 
wishes to compete for such procurement. 

 
 

§200.319(a)(1) 

Placing unreasonable requirements on firms in order for them to qualify to do business; 

Previous Regulation / Circulars: See 85.36(c)(1)(i) 

What it means: Qualifications and requirements cannot be so strict as to favor some firms or limit competition. 

Keep in Mind: What may be reasonable in some circumstances may not be reasonable in others. Some contracting scopes of work 
require a technical expertise that few contractors possess (i.e. repairing damage to nuclear reactors). Consult with persons with field 
expertise about what requirements would be reasonable. Requirements should not allow only one brand of product to steer the 
contract to a specific vendor when multiple brands would be equally effective. 

 
 

§200.319(a)(2) 

Requiring unnecessary experience and excessive bonding; 
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§200.319(a)(2) 

Previous Regulation / Circulars: See 85.36(c)(1)(ii) 

What it means: Require necessary experience and link it to the scope of work. Bonding can be expensive and needs to reflect the 
scale and complexity of the work. 

Keep in Mind: 
• Note the phrase “excessive bonding.” This does not mean that no bonding is required, but that it should be appropriate to the 

work. 
• States and municipalities may have laws about bonded contractors conducting public work – check on this before determining 

bond requirements. 

 
 

§200.319(a)(3) 

Noncompetitive pricing practices between firms or between affiliated companies; 

Previous Regulation / Circulars: See 85.36(c)(1)(iii) 

What it means: Two companies, related or not, cannot communicate with each other to plan to submit noncompetitive proposals or 
bids that otherwise do not reflect what they would submit independently. 

Keep in Mind: Coordination of services between or among companies which then submit a single competitive proposal would be 
allowed. 

 
 

§200.319(a)(4) 

Noncompetitive contracts to consultants that are on retainer contracts; 
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§200.319(a)(4) 

Previous Regulation / Circulars: See 85.36(c)(1)(iv) 

What it means: A consultant that is already on a retainer contract with a non-Federal entity which then has its work extended or 
scope amended to include recovery work would not be allowed. 

Keep in Mind: A consultant on retainer would have to submit a separate competitive proposal, evaluated against others given the 
same opportunity. 

 
 

§200.319(a)(5) 

Organizational conflicts of interest; 

Previous Regulation / Circulars: See 85.36(c)(1)(v) 

What it means: An organization which has a relationship with the non-Federal entity cannot compete for procurement if its 
participation conflicts with its existing relationship. 

Keep in Mind: 
• Organizational conflicts of interest exist when work performed by a contractor may: (a) result in an unfair competitive advantage 

for the contractor; or (b) impair the contractor’s objectivity in performing federal contract work. 
• The Contracting Officer of the Non-Federal Entity is responsible for identifying and resolving potential conflicts of interest. 

 
 

§200.319(a)(6) 

Specifying only a ‘‘brand name’’ product instead of allowing ‘‘an equal’’ product to be offered and describing the performance or 
other relevant requirements of the procurement; and 
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§200.319(a)(6) 

Previous Regulation / Circulars: See 85.36(c)(1)(vi) 

What it means: Non-Federal entity cannot insist a contractor use or provide a brand name product. 

Keep in Mind: 
• Proposals may include references to brand name products, but the evaluation of such products should must refer to the relevant 

requirements and scope of work, and not rely on the brand name. 
• A contractor who proposes a brand name product, is selected for a contract, may substitute the brand named product so long as 

the contract allows for it, and that the substitute product will perform equally as well at the same or lower cost. 
 
 

§200.319(a)(7) 

Any arbitrary action in the procurement process. 

Previous Regulation / Circulars: See 85.36(c)(1)(vii) 

What it means: Procurement decisions should not be deemed “arbitrary” under any circumstances. Contracting Officers must use 
common sense and sound judgment as they making procurement decisions, which should be transparent and documented. 

Keep in Mind: A planned and documented process for procurement will typically avoid “arbitrary” decisions. 
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§200.319(b) 

The non-Federal entity must conduct procurements in a manner that prohibits the use of statutorily or administratively imposed state 
or local geographical preferences in the evaluation of bids or proposals, except in those cases where applicable Federal statutes 
expressly mandate or encourage geographic preference. Nothing in this section preempts state licensing laws. When contracting for 
architectural and engineering (A/E) services, geographic location may be a selection criterion provided its application leaves an 
appropriate number of qualified firms, given the nature and size of the project, to compete for the contract. 

Previous Regulation / Circulars: See 85.36(c)(2) 

What it means: Non-Federal entities cannot impose geographical preferences that limit competition, except where the Federal 
government dictates otherwise. 

Keep in Mind: There may be circumstances where urgent responses and mobilization are needed, and firms with a local or regional 
presence will have an advantage because of their proximity. 

 
 

§200.319(c) 

The non-Federal entity must have written procedures for procurement transactions. These procedures must ensure that all 
solicitations: 

Previous Regulation / Circulars: See 85.36(c)(3) 
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§200.319(c)(1) 

Incorporate a clear and accurate description of the technical requirements for the material, product, or service to be procured. Such 
description must not, in competitive procurements, contain features which unduly restrict competition. The description may include 
a statement of the qualitative nature of the material, product or service to be procured and, when necessary, must set forth those 
minimum essential characteristics and standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible. When it is impractical or uneconomical to make a clear and accurate description 
of the technical requirements, a ‘‘brand name or equivalent’’ description may be used as a means to define the performance or other 
salient requirements of procurement. The specific features of the named brand which must be met by offers must be clearly stated; 
and 

Previous Regulation / Circulars: See 85.36(c)(3)(i) 

What it means: Describe the product or service needed in detail, but avoid product specifications which may limit contractors 
choices or otherwise limit competition. 

Keep in Mind: If the product specification is written so narrowly that only a select few providers offer it, this write-up would limit 
the competition and thus be disallowed. For example, a Request for Proposals that details specifications for the purchase of a 40 hp 
tractor to include the paint color of the item so that only one vendor is qualified would violate this regulation. 

 
 

§200.319(c)(2) 

Identify all requirements which the offerors must fulfill and all other factors to be used in evaluating bids or proposals 

Previous Regulation / Circulars: See 85.36(c)(3)(ii) 

What it means: Describe clearly all the components of a proposal, and the factors or scoring criteria that will be used to evaluate 
proposals. 

Keep in Mind: 
• Even when non-Federal entities put detailed scoring criteria in place, some judgment will have to be exercised. 
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§200.319(c)(2) 

• Having scoring criteria will be helpful, but does not eliminate the need to have evaluators who have experience with the 
particular scope of work and/or products and services. 

• The group of persons which evaluated the procurement proposals should be identified as having the requisite experience and 
knowledge to perform their task. 

 
 

§200.319(d) 

The non-Federal entity must ensure that all prequalified lists of persons, firms, or products which are used in acquiring goods and 
services are current and include enough qualified sources to ensure maximum open and free competition. Also, the non-Federal 
entity must not preclude potential bidders from qualifying during the solicitation period. 

Previous Regulation / Circulars: See 85.36(c)(4) 

What it means: If there is a prequalified list, the list has to be current and large enough to enable competition. Potential bidders 
need to be allowed to qualify during the solicitation. 

Keep in Mind: 
• Even though bidders may qualify during the solicitation, it may still be a good idea to have a prequalified list to ensure that 

during solicitation there are enough qualified bidders. 
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This section of the regulations details the different methods of procurement that may be utilized, including micro-purchases (under 
$3,000), small purchases ($3,000-$149,999), sealed bid, competitive proposals, and sole source procurement. This section follows the 
format of the tables above, but note that Section 3-7 below provide more detail on each of these procurement methods. For that 
reason, the Keep in Mind items are brief here, but expanded later. 

 
§200.320 

Methods of procurement to be followed. 

The non-Federal entity must use one of the following methods of procurement. 

 
§200.320(a) 

Procurement by micro-purchases. Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar 
amount of which does not exceed $3,000 (or $2,000 in the case of acquisitions for construction subject to the Davis-Bacon Act). To 
the extent practicable, the non-Federal entity must distribute micro-purchases equitably among qualified suppliers. Micro-purchases 
may be awarded without soliciting competitive quotations if the non-Federal entity considers the price to be reasonable. 

Previous Regulation / Circulars: New form of procurement 

What it means: 
• If the total amount of the acquisition is $3,000 or less ($2,000 for construction related work subject to Davis-Bacon), the micro 

purchase method may be chosen. 
• Non-Federal entity must make an effort to distribute contract for micro-purchases among qualified suppliers. 
• Competitive proposals are not required. 
Keep in Mind: 
• The Non-Federal Entity should have an estimate of costs (see chapters on cost and price analysis) and high levels of confidence 

that the acquisition will be under the appropriate threshold to enact the micro-purchase approach. 
• Taking larger services and breaking them into smaller pieces so that they might qualify under the micro-purpose approach is not 

an allowable procurement practice. 

§200.320 – Methods of Procurement to be Followed 
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§200.320(b) 

Procurement by small purchase procedures. Small purchase procedures are those relatively simple and informal procurement 
methods for securing services, supplies, or other property that do not cost more than the Simplified Acquisition Threshold. If small 
purchase procedures are used, price or rate quotations must be obtained from an adequate number of qualified sources. 

Previous Regulation / Circulars: See 85.36(d)(1) 

What it means: The small purchase procedure can be used when the amount of the products or services falls below the Simplified 
Acquisition Threshold. 

Keep in Mind: 
• The Simplified Acquisition Threshold (SAT) amounts are different depending on what products or services are being procured. 

 
 

§200.320(c) 

Procurement by sealed bids (formal advertising). Bids are publicly solicited and a firm fixed price contract (lump sum or unit price) 
is awarded to the responsible bidder whose bid, conforming with all the material terms and conditions of the invitation for bids, is 
the lowest in price. The sealed bid method is the preferred method for procuring construction, if the conditions in paragraph (c)(1) 
of this section apply. 

Previous Regulation / Circulars: See 85.36(d)(2) 

What it means: This is the traditional sealed bid method often used for construction contracting. The contract is awarded to the 
lowest priced, qualified bidder meeting all the required terms and conditions. 

Keep in Mind: 
• For this procurement method, it is critical that the scope of work and, particularly for construction, the design and specifications 

are as detailed and complete as possible. By publishing incomplete or cursory information on which contractors are to bid, non- 
Federal entities can open themselves to change orders, significant increases in the contract amounts, and claims from contractors 
not selected. See below 200.320(c)(1). 
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§200.320(c) 

• Sealed bid procurement is the most typical means of securing contractors for construction work. 
• Procurement using sealed bids must follow all of the requirements detailed below. 

 
 

§200.320(c)(1) 

In order for sealed bidding to be feasible, the following conditions should be present: (i) A complete, adequate, and realistic 
specification or purchase description is available; (ii) Two or more responsible bidders are willing and able to compete effectively 
for the business; and (iii) The procurement lends itself to a firm fixed price contract and the selection of the successful bidder can be 
made principally on the basis of price. 

Previous Regulation / Circulars: See 85.36(d)(2)(i)(A-C) 

What it means: Straightforward – see above 

Keep in Mind: The seal bid works when contractors can reliably complete the scope of service without modifications, which 
enables the non-Federal entity to concentrate on price as the key factor in making an award. If there needs to be flexibility in the 
scope, or specifications, a sealed bid does not work well. 
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§200.320(c)(2) 

If sealed bids are used, the following requirements apply: 
 
(i) The invitation for bids will be publicly advertised and bids must be solicited from an adequate number of known suppliers, 
providing them sufficient response time prior to the date set for opening the bids; 

 
(ii) The invitation for bids, which will include any specifications and pertinent attachments, must define the items or services in 
order for the bidder to properly respond; 

 
(iii) All bids will be publicly opened at the time and place prescribed in the invitation for bids; 

 
(iv) A firm fixed price contract award will be made in writing to the lowest responsive and responsible bidder. Where specified in 
bidding documents, factors such as discounts, transportation cost, and life cycle costs must be considered in determining which bid 
is lowest. Payment discounts will only be used to determine the low bid when prior experience indicates that such discounts are 
usually taken advantage of; and 

 
(v) Any or all bids may be rejected if there is a sound documented reason. 

Previous Regulation / Circulars: See 85.36(d)(2)(ii)(A-E) 

What it means: Straightforward – See above 

Keep in Mind: 
• From §200.320(c)(2), an “adequate number” of known suppliers means at least two. In practice, non-Federal entities should 

strive to have more than two bidders. 
• See below Section for information on payment discounts, transportation costs, and life cycle costs. 
• A sound reason for rejecting all the bids may be that through the submission of proposals, the non-Federal entity realizes that 

significant modifications to the scope of work are necessary. 
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§200.320(d) 

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. If this method is used, the following requirements apply: 

Previous Regulation / Circulars: See 85.36(d)(3) 

What it means: Competitive proposals are an alternative to sealed bids. 

Keep in Mind: Non-federal entities should document the meeting minutes and series of decisions taken to choose the method of 
procurement. 

 
 

§200.320(d)(1) 

Requests for proposals must be publicized and identify all evaluation factors and their relative importance. Any response to 
publicized requests for proposals must be considered to the maximum extent practical; 

Previous Regulation / Circulars: See 85.36(d)(3)(i) 

What it means: The RFP and the evaluation factors must be published, and all responses must be given consideration. 

Keep in Mind: Often an evaluation system that uses points to score responses can reduce the occasions when respondents challenge 
the awards. 

 
 

§200.320(d)(2) 

Proposals must be solicited from an adequate number of qualified sources; 
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§200.320(d)(2) 

Previous Regulation / Circulars: See 85.36(d)(3)(ii) 

What it means: At least two and preferably more proposals must be solicited. 

Keep in Mind: Researching and identifying potential qualified sources can take time. Non-Federal entities should preferably have 
a list on hand prior to any disaster taking place, or as soon as possible thereafter. 

 
 

§200.320(d)(3) 

The non-Federal entity must have a written method for conducting technical evaluations of the proposals received and for selecting 
recipients; 

Previous Regulation / Circulars: See 85.36(d)(3)(iii) 

What it means: Straightforward 

Keep in Mind: The non-Federal entity must then follow its own written method. 

 
 

§200.320(d)(4) 

Contracts must be awarded to the responsible firm whose proposal is most advantageous to the program, with price and other factors 
considered; and 

Previous Regulation / Circulars: See 85.36(d)(3)(iv) 

What it means: Selection must use price and other factors to consider which proposal is best. 
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§200.320(d)(4) 

Keep in Mind: The other factors which are considered in selection will vary according to the product or service procured. 

 
 

§200.320(d)(5) 

The non-Federal entity 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. 

Previous Regulation / Circulars: See 85.36(d)(3)(v) 

What it means: It is possible to procure an architectural or engineering firm based upon its qualifications, without taking into 
consideration what the cost of the work will be, as long as the negotiated compensation is fair and reasonable. No other services 
may be procured without price as a selection factor. 

Keep in Mind: Competition for architectural and engineering services are often a product of the size (and cost) of the project. 

 
 

§200.320(e) 

[Reserved] 
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§200.320(f) 

Procurement by noncompetitive proposals. Procurement by noncompetitive proposals is procurement through solicitation of a 
proposal from only one source and may be used only when one or more of the following circumstances apply: 

Previous Regulation / Circulars: See 85.36(d)(4)(i) 

What it means: One of more of the below conditions must be met in order to procure without an open competition. 

Keep in Mind: Conditions below must be met, and documented. 

 
 

§200.320(f)(1) 

The item is available only from a single source; 

Previous Regulation / Circulars: See 85.36(d)(4)(i)(A) 

What it means: Straightforward 

Keep in Mind: Rarely will an item or a service be available from a single source. If this justification is used, documentation must 
be maintained that there is only one source available. 

 
 

§200.320(f)(2) 

The public exigency or emergency for the requirement will not permit a delay resulting from competitive solicitation; 

Previous Regulation / Circulars: See 85.36(d)(4)(i)(B) 

What it means: Straightforward 
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§200.320(f)(2) 

Keep in Mind: The urgent nature of disaster recovery is a given. Non-Federal entities cannot invoke this regulation as the reason 
for choosing a non-competitive procurement method. 

 
 

§200.320(f)(3) 

The Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response to a written request 
from the non-Federal entity; or 

Previous Regulation / Circulars: See 85.36(d)(4)(i)(C) 

What it means: Straightforward 

Keep in Mind: There must be compelling reasons to make a request for noncompetitive proposals. 

 
 

§200.320(f)(4) 

After solicitation of a number of sources, competition is determined inadequate. 

Previous Regulation / Circulars: See 85.36(d)(4)(i)(D) 

What it means: Inadequate competition may mean a sole qualified proposal or perhaps none. 

Keep in Mind: Typically, a Grantee must contact multiple sources to try and secure competitive bids. Only after several attempts 
can the Grantee declare competition to be inadequate. Documentation will be key to substantiate this claim. 
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This section of the regulations requires grantees and subrecipients to take action to assure that Minority Businesses, Women 
Businesses and Labor Surplus Firms are utilized in contracts when possible. Steps that will facilitate include adding these businesses 
to solicitation lists, sizing contracts so that smaller businesses can participate and utilizing organizations that work with minority and 
woman owned businesses and labor surplus firms. These methods should also be passed on to prime contractors. 

 
§200.321 

Contracting with small and minority businesses, women’s business enterprises, and labor surplus area firms. 

 
§200.321(a) 

The non-Federal entity must take all necessary affirmative steps to assure that minority businesses, women’s business enterprises, 
and labor surplus area firms are used when possible. 

Previous Regulation / Circulars: See 85.36(e)(1) 

 
§200.321(b) 

Affirmative steps must include: 

Previous Regulation / Circulars: See 85.36(e)(2) 

 
 

§200.321(b)(1) 

Placing qualified small and minority businesses and women’s business enterprises on solicitation lists; 

Previous Regulation / Circulars: See 85.36(e)(2)(i) 

§200.321 – Contracting with Small and Minority Businesses, Women’s Business Enterprises, and Labor Surplus Area Firms 
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§200.321(b)(1) 

What it means: Straightforward 

Keep in Mind: Solicitation lists should be developed prior to the disaster and kept current. 

 
 

§200.321(b)(2) 

Assuring that small and minority businesses, and women’s business enterprises are solicited whenever they are potential sources; 

Previous Regulation / Circulars: See 85.36(e)(2)(ii) 

What it means: Straightforward 

Keep in Mind: The non-Federal entity should make a point of noting those instances when small and minority businesses, and 
women’s business enterprises would not be potential sources. Otherwise, they should be solicited. 

 
 

§200.321(b)(3) 

Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit maximum participation by small 
and minority businesses, and women’s business enterprises; 

Previous Regulation / Circulars: See 85.36(e)(2)(iii) 

What it means: If there are not economies of scale that would result in less expensive unit costs, or more efficient delivery of 
services, then non-Federal entities should look to break down tasks or quantities into amounts that would enable small businesses to 
compete for contracts. 

Keep in Mind: Examples of products and services where breaking down tasks or quantities may make sense: 
• Boarding up of abandoned houses, broken down geographically into smaller quantities 
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§200.321(b)(3) 

• Splitting demolition contracts into single family residential and larger structures, assuming smaller contractors would not have 
the heavy equipment necessary for larger buildings. 

 
 

§200.321(b)(4) 

Establishing delivery schedules, where the requirement permits, which encourage participation by small and minority businesses, 
and women’s business enterprises; 

Previous Regulation / Circulars: See 85.36(e)(2)(iv) 

What it means: As above, examine the service delivery schedule for ways to make it easier for small businesses to compete. 

Keep in Mind: This may applicable in a scenario when a non-Federal entity can allow the work to be carried out over a longer 
period of time, so small contractors can complete the services with their existing workforce. 

 
 

§200.321(b)(5) 

Using the services and assistance, as appropriate, of such organizations as the Small Business Administration and the Minority 
Business Development Agency of the Department of Commerce; and 

Previous Regulation / Circulars: See 85.36(e)(2)(v) 

What it means: Straightforward 

Keep in Mind: 
• Small Business Development Centers and Minority Business Development Centers often have relationships with minority owned 

small businesses. 
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§200.321(b)(5) 

• SBA is one of several Federal agencies with resources specific to disaster recovery. See https://www.sba.gov/loans-grants/see- 
what-sba-offers/sba-loan-programs/disaster-loans 

 
§200.321(b)(6) 

Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed in paragraphs (1) through (5) of this 
section. 

Previous Regulation / Circulars: See 85.36(e)(2)(vi) 

What it means: Straightforward 

Keep in Mind: Construction work beyond basic repair will likely involve the use of subcontractors. 
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This section requires state and local governments to encourage the purchase of materials that maximize the use of recovered and 
recycled materials. In addition, the procurement of waste disposal services should maximize energy and material recovery. 

 
§200.322 

Procurement of recovered materials. 

A non-Federal entity that is a state agency or agency of a political subdivision of a state and its contractors must comply with section 
6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation and Recovery Act. The requirements of Section 
6002 include procuring only items designated in guidelines of the Environmental Protection Agency (EPA) at 40 CFR part 247 that 
contain the highest percentage of recovered materials practicable, consistent with maintaining a satisfactory level of competition, 
where the purchase price of the item exceeds $10,000 or the value of the quantity acquired by the preceding fiscal year exceeded 
$10,000; procuring solid waste management services in a manner that maximizes energy and resource recovery; and establishing an 
affirmative procurement program for procurement of recovered materials identified in the EPA guidelines. 

Previous Regulation / Circulars: 
Reiterates non-Federal entities’ obligations under section 6002 of the Solid Waste Disposal Act, as amended by the Resource 
Conservation and Recovery Act. 

What it means: Generally, the non-Federal entity must seek waste management services that maximize the use of recycled materials 
and have processes to recycle sold waste where appropriate and practical. 

Keep in Mind: The technical references for the Solid Waste Disposal Act and the guidelines of the EPA are found respectively at: 
https://environmental.ksc.nasa.gov/EMS/documents/6002RCRA.pdf 

https://www.law.cornell.edu/cfr/text/40/part-273 

§200.322 – Procurement of Recovered Materials 
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Prior to any procurement, the contracting entity must review the goods and/or services to be procured and estimate cost based on 
market prices and independent estimates if the purchase is in excess of the Simplified Acquisition Threshold. In addition, the 
contracting agency should perform a cost analysis for any change orders or modifications to the contract. In cases where there has not 
been a price competition, profit must be negotiated with the contracting agency. Cost plus a percentage of cost is not allowed for 
construction contracts. 

 
§200.323 

Contract cost and price. 

 
§200.323(a) 

The non-Federal entity must perform a cost or price analysis in connection with every procurement action in excess of the 
Simplified Acquisition Threshold including contract modifications. The method and degree of analysis is dependent on the facts 
surrounding the particular procurement situation, but as a starting point, the non-Federal entity must make independent estimates 
before receiving bids or proposals. 

Previous Regulation / Circulars: See 85.36(f)(1) 

What it means: When the non-Federal entity expects the procurement amount be above the Simplified Acquisition Threshold, it 
must undertake cost and/or price estimates of products and/or services to be procured. 

Keep in Mind: 
• The non-Federal entity will obtain price or cost estimates based on the type of procurement used. 
• Businesses contracted to provide estimates may not compete for the contracts where they provided such estimates. 

§200.323 – Contract Cost and Price 
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§200.323(b) 

The non-Federal entity 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. 

Previous Regulation / Circulars: See 85.36(f)(2) 

What it means: Profit must be negotiated where price was not a factor in contractor selection. 

Keep in Mind: 
• This regulation may seem to conflict with §200.323(d) which states that cost plus percentage of cost contracts are not permitted. 

This regulation applies where there is no price competition, whereas the majority of construction contracts will be based in part 
upon price. 

• Professional services of architects and engineers may be secured without price competition. 
• Below is a link to a HUD webpage on price and cost analysis: 

https://portal.hud.gov/hudportal/HUD?src=/program_offices/cpo/grantees/cstprice 

 
 

§200.323(c) 

Costs or prices based on estimated costs for contracts under the Federal award are allowable only to the extent that costs incurred or 
cost estimates included in negotiated prices would be allowable for the non-Federal entity under Subpart E—Cost Principles of this 
part. The non-Federal entity may reference its own cost principles that comply with the Federal cost principles. 

Previous Regulation / Circulars: See 85.36(f)(3) 

What it means: A separate section of 2 CFR 200, Subpart E covers Cost Principles which must be followed by non-Federal 
entities. 
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§200.323(c) 

Keep in Mind: The link to 2 CFR 200 is found below: 
https://www.gpo.gov/fdsys/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-part200-subpartE.pdf 

 
 

§200.323(d) 

The cost plus a percentage of cost and percentage of construction cost methods of contracting must not be used. 

Previous Regulation / Circulars: See 85.36(f)(4) 

What it means: Straightforward 

Keep in Mind: Profit can be a portion of a contractor’s bid, but profit should be negotiated with the bidder. The level of profit will 
vary based on the size, risk and complexity of the project. 
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This section covers the review of the contracting process by HUD, to determine if goods and/or services acquired by the grantee are 
necessary, are reasonable in cost and have been acquired in a process that allows for open competition. To avoid federal review of the 
technical aspects of procurement prior to acquisition of the goods or services, the non-Federal Agency can either submit their 
procurement policies to HUD for approval or they can self-certify that their policies meet the required standards. It also lists instances 
when HUD may identify non-compliance or a questionable practice and request procurement documents. 

 
§200.324 

Federal awarding agency or pass-through entity review. 

 
§200.324(a) 

The non-Federal entity must make available, upon request of the Federal awarding agency or pass-through entity, technical 
specifications on proposed procurements where the Federal awarding agency or pass-through entity believes such review is needed 
to ensure that the item or service specified is the one being proposed for acquisition. This review generally will take place prior to 
the time the specification is incorporated into a solicitation document. However, if the non-Federal entity desires to have the review 
accomplished after a solicitation has been developed, the Federal awarding agency or pass-through entity may still review the 
specifications, with such review usually limited to the technical aspects of the proposed purchase. 

Previous Regulation / Circulars: See 85.36(g)(1) 

What it means: Non-Federal entities must respond to requests from HUD or other Federal agencies for technical specifications on 
procurements prior to solicitation. 

Keep in Mind: If the non-Federal entity has a complicated situation or is otherwise unsure of its procurement of a particularly 
technical service or product, it should take advantage of Federal resources to review any concerns prior to the solicitation. 

§200.324 – Federal Awarding Agency or Pass-through Entity Review 
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§200.324(b) 

The non-Federal entity must make available upon request, for the Federal awarding agency or pass-through entity pre-procurement 
review, procurement documents, such as requests for proposals or invitations for bids, or independent cost estimates, when: 

Previous Regulation / Circulars: See 85.36(g)(2) 

 
§200.324(b)(1) 

The non-Federal entity’s procurement procedures or operation fails to comply with the procurement standards in this part; 

Previous Regulation / Circulars: See 85.36(g)(2)(i) 

What it means: Straightforward 

 
§200.324(b)(2) 

The procurement is expected to exceed the Simplified Acquisition Threshold and is to be awarded without competition or only one 
bid or offer is received in response to a solicitation; 

Previous Regulation / Circulars: See 85.36(g)(2)(ii) 

What it means: Straightforward 

 
§200.324(b)(3) 

The procurement, which is expected to exceed the Simplified Acquisition Threshold, specifies a ‘‘brand name’’ product; 
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§200.324(b)(3) 

Previous Regulation / Circulars: See 85.36(g)(2)(iii) 

What it means: Straightforward 

 
§200.324(b)(4) 

The proposed contract is more than the Simplified Acquisition Threshold and is to be awarded to other than the apparent low bidder 
under a sealed bid procurement; or 

Previous Regulation / Circulars: See 85.36(g)(2)(iv) 

What it means: Straightforward 

 
§200.324(b)(5) 

A proposed contract modification changes the scope of a contract or increases the contract amount by more than the Simplified 
Acquisition Threshold. 

Previous Regulation / Circulars: See 85.36(g)(2)(v) 

What it means: Straightforward 

 
 

§200.324(c) 

The non-Federal entity is exempt from the pre-procurement review in paragraph (b) of this section if the Federal awarding agency 
or pass-through entity determines that its procurement systems comply with the standards of this part. 

168



 
 

§200.324(c) 

Previous Regulation / Circulars: See 85.36(g)(3) 

What it means: Straightforward 

Keep in Mind: A non-Federal entities must make the assessment that its policies and practices are in compliance before making the 
determination not to request a pre-procurement review. That assessment should be in writing. 

 
 

§200.324(c)(1) 

The non-Federal entity may request that its procurement system be reviewed by the Federal awarding agency or pass-through entity 
to determine whether its system meets these standards in order for its system to be certified. Generally, these reviews must occur 
where there is continuous high-dollar funding, and third party contracts are awarded on a regular basis 

Previous Regulation / Circulars: See 85.36(g)(3)(i) 

What it means: A non-Federal entity may request a review. HUD may, at its discretion, call for a review where the non-Federal 
entity manages a large quantity of federal funds and regularly procures products and services from third parties. 

Keep in Mind: Where possible, non-Federal entities may choose to request a HUD review at the beginning of disaster recovery to 
prevent questions or possible compliance issues further into the recovery process. 
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§200.324(c)(2) 

The non-Federal entity may self-certify its procurement system. Such self-certification must not limit the Federal awarding 
agency’s right to survey the system. Under a self-certification procedure, the Federal awarding agency may rely on written 
assurances from the non-Federal entity that it is complying with these standards. The non-Federal entity must cite specific policies, 
procedures, regulations, or standards as being in compliance with these requirements and have its system available for review. 

Previous Regulation / Circulars: See 85.36(g)(3)(ii) 

What it means: Self-certification is possible but the non-Federal entity is still open to HUD review. To self-certify, the non- 
Federal entity must prepare a package of materials demonstrating that it is in compliance and will remain so. 

Keep in Mind: Many non-Federal entities will have additional procurement requirements in addition to the Federal requirements. 
It may be helpful to have counsel review any package of materials intended to provide support for self-certification, to ensure 
compliance with Federal law and any applicable State or local laws. 
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This section of the regulations covers the type and amount of bonding requirements required for construction projects. There are two 
ways to meet the bonding requirements: either by following the regulations cited in Section 200.325 or by HUD approval of the Local 
Government’s, Indian Tribe’s, Insular Area or Sub-Recipient’s bonding procedures. 

 
§200.325 

Bonding Requirements 

For construction or facility improvement contracts or subcontracts exceeding the Simplified Acquisition Threshold, the Federal 
awarding agency or pass-through entity may accept the bonding policy and requirements of the non-Federal entity provided that the 
Federal awarding agency or pass through entity has made a determination that the Federal interest is adequately protected. If such a 
determination has not been made, the minimum requirements must be as follows: 

Previous Regulation / Circulars: See 85.36(h) 

What it means: Straightforward 

 
 

§200.325(a) 

(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The ‘‘bid guarantee’’ must consist of a firm 
commitment such as a bid bond, certified check, or other negotiable instrument accompanying a bid as assurance that the bidder will, 
upon acceptance of the bid, execute such contractual documents as may be required within the time specified. 

Previous Regulation / Circulars: See 85.36(h)(1) 

What it means: This bid guarantee means that the contractor will honor the bid price and take the job if selected. 

Keep in Mind: There are various financial instruments to accomplish this requirement. Bid guarantees are returned to those bidders 
not selected. 

§200.325 – Bonding Requirements 
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§200.325(b) 

(b) A performance bond on the part of the contractor for 100 percent of the contract price. A ‘‘performance bond’’ is one executed in 
connection with a contract to secure fulfillment of all the contractor’s obligations under such contract. 

Previous Regulation / Circulars: See 85.36(h)(2) 

What it means: A performance bond is a surety such that if the contractor fails to perform or finish the job, the non-Federal entity 
can make a claim against the performance bond and require the surety company to finish the work. 

Keep in Mind: Smaller contractors may have difficulty securing performance bonds if they are “stretching” to bid for work beyond 
their typical job size. Performance bonds add cost to the overall budget, but provide important protection. 

 
§200.325(c) 

(c) A payment bond on the part of the contractor for 100 percent of the contract price. A ‘‘payment bond’’ is one executed in 
connection with a contract to assure payment as required by law of all persons supplying labor and material in the execution of the 
work provided for in the contract. 

Previous Regulation / Circulars: See 85.36(h)(3) 

What it means: A payment bond refers to payment by the contractors to sub-contractors and materials suppliers. The non-Federal 
entity may make a claim against the payment bond to ensure all subcontractors and material suppliers are paid, to avoid any liens 
against the project. 

Keep in Mind: Payment and performance bonds are often paired, and supplied from the same surety company. 
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This section of the regulations covers the contract provisions that must be included with each contract for goods or services. The 
provisions may not be required for contracts under a certain contract amount, which varies by different federal provision. The 
provisions cover a wide range of federal requirements, including Davis Bacon, Equal Opportunity, legal remedies and environmental 
regulations. Copies of the required provisions are included in the section on Model Documents. 

 
§200.326 

Contract provisions. 

The non-Federal entity’s contracts must contain the applicable provisions described in Appendix II to Part 200— Contract Provisions 
for non-Federal Entity Contracts Under Federal Awards. 

Previous Regulation / Circulars: See 85.36(i)(1-13) 

What it means: The non-Federal entity must check the Federal list of debarred contractors (24 CFR 570.489(l)). The General 
Services Administration maintains a list of debarred all contractors through the System Award Management (SAM) 
Keep in Mind: The link to the SAM program is https://www.sam.gov 

§200.326 – Contract Provisions 
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CITY OF COLUMBIA 
COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) DISASTER RECOVERY 

CITIZEN PARTICIPATION PLAN 
VERSION 2, OCTOBER 2018 

 
The City of Columbia has adopted this Citizen Participation Plan to comply with the public 
participation requirements of Section 508 of the Housing and Community Development Act of 
1974, as amended. The goal of the Citizen Participation Plan is to provide meaningful and 
inclusive opportunities for citizen involvement in the planning, development, and assessment 
of all CDBG-Disaster Recovery programs developed in response to the consequences of the 
2015 Flood. 

 
The City held two outreach events during the development of the Disaster Recovery Action 
Plan and during the 14 day public comment period to inform residents of the funding process 
and solicit input regarding the community’s recovery priorities. These types of outreach will 
continue as recovery needs evolve and program activities are modified. Attempts will be  
made to reach all citizens, with particular emphasis on participation by persons of low and 
moderate income and residents of areas where use of funds has been proposed. 

 
The City’s Disaster Recovery Action Plan and subsequent amendments will be posted in 
accessible formats to the City of Columbia CDBG-Disaster Recovery website in both English 
and Spanish. Public notices regarding Disaster Recovery programs will be posted in The State 
newspaper and placed in a prominent location on the Disaster Recovery webpage. 

 
To promote transparency and provide the latest available information on its recovery efforts, 
the City will also post the following on its website: 

• Action Plan and Amendments 
• Program Policies and Documents 
• Environmental Review Record and Public Notices 
• DRGR QPR Reports 
• Program Performance Reports 
• Procurement Policies and Opportunities 
• CDBG-DR Contracts 

 
The City of Columbia is committed to compliance with the Americans with Disabilities Act. 
Persons with mobility, visual or hearing impairments requiring special accommodations will be 
directed to contact the City of Columbia Human Resources Employee Relations Officer/ADA 
Coordinator, Gardner Johnson for assistance, at: 

Phone: 803-545-4625 
Email: gljohnson@columbiasc.net 
Mail: 1225 Lady Street, P.O. Box 147, Columbia, SC 29217 
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SUBSTANTIAL AMENDMENTS TO THE DISASTER RECOVERY ACTION PLAN 
The initial City of Columbia CDBG-DR Action Plan was posted to the City’s website on August 
19, 2016 with a deadline for public comments of September 6, 2016. A public notice  
regarding the plan’s availability for review was published in The State newspaper, the journal 
of record with the widest circulation in Columbia, on August 16, 2016. All public comments 
received on the plan were incorporated into the final Action Plan approved by HUD. 

 
As Columbia’s recovery needs change, the City may elect to update its needs assessment, 
modify or create new activities, or reprogram CDBG-Disaster Recovery funds. The City defines 
substantial amendments to the Action Plan as those that propose one or more of the 
following changes: 

• A change in the purpose, scope, location or beneficiaries of an activity approved in the 
Action Plan or subsequent amendment; 

• The allocation or re-allocation of more than $1 million; or 
• The addition or deletion of any allowable activity described in the approved plan. 

 
Only substantial amendments are subject to the citizen participation process. Citizens will be 
provided at least 14 days to review and comment on all substantial Action Plan Amendments. 
A summary of all comments received and a response to those comments will be included in 
the final Substantial Amendment submitted to HUD. 

 
GRIEVANCE AND COMPLAINT PROCEDURES 

It is the policy of the City of Columbia to review all complaints received. Citizens have an 
opportunity to register comments or complaints by email, letter, telephone, or in person. 
Written complaints will be referred to the appropriate administrator for response. A written 
response will be made within 15 working days of receipt of complaint. A copy of the written 
complaint and response will be maintained by the Community Development Department. 
Complaints concerning the general administration of the CDBG Disaster Recovery Program 
may be submitted to: 

 
Columbia CDBG Disaster Recovery Program 

Community Development Department 
1225 Lady Street, Suite 102 

Columbia, SC 29201 
CityRecoveryDR@columbiasc.net 

803-545-4668 
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The following procedures will be followed on all complaints that cannot be resolved by the 
Disaster Recovery Manager and require additional peer review. The initial complaint may be 
expressed orally or in writing. 

 
The CDBG Disaster Recovery Manager will notify the Director of Community Development of 
the complaint, investigate the complaint, and respond in writing within 15 days. 

 
The Grievance Committee will notify the complainant in writing of its findings within seven (7) 
business days. 

 
If the complainant disagrees with the Grievance Committee’s findings, he/she must notify the 
CDBG Disaster Recovery Manager in writing that he/she desires a hearing by the Grievance 
Committee for review and reconsideration. The CDBG Disaster Recovery Manager will notify 
the complainant in writing of the hearing date. 

 
The complainant must bring all relevant data, witnesses, etc., to the hearing. The Director of 
Community Development will address the complaint and within fifteen (15) days forward to 
the complainant a certified copy of the decision rendered. 

 
During application intake for CDBG Disaster Recovery funds, applicants for Disaster Recovery 
funds will be provided with the City’s Grievance Procedures, which contain a point of contact, 
street address, and telephone number along with timeframes for filing a grievance. As a part 
of this process, applicants will be required to sign a receipt that they acknowledge and 
understand the grievance/complaint process. The City will provide a written response to each 
complaint within 15 calendar days of receiving the complaint. All citizen or applicant 
grievances shall be appropriately logged and filed in a central repository for HUD review and 
monitoring. Additionally, a copy of the grievance and response will be maintained in the 
applicant’s file. If the grievance has been forwarded to the city by HUD, the city’s response to 
the grievance shall be copied to HUD and emailed to HUD’s designed Disaster Recovery email 
address. 

 
Persons objecting to approval of an application for the CDBG Disaster Recovery Program, the 
Citizen Participation Plan, environmental assessments, or program performance may present 
their written objection to the HUD area office: 

U.S. Department of Housing and Urban Development 
Community Planning and Development Division 

1835 Assembly Street 
Columbia, South Carolina 29201 
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OPPORTUNITIES FOR PUBLIC ENGAGEMENT 

The Columbia City Council meets regularly and its meetings are open to the public and 
broadcast on the internet. In addition to Council members, the public is welcome to ask 
questions and voice concerns on matters raised in the meetings. Agendas are publicized in 
advance to provide broad notice of the items to be discussed. 

 
Public meetings and other means of outreach will be used to ensure participation by 
neighborhoods in the planning and implementation of projects that impact those 
neighborhoods. These types of meetings will be widely advertised in accordance with the 
Citizen Participation Plan and substantial efforts will be made to notify neighborhood 
residents of meetings. 

 
ACCESS TO RECORDS 

This plan provides for full and timely disclosure of program records and information consistent 
with state and local laws regarding personal privacy and obligations of confidentiality. 
Program documents will be made available for citizen review on the Disaster Recovery 
website and at the offices of the Community Development Department during normal 
working hours upon a written public records request. Such documents include the following: 

• Notices and promotional material 
• Record of hearings 
• Copies of the regulations and issuances governing the program 
• Documents regarding other important program requirements, such as contracting 

procedures, environmental policies, fair housing, and other equal opportunity 
requirements. 
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CITY OF COLUMBIA 
COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) DISASTER RECOVERY 

DUPLICATION OF BENEFITS PROCEDURES 
Version 2, October 2018 

 
The Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act) requires that 
recipients of federal disaster recovery funding make certain that no "person, business concern 
or other entity" will receive duplicative assistance'. Because disaster assistance to each 
person/entity varies widely based on their insurance coverage and eligibility for federal funding, 
grantees cannot comply with the Stafford Act without first completing a duplication of benefits 
(DOB) analysis specific to each applicant. 

 
A Duplication of Benefit occurs when: 

• A beneficiary receives assistance, and 
• The assistance is from multiple sources, and 
• The assistance amount exceeds the need for a particular recovery purpose. 

 
In response to the severe storms and subsequent flooding that occurred as a result of Hurricane 
Joaquin (DR 4241/3373), the City of Columbia received supplemental disaster recovery 
assistance through HUD's Community Development Block Grant (CDBG) Program. This 
assistance is intended to supplement, not replace, other public, private and nonprofit sector 
resources that have already been provided for the same need or loss. For example, if a family's 
damaged home costs $100,000 to repair and the homeowner received insurance proceeds in 
that amount, the homeowner could not also receive federal disaster recovery funds to repair 
the home. In order to ensure that CDBG-DR funding is spent on eligible activities, the City is 
responsible to verify that each program provides assistance to a person or entity only to the 
extent that the person or entity has a disaster recovery need that has not been fully met by 
funds that have already been, or will be paid, from another source. 

 
The purpose of this document is to outline the process by which the City will verify that all 
applications for assistance from the programs funded by the City (both housing and non- 
housing), as well as all projects implemented by City grantees, contractors and sub-recipients, 
will be reviewed for possible duplication of benefits. The procedures described below are also 
applicable to all grantees and sub-recipients, and must be incorporated in the design and 
administration of programs/projects undertaken by them. 

 
The federal regulation pertaining to the City’s policy and procedures for identifying 
Duplication of Benefits isfound in Federal Register/ Vol. 76, No. 221,November 16,2011,which 
will be reviewed by Disaster Recovery Case Managers as part of determining Duplication of 
Benefits. All applications for assistance will be reviewed for possible DOB. 

 
The first step of the DOB determination (calculation) is to determine the amount of assistance 
needed and the amount of funds previously received, or to be received, for a disaster recovery 
activity. This is accomplished by first determining the applicant's, grantee or sub-recipient’s 
post-storm disaster need prior to the receipt or potential receipt of other funds. Next, all other 
sources of recovery assistance received, or available to be received, must be disclosed during 
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the application process and must be verified. Other sources of funds include, but are not limited 
to: private insurance, Federal Emergency Management Agency, Small Business Administration 
(SBA), the National Flood Insurance Program (NFIP), local and state funds, other federal 
programs, and private and nonprofit organizations. 

 
The next step is to identify assistance that is not available for the activity. This consists of: funds 
received that are not for the same purpose as the CDBG-DR activity(s); funds not available to the 
applicant, i.e. forced mortgage payoff, funds from private loans not guaranteed by the SBA 
(forgivable loans are duplicative); and any other asset or line of credit available to the applicant, 
such as checking and savings accounts, stocks, etc. These funds are not considered to be 
duplicative and may be excluded from being deducted as a duplication of benefit. Finally, after 
subtracting from the proposed activity cost the duplicate funds received or available to receive, 
calculate the maximum CDBG-DR award. 

 
Once the maximum CDBG-DR award has been determined, applicants, grantees or sub-recipients 
will be required to sign a subrogation agreement requiring them to return to the City of Columbia 
any assistance received for the same purpose as the CDBG Disaster Recovery funds. This 
agreement will be monitored by Disaster Recovery program staff, grantees and sub-recipients (if 
applicable) at least once annually for a period of three years. Unless an additional need is 
established, disaster recovery funds must be recaptured to the extent they are in excess of the 
need and duplicate other assistance received by the beneficiary for the same purpose. 

 

The following is an example of the above described process for DOB determinations: 

1: Identify the Applicant’s Total Need Prior to Assistance $100,000 

2: Identify ALL Potential Duplicative Assistance $35,000 

3: Deduct Assistance Determined to be Duplicative $30,000 

4: Determine the Maximum Eligible Award (Item 1 less Item 3) $70,000 

5. Apply Program Cap (if applicable) $50,000 

6. Calculate Final Award (lesser of Items 4 or 5) $50,000 

 
Unmet Needs 
Disaster recovery assistance needs are calculated at a point in time. As a result, subsequent 
circumstances may occur that affect the need. If, after the assistance has been calculated and/or 
a CDBG Disaster Recovery award has been made, an applicant can demonstrate a change in 
circumstances the award calculation may be subsequently reevaluated to take the increased 
need into consideration. Such changes in circumstance include: vandalism, contractor fraud, an 
increase in the cost of materials and/labor, a change in local zoning law or building codes, or 
subsequent damage to a home or business that was partially repaired. However, the reevaluation 
must be completed before the initial need for which assistance was granted has been fully met 
(e.g., before a damaged house is fully repaired). 

 
The federal regulation pertaining to the City of Columbia policy and procedure for identifying 
Duplication of Benefits isfound in Federal Register/ Vol. 76, No. 221, November 16,2011,which 
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should be reviewed as part of determining Duplication of Benefits. This guidance will be 
incorporated into all the policies and procedures for each CDBG-DR funded program, if 
applicable. 

 
DOB Monitoring 
The process for identifying and then monitoring for DOB begins with the review of each grant 
application, whether it is for a specific project or an individual beneficiary of CDBG-DR funds. 
An applicant must provide detailed information about other sources of funds that were 
received or may be received related to the activity for which CDBG-DR funds are being 
requested. As part of the application or intake process, the City of Columbia staff will review 
and verify the other funds to determine if they are for the same activity and exceed the need 
for recovery assistance. After CDBG funds are awarded, minus any funding determined to 
be a DOB, applicants are required to notify the City of Columbia of the receipt of any 
additional funds for the same activity. As such, program staff will review individual pay 
requests and project amendments to determine if other funds received represent a DOB. If 
so, funds will be withheld from future pay requests, and the approved project budget will 
be amended. In the event all funds have been expended, the applicant must repay the funds 
to the City of Columbia in accordance with the signed Grant Agreement, and/or Subrogation 
Agreement. 

 
Monitoring for duplication of benefits is incorporated into the City’s QA/QC Plan. 

 
Methods for verifying DOB 
In order to accurately document the amount of other assistance provided to the applicant, 
the City of Columbia will enter into data sharing agreements with FEMA, SBA, insurance 
providers and other sources as determined necessary. These agreements will include 
language regarding PII, the timelines and formats for providing the data, and updates at 
agreed upon intervals. In the event that a data sharing agreement cannot be reached or 
regular updates do not occur, the city will require applicant submittal of this information 
during the application intake process and/or use third party verification procedures so that 
applicant files are properly documented. 

 
Staff responsible for conducting DOB analysis 
Disaster Recovery Case Managers will perform the initial screening of all documentation 
submitted by applicants and ensure that all possible duplicative sources of assistance are 
discussed and disclosed by the applicant. After the application for assistance is complete, 
the Case Manager will verify all third party sources of funding, then perform the DOB analysis 
as outlined in program policies and procedures. A Compliance Specialist will also conduct a 
Quality Assurance (QA/QC) review to ensure that all applications are complete and DOB 
calculations are correct using the best available data. All program files will include a DOB 
Worksheet, which will be certified by the applicant before assistance is granted. The 
applicant must sign a grant and subrogation agreement prior to the disbursement of funds 
or commencement of project activities. Compliance and Monitoring staff will then review 
regular updates of third party information for duplicative assistance and alert Case Managers 
if action needs to be taken on an applicant file. Any duplicative assistance will require an 
adjustment of the calculation and either a reduction in award or grant recapture in 
accordance with the program’s subrogation agreement, if necessary. 
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In the event that grant funds are disbursed to a grantee or sub-recipient, the Disaster 
Recovery Compliance Specialist will conduct the DOB analysis, ensure that all DOB analyses 
are calculated correctly and that the Grant Agreement contains the appropriate subrogation 
language. The Disaster Recovery Compliance Specialist will also ensure that any reduction 
of award or recapture occurs in accordance with the Grant Agreement. 

 
Subrogation Agreement 
The following Limited Subrogation Agreement is included in all Grant Agreements. 

 
Homeowner agrees that if he/she receives further insurance proceeds and/or federal benefits 
for rehabilitation, repairs or reconstruction to their primary residence in connection with 2015 
Severe Storms and Flood, the homeowner will report receiving benefits by emailing the Disaster 
Recovery Case Manager or calling 803-545-4668 within one (1) month of receipt of additional 
proceeds and/or benefits. If homeowner fails to report additional insurance proceeds and/or 
federal benefits, then Grantee may require immediate repayment in full of the entire amount 
provided by the Grantee. 

 
In consideration of my/our receipt of funds under City of Columbia CDBG Disaster Recovery 
Program for South Carolina 2015 Severe Storms and Flooding (the Disaster) being administered 
by the Columbia Community Development Department, subject to the provisions below I/we 
hereby assign to the City of Columbia (the City), to the extent of the grant proceeds awarded or 
to be awarded to me under the Program, all of my/our claims and future rights to reimbursement 
and all payments hereafter received or to be received by me/us (a) under any policy of casualty 
or property damage insurance or flood insurance (Policies) on the residence, excluding contents 
described in my/our application for assistance under the Program; (b) from FEMA, Small Business 
Administration, HUD, and other federal agency, arising out of physical damage to the Residence 
caused as a result of the Disaster. Such policies include, but are not limited to, insurance policies 
characterized as homeowner's, wind, flood or any other type of casualty or property damage or 
hazard insurance coverage under which I/we have or may assert any claim for physical damage 
to the Residence due to severe storms and flooding resulting from the Disaster. 

 
Notwithstanding anything to the contrary contained herein, this is a limited subrogation and 
assignment and is limited to an amount not to exceed the amount of the grant received by the 
undersigned under the Program, to which the City has not been reimbursed from other sources. 
If I/we hereafter receive any federal assistance payments for physical damage to the Residence 
(not including contents) from the Disaster, I/we agree to promptly pay such amount to the City 
if that amount would have reduced the amount of my Program grant had I/we received such 
payment before receiving grant proceeds. This assignment shall not apply to benefits calculated 
to be in excess of the amount of the grant received under the Program. 
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Duplication of Benefits (DOB) Worksheet 
 

Duplication of Benefits arises when assistance from more than one source of funding is received or available 
for the same purpose or activity. The specific purpose or activity may constitute all or a portion of a 
mitigation project. Specifically, HUD CDBG Disaster Recovery funds cannot be used where an individual’s 
disaster recovery or disaster mitigation needs have already been met or will be met through other available 
sources of assistance. The following worksheet identifies several of the most common sources of funds that 
may pose a Duplication of Benefit. Homeowners must disclose information about the actual receipt of 
financial assistance, and provide proof of payment. 

 
Applicant Name: 

Case Number: 

 
Property Address: 

County: 

 
Source of Funding Amount 

Awarded 

 
Documentation 

Date of 
Verification 
of Award 

 
Notes 

Homeowner Insurance     

National Flood Insurance 
Program 

    

Increased Costs of Compliance 
(ICC) 

    

Small Business Administration 
(SBA) Loan 

    

FEMA     

Private Non-Profit Sources     

Other     

Other     

Other     

Total Non-CDBG-DR Received $  

Total Cost (total eligible costs 
per Itemized Reimbursement 
form) 

 

Unmet Need $ 

CDBG-DR Award  

HOMEOWNER ATTESTATION: I certify that all of the above information is true and accurate to the best of my knowledge. 
Further, I understand that information regarding my property may be shared with and verified by custodians of property 
records such as other Federal or other governmental agencies, insurance companies, or any public or private entity for the 
purposes of ensuring that the property has not received money that is duplicative of any possible CDBG Disaster Recovery 
grant received. 

 
Homeowner: 

 
Date: 

After DOB has been fully executed and all information has been verified: 
 
Case Manager: 

 
Date: 

 
Monitoring and Compliance Specialist: 

 
Date: 
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- - $ $ 
TOTAL 

City of Columbia 
CDBG Disaster Recovery 

DOB ITEMIZATION 
Case Number/Address 

  Duplication of Benefits Itemization Worksheet  
 

FEMA $    
SBA $    
Insurance $    
Other $    
Unmet Need (if any) $    

 
 

Recipient Stated Purpose Amount 
Spent 

Date of 
Invoice 

Use of Funds Receipt 
Provided? 

CDBG-DR 
DOB 

       

       

       

       

       

       

       

       

 
 
 

 
 

Applicant Printed Name 
 
 
 

Applicant Signature Date 
 
 
 

Case Manager Printed Name 
 
 
 

Case Manager Signature Date 
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CDBG DISASTER RECOVERY 

GRANT AWARD AND SUBROGATION AGREEMENT 
 
 

THIS   Agreement   is   entered   into   by and   between      
(Homeowners), and the City of Columbia, a body corporate and politic. 

 
WHEREAS, the City of Columbia has applied for and received CDBG Disaster Recovery funds 
from the Department of Housing and Urban Development (HUD) under the Disaster Relief 
Appropriations Act of 2016, Public Laws 114-3 and 115-31; and 

 
WHEREAS, through this pre-award reimbursement program the City of Columbia seeks to 
establish a safer, more sustainable development pattern that protects properties in the flood 
plain from future damage and creates opportunities for open space; 

 
WHEREAS, proper land use management is essential to any long-term recovery strategy, 
properties located in the designated area must be deed-restricted to remain green space in 
perpetuity. The consequences for violating the restrictions for use of the property are recapture 
of the grant funds used to acquire the properties at issue or court action to compel performance. 

 
WHEREAS, the restrictions contained herein shall run with and burden the Property, shall bind 
all future owners of the Property, and shall be enforceable against the City and any successor in 
interest. 

 
WHEREAS, sellers and the City each desire to restrict the future use of the Property in accordance 
with the Program Requirements. 

 
NOW, THEREFORE, in consideration of the recitals, promises, covenants, and undertakings 
described above and hereinafter set forth, Sellers and the City agree as follows: 

 
1) Any property acquired, accepted, or from which a structure will be removed pursuant to the 

project will be dedicated and maintained in perpetuity for a use that is compatible with open 
space, recreational, or floodplain and wetlands management practices. 

 
2) No new structure will be erected on property acquired, accepted, or from which a structure 

was removed under the acquisition program other than: 
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(a) a public facility open on all sides and functionally related to a designated open space (e.g., 
a park, campground, or outdoor recreation area); (b) a rest room; or (c) a flood control 
structure, provided that structure does not reduce valley storage, increase erosive velocities, 
or increase flood heights on the opposite bank, upstream, or downstream and that the local 
floodplain manager approves, in writing, before construction of the structure begins. 

 
3) After receipt of assistance, with respect to any property acquired, accepted, or from which a 

structure was removed under the acquisition program, no subsequent application for 
additional disaster assistance for any purpose or to repair damage or make improvements of 
any sort will be made by the recipient to any Federal entity in perpetuity. 

 
4) The entity acquiring the property may lease it to adjacent property owners or other parties 

for compatible uses in return for a maintenance agreement. In all cases, a deed restriction or 
covenant running with the property must require that the buyout property be dedicated and 
maintained for compatible uses in perpetuity. 

 
 

LIMITED SUBROGATION AGREEMENT 
 

 
WHEREAS,    (Homeowner) is receiving 
financial assistance from the City of Columbia CDBG Disaster Recovery Program in the amount of 
$ to provide the FEMA HMGP local cost share match of 25% of the acquisition and 
disposition costs associated  with  the  purchase  of  the  primary  residence  at  <insert  
address>  . 

 

In consideration of receipt of funds under City of Columbia Community Development Block Grant 
(CDBG) Disaster Recovery Program (the Program) for the South Carolina 2015 Severe Storms and 
Flooding (the Disaster) being administered by the City of Columbia, South Carolina, subject to 
the provisions below I hereby assign to the City of Columbia (the City), to the extent of the grant 
proceeds awarded or to be awarded to me under the Program, all of my claims and future rights 
to reimbursement and all payments hereafter received or to be received by me (a) under any 
policy of casualty or property damage insurance or flood insurance (Policies) on the residence, 
excluding contents (Residence) described in my application for assistance under the Program; (b) 
from FEMA, Small Business Administration, HUD, and any other federal agency, arising out of 
physical damage to the Residence caused as a result of the Disaster. Such policies include, but 
are not limited to, insurance policies characterized as homeowner's, wind, flood or any other 
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type of casualty or property damage or hazard insurance coverage under which I have or may 
assert any claim for physical damage to the Residence due to severe storms and flooding resulting 
from the Disaster. 

 
Notwithstanding anything to the contrary contained herein, this is a limited subrogation and 
assignment, and is limited to an amount not to exceed the amount of the grant received by the 
undersigned under the Program, to which the City has not been reimbursed from other sources. 
If I hereafter receive any Federal Assistance Payments for physical damage to the Residence (not 
including contents) from the Disaster, I agree to promptly pay such amount to the City if that 
amount would have reduced the amount of my Program grant had I received such Federal 
Assistance Payment prior to my receipt of grant proceeds. For Federal Assistance Payments, this 
assignment shall not apply to benefits specifically calculated to be in excess of the amount of my 
grant received under the Program. 

 
In any proceeding to enforce this Agreement, the City shall be entitled to recover all costs of 
enforcement, including actual attorney's fees and court costs. 

 
Now, therefore, the City of Columbia has an option to recoup assistance used on the above 
described property upon the terms, conditions and contingencies herein set forth. 

 
Homeowner agrees that if he/she receives further insurance proceeds and/or federal benefits 
for rehabilitation, repairs or reconstruction to their residence in connection with the 2015 Flood, 
the homeowner will report receiving benefits by emailing <insert email address> or calling 803- 
545-4668 within one (1) month of receipt of additional proceeds and/or benefits. If homeowner 
fails to report additional insurance proceeds and/or federal benefits, then City of Columbia will 
require immediate repayment of the total amount of additional funding received. 

 
The Homeowner and the City of Columbia acknowledge that the City has the right and 
responsibility to enforce this agreement. 

 
IN WITNESS WHEREOF, the undersigned homeowner(s) has affixed his/her signature and seal 
this  day of  . 
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STATE OF SOUTH CAROLINA 
COUNTY OF     

 

THUS DONE AND SIGNED on the day of , 2018, in the presence of the 
undersigned witnesses and Notary Public, after due reading of the whole. 

 
WITNESSES: OWNER: 

 
 

Witness Signature Owner 1 
Print Name:   

 
 
 
 
 

Witness Signature Owner 2 
Print Name:   

 
 

SWORN to before me this  day of 
 

  , 2018 
 
 

NOTARY PUBLIC FOR SOUTH CAROLINA 
My Commission Expires:     
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COLUMBIA CDBG DISASTER RECOVERY PROGRAM 

GRIEVANCE AND COMPLAINT PROCEDURES  

VERSION 2, OCTOBER 2018 
 

It is the policy of the City of Columbia to review all complaints received. Citizens have an 
opportunity to register comments or complaints by email, letter, telephone, or in person. Written 
complaints will be referred to the appropriate administrator for response. A written response 
will be made within 15 working days of receipt of complaint. A copy of the written complaint and 
response will be maintained by the Community Development Department. Complaints 
concerning the general administration of the CDBG Disaster Recovery Program may be submitted 
to: 

Columbia CDBG Disaster Recovery Program 
Community Development Department 

1225 Lady Street, Suite 102 
PO Box 147 

Columbia, SC 29201 
CityRecoveryDR@columbiasc.net 

803-545-4668 
 

The following procedures will be followed on all complaints that cannot be resolved by the 
Disaster Recovery Manager and require additional peer review. The initial complaint must be 
expressed in writing. 

• The CDBG Disaster Recovery Manager will notify the Director of Community Development 
of the complaint, investigate the complaint, and respond in writing within 15 days. 

• If the complainant requests a peer review, the original findings will be reported to the 
Grievance Committee within eight (8) business days. 

• The Grievance Committee will review the complaint and notify the complainant in writing 
of its findings within seven (7) business days. 

• If the complainant disagrees with the Grievance Committee’s findings, he/she must notify 
the CDBG Disaster Recovery Manager in writing that he/she desires a hearing by the 
Grievance Committee for review and reconsideration. The CDBG Disaster Recovery 
Manager will notify the complainant in writing of the hearing date. 

• The complainant must bring all relevant data, witnesses, etc., to the hearing. After the 
hearing, the Grievance Committee will determine, based on new information presented 
by the complainant, whether or not to uphold their earlier decision. Within fifteen (15) 
days of the hearing, the Director of Community Development will forward to the 
complainant a certified copy of the final decision. 
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The Grievance Committee is comprised of two members of the Citizen Advisory Committee and 
the Recovery Manager. 

 
PURPOSE 

The goal of the City’s complaints and appeals process is to  provide  an  opportunity  to  
resolve complaints either formal or informal, in a timely manner, usually within fifteen (15) 
days where practicable, and to provide the right to participate in the process and appeal a 
decision when there is reason to believe their application was not handled according to program 
guidelines. The committee provides a means to respond to applicant concerns or the general 
public relating to Disaster Recovery activities, rules and decisions. The grievance process 
provides a way for an applicant’s concern to be heard and responded to by a committee of 
peers. 

COMMITTEE MEMBER RESPONSIBILITIES: 
 Review applicant complaints concerning the administration of CDBG Disaster Recovery 

Program. 
 Know the grievance process and how it directly relates to the Disaster Recovery program. 
 Complete a grievance form. 
 Log and file complaint, written response, and correspondence. 
 Notify complainant in writing of findings with seven days of receipt. 
 Participate in committee hearings if complainant disagrees with the decision. 
 Notify complainant in writing of hearing date. 
 Listen with an open mind to the grievance presented. 
 Keep information presented during the grievance hearing and subsequent discussions 

confidential. 
 Be consistent in the way decisions are made. 
 Ask appropriate questions to ensure all relevant information is presented. 
 After conferring with other members of the committee, make a decision regarding the 

grievance. 
 Take responsibility for writing the written resolution to grievance hearings. 
 Committee members must remove themselves if they have a personal connection or 

conflict of interest with an applicant or family filing or named in the grievance. 
 

During application intake for CDBG Disaster Recovery funds, applicants for Disaster Recovery 
funds will be provided with the City’s Grievance and Complaint Procedures, which contain a point 
of contact, street address, and telephone number along with timeframes for filing a grievance. 
As a part of this process, applicants will be required to sign a receipt that they acknowledge and 
understand the grievance/complaint process. The City will provide a written response to each 
complaint within 15 calendar days of receiving the complaint. All citizen or applicant grievances 
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shall be appropriately logged and filed in a central repository for HUD review and monitoring. 
Additionally, a copy of the grievance and response will be maintained in the applicant’s file. 

 
If the grievance has been forwarded to the City by HUD, the City’s response to the grievance shall 
be copied to HUD and emailed to HUD’s designated Disaster Recovery email address. 

 
Persons objecting to approval of an application for the CDBG Disaster Recovery Program, the 
Citizen Participation Plan, environmental assessments, or program performance may present 
their written objection to the HUD area office: 

 
U.S. Department of Housing and Urban Development 

Community Planning and Development Division 
1835 Assembly Street 

Columbia, South Carolina 29201 
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City of Columbia 
CDBG Disaster Recovery 

Grievance Form 
 
 
 

Date:    
 

Applicant Name:     
 

Damaged Property Address:    
 
 

Describe your grievance below. Please be specific concerning dates and names of individuals 
concerned: 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

Complaints should be submitted to: 
 

Columbia CDBG Disaster Recovery Program 
Community Development Department 

1225 Lady Street, Suite 102 
PO Box 147 

Columbia, SC 29201 
CityRecoveryDR@columbiasc.net 

803-545-4668 
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CDBG DISASTER RECOVERY 
HMGP LOCAL SHARE MATCH PROGRAM PROCEDURES 

VERSION 3, SEPTEMBER 2018 
 
 

The City of Columbia developed a Buyout Program under its CDBG Disaster Recovery (CDBG DR) 
Action Plan and completed applications, appraisals and title searches for 16 property owners who 
met the following eligibility requirements: 

• Damaged owner or renter occupied residences within the Columbia city limits in a 
designated floodway or floodplain. 

• Applicants must have owned the damaged property as of and prior to the October 5, 2015 
storm. Second homes, as defined in IRS Publication 936, are not eligible to participate. 

• Applicants must have registered with FEMA and had the residence designated as having 
sustained Major-High or Severe damages. 

• Damaged residence must be a single-unit structure, duplex, townhome, or condominium. 
 

On November 9, 2017, the City received a notice of award for FEMA Hazard Mitigation Grant 
Program (HMGP) applications 269 and 270. In the interest of leveraging all potential funding 
sources, the City amended its Action Plan to transfer $2 million in CDBG DR funding from the 
Columbia Buyout Program to the FEMA/HMGP Local Cost Share Match program. All property 
owners participating in the CDBG DR Buyout Program were also eligible under the HMGP grant 
award and have been notified of the program change. 

 
The FEMA HGMP team will be responsible for administering the program; the CDBG DR Match 
Program will assist approximately 30 property owners in meeting the 25% local cost share match 
requirement. CDBG DR program funds will be used for property acquisition and disposition costs 
including appraisals, surveys, asbestos assessment and abatement, demolition and seeding. All 
residential properties acquired will be demolished and dedicated in perpetuity to a public use 
compatible with open space, recreation, natural floodplain functions, ecosystem restoration, or 
wetlands management practices. CDBG DR staff will draft a Memorandum of Understanding that 
addresses roles and responsibilities, cost share strategy, drawdown process, DOB monitoring, 
recordkeeping, staffing and expenditure deadlines. 

 
NATIONAL OBJECTIVE DOCUMENTATION AND RECORDS 
All Local Cost Share Match Programs using CDBG DR funds must demonstrate that activities meet 
a national objective as required by HUD. The City of Columbia HMGP Match Program will meet 
the national objective of Urgent Need. Under the Federal Register Notice dated June 9, 2016, the 
CDBG certification requirements for documentation of urgent need located at 24 CFR 570.208(c) 
and 24 CFR 570.483(d) have been waived until 24 months after HUD first obligates funds to the 
grantee. Recognizing the urgency in addressing serious threats to community welfare following 
a major disaster, the Department has initiated the following streamlined alternatives. 

Grantees need not issue formal certification statements to qualify an activity as meeting the 
urgent need national objective. Instead, each grantee receiving a direct award under this notice 
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must document how all programs and/or activities funded under the urgent need national 
objective respond to a disaster-related impact identified by the grantee in their action plan 
needs assessment and describe the type, scale, and location of the disaster-related impacts that 
each program and/or activity is addressing. 

 
APPLICATION: 
HMGP staff with follow the application process established under the CDBG DR program. When 
a homeowner responds to program outreach and expresses an interest in this program, they 
complete a brief Pre-Application (Phase 1), which is reviewed for basic program eligibility. 
Homeowners are contacted by Disaster Recovery staff and asked to schedule an appointment to 
complete an application, submit required program documents, sign release forms to have 
information verified by outside sources, sign a certification that all information in the application 
is true, and verify receipt of the following: Asbestos in your Home, Protect your Family from Lead 
in your Home, General Information Notice (GIN), Disaster Recovery Grievances and Complaints. 
In addition, applicants will sign a FEMA Statement of Voluntary Participation. After verification of 
all required documentation, the applicant will be notified electronically, or in writing if necessary, 
that they are eligible to participate in the Buyout/HMGP program. 

Program files will include the following documentation (only one document is necessary from 
each category): 

 
 Proof of ID 
 Tax identification number; 
 Driver's license or a state issued photo ID; 
 Passport; 
 Military ID; 
 Birth Certificate 

 
 Income 
 IRS Form 1040; 
 Current copy of social security statement/award letter; 
 Current copy of retirement/pension statements; 
 Current copy of unemployment statement; 
 Three months of bank statements showing direct deposit amounts; 

 
 Proof of Ownership 
 Fee Simple Deed in applicant's name or warranty deed recorded in the county records 

citing the applicant’s name. 
 Applicants may prove ownership by providing alternative documentation and 

completing a notarized heirship affidavit that certifies that one of the following 
circumstances applies: 

o Nobody else has the right to claim ownership; 
o Anyone who has a right to claim ownership has agreed to participate in the 

program; or 
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o Anyone who has a right to claim ownership could not be located (after 
reasonable attempts to contact). 

 The alternative documentation that can be provided instead of a copy of the deed 
includes (in order of preference): 

o Receipt for current property tax payment; 
o Homeowner insurance policy; 
o Mortgage Payment book; 
o Other documentation deemed acceptable by the grantee. 

 
• Primary Residency (Not applicable to rental property owners) 
 Asset verification (income tax returns, credit check, etc.); 
 Utility bills specific to the property address and name of the applicant, which were active 

as of October 2015; 
 Voter Registration Card; 
 Driver’s License issued before October 2015 and not expired; 
 Receipt for property tax or homestead exemption. 

 
SPECIAL CIRCUMSTANCES RELATED TO OCCUPANCY: 
 Active duty military personnel who own a storm-damaged home within the Columbia city 

limits, but are currently assigned to duty away from their home or were assigned to duty 
away from their home at the time of the storm, are eligible to apply. 

 
 Damaged Property Information 
 Address within Columbia city limits; 
 Type of structure and year built; 
 FEMA registration numbers, if applicable; 
 Receipts for the home repairs made to the damaged property (write name and property 

address on receipts). 
 

APPLICANT COMMUNICATIONS 
HMGP staff will maintain communication logs of contact with applicants at all phases of the 
program. At a minimum, applicants should be contacted monthly to apprise them of their 
program status. 

DUPLICATION OF BENEFITS REVIEW 
Properties will be purchased based upon the pre-disaster Fair Market Value (FMV) as established by 
an independent appraisal less the amount of Duplication of Benefits (DOB), which occur when a 
beneficiary receivesfinancialassistance from multiple sources for the same recovery activity. These 
funding sources include: 
 FEMA, 
 Small Business Administration, 
 National Flood Insurance Program, 
 Other federal, state or local funding 
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 Nonprofit, private sector and charitable funding. 
 

The first step in calculating DOB is to determine the amount of assistance needed and the amount 
of funds previously received or expected for a disaster recovery activity. All sources of recovery 
assistance must be disclosed and verified during the application process using third party 
information and verification procedures. 
The amount of assistance will be determined as follows: 
 Review applicant total need prior to assistance; 
 Identify potentially duplicative assistance as defined above; 
 Deduct duplicative assistance; 
 Determine the maximum eligible award and apply the program cap to calculate final 

award. 
 

A Quality Assurance/Quality Control (QA/QC) review will be conducted to ensure all applications 
are complete and DOB calculations are correct before executing a grant agreement. When the 
grant award is made, the subrogation agreement will include a requirement that any additional 
assistance received for the same purpose as CDBG-Disaster Recovery funds must be returned to 
the City of Columbia. The term of the subrogation agreement begins upon the date signed by the 
owner and ends one year from the date of final disposition of the property, unless terminated 
sooner by the City. 

 
ENVIRONMENTAL REVIEW 
FEMA completed environmental reviews in November 2017 before approving the City’s HMGP 
applications. The City Manager has requested HUD approval to adopt FEMA’s environmental 
reviews 4241-00062 and 4241-00075 by submitting a Request for Release of Funds. 

 
APPRAISALS AND APPEALS PROCESS 
The City of Columbia Real Estate Department, using the small purchase method identified in 2 
CFR 200, procured the services of Rosen Appraisal Associates to complete pre-storm Fair Market 
Value (FMV) appraisals of eligible properties. FEMA requires that the Hazard Mitigation Grant 
Program establish an appeal process for homeowners who question the value established by the 
initial appraisal. In the event the property owner believes the City’s independent pre-flood 
appraisal does not reflect the true Fair Market Value of their property before the October 2015 
storm, they may appeal the City’s appraisal by following the process outlined below and 
accepting the conditions for payment for the appraisal performed on appeal as well as review of 
both the City’s appraisal and second appraisal: 

• Inform the City of the owner’s intent to appeal the property appraisal by completing 
the Owner’s Intent to Appeal Property Appraisal (form attached) within seven (7) 
calendar days of receiving the City’s pre-flood FMV appraisal for the subject property. 
Owners must comply with the following conditions for appraisals done for appeal: 

 Owner’s Intent to Appeal Property Appraisal form must be received by the 
City Flood Recovery Manager, 1136 Washington St., Columbia, SC 29201 
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within seven (7) calendar days of receiving City’s appraisal FMV for the 
subject property. 

• Accomplish an independent pre-flood (pre-October 2015) property appraisal for the 
subject property within 30 calendar days of filing the completed Owner’s Intent to 
Appeal Property Appraisal Form with the City. Owners must comply with the following 
conditions for appraisals done for appeal: 

 Owner must select and pay for an independent pre-flood (pre-October 2015) 
appraisal. The City will not pay for any appraisal done on appeal nor seek 
reimbursement from any State or Federal agency to pay for owner’s property 
appraisal done on appeal. 

 City will not consider any appraisal other than for pre-flood (pre-October 
2015) FMV. 

 Pre-flood (pre-October 2015) appraisal must be prepared by a State Certified 
General Appraiser with a current license from the SC Real Estate Appraisers 
Board. 

 Appraisers must have the ability to provide pre-flood (pre-October 2015) 
appraisals within 30 calendar days of the owner’s notification of intent to 
appeal. 

 Appraiser must have the ability to appear as a subject matter expert witness 
in a court of law in SC. 

 Appraiser must possess a high ethical and professional standing. 
 Appraisal must be received by the City Flood Recovery Manager, 1136 

Washington St., Columbia, SC 29201 within 30 days of filing the completed 
Owner’s Intent to Appeal Property Appraisal form. 

 
• If owner’s pre-flood property appraisal is within 5% of City’s FMV, the City will consider 

FMV indicated on pre-flood appraisal from property owner and notify property owner of 
the City’s revised offer. The Owner understands the decision on offer for property 
purchase is the City’s sole prerogative, and City’s decision on offer for property is final. 

• If property owner’s appraisal indicates FMV greater than 105% of City’s appraisal, City will 
not consider FMV indicated on owner’s appraisal without an independent review and 
evaluation by another appraiser. Homeowner must indicate desire to pursue review and 
evaluation, by filing an intent to pursue review and evaluation on the Owner’s Intent to 
Appeal Property Appraisal form at the time of presenting owner’s appraisal to City Flood 
Recovery Manager. 

• If homeowner wishes to pursue review and evaluation of appraisals by another 
independent appraiser, City will initiate an independent review by another third 
appraiser. The third appraiser will accomplish a written review to evaluate both the City’s 
property appraisal for the property, and the owner’s appraisal for the property done on 
appeal. The third reviewing property appraiser must provide a written review and 
evaluation of both appraisals to the City Flood Recovery Manager within 90 calendar days 
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of filing the Owner’s Intent to Appeal Property Appraisal form. Owners must comply with 
the following conditions for review of City’s and owner’s appraisals: 

• Owner and City will equally share in cost for an independent third appraiser to review and 
evaluate the City’s and owner’s appraisals. The City will not pay the homeowner’s cost 
share for review of appraisals. The City will not seek reimbursement for the homeowner’s 
cost share from any State or Federal agency to pay for review and evaluation of appraisals. 

• Appraisal review must be accomplished by a State Certified General Appraiser with a 
current license from the SC Real Estate Appraisers Board; 
 Review appraiser must have the ability to provide written appraisal review report 

within 90 calendar days of filing Owner’s Intent to Appeal Property Appraisal form, 
 Review appraiser must have the ability to appear as a subject matter expert witness 

in a court of law in SC, 
 Review appraiser must possess a high ethical and professional standing, 

• The appraisal review report must be received by the City Flood Recovery Manager, 1136 
Washington St., Columbia, SC 29201 within 90 calendar days of filing the completed 
Owner’s Intent to Appeal Property Appraisal form. 

• Within 30 calendar days from receipt of the review and evaluation report from the review 
appraiser, the City will decide if they wish to purchase the subject property, determine 
their offer to purchase the subject property, and notify the property owner of such. The 
Owner understands the decision on offer to purchase property is the City’s sole 
prerogative, and City’s decision on offer to purchase property is final. 

• The Owner understands and accepts that participation in the FEMA Hazard Mitigation 
Grant Program and the HUD Community Development Block Grant Disaster Recovery 
program is strictly voluntary, and the homeowner or the City may withdraw from the 
transaction at any time for any reason. 

• The Owner must sign a copy of the Appeals Process acknowledging receipt of the Owner’s 
Intent to Appeal Property Appraisal form and that each clause has been disclosed to the 
Owner. 

 
LEGAL REVIEW AND CONTRACT CLOSING 
Columbia City Council Resolution R-2018-028 authorized the City Manager to execute any 
documents necessary to purchase properties affected by the 2015 Flood. HMGP staff will 
schedule property boundary surveys and final property inspections, conduct a final title search, 
and secure title insurance. After performing the Duplication of Benefits review, the City will draft 
an offer of purchase letter, which will be reviewed by the closing attorney. HMGP staff will 
schedule a closing procedure for homeowner execution and prepare a contract for the purchase 
price. Deed restrictions mandating that all properties be demolished and dedicated in perpetuity 
to a public use compatible with open space, recreation, natural floodplain functions, ecosystem 
restoration, or wetlands management practices will be recorded. In addition, homeowners must 
execute a Restrictive Covenant and Subrogation Agreement (attached) that establishes the 
amount of the CDBG Disaster Recovery Program cost share and imposes funding recapture 
requirements if applicable. A copy of the wire transfer documentation and clear title recordation 
will be included in the applicant file. 
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The City will determine the final land use within five years of the purchase date. 
 

ASBESTOS REMEDIATION AND DISPOSITION 

The City will solicit bids from certified, licensed asbestos remediation contractors. Asbestos 
abatement must follow State of South Carolina Code of Regulations 61-86.1; the National 
Emissions Standards for Hazardous Air Pollutants (NESHAP); and the Department of Labor, 
Licensing and Regulation for South Carolina Occupational Safety and Health Administration for 
asbestos removal. Contractors and acceptable procedures, including the removal and disposal of 
toxic substances, are administered by the State Department of Health and Environmental Control 
Office of Environmental Quality Control Bureau of Air Quality. 

 
To develop economies of scale, the City will procure demolition contracts for multiple properties. 
The City will publicly post a Notice of Demolition and identify any hazardous conditions existing 
on the structure to be demolished. Work will commence upon receipt of a Notice to Proceed. 
The selected contractor will meet all City health and safety codes such as boarding all units and 
providing security at the site and will provide photographs of the property before, during, and 
after demolition is complete. The City will conduct a post-demolition inspection to verify proper 
debris removal, backfill and final grade meets City requirements. 

 
UNIFORM RELOCATION AND REAL PROPERTY ACQUISITION ACT (URA) 
The project must comply with the Uniform Relocation Assistance and Real Property Acquisition 
Policies Act (URA) of 1970, as amended; Section 414 of the Robert T. Stafford Disaster Relief and 
Emergency Assistance Act of 1974; requirements at 49 CFR part 24; and Section 104(d) except as 
expressly waived by the Secretary of HUD. 

No person displaced by CDBG Disaster Recovery housing activities will be discriminated against. 
All displaced persons shall be equally provided information, counseling, referrals, and relocation 
services. In addition, no person shall be displaced or discriminated against because of age, race, 
color, religion, sex, handicap, or national origin. 

Eligibility Requirements 
• The owner occupant and/or tenant’s landlord must have applied for and be eligible for 

assistance in one of the Columbia CDBG Disaster Recovery housing programs. 
• The owner occupant and/or tenant must be lawfully present in the United States and 

currently occupying the residence to be rehabilitated. 
• The owner occupant and/or tenant must temporarily relocate in order to complete the 

rehabilitation, elevation, or environmental remediation of the damaged structure assisted 
with CDBG Disaster Recovery funding. 

 
Owner occupants of this voluntary buyout program are not eligible for relocation assistance; 
however, the appropriate URA acquisition notices will be issued and receipt certified. Owners 
will receive a General Information Notice (GIN), a copy of the brochure, When a Public Agency 
Buys Your Property, and a Notice of Nondisplacement for Residential Homeowner. An appraisal 
based on the pre-storm Fair Market Value of the property will be completed by a licensed 
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professional; owners have the right to appeal the appraised value pursuant to CDBG DR Buyout 
policies and procedures. The City will provide the property owner with a determination of just 
compensation and an offer letter. Upon acceptance, the City, through its attorneys, will schedule 
a closing, provide a settlement disclosure form, and finalize the Act of Sale. 

Tenants under this program are considered permanently displaced by the October 2015 Storm 
and are eligible for relocation assistance in accordance with the Stafford Act. Owners are subject 
to the deed restrictions and land covenants that prohibit redevelopment under a Buyout activity. 
Tenants will be contacted and notified of the availability of relocation assistance and 
compensation as authorized by the Uniform Act. Tenants will receive a GIN, followed by a Notice 
of Nondisplacement, and a Notice of Relocation Eligibility specific to his/her circumstances and 
needs. All Notices will be mailed Return Receipt Requested. 

URA provisions require financial assistance sufficient to reduce the displaced person’s post 
displacement rent and utility cost to 30% of household income unless tenants have been paying 
rents in excess of 30% without demonstrable hardship. A demonstrable hardship is a substantial 
change in an applicant’s situation that prohibits or severely affects their ability to provide a 
minimal standard of living or the basic necessities of life including food, housing, clothing, and 
transportation without causing economic distress well beyond mere inconvenience as shown by 
objective evidence. A demonstrable hardship must have occurred after the October 2015 flood 
event. 

The Maximum Replacement Housing Payment for displaced 90-day residential tenants has 
increased from $5,250 to $7,200 [42 U.S.C. 4624(a)]. A comparable replacement home is: 

• Decent, safe, and sanitary 
• Functionally equivalent to (and equal or better than) your present home 
• Actually available for rent 
• Affordable 
• Reasonably accessible to the place of employment 
• Generally as well located with respect to public and commercial facilities, such as schools 

and shopping, as the present home 
• Not subject to unreasonable adverse environmental conditions 
• Available to all persons regardless of race, color, religion, sex, or national origin 

 
The process for providing tenant relocation assistance is as follows: 

• Owner submits program application including a list of tenants if rental property was 
occupied at the time of the storm; 

• City issues Voluntary Acquisition Notice to Owner and copy of the brochure, When a 
Public Agency Acquires Your Property; 

• City prepares notices to be issued to tenants upon owner’s execution of grant agreement; 
• City locates and contacts tenant to gather information on needs and preferences; 
• City issues Notice of Eligibility for Relocation Assistance upon execution of grant 

agreement; 
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• City inspects current tenant residence, if possible, to determine satisfactory (decent, safe, 
sanitary) conditions; 

• City makes referrals for replacement housing; 
• Tenant chooses property and moves; 
• City issues advance payment when needed; and 
• City assists tenant in preparing and submitting claims. 

 
Decent, safe, and sanitary housing is housing that: 

• Meets applicable housing and occupancy requirements. 
• Is structurally sound, weather-tight, and in good repair. 
• Contains a safe, adequate electrical wiring system. 
• Has adequate living space for the occupants. 
• Has a kitchen with a sink, hot and cold running water, and connections for a stove and 

refrigerator (if you were displaced from a housekeeping unit). 
• Has a separate, complete bathroom with hot and cold running water. 
• Has heating as required by climatic conditions. 
• Has an unobstructed exit to safe, open space at ground level. 
• Meets standards protecting occupants from lead-based paint hazards. 
• If you are person with a physical disability, is free of any barriers which would preclude 

your reasonable use of the unit. 
 

Rental assistance is computed in the following manner: The assistance needed for one month is 
determined by subtracting the base monthly rent of the current dwelling from the cost of rent 
and utilities at the temporary location That monthly need, if any, is multiplied by 42, to determine 
the total amount that you will receive. This amount will be paid directly to you. The City must 
provide the assistance in monthly installments or other periodic payments. Generally, the base 
monthly rent for your present home is the lesser of: (1) the monthly rent and average monthly 
cost for utilities, or (2) thirty (30) percent of your average monthly gross household income, if 
you are low-income based on HUD income limits. 

Displaced tenants may also choose to buy a replacement home, using relocation assistance to 
make a down payment equal to the amount that would be received for rental assistance on a 
comparable replacement home (i.e., 42 times the amount obtained by subtracting the base 
monthly rent for the current dwelling from the monthly rent and estimated average monthly 
utility costs for a comparable replacement home). A down payment assistance payment will be 
paid in a lump sum. 

MONITORING 
Monitoring of program compliance will be performed by the CDBG Disaster Recovery Compliance 
Specialist in accordance with the City’s CDBG-DR Monitoring Plan, covenants and reuse 
requirements/limitations. CDBG DR staff will monitor the acquisition process for all participants, 
ensure HUD program requirements are met, and maintain program files for HUD compliance 
including documentation for records and financial management, procurement, contracting, labor 
regulations, Section 3, Section 504, and environmental clearance including: 

205



• Application 
• Authority for Release of Information 
• Right of Entry 
• Receipt of Grievance Procedures, Asbestos and LBP brochures 
• Proof of ID – driver’s license, state issued ID, passport, military ID, birth certificate or 

immunization record 
• Proof of Residency (Not applicable to rental property owners) – utility bill specific to 

address with applicant’s name, voter registration card, receipt for property taxes, 
driver’s license issued before Oct 2015 and not expired 

• Proof of Ownership – fee simple deed, receipt for property taxes, mortgage payment 
book, property insurance policy, heirship affidavit 

• Proof of Income – three consecutive pay stubs, three monthly bank statements, SSA, 
SSI, retirement/pension, IRS tax form, other 

• Proof of Insurance – flood insurance policy, homeowner’s insurance, no insurance 
statement 

• Duplication of Benefits Analysis – award or denial letters from FEMA, SBA, insurance 
policy, VOAD assistance, repair receipts 

• Environmental Review – a copy of environmental review record and notice to HUD of 
intent to adopt FEMA review 

• FEMA Statement of Voluntary Participation 
• Relocation Assistance – the owner certifies that the site of the project was without 

occupants eligible for relocation assistance or, if tenants were present at the time of the 
storm, records indicating that the URA procedures were followed. 

• Appraisal 
• Clear Title 
• Offer of Just Compensation/Notice of Award 
• Statement of Closing Cost 
• Restrictive Covenants and Subrogation Agreement 
• Bill of Sale, Transfer of Deed 
• Wire transfer documentation 
• Notification of Intent to Demolish 
• Contractor procurement, notice of award, notice to proceed, contract 
• Post demolition inspection/verification of debris removal, backfill and final grade 

 
GRANT CLOSING PROCESS 
Closeout procedures will be initiated when: 
 All costs to be paid with CDBG Disaster Recovery funds have been incurred, with the 

exception of closeout costs (e.g., audit) or contingent liability costs. 
 The work financed with CDBG funding has been completed, and 
 The participant’s other responsibilities under its agreement have been met. 
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RECAPTURE: 
All beneficiaries of CDBG Disaster Recovery funds are required to enter into a subrogation 
agreement per Federal Register notice requirements to recapture any assistance later received 
for the same purpose. The written agreement between the homeowner and the City of Columbia 
ensures that all parties are aware of CDBG Disaster Recovery funding recapture requirements 
and helps the City enforce those requirements when necessary. Covenants on the land restrict 
any future development of the property in perpetuity, and it is unlikely that a property owner 
would receive duplicative assistance for the purpose of acquisition. 
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OWNER INTENT TO APPEAL PROPERTY APPRAISAL 
 
 

I,      , hereby notify the City of Columbia Flood Recovery 
Manager that I intend to appeal the valuation of my property at 
  , as set forth in the City’s appraisal for my property. 

 
I have received the INFORMATION ON PROPERTY APPRAISAL APPEAL PROCESS and agree to the terms 
and conditions set forth therein. 

 
 
 

Signed:   Date:    
 
 
 

Received:   Date:    
 
 
 
 
 

I,  , hereby notify the City of Columbia Flood Recovery 
Manager that I wish to have the City accomplish review and evaluation of the City’s and my pre-flood 
appraisals  for  my property at   , as set forth in the 
City’s Appraisal Appeal Process. 

I have received the information on the Property Appraisal Appeal Process and agree to the terms and 
conditions set forth therein. 

 
 
 

Signed:   Date:    
 
 
 

Received:   Date:    
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Address: 

DEMOLITION CHECKLIST 
 

 
 PRE-DEMOLITION 

Complete Item 
# 

Description 

 1 Establish Property Management File (PMF) for each parcel of property. Place 
checklist in the file. Indicate the CDBG national objective that will be met by each 
demolition. 

 2 Provide notice of demolition. City posts the property with the notice of demolition 
and any hazardous conditions that may exist on the structure to be demolished. 
Place documentation of notice in file. 

 3a Review Historic Preservation and Environmental review documents, enclose SHPO 
106 clearance letter. 

 3b Place in file completed statutory checklist for environmental review, if applicable. 
 3c Place Letter of Agreement (LOA) in file if SHPO review triggered additional action for 

historic properties. 
 3d Photograph site before demolition. Place copies of photos in file. 
 4 Obtain right of entry and hold harmless agreement (N/A if City owns property). 
 5 Verify property description and ownership from assessor. Verify deed-restricted 

property. Enclose copy of the Restrictive Deed. 
 6 Notify lien holder(s) of intent to demolish (N/A if City owns property.) Enclose a 

copy of the final title opinion, copy of the title guarantee.) 
 7 Provide public notification of condemnation/demolition pursuant to state and local 

code requirements. (Public notifications consist of placing placards on the structure, 
completed by checklist item #2, and publication in the local area newspapers 
typically used for other similar legal notices.) 

 8 Conduct building inspection. If structural integrity is compromised, a building 
inspection shall be performed to determine if the structure is unsafe for entry. If 
deemed unsafe for entry, the structure will be considered a regulated asbestos 
containing material (RACM) and demolished accordingly. 

 9 Conduct public health inspection, as needed. 
 10 Conduct fire inspection, as needed. 
 11 Verify personal property removal. (Will take place during abatement process. If 

structure deemed unsafe for entry, personal items should not be removed.) 
 12 Requests Notice to Proceed (City Project Manager/Coordinator to authorize the 

demolition process to commence.) 

 13a Assign approved contractor to the property. Execute timeline for demolition to be 
completed by and disseminate key documents (Notice to Proceed, inspections, 
SHPO issues, etc.). 

 13b Authorize Notice to Proceed. Place in file a copy of the approved notice. Highlight 
subject property. 
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 DEMOLITION PROCESS 

Complete Item 
# 

Description 

 14 City verifies structure is unoccupied. 
 15 Mark easements and underground utilities. 
 16 Remove utility meters. 
 17 Cap well, water, sewer, and septic lines to the mains. Disconnect electrical and gas service, 

propane tanks. 
 18 Contractor obtains consent from City to proceed with abatement. 
 19 Re-verify property description and ownership (N/A if City/County owns property). 
 20 Identify/remove/dispose of asbestos, lead-based paints, and other hazardous materials 

per State environmental and EPA requirements. 
1. Assessment testing performed and samples sent to the lab. 
2. Remediation based on the environmental assessment and lab reports, including 

visual assessments. 
3. Document items transferred to the landfill. 

 21 Identify/remove/dispose of all HHW (Household Hazardous Waste) per State 
environmental agency/EPA requirements. 

1. Visual assessment performed and documented. 
2. Remove all identified HHW based on the Environmental assessment. 
3. Document all HHW waste transfer to the landfill. 

 22 Photograph site after demolition and place photos in file. 
 23 Document actual demolition and removal of debris. (Field verify that all debris from the 

demolition are removed and tracked to the landfill.) 
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CDBG DISASTER RECOVERY 

RESTRICTIVE COVENANT AND SUBROGATION AGREEMENT 
 
 

THIS RESTRICTIVE  COVENANT RUNNING  WITH  LAND  is  entered  into  by and between 
  (Sellers), and the City of Columbia, a body corporate and politic. 

 
WHEREAS, the City of Columbia has applied for and received CDBG Disaster Recovery funds 
from the Department of Housing and Urban Development (HUD) under the Disaster Relief 
Appropriations Act of 2016, Public Laws 114-3 and 115-31; and 

 
WHEREAS, the City of Columbia has applied for and received FEMA Hazard Mitigation Grant 
Program (HMGP) funds for Project #4241-0062: 269 and #4241-0075: 270 for the strategic 
acquisition of properties in the floodplain that were severely damaged by the 2015 Storm; 

 
WHEREAS, through this voluntary acquisition (buyout) program the City of Columbia seeks to 
establish a safer, more sustainable development pattern that protects properties in the flood 
plain from future damage and creates opportunities for open space; 

 
WHEREAS, proper land use management is essential to any long-term recovery strategy, 
properties located in the designated area must be deed-restricted to remain green space in 
perpetuity. The consequences for violating the restrictions for use of the property are recapture 
of the grant funds used to acquire the properties at issue or court action to compel performance. 

 
WHEREAS, the restrictions contained herein shall run with and burden the Property, shall bind 
all future owners of the Property, and shall be enforceable against the City and any successor in 
interest. 

 
WHEREAS, sellers and the City each desire to restrict the future use of the Property in accordance 
with the Program Requirements. 
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NOW, THEREFORE, in consideration of the recitals, promises, covenants, and undertakings 
described above and hereinafter set forth, Sellers and the City agree as follows: 

 
1) Any property acquired, accepted, or from which a structure will be removed pursuant to the 

project will be dedicated and maintained in perpetuity for a use that is compatible with open 
space, recreational, or floodplain and wetlands management practices. 

 
2) No new structure will be erected on property acquired, accepted, or from which a structure 

was          removed          under          the          acquisition          program          other          than: 
(a) a public facility open on all sides and functionally related to a designated open space (e.g., 
a park, campground, or outdoor recreation area); (b) a rest room; or (c) a flood control 
structure, provided that structure does not reduce valley storage, increase erosive velocities, 
or increase flood heights on the opposite bank, upstream, or downstream and that the local 
floodplain manager approves, in writing, before construction of the structure begins. 

 
3) After receipt of assistance, with respect to any property acquired, accepted, or from which a 

structure was removed under the acquisition program, no subsequent application for 
additional disaster assistance for any purpose or to repair damage or make improvements of 
any sort will be made by the recipient to any Federal entity in perpetuity. 

 
4) The entity acquiring the property may lease it to adjacent property owners or other parties 

for compatible uses in return for a maintenance agreement. In all cases, a deed restriction or 
covenant running with the property must require that the buyout property be dedicated and 
maintained for compatible uses in perpetuity. 

 
 

LIMITED SUBROGATION AGREEMENT 
 

 
WHEREAS,   (Homeowner) is receiving 
financial assistance from the City of Columbia CDBG Disaster Recovery Program in the amount of 
$ to provide the FEMA HMGP local cost share match of 25% of the acquisition and 
disposition costs associated  with  the  purchase  of  the  primary  residence  at  <insert  
address>  . 

 

In consideration of receipt of funds under City of Columbia Community Development Block Grant 
(CDBG) Disaster Recovery Program (the Program) for the South Carolina 2015 Severe Storms and 
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Flooding (the Disaster) being administered by the City of Columbia, South Carolina, subject to 
the provisions below I hereby assign to the City of Columbia (the City), to the extent of the grant 
proceeds awarded or to be awarded to me under the Program, all of my claims and future rights 
to reimbursement and all payments hereafter received or to be received by me (a) under any 
policy of casualty or property damage insurance or flood insurance (Policies) on the residence, 
excluding contents (Residence) described in my application for assistance under the Program; (b) 
from FEMA, Small Business Administration, HUD, and any other federal agency, arising out of 
physical damage to the Residence caused as a result of the Disaster. Such policies include, but 
are not limited to, insurance policies characterized as homeowner's, wind, flood or any other 
type of casualty or property damage or hazard insurance coverage under which I have or may 
assert any claim for physical damage to the Residence due to severe storms and flooding resulting 
from the Disaster. 

 
Notwithstanding anything to the contrary contained herein, this is a limited subrogation and 
assignment, and is limited to an amount not to exceed the amount of the grant received by the 
undersigned under the Program, to which the City has not been reimbursed from other sources. 
If I hereafter receive any Federal Assistance Payments for physical damage to the Residence (not 
including contents) from the Disaster, I agree to promptly pay such amount to the City if that 
amount would have reduced the amount of my Program grant had I received such Federal 
Assistance Payment prior to my receipt of grant proceeds. For Federal Assistance Payments, this 
assignment shall not apply to benefits specifically calculated to be in excess of the amount of my 
grant received under the Program. 

 
In any proceeding to enforce this Agreement, the City shall be entitled to recover all costs of 
enforcement, including actual attorney's fees and court costs. 

 
Now, therefore, the City of Columbia has an option to recoup assistance used on the above 
described property upon the terms, conditions and contingencies herein set forth. 

 
Homeowner agrees that if he/she receives further insurance proceeds and/or federal benefits 
for rehabilitation, repairs or reconstruction to their residence in connection with the 2015 Flood, 
the homeowner will report receiving benefits by emailing <insert email address> or calling 803- 
545-4668 within one (1) month of receipt of additional proceeds and/or benefits. If homeowner 
fails to report additional insurance proceeds and/or federal benefits, then City of Columbia will 
require immediate repayment of the total amount of additional funding received. 

 
The Homeowner and the City of Columbia acknowledge that the City has the right and 
responsibility to enforce this agreement. 
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IN WITNESS WHEREOF, the undersigned homeowner(s) has affixed his/her signature and seal 
this  day of  . 

 
 
 

STATE OF SOUTH CAROLINA 
COUNTY OF     

 

THUS DONE AND SIGNED on the day of , 2018, in the presence of the 
undersigned witnesses and Notary Public, after due reading of the whole. 

 
WITNESSES: OWNER: 

 
 

Witness Signature Owner 1 
Print Name:   

 
 
 
 
 

Witness Signature Owner 2 
Print Name:   

 
 

SWORN to before me this  day of 
 

  , 2018 
 
 

NOTARY PUBLIC FOR SOUTH CAROLINA 
My Commission Expires:     
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CDBG DISASTER RECOVERY 
PROCEDURES FOR ECONOMIC DEVELOPMENT 
SMALL BUSINESS DISASTER RECOVERY PROGRAM 

Version 2, June 2018 
 
 

The Small Business Disaster Recovery (SBDR) Program will provide financial assistance in 
the form of forgivable loans up to $20,000 to businesses affected by the October 2015 
Flood that continue to experience challenges to their recovery. Applicants may use funds 
as working capital to purchase inventory, furnishings and equipment, and cleanup and 
repair. Loans will be forgiven over a period of two (2) years with 50% forgiven each year 
on the anniversary of the loan closing. All forgivable loans require a personal guarantee 
from the borrower. While the forgivable loan is outstanding, the borrower agrees to 
supply the lender, the Columbia CDBG Disaster Recovery Program, with the following 
annual proof of good standing: 

• Copy of valid business license; 
• Current property and liability insurance for premises; 
• Copy of most recent water and sewer bill showing no balance. 

 
The forgivable loan shall be considered in default and repaid only if the Borrower closes, 
sells or relocates outside the city limits, has a significant change in ownership for any 
reason, to include foreclosure and/or any other legal action, prior to the two-year 
maturity date. If default occurs, Borrower will be issued a notice requesting immediate 
repayment of the pro-rated amount remaining on the loan. 

 
As part of the City’s emergency response to the October 2015 flooding, the Office of 
Business Opportunities (OBO) launched the Small Business Disaster Recovery Loan 
Program on Jan. 28, 2016 to provide short term gap financing to assist small businesses 
with disaster recovery efforts. Applicants were eligible for interest free loans up to 
$10,000 for inventory, equipment, payroll, working capital and clean up and repair. Data 
from this program was used to assess the remaining degree of need for small businesses 
in Columbia, which helped determine that the program should be extended under the 
CDBG Disaster Recovery Program. 

On August 5, 2016 OBO executed a Memorandum of Understanding with the U.S. Small 
Business Administration to exchange data on a monthly basis regarding business 
applicants for disaster loans. This data sharing is important to avoid a duplication of 
benefits for businesses receiving assistance under federal disasters FEMA DR 4241; SBA 
Declaration #14495, 14496, 14544, and 14545. The information provided includes the 
following: 
 SBA application number, loan type, and effective date 
 Current status 
 FEMA declaration number/SBA declaration number 
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 Loan Decision, Date of Action, SBA Loan number, and amount approved 
 FEMA Registration number, loss verification for Personal Property, Real Estate, 

and Mitigation 
 Name, family size, mailing address, damaged property address, business name, 

number of employees, 
 Adverse action reason 

PROGRAM OUTREACH 
On June 1, 2017, after HUD approval of the CDBG Disaster Recovery Action Plan, OBO 
mailed disaster recovery assistance questionnaires to 75 commercial businesses that 
previously applied to FEMA and/or the SBA for assistance. The initial survey indicated that 
most candidates have a minimum of $10,000 in unmet recovery needs and some up to 
$40,000; however, meeting a national objective of Low to Moderate Income (LMI)-Jobs 
seems unrealistic for most of these businesses, many of whom are microenterprises. 

 
DETERMINING THE SERVICE AREA AND MEETING A NATIONAL OBJECTIVE 
Economic activities that benefit a Low to Moderate Income (LMI) area may qualify under 
the Area Benefit of the LMI national objective if the business is in a neighborhood that is 
at least 51 percent LMI. CDBG Disaster Recovery staff considered the nature and location 
of the activity, accessibility, and the availability of comparable activities in defining the 
service area as within a one half mile radius of the business address, approximately a ten 
to fifteen minute walk. 

 
With assistance from the Information Technology Department, CDBG Disaster Recovery 
staff applied census tract overlays within a half mile radius to business locations to 
determine income levels per tract using the most recent census information available. 
Low to Moderate Income (LMI) census tracts are those where at least 51% of households 
earn incomes 80% or less of the area median income as computed on the most current 
HUD Section 8 Income Limits. 

 
Maps that identify the boundaries of the service area, the percentage of LMI persons 
residing in the service area, and the data used to determine the percentage of LMI 
persons will become part of the applicant’s permanent record and demonstrate 
compliance under the LMI Area national objective. Under certain circumstances the 
Limited Clientele category may be used to qualify economic development activities under 
the LMI national objective. In this case, the City will document the income of the business 
owner and/or the individuals served. 

 
MICROENTERPRISE ASSISTANCE 
Microenterprise development activities are designed to foster the development, support, 
and expansion of commercial enterprises that have five or fewer employees, one or more 
of whom owns the company. Eligible activities include the provision of grants, loans, loan 
guarantees and other forms of financial support for the establishment, stabilization, and 
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expansion of microenterprises. The City of Columbia may use CDBG Disaster Recovery 
funds to provide financial assistance to an existing microenterprise or to assist in the 
establishment of a microenterprise by providing: 

• Technical assistance, and 
• General support to owners of microenterprises. 

 
The guidelines for meeting a national objective under the Special Economic Development 
activity apply to microenterprises, with one notable exception: assistance may qualify 
under the LMI Limited Clientele category if the owner qualifies as low to moderate 
income. Assistance to microenterprises is not subject to the requirements concerning 
Public Benefit and services provided under this authority are not subject to the cap on 
public services regardless of the entity providing the service. 

 
COMMERCIAL REHABILITATION 
Activities designed to bring private, for-profit commercial structures up to code or 
improve their facades may be eligible if the following limitations apply: 
 Rehabilitation is limited to the exterior of the building and the correction of code 

violations; and 
 Any other improvements are carried out under the special economic development 

activities category discussed above. 
 

Businesses eligible under this category, the repair of storm damaged business property, 
will be subject to an environmental review in addition to the Categorical Exclusion Not 
Subject to 58.5 completed in February 2017. 

 
PRELIMINARY ELIGIBILITY REVIEW: 
Business owners must meet the following preliminary eligibility criteria: 

• Businesses must be located in an eligible census tract in a commercial corridor 
within the city limits; 

• Businesses must have applied to SBA for disaster assistance; (Funds may be used by 
those who were denied funding by SBA or used as gap financing for those who have 
needs in excess of the amount received from other sources.) 

• Applicants must qualify as a Small Business with less than 50 employees; 
• Business owners must have owned and operated the business as of and prior to the 

date of the storm event (October 2015); 
• Businesses must be located in a low-to-moderate income census track where 20% 

of residents are at or below the poverty level, 70% of residents are LMI, or serves a 
Neighborhood Revitalization Strategy Area; 

• Priority will be given to businesses located in the most heavily impacted areas; 
• Businesses must provide financial statements, tax returns or other documentation 

to demonstrate continuing unmet need. 
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MEETING PUBLIC BENEFIT CRITERIA 
Under the national objective of Low to Moderate Income (LMI) Area for Special Economic 
Development activities, the City must apply Public Benefit Standards criteria. 24 CFR 
570.209 requires that the level of public benefit derived from an activity be appropriate 
given the amount of CDBG assistance provided. The public benefit standard requires that 
the amount of assistance not exceed $1000 per LMI person to which goods and services 
are provided AND either creates or retains at least one permanent FTE job per $35,000 in 
funding or provide goods and services to an area (census tract) where the number of LMI 
persons served by the business amounts to at least one LMI person per $350 of CDBG 
funds (or 57 LMI persons per $20,000 award). Some leeway is allowed for assisting 
businesses in areas where 20% of the population resides in poverty or that stabilizes or 
revitalizes a neighborhood where at least 70% of residents are LMI. 

 
The City of Columbia will ensure that a minimum level of public benefit is obtained for 
each economic development activity undertaken, and will maintain sufficient records to 
demonstrate the level of public benefit that is actually achieved upon completion of the 
economic development activity and how that compares to the level of benefit 
anticipated. Both individual and aggregate activity standards must be used to make this 
determination. 

 
Applying the standards for individual activities: 
 If an activity both creates/retains jobs and provides goods/services to LMI 

residents of an area, it will be disqualified only if the amount of assistance exceeds 
$50,000 per FTE or $1000 per LMI person to which goods or services are provided. 

 The standards are applied to the number of jobs projected or LMI area residents 
at the time funds are obligated. 

 
Activities, in the aggregate, must either: 
 Create or retain at least one Full Time Equivalent (FTE) permanent job per $35,000 of 

CDBG funds used; or 
 Provide goods and services to an area where the number of LMI persons served by 

the business amounts to at least one LMI person per $350 of CDBG funds used. 
 

Some activities may, at the City’s option, be excluded from the aggregate standards if: 
 Assistance is provided to businesses that operate in a Census tract with at least 

20 percent of the residents in poverty; 
 The activity stabilizes or revitalizes a neighborhood that has at least 70 percent low- 

and moderate-income residents; 
 Provides services or creates/retains jobs in a HUD-approved Neighborhood 

Revitalization Strategy Area. 

All businesses will be fully qualified when program applications, financial statements, and 
other required documents are submitted. The Disaster Recovery team will calculate the 
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public benefit at the time of application using census tract and service area maps and will 
perform the tracking and monitoring duties over the lifetime of the loan (two years). 

APPLICATION APPROVAL PROCESS 
The City of Columbia has established Economic Development Procedures for the Small 
Business Disaster Recovery Program to review all aspects of loan applications including 
project benefits, project costs, private financing sources, CDBG National Objective and 
CDBG Eligible Activity, and all additional considerations. For reporting purposes, 
businesses also will supply information on the number of current full-time and part-time 
employees, the number of low to moderate income positions, and the number of 
positions held by women or minorities. For-profit retail, manufacturing, wholesale, and 
service businesses are eligible for assistance, except those involved in gambling, 
speculative ventures, investment-oriented activities, religious activities, alcohol sales, 
sexually-oriented business, illegal activities, or any other inappropriate activities as may 
be set forth by the City of Columbia. 

 
Disaster Recovery staff will verify incorporation information using the Secretary of State 
website; corporations not legally registered will not receive funds. Businesses not in 
compliance with State taxes, following April filings, will not receive their funds until in 
compliance (or under an approved Department of Revenue repayment plan) and may be 
required to repay funds received. 

 
At a minimum, Disaster Recovery staff will review each application and associated 
financial information to evaluate project benefits, potential drawbacks, the fulfillment of 
all eligibility criteria, and financial stability. Financial underwriting will not be necessary 
for this forgivable two year loan. The review will focus on: 

• What National Objective does the project meet? 
• What eligible activities are associated with the project? 
• Is there a public benefit component to the project? 
• Are project costs reasonable? 
• Are CDBG funds being substituted for non-federal financial support? 

 
The applicant must provide the following documentation: 
 Copy of valid or most recent business license; 
 Copy of most recent business financial statements and most recent business federal tax 

return; 
 Copy of valid Driver’s License; 
 Copy of the company’s General Liability Insurance coverage with agent’s contact 

information at the time of the flood; 
 Proof of address in October 2015; the location of business must have been in the City 

limits at the time of theflood; 
 Business owner must be a citizen or a lawful permanent resident of the United 

States; 
 The business must have applied for relief funding from SBA at the time of flood 
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demonstrating the damage is connected to the disaster; 
 Copy of insurance claim; 
 Copy of lease, if applicable. 

While a formal underwriting is not mandated for this forgivable loan, Disaster Recovery 
staff will perform due diligence during its financial review. All loans will require a 
mortgage guarantee from the borrower and annual proof of good standing while the loan 
is outstanding. Applications must disclose all losses not fully covered by insurance, FEMA, 
or SBA funds, specifically: 

• Type of Loss 
• Amount of Loss 
• Amount covered by insurance 
• Amount covered by SBA 
• Unmet need 

 
TERMS AND CONDITIONS OF THE LOAN 
 Maximum Forgivable Loan Amount - Up to $20,000; 
 Interest Rate – 0%; 
 Forgivable Loan Amount forgiven at a rate of 50% per year for a period of 2 years; 
 Security –Mortgage Guaranty; 
 DEFAULT/Repayment - All funds due at maturity, (prorated) as applicable; 
 Must remain in current location for one year from date of receiving loan, or if 

moving, must be within the City limits; 
 Must expend funds within 90 days of receipt for the purposes stated in the loan 

agreement; 
 Must maintain General Liability and Flood Insurance, if applicable; 

 
DUPLICATION OF BENEFITS REVIEW 

Disaster Recovery staff will review all business applications for possible duplication of 
benefits (DOB), which occur when: 

• A beneficiary receives assistance; 
• The assistance is from multiple sources; and 
• The assistance amount exceeds the need for a particular recovery activity. 

 
The first step in calculating DOB is to determine the amount of assistance needed and the 
amount of funds previously received or expected for a disaster recovery activity. All 
sources of recovery assistance must be disclosed and verified during the application 
process using third party information and verification procedures. Other sources of 
funding include Federal Emergency Management Agency (FEMA), Small Business 
Administration (SBA), the National Flood Insurance Program (NFIP), private insurance, 
local and state funds, other federal programs, and private and nonprofit organizations. 
Disaster Recovery staff will determine the amount of assistance as follows: 

• Review applicant total need prior to assistance; 
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• Identify potentially duplicative assistance as defined above; 
• Deduct duplicative assistance; 
• Determine the amount of award and apply the program cap to calculate final 

award. 
 

The City also will identify assistance not available for the activity such as funds from 
private loans not guaranteed by the SBA (forgivable loans are duplicative) and any other 
asset or line of credit available to the applicant such as checking and savings accounts, 
stocks, etc. These funds are not considered duplicative and may be excluded as a 
duplication of benefit. A Quality Assurance/Quality Control (QA/QC) review will be 
conducted to ensure all applications are complete and DOB calculations are correct 
before executing a loan agreement. 

 
The loan agreement will include a subrogation clause requiring that any additional 
assistance received during the term of the loan (two years) for the same purpose as CDBG- 
Disaster Recovery funds, and that exceeds the need for disaster assistance, must be 
returned to the City of Columbia. Compliance and monitoring staff will review project 
information annually for duplicative assistance. All duplicative assistance will require an 
adjustment to the calculation and either a reduction in award or grant recapture carried 
out in accordance with the loan subrogation agreement. 

 
ENVIRONMENTAL REVIEW 
The City has completed a Categorical Exclusion Not Subject to 58.5 for economic 
development activities under 58.35(b) including, but not limited to, equipment purchase, 
inventory financing, interest subsidy, operating expenses and similar costs not associated 
with construction or expansion of existing operations. If assistance to a business is for the 
repair or rehabilitation of a commercial establishment, a Categorical Exclusion will be 
completed Subject to 58.35(a) (3) (iii) which requires that: 

• The facilities and improvements are in place and will not be changed in size or 
capacity by more than 20 percent; and 

• The activity does not involve a change in land use, such as from non-residential to 
residential, commercial to industrial, or from one industrial use to another. 

 
DETERMINE AWARD 
The CDBG Disaster Recovery Manager and the Director of Community Development will 
determine the award amount based on the approved use of funds identified in the 
application; the City will execute loan agreements with business owners that stipulate the 
conditions, responsibilities and authorities required to complete the scope of work and 
will authorize program covenants, deed restrictions (if applicable), and standard language 
affirming the City is acting in the best interest of the business owner and the owner holds 
the program and City harmless. The Agreement also requires the applicant to return to 
the City of Columbia any additional assistance received for the same purpose as the 
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CDBG-Disaster Recovery funds as described above. This agreement will be monitored by 
program staff at least once annually for two years. 

 
Disaster recovery assistance needs are calculated at a point in time. As a result, 
subsequent circumstances may occur that affect the need. If, after the assistance has been 
calculated and/or an award has been made, an applicant can demonstrate a change in 
circumstances the award calculation may be reevaluated. Such changes in circumstance 
include vandalism, contractor fraud, an increase in the cost of materials or labor, a change 
in local zoning law or building codes, or subsequent damage to a business that was 
partially repaired. 

 
The reevaluation must be completed before the initial need for which assistance was 
granted has been fully met (e.g., before a damaged building is fully repaired). Unless an 
additional need is established, disaster recovery funds must be recaptured to the extent 
they are in excess of the need and duplicate other assistance received by the beneficiary 
for the same purpose. Protocols for recapturing assistance are mandatory and will be 
included in the Loan Agreement and communicated to applicants at each step in the 
process. 

 
REIMBURSEMENT PROCESS 
Once approved, Disaster Recovery staff will issue a commitment letter and schedule a 
time for execution of the loan agreement, which will include the following attestation 
clauses: 

• Good Standing: The undersigned understands that the Program has the authority 
to confirm with the Department of Revenue that the award recipient is in good 
standing. 

• No Right of Assignment or Delegation: The award recipient may not assign or 
otherwise transfer its rights or delegate any of its obligations under this letter 
unless expressly approved by the DR grantee. 

• Revocation: The DR grantee reserves the right to revoke this award if the funds 
are not used for the stated purpose. The award recipient understands and agrees 
that revocation of this award will require the return of all funds disbursed. The 
business will be obligated to repay any funds received under this program in the 
event its application includes information that contains material 
misrepresentations. 

• Monitoring and Records: This award may be used only for the purposes stated 
herein. Documents providing evidence that funds awarded were expended within 
90 days of execution of the loan and for the purpose stated in the loan agreement. 
The City of Columbia compliance staff will monitor usage of award funds to ensure 
the entire amount of the award was used only for the expenses specified in the 
loan agreement. 
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The City of Columbia may, during regular business hours and on reasonable notice, 
inspect, audit, or copy records pertaining to this award. It is further agreed that 
the City’s independent auditor, Office of Inspector General, City of Columbia 
internal auditor, and the U.S. Department of Housing and Urban Development 
(HUD) auditors or auditors contracted by them shall have the option of examining 
all records and accounts of award recipient that relate to this grant as often as 
deemed reasonably necessary and to make excerpts or transcripts of all relevant 
data. Awardee’s failure to cooperate in such review will result in forfeiture of the 
award and awardee will be responsible for repaying the full amount of funds 
disbursed. 

• Information Access Authorization: For determination of eligibility, the applicant 
should submit information requested in the Application Checklist. In the event 
that additional information is required to approve the request, the undersigned 
agrees to provide that information in a timely manner. 

• The undersigned gives permission to the City of Columbia to use its name in its 
Annual Report and in its marketing materials. No financial details will be 
released. 

• Affirmation of Information Provided in Application: By the applicant’s signature 
below, the applicant represents and warrants that he/she has read the application 
and Statement of Understanding and attests that all information and 
documentation furnished is true, accurate and complete to the best of his/her 
knowledge and that he/she will comply with all regulations relative to the 
program. 

 
MONITORING OF AWARDS 
All loans will be subject to detailed audit by the City of Columbia compliance staff, Quality 
Assurance/Quality Control staff, and the Internal Auditor including verification of official 
documents, review of all application materials, and physical site visits to verify 
appropriate use of funds 90 days from closing and bi-annually thereafter for the term of 
the loan. Auditing will be increased if warranted. 

 
GRANT CLOSING PROCESS 
Disaster Recovery staff will document the funding assistance and the participant’s 
obligations under the program; ensure participants understand program obligations; 
coordinate the draw-down of funds; and ensure project completion in a timely, efficient 
manner. Closeout procedures will be initiated when: 

• All costs to be paid with CDBG Disaster Recovery funds have been incurred, 
• The work financed with CDBG funding has been completed, and 
• The participant’s other responsibilities under its agreement have been met. 

 
When these criteria have been met, or upon the expiration of the Loan Agreement, 
compliance staff will monitor all financial, performance, and project records, and other 
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reports that were a condition of the award. These reports may include but are not limited 
to: 

• A final performance or progress report; 
• A final request for payment. 

RECAPTURE: 
The written loan/subrogation agreement between the business owner and the City of Columbia 
imposes the recapture requirements. A clear, detailed grant agreement ensures that all parties 
are aware of the specific requirements and helps the City enforce those requirements. The 
recapture approach requires that all or a portion of the direct subsidy provided to the business 
owner be recaptured if duplicative assistance is obtained after receipt of CDBG Disaster Recovery 
funding. Specifically, Disaster Recovery staff will implement the following recapture procedure: 
 Meet with applicant to document the reason(s) for recapture; 
 Issue a 60-day notice requiring full repayment, certification of compliance, or creation of 

a repayment plan (installments) if approved by the City of Columbia. 
 If a notice is returned, staff will take reasonable actions to locate the applicant. 
 Business owner may appeal the recapture based on the City's appeal process. Disaster 

Recovery staff will gather additional information regarding the appeal and make a 
determination. The City of Columbia will make the final appeal decision. 

 If fraud is suspected, the file will be submitted to the Office of the State’s Attorney 
immediately. 

 
RECORD KEEPING AND RETENTION: 
Records providing a full description of each activity assisted with CDBG Disaster Recovery 
funds including the business location, the amount of CDBG funds budgeted, obligated and 
expended for the activity, as well as the following. 

 
For each activity determined to benefit low and moderate income persons based on the 
area served: 

• The boundaries of the service area; 
• The income characteristics of households in the service area. 

 
For each activity determined to benefit low and moderate income persons because the 
activity involves a facility or service designed for use by a limited clientele consisting 
exclusively or predominantly of low and moderate income persons: 

• Documentation establishing that the facility or service is designed for the particular 
needs of or used exclusively by senior citizens, the severely disabled, persons living 
with AIDS, battered spouses, abused children, the homeless, illiterate adults, or 
migrant farm workers, for which the regulations provide a presumption concerning 
the extent to which low- and moderate-income persons benefit; or 

• Documentation describing how the nature and, if applicable, the location of the 
facility or service establishes that it is used predominantly by low and moderate 
income persons; or 
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• Data showing the size and annual income of the family of each person receiving 
the benefit. 

Disaster Recovery compliance staff will ensure that all required paperwork is in the 
master file prior to project close out. The City of Columbia will maintain program files and 
records for general administration activities for each applicant and for each assisted 
business for a period of not less than five (5) years as stipulated by City of Columbia record 
retention policy. The State of South Carolina, the Department of Housing and Urban 
Development, the Comptroller General of the United States, or any of their duly 
authorized representatives, shall have access to any books, documents, papers and 
records directly pertinent to the CDBG Disaster Recovery grant award for the  purpose 
of audits, examinations, and making excerpts and transcriptions. All records connected 
with this program will be maintained in a central location by the City of Columbia and 
will be maintained for five (5) years from the official  date  of the  City 's  final closeout 
of the grant. 

 
COMPLAINTS AND APPEALS: 
The CDBG Disaster Recovery Program will handle citizen complaints in accordance with 
its Grievance and Complaint Procedures. Staff will maintain the following files: 

• The name of the person who filed the complaint; 
• The date the complaint was received; 
• A description of the complaint; 
• The name of each person contacted in relation to the complaint; 
• A summary of the results of the review or investigation of the complaint; and 
• An explanation of the reason the file was closed, if the file was closed. 

The goal of the  City’s complaints  and  appeals  process  is  to provide  an  opportunity 
to resolve complaints either formal or informal, in a timely manner, usually within 
fifteen (15) days where practicable, and to provide the right to participate in the process 
and appeal a decision when there is reason to believe their application was not handled 
according to program guidelines. The Program has established a Grievance Committee 
comprised of two members of the Citizen Advisory Committee and the CDBG Disaster 
Recovery Manager. The committee provides a means to respond to applicant concerns or 
the general public relating to Disaster Recovery activities, rules and decisions. The 
grievance process provides a way for an applicant’s concern to be heard and responded 
to by a committee of peers. 

 
COMMITTEE MEMBER RESPONSIBILITIES: 
 Review applicant complaints concerning the administration of CDBG Disaster Recovery 

Program. 
 Know the grievance process and how it directly relates to the Disaster Recovery 

program. 
 Complete a grievance form. 
 Log and file complaint, written response, and correspondence. 
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 Notify complainant in writing of findings with seven days of receipt. (15?) 
 Participate in committee hearings if complainant disagrees with the decision 
 Notify complainant in writing of hearing date 
 Listen with an open mind to the grievance presented. 
 Keep information presented during the grievance hearing and subsequent discussions 

confidential. 
 Be consistent in the way decisions are made. 
 Ask appropriate questions to ensure all relevant information is presented. 
 After conferring with other members of the committee, make a decision regarding the 

grievance. 
 Take responsibility for writing the written resolution to grievance hearings. 
 Committee members must remove themselves if they have a personal 

connection/conflict of interest with an applicant or family filing or named in the 
grievance. 

 Committee members will serve a one-year term. 

All applications, guidelines, and websites will include the right to file a complaint or appeal 
and the process for beginning an appeal or making a complaint. The following procedures will 
be followed on all complaints received by the CDBG Disaster Recovery Program. The initial 
complaint may be expressed orally or in writing. 

• The CDBG Disaster Recovery Manager will notify the Director of Community Development 
of the complaint, investigate the complaint, and report the findings to the Grievance 
Committee within eight (8) business days. 

• The Grievance Committee will notify the complainant in writing of its findings within 
seven (7) business days. 

• If the complainant disagrees with the Grievance Committee’s findings, he/she must notify 
the CDBG Disaster Recovery Manager in writing that he/she desires a hearing by the 
Grievance Committee for review and reconsideration. The CDBG Disaster Recovery 
Manager will notify the complainant in writing of the hearing date. 

• The complainant must bring all relevant data, witnesses, etc., to the hearing. The Director 
of Community Development will address the complaint and within fifteen (15) days 
forward to the complainant a certified copy of the decision rendered. 

 
During the application process and before execution of a loan agreement, applicants will 
be provided with the City’s Grievance Procedures, which contain a point of contact, street 
address, and telephone number along with timeframes for filing a grievance. As a part of 
this process, applicants must sign a receipt acknowledging they understand the 
grievance/complaint process. The city will provide a written response to each complaint 
within 15 calendar days of receiving the complaint. All citizen or applicant grievances will 
be appropriately logged and filed in a central repository for HUD review and monitoring. 
A copy of the grievance and response also will be maintained in the applicant’s file. If the 
grievance has been forwarded to the city by HUD, the city’s response to the grievance will 
be submitted to HUD’s designated Disaster Recovery email address. 
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CDBG DISASTER RECOVERY 
ELEVATION REIMBURSEMENT PROCEDURES 

Version 2, June 2018 
 

The City recognizes that owners of severely damaged homes have incurred significant repair 
and reconstruction costs due to newly adopted elevation requirements and is committed to 
offsetting increased recovery costs for homeowners who were required to rebuild more 
resilient homes in order to prevent future losses. Regardless of income, eligible owner- 
occupants who initiated elevation of their storm damaged residence in accordance with City of 
Columbia floodplain requirements will be provided up to $20,000 as reimbursement for pre- 
award elevation costs. It is envisioned that this funding coupled with $30,000 in FEMA ICC 
funding will relieve some of the recovery burdens for households in the most heavily impacted 
areas of the city. 

 
PROGRAM OUTREACH: 
 Develop implementation strategy and outreach materials: detailed Program 

Descriptions, pre-application, list of documents needed to complete application, 
Frequently Asked Questions, a process flow chart, website introduction; 

 Map addresses of potential major-severe damage homeowners to identify possible 
locations for public meetings; 

 Compose and mail letters to 259 homeowners whose primary residence was identified 
by FEMA as sustaining major or severe damage from the flood inviting them to 
participate in a public information session and schedule an appointment with a Case 
Manager; 

 Mail letters to 1145 properties on FEMA’s minor damage list inviting them to attend a 
public information meeting and schedule an appointment with a Case Manager. 

 Public Notice is published in journal of record, The State, noting the dates, times, and 
locations of program information sessions; CDBG DR contact information and where to 
view program descriptions; 

 Press releases sent to approximately 70 local media organizations and interviews 
solicited from television and radio stations; a notice of the initial public information 
meeting was posted on YouTube; program information was posted on the City Talk, 
WISTV, and ABC Columbia websites; 

 Public meetings will include introduction of case managers and program staff; a brief 
presentation by Community Development Director, CDBG Disaster Recovery Manager, 
and/ or staff explaining program rules and eligibility criteria, application and  grant 
award process, documentation needed to determine eligibility, duplication of benefits, 
environmental review and construction process; question/answer period; 

 Applicant completes pre-application and makes an appointment with a case manager. 
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APPLICATION INTAKE: 
When a homeowner responds to program outreach and expresses an interest in the Disaster 
Recovery program, they complete a brief Pre-Application (Phase 1), which is reviewed for basic 
program eligibility. Homeowners are then contacted by Disaster Recovery staff and asked to 
schedule an appointment to complete an application, submit required program documents, 
sign release forms to have information verified by outside sources, sign a certification that all 
information in the application is true, and verify receipt of the following: Asbestos in your 
Home, Protect your Family from Lead in your Home, General Information Notice (GIN), Disaster 
Recovery Grievances and Complaints. After verification of all required documentation, the 
applicant will be notified electronically, or in writing if necessary, that they are eligible to 
participate in the Elevation Reimbursement program. 

ELIGIBILITY REVIEW: 
CDBG Disaster Recovery staff will establish clear criteria and an eligibility checklist to ensure an 
equitable, transparent process. Homeowners must meet the following eligibility criteria: 
 Property must be located within the city limits of Columbia; 
 Home must have been damaged by the storm of October 2015; 
  Damaged residence may be located in a floodplain, but not within a floodway, as 

determined by environmental review of the most recent FEMA Flood Insurance Rate 
Map (FIRM); 

 Applicants must have owned and occupied the damaged property as their primary 
residence as of and prior to the date of the October 2015 storm; second homes or rental 
properties are not eligible. 

 Applicants must have registered with FEMA and had their residence designated as 
sustaining Major or Severe damages. 

 Damaged residence must be a single-unit structure. 
 Applicants without flood insurance who have received prior federal assistance requiring 

maintenance of flood insurance in perpetuity are not eligible. 
 Applicants must have applied for FEMA Increased Cost of Compliance (ICC) funding for 

elevation of their damaged structure. 
 Elevation projects started after the one-year anniversary of the flood must receive Tier II 

environmental clearance prior to initiating elevation work. 
 Elevation of the home is required by the City’s floodplain ordinance and must be at 

least 50% complete before reimbursement can be issued. 
 

As noted above, applicants for this program, may reside within the floodplain, but not within 
the floodway. If there is no floodway on the property and the program requirements are met 
the applicant is eligible for reimbursement. Environmental technicians will use the online FEMA 
Flood Map Service Center to search individual property addresses and determine whether or 
not 24 CFR 55.1 applies. 

 
According to 24 CFR 55.1(c)(1), with the exception of actions listed in §55.12(c), no HUD 
financial assistance may be approved for activities located in a floodway other than: 
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• The project is a functionally dependent use (e.g. dams, marinas, some bridges, but not 
pipelines); 

• The project is a floodplain restoration activity; 
• The project is excepted under 55.12(c) including projects where the incidental floodplain 

exception applies. 

Under 24 CFR 55.12(c)(7), a site containing a floodway where an incidental portion of [the site] 
is situated in an adjacent floodplain, including the floodway or Coastal High Hazard Area, or 
wetland may be eligible, but only if it meets all of the following: 

• The proposed construction and landscaping activities (except for minor grubbing, 
clearing of debris, pruning, sodding, seeding, or other similar activities) do not occupy or 
modify the 100-year floodplain (or the 500-year floodplain for critical actions) or the 
wetland; 

• Appropriate provision is made for site drainage that would not have an adverse effect on 
the wetland; and 

• A permanent covenant or comparable restriction is placed on the property's continued 
use to preserve the floodplain or wetland; 

 
Even if a floodway is incidental (only taking up a small, unused portion of the site) the project 
must still be rejected if there is a 100-year floodplain on the site. An illustration of floodway 
exceptions is included in this document. 

 
SPECIAL CIRCUMSTANCES RELATED TO OCCUPANCY: 
 Active duty military personnel who own a storm-damaged home within the Columbia 

city limits, but are currently assigned to duty away from their home or were assigned to 
duty away from their home at the time of the storm, are eligible to apply. 

 
NATIONAL OBJECTIVE: 
The income limits utilized for the CDBG Disaster Recovery Program are the current income 
limits established annually by HUD for the Section 8 Housing Program. Beneficiaries of the 
Columbia Elevation Reimbursement Program may meet either the Low to Moderate Income 
(LMI) Benefit or the Urgent Need national objective. LMI is defined as providing a benefit to 
households with incomes of 80% or less of the area median income as computed on the most 
current HUD Section 8 Income Limits. Any activity carried out with CDBG DR funds involving 
residential rehabilitation is considered to benefit LMI persons only to the extent such housing 
will, upon completion, be occupied by such persons. 

 
HUD recognizes the urgency in addressing serious threats to community welfare following a 
major disaster and has eliminated the need for formal certification statements to qualify an 
activity as meeting the urgent need national objective. The requirements located at 24 CFR 
570.208(c) and 24 CFR 570.483(d) have been waived until 24 months after HUD first obligates 
funds to the grantee. Instead, each grantee receiving a direct award under Public Law 114-113 
must reference in their Action Plan needs assessment the type, scale, and location of the 
disaster-related impacts each program and/or activity is addressing. 
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The case manager will determine preliminary program eligibility and priority level based on the 
following conditions: 

• P1 Emergency conditions 
• P2 Elderly, Disabled, and Female Head of Household (FHH) 
• P3 Elderly and FHH 
• P4 Elderly and Disabled 
• P5 Elderly 
• P6 FHH and Disabled 
• P7 Disabled 
• P8 FHH 
• P9 Date Eligible 

 
The case manager will review the application and all documents submitted by the homeowner, 
determine if the required documentation has been submitted, and identify additional 
information and documents needed. Applicants who meet all eligibility criteria will receive a 
letter of eligibility that will be recorded in the applicant file. Homeowners who have submitted 
incomplete applications and/or are unresponsive to information requests for more than 14 
days will receive an initial notice identifying the missing information, another email/letter will 
be submitted after 30 days, and a final notice will be submitted after 45 days. If, at the end of 
this time, the case manager still has not received the needed information, the applicant will be 
deemed ineligible until such documentation has been received and notified of such. 

 
• Proof of ID 
 Tax identification number (Social Security Number); 
 Driver's license or a state issued photo ID; 
 Passport; 
 Military ID; 
 Birth Certificate or Immunization Record 

 
• Income Eligibility - The applicant must provide one of the following as proof of income for 

all individuals over the age of 18 who live at the property. 
 IRS Form 1040, 
 Three months of bank statements showing direct deposit amounts; 
 Last three consecutive pay check stubs; 
 Current copy of social security statement/award letter; 
 Current copy of retirement/pension statements; and 
 Current copy of unemployment statement. 

 
• Proof of Ownership - The applicant must own the property to be repaired. For the 

purposes of federally funded disaster recovery programs, ownership may be proven in the 
following manner: 
 Fee Simple Deed in applicant's name or warranty deed recorded in the county records 

citing the applicant’s name. 
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 Applicants may prove ownership by providing alternative documentation and 
completing a notarized heirship affidavit that certifies that one of the following 
circumstances applies: 

o Nobody else has the right to claim ownership; 
o Anyone who has a right to claim ownership has agreed to participate in the 

program; or 
o Anyone who has a right to claim ownership could not be located (after 

reasonable attempts to contact). 
 The alternative documentation that can be provided instead of a copy of the deed 

includes (in order of preference): 
o Receipt for current property tax payment; 
o Homeowner insurance policy; 
o Mortgage Payment book; 
o Other documentation deemed acceptable by the grantee. 

 The documentation must show that the applicant was the person responsible for 
paying for these items at the time of the disaster. 

 
• Primary Residency - The unit to be rehabilitated must have been occupied as the 

applicant’s primary residence as of October 5, 2015. Primary residency must be supported 
by documentation at the time of the event such as: 
 Asset verification (income tax returns, credit check, etc.); 
 Utility bills specific to the property address and name of the applicant, which were 

active as of the above-referenced date; 
 Voter Registration Card; 
 Driver’s License issued before October 2015 and not expired; 
 Receipt for property tax or homestead exemption. 

 
• Damaged Property Information – The applicant must provide documentation demonstrating 

the damage is connected to the disaster. 
 Address within Columbia city limits; 
 Type of structure and year built; 
 FEMA registration numbers; 
 Elevation Certificate documenting the floodplain ordinance has been met and indicating 

the date work began and date completed; 
 Receipts for the home repairs made to the damaged property (write name and property 

address on receipts). 
 

• Property Taxes – The applicant must furnish evidence that property taxes are current or 
that one of the following alternatives have been met: 
 The property owner qualified for and received a tax deferral as allowed under local tax 

code; 
 The property owner qualified for and received a tax exemption pursuant to the local 

tax Code; or 
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 The applicant entered into a payment plan with the taxing authority. 
 

Support documentation verifying the tax deferral or tax exemption must be provided by  
the applicant. Any applicant that enters into a payment plan must supply a signed copy of 
the payment plan from the taxing entity, along with documentation that they are current  
on their payment plan. 

 
• Proof of Insurance. If the unit is located in the 100-year flood plain, flood insurance is 

mandatory. Assisted homeowners will be required to maintain f lood insurance in 
perpetuity; failure to maintain f lood insurance may impact future disaster assistance. 
 Flood Insurance; 
 Homeowners Insurance; 

DUPLICATION OF BENEFITS REVIEW 
Case managers will review all applications for assistance for possible duplication of benefits 
(DOB), which occur when: 
 A beneficiary receives assistance; 
 The assistance is from multiple sources; and 
 The assistance amount exceeds the need for a particular recovery activity. 

 
The first step in calculating DOB is to determine the total amount of assistance needed and the 
amount of funds previously received or expected for a disaster recovery activity. All sources of 
recovery assistance must be disclosed and verified during the application process using third 
party information and verification procedures. Other sources of funding include Federal 
Emergency Management Agency (FEMA), Small Business Administration (SBA), the National 
Flood Insurance Program (NFIP), private insurance, local and state funds, other federal 
programs, and private and nonprofit organizations. Case managers will determine the amount 
of assistance as follows: 
 Review applicant total need prior to assistance; 
 Identify potentially duplicative assistance as defined above; 
 Deduct duplicative assistance; 
 Determine the maximum eligible award and apply the program cap to calculate final 

award. 
 

Case managers also will identify assistance not available for the activity such as forced 
mortgage payoff, funds from private loans not guaranteed by the SBA (forgivable loans are 
duplicative) and any other asset or line of credit available to the applicant such as checking and 
savings accounts, stocks, etc. These funds are not considered duplicative and may be excluded 
as a duplication of benefit. A Quality Assurance/Quality Control (QA/QC) review will be 
conducted to ensure all applications are complete and DOB calculations are correct before 
executing a grant agreement. When the grant award is made, the Subrogation Agreement will 
include a requirement that any additional assistance received for the same purpose as CDBG- 
Disaster Recovery funds must be returned to the City of Columbia. 

234



Compliance and monitoring staff will review regular updates of project information for 
duplicative assistance and will alert case managers if actions are required on an applicant file. 
Any duplicative assistance will require an adjustment on the calculation and either a reduction 
in award or grant recapture carried out in accordance with the program Subrogation 
Agreement. 

 
TIERED ENVIRONMENTAL REVIEW 
The City will follow the guidelines established in the 24 CFR Part 58 Compliance Guidebook 
published by HUD Region VI in April 2014 to complete Environmental Review Records for each 
program activity. The City has prepared a Tiered Categorically Excluded Subject (CEST) to 58.5 
environmental review record for Pre-Award Reimbursement activities to comply with NEPA- 
Related Federal Laws and Authorities. Specifically, the City of Columbia complied with the 
statutory laws and authorities cited in §58.5 and with the requirements of §58.6, completing 
the Compliance Checklist related to Flood Disaster Protection; restrictions for a project located 
in Coastal Barrier Resource Areas; and buyer notifications if a project is located in a Runway 
Clear Zone or Clear Zone. The Tier 1 Environmental Review Record addressed the following 
authorities: 
 Coastal Zone Management, 
 Sole Source Aquifers, 
 Endangered Species, 
 Wild and Scenic Rivers, 
 Air Quality, 
 Farmland Protection, 
 Noise Control and Abatement, 
 Explosive and Flammable Operations, and 
 Airport Hazards. 

 
An 8 Step Decision Process has been completed for the 140 major and severely damaged 
properties located in the floodplain. The City published an Early Floodplain notice on June 5, 
2017; a Final Floodplain notice on June 30, 2017; and a combined Finding of No Significant 
Impact and Intent to Request Release of Funds Notice on July 16, 2017. The Request for Release 
of Funds for the Tier I CEST reviews was submitted to HUD on August 7, 2017 and an 
Authorization to Use Grant Funds was received on August 24, 2017. 

 
A Tier II site specific environmental review will be completed for each property eligible for 
reimbursement and will identify historic properties; any above ground hazardous materials; and 
any other factors not addressed in the Tier I review. An Elevation Certificate is required. 

 
SECTION 106 HISTORIC PRESERVATION COMPLIANCE REVIEW 
The City of Columbia has executed an Addendum to the Federal Emergency Management 
Agency (FEMA) Programmatic Agreement with South Carolina to expedite Section 106 reviews 
of historic properties when rehabilitation activities conform to the original footprint and/or are 
performed in previously disturbed soils. Under the Unified Federal Review process each 
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Responsible Entity must perform sufficient public outreach. A Public Notice concerning the 
proposed Addendum was published in The State on February 24, 2017 and letters were sent to 
the Richland County Conservation Commission, the Lexington County Historical Society, Historic 
Columbia, and the SC Department of Archives and History. 

Section 106 reviews will be completed by an Architectural Historian that meets the Secretary of 
the Interior’s Professional Qualification Standards and has been confirmed by HUD. As part of 
its broad programmatic review, the City defined the Area of Potential Effects (APE) as any of the 
15 historic preservation districts within the city limits. Section 106 reviews will be completed for 
all dwellings age 45 years or older deemed eligible for the program. 

DETERMINE AWARD 
The CDBG Disaster Recovery Manager will determine the award amount and the Director of 
Community Development will execute agreements with homeowners. After subtracting the 
duplicate funds received or anticipated from the proposed activity cost, CDBG Disaster 
Recovery staff will calculate the maximum award up to $20,000. 

 
After the CDBG-Disaster Recovery award has been determined, a QA/QC review performed, 
and the site specific environmental review completed, case managers will clearly explain the 
terms of the grant award and the subrogation agreement. The Grant Agreement with the 
property owner will stipulate the program conditions covenants, restrictions, and standard 
language affirming the City is acting in the best interest of the property owner and the owner 
holds the program and City harmless. The Agreement also requires the applicant to return to 
the City of Columbia any additional assistance received for the same purpose as the CDBG 
Disaster Recovery funds. This agreement will be monitored by program staff at least once 
annually for three years. 

 
Delivery of funds will be provided in the form of a direct grant agreement between the city 
and the applicant. The grant agreement will include obligations for: 1) ownership and 
occupancy of the primary residence home for not less than one (1) year after reimbursement, 
and 2) maintenance of flood insurance in perpetuity on the damaged home, which will be 
memorialized by execution of a program covenant. 

 
REIMBURSEMENT 
Applicants who used personal funds to elevate their homes as a consequence of the City’s floodplain 
ordinance are eligible for up to $20,000 in reimbursement for those costs. Detailed receipts and an 
Elevation Certificate will be necessary. Applicants may only receive reimbursement for repairs 
made using personal funds including private sector loans not subsidized by the government. 
Repairs paid for with fully or partially utilized SBA Loans, FEMA funds, private or flood insurance 
proceeds, or nonprofit funds including donated materials, are considered a duplication of 
benefits and are not eligible for reimbursement. 

GRANT CLOSING PROCESS 
Case managers will document the funding assistance and the participant’s obligations under 
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the program; ensure participants understand program obligations; coordinate the draw-down 
of funds; and ensure project completion in a timely, efficient manner. Closeout procedures 
will be initiated when: 
 All costs to be paid with CDBG Disaster Recovery funds have been incurred, with the 

exception of closeout costs (e.g., audit) or contingent liability costs. 
 The work financed with CDBG funding has been completed, and 
 The participant’s other responsibilities under its agreement have been met. 

 
When these criteria have been met, Disaster Recovery Compliance staff will monitor all 
financial, performance, and project records, and other reports that were a condition of the 
award. These reports may include but are not limited to: 
 A final performance or progress report; 
 A financial status report (including all program income); 
 A final request for payment. 

 
RECAPTURE: 
The Grant and Subrogation Agreement between the homeowner and the City of Columbia as 
will impose the recapture requirements in CDBG Disaster Recovery-assisted housing projects. 
These enforcement mechanisms ensure that the City recaptures the financial assistance 
provided if the property is transferred or the property owner fails to meet program 
requirements. 

 
The recapture approach requires that all or a portion of the direct subsidy provided to the 
homebuyer be recaptured from the net proceeds of the sale. These provisions are imposed for 
the duration of the period of affordability on rehabilitation projects through a written 
agreement with the homeowner, and enforced via lien, deed restrictions, or covenants 
running with the land. The recapture provisions are triggered by any transfer of title, either 
voluntary or involuntary, during the established period of affordability. 

 
If the homeowner sells or transfers the property for any period of time during the term of the 
grant agreement, repayment will be enforced. If the homeowner fails to meet any contractual 
obligations of the agreement, the homeowner will be determined to be in a state of 
noncompliance, and Disaster Recovery staff will implement the following recapture  
procedure: 
 Meet with applicant to document the reason(s) for recapture; 
 Issue a 60-day notice requiring full repayment, certification of compliance, or creation of 

a repayment plan (installments) if approved by the City of Columbia. 
 If a notice is returned, staff will take reasonable actions to locate the applicant. 
 Homeowner may be allowed to appeal the recapture based on the City's appeal process. 

Disaster Recovery staff will gather additional information regarding the appeal and 
make a determination. The City of Columbia will make the final appeal decision. 

 If fraud is suspected, the file will be submitted to the Office of the State’s Attorney 
immediately. 
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REPORTING REQUIREMENTS: 
Compliance with the CDBG Disaster Recovery regulations, including all information and 
reports required under the City’ contract  with subrecipients  or third party contractors, will 
be monitored as established in the CDBG Disaster Recovery Monitoring Plan. The reporting 
requirements will include, but are not be limitedto: 

• A direct application by an individual or non-institutional entity; 
• Applicant’s household income; 
• Household income as a percentage of AMI family income as defined by HUD; 
• The race and ethnicity of the head of household; 
• The household’s familial status and any restrictions regarding the age or familial 

status of occupants; 
• The presence of a household member with a disability and whether the housing unit 

is Americans Disability Act (ADA) accessible; 
• Housing assistance not directly linked to a specific beneficiary. 

 
RECORD RETENTION: 
Case managers and compliance staff will ensure that all required paperwork is in the master file 
prior to project close out. The City of Columbia will maintain program files and records for 
general administration activities for each applicant and for each assisted homeowner for a 
period of not less than five (5) years as stipulated by City of Columbia record retention policy. 
The State of South Carolina, the Department of Housing and Urban Development, the 
Comptroller General of the United States, or any of  their  duly  authorized representatives, 
shall have access to any books, documents, papers and records  directly  pertinent  to  the 
CDBG Disaster Recovery grant award for the purpose of audits, examinations, and making 
excerpts and transcriptions. All records connected with this program will be maintained in a 
central location by the City of Columbia and will be maintained for five (5) years from the 
official date of the City's final closeout of the grant. 

 
COMPLAINTS AND APPEALS: 
The CDBG Disaster Recovery Program will handle citizen complaints in accordance with its 
Grievance and Complaint Procedures. Staff will maintain the following files: 
 The name of the person who filed the complaint; 
 The date the complaint was received; 
 A description of the complaint; 
 The name of each person contacted in relation to the complaint; 
 A summary of the results of the review or investigation of the complaint; and 
 An explanation of the reason the file was closed, if the file was closed 

The goal of the City’s complaints and appeals process is to  provide  an  opportunity  to  
resolve complaints either formal or informal, in a timely manner, usually within fifteen (15) 
days where practicable, and to provide the right to participate in the process and appeal a 
decision when there is reason to believe their application was not handled according to 
program guidelines. The Program has established a Grievance Committee comprised of two 
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members of the Citizen Advisory Committee and the CDBG Disaster Recovery Manager. The 
committee provides a means to respond to applicant concerns or the general public relating to 
Disaster Recovery activities, rules and decisions. The grievance process provides a way for an 
applicant’s concern to be heard and responded to by a committee of peers. 

 
COMMITTEE MEMBER RESPONSIBILITIES: 
 Review applicant complaints concerning the administration of CDBG Disaster Recovery 

Program. 
 Know the grievance process and how it directly relates to the Disaster Recovery 

program. 
 Complete a grievance form. 
 Log and file complaint, written response, and correspondence. 
 Notify complainant in writing of findings with seven days of receipt. (15?) 
 Participate in committee hearings if complainant disagrees with the decision 
 Notify complainant in writing of hearing date 
 Listen with an open mind to the grievance presented. 
 Keep information presented during the grievance hearing and subsequent discussions 

confidential. 
 Be consistent in the way decisions are made. 
 Ask appropriate questions to ensure all relevant information is presented. 
 After conferring with other members of the committee, make a decision regarding the 

grievance. 
 Take responsibility for writing the written resolution to grievance hearings. 
 Committee members must remove themselves if they have a personal 

connection/conflict of interest with an applicant or family filing or named in the 
grievance. 

 Committee members will serve a one-year term. 

All applications, guidelines, and websites will include the right to file a complaint or appeal  
and the process for beginning an appeal or making a complaint. The following procedures will 
be followed on all complaints received by the CDBG Disaster Recovery Program. The initial 
complaint may be expressed orally or in writing. 

• The CDBG Disaster Recovery Manager will notify the Director of Community 
Development of the complaint, investigate the complaint, and report the findings to the 
Grievance Committee within eight (8) business days. 

• The Grievance Committee will notify the complainant in writing of its findings within 
seven (7) business days. 

• If the complainant disagrees with the Grievance Committee’s findings, he/she must 
notify the CDBG Disaster Recovery Manager in writing that he/she desires a hearing by 
the Grievance Committee for review and reconsideration. The CDBG Disaster Recovery 
Manager will notify the complainant in writing of the hearing date. 

• The complainant must bring all relevant data, witnesses, etc., to the hearing. The 
Director of Community Development will address the complaint and within fifteen (15) 
days forward to the complainant a certified copy of the decision rendered. 
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During the application process, applicants will be provided with the City’s CDBG Disaster 
Recovery Grievance Procedures, which contain a point of contact, street address, and telephone 
number along with timeframes for filing a grievance. As a part of this process, applicants must 
sign a receipt acknowledging they understand the grievance/complaint process. The city will 
provide a written response to each complaint within 15 calendar days of receiving the 
complaint. All citizen or applicant grievances will be appropriately logged and filed in a central 
repository for HUD review and monitoring. A copy of the grievance and response also will be 
maintained in the applicant’s file. If the grievance has been forwarded to the city by HUD, the 
city’s response to the grievance will be submitted to HUD’s designated Disaster Recovery email 
address. 
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CDBG DISASTER RECOVERY PROGRAM 
MULTIFAMILY AFFORDABLE HOUSING FUND 

PROCEDURES FOR PROGRAM DEVELOPMENT AND IMPLEMENTATION 
VERSION 1, JANUARY 2019 

 
The Community Development (CD) Department is committed to making the City of Columbia and 
its neighborhoods a better place to live, work and play. The City strives to provide safe, decent 
and affordable housing, a suitable living environment, and economic opportunities, especially for 
low to moderate income individuals and communities. In its strategic Consolidated Plan, the City 
identified Improving Affordable Housing Options as its first priority. The Multifamily Affordable 
Housing Fund provides an opportunity to satisfy the CDBG Disaster Recovery requirement that 
70% of funding benefit Low to Moderate Income (LMI) households while creating greater 
flexibility in fulfilling needs identified in the CDBG Disaster Recovery Action Plan Amendment for 
increased affordable rental housing. 

 
There are several areas throughout the City where the availability of affordable housing has 
become a dire situation, in some cases as much as 55% of renter households are housing cost 
burdened. After discussions with communities within a low-to-moderate income (at least 51%) 
census tract, the City has targeted eight neighborhoods for revitalization and redevelopment, 
thus extending its long-term vision for a healthy, vital community. The Targeted Redevelopment 
Areas include: 

• Belvedere Redevelopment Area 
• Booker-Washington Heights Redevelopment Area 
• Brandon Acres/Cedar Terrace Redevelopment Area 
• Eau Claire Redevelopment Area (Farrow Road Business Corridor) 
• Edisto Court Redevelopment Area 
• King/Lyon Street Redevelopment Area 
• Neighborhood Revitalization Strategy Area 
• Pinehurst Redevelopment Area 

 
NATIONAL OBJECTIVE 

Each CDBG-Disaster Recovery assisted project must meet a national objective. Most often, 
Columbia multifamily rental projects will meet the low and moderate income (LMI) national 
objective. Structures containing more than two dwelling units must allocate at least 51% of the 
units for occupancy by LMI households. The City of Columbia may fund mixed income projects, 
but only to the extent of the owner’s willingness to meet requirements of one of the following 
national objectives to all units assisted: 
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• LMI Housing 
• Urgent Need 
• Elimination/Prevention of Slum or Blight 

 
CONNECTION TO DISASTER AND UNMET NEED 

The 2015 Flood indirectly exacerbated an existing shortage of affordable housing created by 
displaced homeowners entering the rental market at the same time that a portion of the 
multifamily market was severely damaged or destroyed. The City is experiencing a severe lack of 
decent, safe, sanitary housing, accompanied by increased rents at all levels of the housing 
market. As rents rise, LMI households become increasingly rent burdened or priced out of the 
market. These impacts are directly attributable to the disaster. 

 
As stated in the Federal Register dated June 9, 2016, under Public Law 114-113, grantees may 
fund new construction (see paragraph 28 of Section VI of this notice) or rehabilitate units not 
damaged by the disaster if the activity clearly addresses a disaster-related impact and is located 
in a disaster-affected area. This impact is demonstrated by the disaster's overall effect on the 
quality, quantity, and affordability of the housing stock and the resulting inability of that stock to 
meet post-disaster needs and population demands. 

 
While no statistics are available concerning the direct loss of rental housing due to the October 
2015 Flood, the disaster recovery team has visited several multifamily apartment complexes 
damaged by the storm. Anecdotal evidence from property managers suggests that the shortage 
of affordable housing, including rental units, has escalated since the storm and that many 
landlords raised rates after repairing property damages. 

 
PROJECT SELECTION 

The City will consider proposals from City and governmental agencies and private or nonprofit 
developers experienced in implementing both large and small scale multifamily affordable 
housing projects. A sub-recipient may be a public agency, nonprofit organization or Community 
Based Development Organization (CBDO) selected to administer all or some of the CDBG DR 
Multifamily Affordable Housing program for the development of affordable housing or providing 
down payment assistance or tenant based rental assistance. A private developer, public agency 
or nonprofit that receives CDBG DR funds as a developer or owner of a housing project is not a 
sub-recipient. The City’s selection of a sub-recipient is not subject to the procurement 
procedures and requirements. 

 
Eligible projects may be located anywhere within the city limits, but must meet the following 
requirements: 
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• Acquisition and demolition activities; new construction of rental or homebuyer 
properties; or rehabilitation/reconstruction of storm damaged units on the same lot; 

• Units must be located within a designated target redevelopment area; 
• Applicant must have site control, funding commitments, development timeline; 
• Limited to gap funding; subsidy layering review will be performed; 
• CDBG DR funds cannot be more than 50% of total funding, less initial reserves in excess 

of $5000 per unit; 
• Minimum unrestricted liquid assets of $50,000; 
• Minimum number of units is eight (8); at least 75% of all units are reserved for LMI (80% 

or less AMI); 
• Plans and specs must meet disaster resistant, green building and energy efficiency 

requirements; 
• Broadband technology for all new construction and substantially rehabilitated 

developments. 
 

As part of the application process, the City will perform a risk analysis that evaluates the following 
factors (Risk Analysis Matrix is attached): 

• Organization type 
• Organization experience 
• Project complexity 
• Environmental concerns 
• Funding 
• Previous experience with the City of Columbia 
• Organization maturity 
• Staff capacity/resources 
• Compliance 
• Financial audit results 

 
The Multifamily Affordable Housing Fund allows the City to use grants or forgivable loans to 
finance property acquisition and/or demolition, new construction of rental housing or 
homebuyer properties, or reconstruction of damaged units on the same lot. For projects assisted 
with significant leverage, including low income housing tax credits (LIHTC), state housing tax 
credits, or housing bonds, the City is likely to fund a small proportion of the overall debt and will 
structure its contribution as a forgivable loan or grant. Projects leveraged with tax credits and/or 
bonds carry significant affordability restrictions, permitting the City to rely on others for 
affordability compliance. 
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Priority will be given to development projects that directly or indirectly replace rental units 
damaged by the storm, are located within a target revitalization area, maximize the benefit for 
low to moderate income renters, and are shovel ready (ready to proceed as described below). 
Applicants with other sources of financing committed; that have demonstrated capacity; that 
have prior experience working in a regulated affordable housing framework; and have an 
understanding of Federal regulations will also receive priority. Specifically, projects will be 
selected using the following criteria: 

• Project activities are consistent with the priorities established in the City’s Consolidated 
Plan; 

• The project is located within the city limits; 
• The project maximizes the number of LMI beneficiaries; 
• Readiness to proceed; 
• The project imposes affordability restrictions that match the level of CDBG Disaster 

Recovery funding investment; 
• The project is financially viable and all other financing sources have been committed; 
• The project timeline is realistic, costs are reasonable, and the developer’s level of 

experience and financial capacity is substantial. 
 

READINESS TO PROCEED 

The applicant must demonstrate site control to the satisfaction of City in the form of either 
ownership, ground lease, or an option to purchase or lease. This readiness to proceed has an 
immediate impact on the City’s ability to meet CDBG Disaster Recovery timeliness requirements. 
To assess the owner, developer, or partners’ readiness and capability to carry out the project 
successfully, the City will evaluate responses to the following questions: 

• Are there qualified and ready-to-work team members for all roles listed in the 
application? 

• Has the owner successfully completed other federally funded projects? 
• Is knowledge of CDBG-DR rules and federal regulations indicated by a correct application 

and a project plan that reflects full understanding of CDBG-DR, environmental review, 
duplication of benefits, relocation and other Federal requirements? 

• Is the project eligible for CDBG Disaster Recovery funding? 
• Are all other financing sources committed? 
• Has an environmental assessment been completed; 
• Is the project timeline realistic; can project begin within 12 months of funding 

commitment? 
• Do plans and specifications meet mitigation, resiliency, green building, and energy 

efficiency requirements? 
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MARKET VIABILITY 

Before committing CDBG Disaster Recovery funds, the City will determine whether the proposed 
project is potentially viable in its market area by requiring applicants to conduct a market analysis 
to assess supply and demand in the surrounding area. This requirement ensures that the 
investment of CDBG Disaster Recovery funds results in housing that will be rented or sold as 
quickly as possible. The market study must state conclusions as of a date within 12 months prior 
to the date of application. The market study must include an estimate of comparable market 
rents (i.e., the rents that the proposed project could command in the absence of rent and income 
restrictions). 

 
Developers must design an affirmative marketing plan that meets or exceeds HUD Federal 
Affirmative Marketing criteria to ensure the inclusion, to the maximum extent possible, of 
minorities and women, and entities owned by minorities and women, in all contracts to provide 
affordable housing; supports the City’s Analysis of the Impediments to Fair Housing; identifies 
activities to advertise vacant units and prioritize tenants displaced by the 2015 Storm; uses the 
Equal Housing opportunity logo or slogan; and clearly defines recordkeeping obligations. 

 
To determine market viability, the Community Development Compliance division will evaluate 
the following: 

• Are developer’s projections for rent, vacancy, and unit quality consistent with a market 
study or known market information? 

• Does the CDBG DR investment exceed the per unit dollar limitations established by HUD 
and published on an annual basis. 

• Are market analysis conclusions supported by the evidence presented with regard to area 
rents and vacancy rates? 

• Are the properties used as market comparables truly comparable in location, unit size, 
and amenities, and have differences been adequately adjusted? 

 
Whether or not the applicant plans to utilize Low Income Housing Tax Credits (LIHTC) or other 
funding from the South Carolina Housing Finance and Development Authority (HFDA), the City of 
Columbia will require one electronic and one hard copy application as part of the CDBG Disaster 
Recovery request for funding. (Application for Funding attached.) Applicants must submit the 
following documentation: 

• Most recent annual audit or financial statement; 
• Completed Environmental Review Record consistent with 24 CFR Part 58; 
• Non-profit tax exemption letter if applicable; 
• List of Board of Directors including name, phone number, address, affiliation and 

principal officers; 

246



• Current organization by-laws; 
• Board authorization to enter agreement and designation of official with authority to sign 

agreements; 
• Organization Chart of administrative framework; 
• Operating budget and sources and uses budget; 
• Resume of Chief Program Administrator; 
• Resume of Chief Fiscal Officer; 
• Description of similar projects and outcomes; 
• Market Analysis and Feasibility Study; 
• Written procedures concerning record-keeping methods, financial management, etc.; 
• Any previous monitoring findings; 
• Local support letter. 

 
FINANCIAL COMMITMENTS 
Project financing will take into account the projected operating expenses, the ability to repay 
project debt, and the likely cash flow from the project. The financial structure and payment 
options will reflect the realities of the project and partnerships selected. To the greatest extent 
practical, the City will encourage the leveraging of CDBG Disaster Recovery funds by employing 
housing bonds, FEMA funds, other state and local financial sources, and Low Income Housing Tax 
Credits (LIHTC) when feasible. 

 
To assure the long-term financial viability of the project the City will consider whether a 
developer’s budget for property expenses is realistic; and, given rent restrictions, potential 
shortfalls in cash flow have been identified. All non-CDBG Disaster Recovery funding sources are 
subject to the following requirements: 

• Commitments may be in the form of a Letter of Intent to Commit Funds and must be 
dated no more than 30 days before the application date and extend at least 30 days past 
the anticipated funding date indicated in the application. The City reserves the right to 
require updated commitments as necessary. 

• Conditions are subject to the City’s determination of reasonableness. The City may reject 
any commitment if, in its discretion, any condition is outside of market requirements 
and/or is unlikely to be satisfied. 

 • Each commitment from a lender must acknowledge and permit the CDBG Disaster 
Recovery Loan or Grant and consent to the form, execution and delivery of the CDBG 
Disaster Recovery legal documents. 

• Projects utilizing 9% Low Income Housing Tax Credits (LIHTCs) must have a LIHTC 
reservation. 
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• Projects utilizing 4% LIHTCs need not have a LIHTC reservation, but must have a 
syndication or investor commitment acceptable to City. 

 
TERMS OF AFFORDABILITY 

The housing national objective will be met at the time the project is completed and the units are 
first occupied. If those households move out and others move in, HUD does not require that the 
City evaluate or constrain the income of subsequent tenants. The number of units dedicated to 
LMI occupants will be determined by the requirements of the most rigorous funding source. The 
period of affordability for new construction is 40 years, which is considered the useful life before 
a rental project will need rehabilitation. For purposes of CDBG Disaster Recovery funding, the 
affordability term is for one year from initial occupancy. 

CDBG Disaster Recovery requirements will be enforced by a recorded Restrictive Covenant 
running with the property if required. Mixed income developments refer to projects where a 
portion of households are below 80 percent of area median income (AMI) and a portion of 
households are above 80 percent of AMI. CDBG requires at least 51% of the units assisted be at 
or below 80 percent AMI. If the project receives subsidies from other sources, the rents must 
reflect the requirements of the most restrictive source of funding. Before the project is ready for 
tenant occupancy, the City will consider the following: 

• Rents must not exceed HUD’s definition of affordable rents (annual Fair Market Rent) 
for the full term of the affordability period. 

• All tenants must be income qualified at the time they move in, but do NOT have to be 
re-certified annually. A tenant’s income may increase over time without displacement 
from the project, but the amount of rent paid may increase proportionately. 

ENVIRONMENTAL REVIEW 

All applicable National Environmental Policy Act (NEPA) requirements must be met including 
state and local environmental requirements. The most stringent environmental rule applies, 
whether federal, state or local. Projects that have received and expended other sources of 
funding (FEMA, local funds, etc.) and have previously completed an environmental review are 
eligible. Projects where construction has not started are also eligible; however, no choice limiting 
actions may occur until HUD has issued environmental clearance and an Authority to Use Grant 
Funds. The City will ensure that the proper steps are followed before committing or expending 
CDBG Disaster Recovery funds. 

 
A Categorical Exclusion Not Subject to 58.5 may be prepared for predevelopment costs such as 
legal, consulting, developer and other costs related to obtaining site options, project financing, 
administrative costs and fees for loan commitments, zoning approvals, and other related 
activities that do not have a physical impact. All new construction will require an Environmental 
Assessment; completion of the Compliance Checklist, the Statutory Checklist and the 
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Environmental Assessment Checklist, associated worksheets and documentation and studies. 
Applicants must provide information regarding specific features or characteristics of the property 
including its history, past uses, and the scope of the proposed redevelopment. 

 
Eligible project costs include: 

• Development Hard Costs: The actual cost of constructing new housing including the cost 
meeting the standards in §92.251; demolishing existing structures; and making utility 
connections, including off-site connections from the property line to the adjacent street. 
Site improvements may include necessary on-site roads and sewer and water lines. For 
multifamily rental housing projects, the costs to construct or rehabilitate laundry and 
community facilities within the same building are also eligible. 

• Related Soft Costs: Other reasonable and necessary costs associated with the financing 
or development (or both) of new construction or acquisition of housing including 
architectural, engineering, or professional services required to prepare plans, drawings, 
specifications, or work write-ups; costs to process and settle project financing; costs of a 
project audit; costs to provide information services such as affirmative marketing and 
distributing fair housing information to prospective homeowners and tenants. 

• Environmental Review: Costs of completing an environmental review record and release 
of funds directly related to the project. 

• Relocation Costs: The cost of relocation payments and other relocation assistance to 
persons displaced by the project are eligible costs. 

 
NEW CONSTRUCTION PROJECTS 

New construction projects financed with CDBG Disaster Recovery funds must meet all applicable 
state and local codes, ordinances and zoning requirements. Multifamily dwellings must also 
meet the accessibility design and construction requirements of the Fair Housing Act (42 U.S.C. 
3601 3619) and Title II and III of the Americans with Disabilities Act. New construction will also 
mitigate the impact of potential disasters such as hurricanes, earthquakes or floods, in 
accordance with HUD requirements for Disaster Resistant Housing, Green Building Standards, 
and Energy Efficiency. The City will perform ongoing monitoring and inspections, which will occur 
at the time of construction draw requests. The number and timing for these draw requests will 
be identified in the contract terms and conditions. 

 
BASIC FINANCING STRATEGIES 

Project financing will consider projected operating expenses, the ability to repay debt attached 
to the project, and the likely cash flow from the project. In most affordable housing scenarios, 
the developer will secure a conventional first mortgage in the greatest amount feasible. 
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For projects assisted with significant leverage such as low income housing tax credits, state 
housing tax credits, or housing bonds, the City is likely to have a very small proportion of the 
overall debt and may structure the CDBG Disaster Recovery portion as a forgivable loan or grant. 
Projects leveraged with tax credits and/or bonds carry significant affordability restrictions that 
will be monitored for affordability compliance by the funding agency. Whether or not projects 
include LIHTCs, the City generally adopts the underwriting criteria used by SC HFDA. For projects 
in an environmentally sensitive area where mitigation and resiliency will be utilized, the City will 
work closely with FEMA to leverage Hazard Mitigation Assistance (HMA) if eligible. 

GAP FUNDING 
Subject to the limitations discussed herein, the amount of CDBG-Disaster Recovery funding will 
be limited to closing any gap in funding. The City may modify its legal documents to address 
particular features of funding or other aspects of any given project; however, applicants agree to 
execute the City’s legal documents without modification. The following legal documents will be 
executed, if applicable: 

• Cooperative Endeavor Agreement 
• Rental Property Owner Grant Agreement 
• Subrecipient Agreement 
• Developer Agreement 

 
LOW INCOME HOUSING TAX CREDITS (LIHTC) 
The City assumes that projects with existing LIHTC reservations have completed processing by 
the South Carolina Housing Finance and Development Authority (HFDA). For projects that do 
require reprocessing: 

• If HFDA determines that the proposed project has an excess of funds, the Authority in 
cooperation with the City will determine how to reduce project funding to the necessary 
development level. 

• If HFDA determines that the proposed project does not have sufficient sources of funds, 
the City will not be under any obligation to increase the CDBG Disaster Recovery award, 
and HFDA may reject the applicant’s LIHTC application. 

 
For applicants planning to utilize tax-exempt bond financing, the City provides the following 
based on its understanding of bond-related requirements that may be applicable and that 
applicants should take into consideration: 

• Fees. Applicants should determine any fees that the issuing agency may charge. No 
application fees or analysis fees are payable to the City in connection with this program. 

• Construction Timing Considerations. Applicants are reminded that the CDBG Disaster 
Recovery program’s environmental review requirements prohibit applicants from taking 
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any choice limiting actions, such as purchasing land or commencing construction, before 
receiving environmental approval from HUD. 

• Public Notice Requirement. Applicants are reminded that bond financing includes a 
public notice requirement. 

 
AWARD PROCESS 

Applications first will be reviewed for completeness. All applicants who submit incomplete 
applications will receive a deficiency letter. Deficiencies are aspects that prevent the City from 
properly evaluating the application such as statements that are not adequately supported, 
inconsistent or conflicting information, and confusing or ambiguous explanations. Applicants will 
have ten business days to respond to the deficiency letter. If all deficiencies are not remedied 
within the allowed period, the application will be rejected. 

FUNDING AGREEMENTS 

The City will execute a funding agreement with all of the particulars of the specific project. All 
funding agreements and legal documents will reflect the performance and compliance 
requirements for each project, so that any meaningful change requires prior approval and all 
requirements are enforceable on the developer and/or the rental property owner, including: 

• Project budget; project description, unit type, design, and construction standards; 
• Housing Quality Standards and Energy Star Certification; 
• Affordability requirements; 
• Compliance with state and local tenant-landlord laws 
• Lead-Based Paint requirements, if applicable; 
• Fair housing and equal opportunity provisions; 
• Funds release schedule; conditions for payment; 
• Record keeping and reporting provisions; 
• Enforcement provisions; 
• Compliance and monitoring requirements. 

 
DUPLICATION OF BENEFITS 

A duplication of benefits analysis must be conducted for each project to ensure CDBG-Disaster 
Recovery funds do not duplicate funds provided from another source. The applicant and the 
grantee must document all sources of funds provided for the project—including (but not limited 
to) FEMA payments, grants, and any other source of funds dedicated to the multifamily or single 
family housing project. 

FEASIBILITY 

The feasibility of any given multifamily project should be a primary consideration for the grantee. 
Feasibility is affected by a number of factors including damage, local codes, the property’s 
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location, mitigation, and the financial viability of the property during the compliance period. For 
multifamily projects where mitigation is required, the costs of mitigation may significantly affect 
the overall cost of rehabilitation. In these instances, the grantee may determine the more cost 
effective approach is to build new units in areas where mitigation will not be required rather than 
rehabilitate the existing units. Grantees should evaluate feasibility early in the assessment 
process in order to better assess effective options. 

LEVERAGE 

HUD strongly encourages its grantees to leverage CDBG-DR funds to the greatest extent practical. 
For example, multifamily projects typically involve numerous revenue streams, and a grantee 
could require leveraging through its eligibility criteria. Other forms of assistance include housing 
bonds, FEMA funds, other State and local sources, and/or Low Income Housing Tax Credits. While 
leveraging can also be critical to the underwriting process (and the viability of a large project), 
HUD recognizes that it may not be feasible, or desirable, in all cases. 

TIMELINESS 

CDBG-DR funds may require expenditure within a certain amount of time. Regardless, 
multifamily housing often requires a significant lead time for feasibility, environmental 
requirements, architectural and engineering designs, and securing the financing. Thus, the 
development cycle for new construction averages two years. In cases where elevation is chosen, 
or where Public Housing projects must go through a disposition process, the redevelopment cycle 
can extend an additional year. For these reasons grantees should pay special attention to project 
scale, readiness to proceed, and developer/owner capacity. All CDBG Disaster Recovery funds 
must be expended within six (6) years from grant approval. 

UNDERWRITING 

The grantee will be required to underwrite each project to ensure the OMB standard (2 CFR 
200.400) of cost reasonableness is met. Underwriting should be based on fixed criteria with 
variations for special circumstances or conditions. The threshold requirements include all of the 
base eligibility requirements outlined above, all Federal cross cutting requirements, 
owner/developer capacity, plus financial feasibility and long term viability. Before committing 
funds, the City will evaluate a project to determine if it meets guidelines regarding an owner or 
developer’s reasonable level of profit or return on investment based on the size, type and 
complexity of the project, specifically: 

• Project costs are reasonable; 
• Neighborhood market demand; 
• Experience and financial capacity of the developer; 
• Other financial commitments; 
• Applicant must have minimum unrestricted liquid assets of $50,000. 
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GRANTS 

In CDBG-Disaster Recovery, grants are typically utilized in situations where: 
• There is little or no likelihood of repayment; 
• The rental housing cannot support any further debt and refinance is not an option; and 
• The subsidy amount is small. 

The rehabilitation of small or large rental housing projects which cannot support further debt 
may require the grantee to provide all or a portion of the CDBG-DR assistance as a grant. For 
example, many small rental housing projects cannot support further debt. In other cases, minor 
costs of repair or rehabilitation (e.g., under $10,000) may create more of a cost-burden to the 
grantee if the assistance is structured as a loan. Before providing CDBG-DR funds in the form of 
a grant, a grantee should underwrite the project and utilize a forgiveness provision coupled with 
a balance due on sale clause during the compliance period (if any) to ensure the property is not 
flipped by the owner for a quick profit. 

 
MONITORING 

Funding of the Program is through the United States Department of Housing and Urban 
Development, Community Development Block Grant Program. Applicants and their counsel 
should be familiar with the full range of CDBG-Disaster Recovery compliance requirements. CDBG 
Disaster Recovery rental projects will receive an initial monitoring review during the lease-up 
period, which provides the CDBG DR participant/owner with technical assistance and guidance 
to ensure that the affordability requirements are adhered to for future monitoring visits. CDBG 
DR participants/property owners are required to review rent, utility allowances and tenant 
incomes for one year after execution of the lease. Ongoing project monitoring will be managed 
by the City’s Community Development Compliance Monitoring team. Project compliance is based 
on regulatory requirements found at 24 CFR part 92.504 d (1). 

 
OTHER COMPLIANCE REQUIREMENTS 

All recipients of CDBG Disaster Recovery funding must comply with the regulatory requirements 
contained in the CDBG Disaster Recovery Rental Property Owner Grant Agreement and 
Cooperative Endeavor Agreement, sub-recipient or developer agreement, which will be 
discussed in detail below. These include without limitation: 

• Davis-Bacon prevailing wage requirements (for properties of 8 or more units); 
• Section 504 accessibility requirements; 
• CDBG-DR reporting requirements; 
• Section 3 requirements; 
• Lead Based Paint; 
• Uniform Relocation Act requirements. 
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Environmental Clearance 
Applicants selected for funding will be required to submit an Environmental Review Record 
(ERR) pursuant to 24 CFR Part 58. This record will be reviewed by City. A successfully 
completed ERR will then require a 15 day public comment period prior to the Authority to 
Release Grant Funds. Prior to receipt of environmental clearance from City, the applicant may 
not undertake, or commit any funds to, physical or choice-limiting actions, including property 
acquisition, demolition, tenant relocation, rehabilitation, conversion, repair or construction. 
Violations of this provision may result in the denial of any funds under this program. Applicants 
are encouraged to ensure that site control exists for sufficient period of time to allow 
environmental clearance process to be completed before purchase must occur. 

Accessibility 
Projects will be subject to accessibility requirements under Section 504 of the Rehabilitation Act 
of 1973. 

Labor Standard Provisions 
For properties of 8 units or more, construction will be subject to labor standard provisions 
including Davis-Bacon wage and record-keeping requirements. 

 
Lead Based Paint 
HUD’s lead based paint regulations at 24 CFR Part 35 require, among other things, that lead 
hazard evaluation and reduction activities be carried out for buildings originally constructed 
before 1978 and receiving CDBG-DR assistance. The discussion below assumes that CDBG-DR 
assistance will be at least $25,000 per residential unit. 

• For any project that includes an existing building that was completed prior to January 1, 
1978, the application must include a discussion that establishes whether each such 
building is Target Housing (as defined in Part 35). 

• For any proposed project that includes Target Housing: 
o Before construction begins, a Risk Assessment (to determine the existence of lead 

paint hazards, and to design a lead hazard control plan) must be completed by 
State-accredited inspection personnel in accordance with HUD’s regulations at 24 
CFR Part 35. 

o An Inspection to determine the location of any lead-based paint is also required. 
The Inspection must identify the components that contain lead paint in sufficient 
detail to permit construction personnel to formulate a hazard control plan. 

o During the rehab, any Lead Hazards identified in the Risk Assessment must be 
abated, and this abatement work must be performed by State-licensed abatement 
contractors. 

254



o A lead hazard clearance report, based on dust testing by a State-accredited Risk 
Assessor or Inspector, is required after completion of construction. Dust testing 
must be carried out, and evaluated, in accordance with HUD’s regulations at 24 
CFR Part 35. 

The application must include a line item for the costs of lead hazard abatement and control, 
with an explanation that adequately supports the estimated cost, based on the risk assessment 
and inspection. 
A copy of the Risk Assessment and Inspection must be included in the application. 

 
Section 3 
HUD’s Section 3 requirements apply. In general, Section 3 requires outreach, prior to awarding 
contracts and subcontracts to construct a project under the Program. Applicants must conduct 
outreach to low-income individuals living in the area where the project is located and to certain 
businesses located in the area in which the project is located. The intent of the Section 3 
requirements is to encourage employment of such individuals and businesses in connection with 
the construction of the project. These requirements apply to any construction/rehabilitation 
contract or subcontract in excess of $100,000. 

 
Uniform Relocation Act (URA) 
CDBG-DR requires protections for each in-place tenant with a bona fide lease. The tenant must 
be given at least 90 days advance notice to move, or until the lease expires, whichever is longer. 
If the City does not include a prohibition against permanent displacement, the CDBG Disaster 
Recovery URA policies and procedures for relocation compensation will be followed. 

 
Conflict of Interest 
HUD regulations require grantees and sub-recipient to maintain written standards governing the 
performance of their employees engaged in awarding and administering contracts per the 
Housing Rules and Regulations Manual codified in October 2016. 

 
Program Income 
Gross income from the use or rental of real property, owned by the recipient, or a sub-recipient, 
that was acquired, rehabilitated, or constructed with CDBG DR funds or matching contributions, 
less costs incidental to generation of the income. Program income does not include gross income 
from the use, rental or sale of real property received by the project owner, developer, or 
applicant, unless the funds are paid by the project owner, developer or applicant to the grantee 
or sub-recipient. 
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Criteria Low Risk (1-4 points) Medium Risk (5-7 points) Higher Risk (8-10 points) Score 
Organization Type Government agency or non-profit 

subject to federal audit requirements 
Non-profit not subject to federal 
audit requirements 

For-profit organization not subject to 
federal or other audit regulations 

 

 
Organization Experience 

Experience with similar HUD/federal 
programs 

Established developer but no 
CDBG/federal experience 

 
Newly created entity 

 

 
 

 
Project Complexity 

SOW is easy to perform and progress is 
easy to assess through periodic reports 
and measurable milestones; single unit 
new construction 

 
 

 
Multiple units, new construction 

 
 

 
Rehabilitation 

 

Environmental Concerns CEST/CENST EA EIS  
Funding CDBG Funds only Other funds committed Sources identified, not committed  

Prior experience with the City of 
Columbia 

Previous experience with no concerns Previous experience with minor 
concerns or new collaborating 
organization 

Previous negative experience, such as 
failure to meet performance goals, etc. 

 

Maturity of Organization Mature (more than 10 years) Mature, but not development 
oriented; or established (3-10 years) 
with sufficient fiscal controls 

1-3 years of operations with limited fiscal 
controls, or a start-up with no fiscal 
controls in place yet 

 

Staff capacity/resources Experienced staff on board Need to hire outside resources Significant turnover; limited resources  
Compliance No compliance issues Some concerns in the past Unresolved monitoring issues  

Financial audit results Has annual single audit with unqualified 
opinion (i.e. no audit findings) 

Has annual third-party financial audit 
with unqualified opinion (i.e. no 
audit findings) 

Has had no audit performed or has 
identified audit findings and/or material 
weakness in either of the two preceding 
fiscal years. 

 

Assessment Total points 10-40 - Low Risk Total points 50-70 - Medium Risk Total points 80-100 High Risk 
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Multifamily Affordable Housing Fund 
Application for Financial Assistance 

City of Columbia CDBG Disaster Recovery Funds 
 

Project Name: 
Address: 

City, State, Zip: 
County: 

Number of Units: 
Application Checklist 
APPLICANT INFORMATION 

 

Most recent annual audit or financial statement 
 

Completion of an Environmental Assessment consistent with 24 CFR Part 58 
 

501 © 3 Tax Exemption Letter 
 

List of Board of Directors including phone, address, affiliation, and principal officers 
 

Board authorization to enter agreement and designation of official with authority to sign agreements 
 

Organization chart 
 

Resumes of Chief Program Administrator and Chief Fiscal Officer 
 

Current by-laws 
 

Description of similar projects and outcomes 
 

Previous monitoring findings 
 

Local support letter 
 
 
SOURCES OF OTHER FUNDS 

 

Copy of executed contract/grant award/commitment letter for each source of funding clearly outlining the amount 
 

PROJECTED INFORMATION AND IMPACT SUMMARY 
 

Sources and Uses budget (Proforma) 
 

Independent Market Analysis and Feasibility Study 
 

259



Application Information (cont.): 
Name of Partner   Percent of Ownership Telephone # 
   
  

  
  

  

 

Developer:   Non-profit  For-profit 
   

Street Address:  Contact Name:  

City:  Telephone # :  

State:  Fax # :  

Zip:  Email Address:  

Co-Developer:   Non-profit  For-profit 
   

Street Address:  Contact Name:  

City:  Telephone # :  

State:  Fax # :  

Zip:  Email Address:  

Co-Developer:   Non-profit  For-profit 
   

Street Address:  Contact Name:  

City:  Telephone # :  

State:  Fax # :  

Zip:  Email Address:  

Consultant: 
  

  

Street Address:   Contact Name:  

City:  Telephone # :  

State:  Fax # :  

Zip:  Email Address:  
 

CPA Company:   
  

Street Address:   Contact Name:  

City:  Telephone # :  

State:  Fax # :  

Zip:  Email Address:  

Architect Company: 
  

  

Street Address:   Contact Name:  

City:  Telephone # :  

State:  Fax # :  

Zip:  Email Address:  
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Site:        
        

Development located in city limits? Yes No      
        

Located in a Flood Plain? Yes No      
        

Listed in National Register of Historic Places? Yes No      
        

Are property taxes current? Yes No   Census Tract # :   
        

If no, when will the property taxes be paid?        
        

Is the site zoned for your development? Yes No      
        

Do any detrimental site characteristics exist? Yes No      
        

If yes, please list:        

        

Do any wetlands (jurisdictional or nonjurisdictional) exist on the site?    Yes  No 
       

If yes, what %?        
        

Overall, is at least 80% of the site buildable?     Yes  No 
If no, attach an explanation behind this page of the application. Include any setback requirements. 

Site Control Information:        
        

Deed Expiration Date:      
       

Option/Purchase Contract Total Cost of La  d:     
       

 # of Acres:       
        

Seller(s) - this name must be on current recorded deed:        
        

Address:        

City:        

State:   Zip:     
        

Is there a common ownership interest between the purchaser and seller?    Yes  No 
       

Will the entire parcel be used exclusively for the development?    Yes  No 

If no, provide detailed cost and acreage data of the unused portion on a separate sheet attached to this page of the application. 

 

Available Utilities (Check Applicable) Electric      
       

 Gas       
        

 Water       
        

 Sewer       
        

Telephone 
 

 Other:       
        
        

Development:        
        

Are the residential units available to the general public?     Yes  No 
        
        

Garden Apartment Slab on Grade   Other:   
       

Rowhouse/Townhouse Crawl Space       
        

Detached Single Family Partial Basemen t     
       

Detached Two Family (Duplex) Elevator       
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 Development (cont.):  
 

Low-Income Units: Per Unit 
 
BR Size 

 
# Baths 

# of 
Units 

Heated 
Sq. Ft. 

 
Est. Contract Rent 

 
Est. Utility Cost 

 
Est. Gross Rent 

Income % 
Target 

 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  
 BR  Bath     0  

 
If more rows are needed, please reproduce this page and attach the additional page to this page. 

 

 
# of Residential Buildings: 

 
 

Building(s) acquired or to be acquired from: 
 

If acquisition from a government agency: 

Name of Agency: 

Date: 

Amount: 

Related Party Unrelated Party 

 
 

 

Is there currently any project-based rental assistance on the development? Yes No 
 

If yes, what type of project-based rental assistance? Section 8 vouchers or certificates 

HUD rental assistance. ID HUD type: 

RDA rental assistance 

 

If yes, how many units have the PBRA? 

If yes, identify the type of project-based rental assistance: 

Other: Identify "Other": 

% of units: 

 

# of years assistance provided: 

 
 

 

 

Does this project involve any relocation of low-income tenants? Yes No 
 
 

If yes, will the tenants be Temporarily relocated? Yes No If yes, what percentage? 
 

Will any low-income tenants be Permanently relocated? Yes No If yes, what percentage? 
 

Vacant land only? Yes No If no, continue to the next question. 
 

Buildings are vacant? Yes No 
 

Buildings last occupied? Year built? 
 

Bid Procedure and Selection (check one): Competitive Bid Policy Identity of Interest Relationship 
 

Sealed Bid Policy Negotiated Bid Policy 
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Development Square Footage: 
Total Low-Income Residential Square Feet:   1) Total Low-Income Residential Units:  Units 

       

Total Market Rate Residential Square Feet:  - 2) Total Market Rate Residential Units:  Units 
       

Total Residential Square Feet:    3) Total Residential Units (Line 1 + Line 2):  Units 
        

Total Heated Square Feet:    4) Total Low-Income Residential Floor Space: Sq. Ft. 
       

     5) Total Market Rate Residential Floor Space: Sq. Ft. 
        

     6) Total Residential Floor Space (Line 4 + Line 5): Sq. Ft. 
        

Proposed Development Income: 
 

Units Rent and Income Restricted to 80% AMI 
 
 
 
 
 
 
 
 

Type of Unit 

 
 
 
 
 
 
 
 
# of Units 

 
 
 
 
 
 
 
 
Program 

 
 
 
 
 
 
 
Maximum Allowable 
Monthly Gross Rent 

 
 
 
 
 
 
 

Less Utility 
Allowance 

 
 
 
 
 
 

Maximum 
Allowable Monthly 

Net Rent 

 
 
 
 
 

Proposed 
Monthly 
Tenant 
Rent 

 
 
 
 
 
 
 
# of Units x Tenant 

Rent 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 

Total Units: 0      Total Monthly Tenant Rent: $0.00 
       Total Annual Tenant Rent: $0.00 
         

Units Rent and Income Restricted to 60% AMI 
 
 
 

Type of Unit 

 
 
 
# of Units 

 
 
 
Program 

 
 
Maximum Allowable 
Monthly Gross Rent 

 
 

Less Utility 
Allowance 

 
Maximum 

Allowable Monthly 
Net Rent 

Proposed 
Monthly 
Tenant 
Rent 

 
 
# of Units x Tenant 

Rent 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 
       -  $0.00 

Total Units: 0      Total Monthly Tenant Rent: $0.00 
       Total Annual Tenant Rent: $0.00 
         

0 Total Low-Income Units       
        

Detail of Other Income (List each type of other income on a separate line) 
 

Type of Other Income 
Annual $ 
Amount 

# 
Units 

% of 
Units 

 
Annual $ Amount / Unit 

Monthly $ Amount / 
Unit 

  

      - -   
      - -   
      - -   
      - -   
      - -   
      - -   
      - -   
      - -   
      - -   
      - -   

Total  -    - -   
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Proforma Income Statement: 
 

Rental Income 
From Rent 80% AMI Income Units     
From Rent 60% AMI Income Units     
From Market Rate Units     
Other Income     

Vacancy%  Vacancy Allowance =  
  Effective Gross Income (EGI) =  

 

Administrative Expenses  Maintenance Expenses 
Marketing/Advertising  Painting/Repairs  
Management Fee  Cleaning/Decorating  
Legal/Partnership  Pest Control  
Accounting/Audit  Grounds Maintenance  
Licenses/Permits  Parking Lot Maintenance  
Compliance Monitoring Fees  Pool Maintenance  
Other Admin. Expenses**  Clubhouse Maintenance  

Total Administrative 0.00 Supplies  
Percent of EGI #DIV/0! Other Maintenance**  

 Total Maintenance 0.00 
Percent of EGI #DIV/0! 

Operating Expenses  
Elevator Maintenance  
Fuel/Gas   Taxes 
Electricity  Real Estate Taxes  
Water/Sewer  Other Taxes**  
Trash Removal  Total Taxes 0.00 
Payroll  Percent of EGI #DIV/0! 
Payroll Taxes   
Insurance   Total Annual Expenses 0.00 
Telephone   
Security   Less Replacement Reserve  
Other Operating**   

Total Operating 0.00 
Percent of EGI #DIV/0!  Net Operating Income 0.00 

 
 
Other Income / Rental Income = 

 
 

#DIV/0! 

 
 
must not exceed 3% 

 

 
** For any other(s), specify expense type and rationale for amount. 

Do not include income and expenses attributable to the provision of services other than housing on this form. 
 
 
 
 
 
 
 
 
 

 

264



Funding: 
Identify each source of debt and equity by Loan Source, Loan Type, and Loan Status, by entering the indicated codes. 

Funding Codes: 
Source Code Status    Type    

A CDBG Disaster Recovery  R Requested  1 Construction Financing 
B Conventional Financing  A Approved  2 Permanent Financing 
C Other Source -     3 Bridge Financing 
D Other Source -     4 Forgivable Loan 

    5 Grant 

 Source 
Code 

 
Type 

 
Status 

 
Amount of Funds 

Annual Debt 
Service 

Interest 
Rate 

Amortization 
Period (years) 

Term of Loan 
(years) 

Commitment 
Letter (Y/N) 

1     0.00 0%    

2        30  

3          

4          

5          

6          

7          

8          

9          

10          

 
 
Funding Sources: 

Total:  -  -     

1 Source Code: 0 Source Name:  
Source Address:  
Source Contact Name:  Contact Telephone:  

2 Source Code: 0 Source Name:  
Source Address:  
Source Contact Name:  Contact Telephone:  

3 Source Code: 0 Source Name:  
Source Address:  
Source Contact Name:  Contact Telephone:  

4 Source Code: 0 Source Name:  
Source Address:  
Source Contact Name:  Contact Telephone:  

5 Source Code: 0 Source Name:  

Source Address:  
Source Contact Name:  Contact Telephone:  

6 Source Code: 0 Source Name:  

Source Address:  
Source Contact Name:  Contact Telephone:  

7 Source Code: 0 Source Name:  

Source Address:  
Source Contact Name:  Contact Telephone:  

8 Source Code: 0 Source Name:  

Source Address:  
Source Contact Name:  Contact Telephone:  

9 Source Code: 0 Source Name:  

Source Address:  
Source Contact Name:  Contact Telephone:  

10 Source Code: 0 Source Name:  

Source Address:  
Source Contact Name:  Contact Telephone:  
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 Development Costs:  
 

Total Projected CDBG DR Source 1 Source 2 Source 3 
Cost     

Acquisition Costs 
1. Land 0.00     
2. Existing Structures 0.00     
3. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Site Costs 

4. Demolition 0.00     
5. On-Site Improvements 0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Construction Costs 

6. New Building 0.00     
7. Rehabilitation 0.00     
8. General Requirements 0.00     
9. Contractor Profit & Overhead 0.00     
10. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Professional Fees 

11. Accountant 0.00     
12. Architect 0.00     
13. Attorney 0.00     
14. Consultant 0.00     
15. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Interim Costs 

16. Hazard/Liability Insurance 0.00     
17. Interest 0.00     
18. Payment/Performance Bond 0.00     
19. Title/Recording/Legal Fees 0.00     
20. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Financing Fees and Expenses 

21. Credit Report 0.00     
22. Loan Origination/Closing 0.00     
23. Title/Recording/Legal Fees 0.00     
24. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Soft Costs 

25. Appraisal 0.00     
26. Market Study 0.00     
27. Environmental Review 0.00     
28. Relocation Expenses 0.00     
29. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
Development Reserves 

30. Rent-up Reserve 0.00     
31. Operating Reserve 0.00     
32. Developer Fees 5% (Acquisition) 0.00     
33. Developer Fees 15% (New, Rehab) 0.00     
34. Other  0.00     

Subtotal  0.00 0.00 0.00 0.00 0.00 
 

35. TOTALS  0.00 0.00 0.00 0.00 0.00 
 
 
 
 
 
 
 
 
 
 

266



Development Type 
 
  

 

100% Detached Single Family  100% Special Needs Housing (identify type below) 
     

  
 

100% Duplex  Homeless 
     

  
 

12 Units or Less  Elderly Persons (ages 62+) 
     

  
 

Adaptive Reuse  Developmentally or Physically Disabled 
     

    Persons with Mental Illness 
     

    Other: 
     

    Other: 
     

Financial Summary 
 
Income and Expense Analysis: 

Total Annual Rental Income 
Other Income 
Vacancy Allowance 
 Ef fective Gross Income   

 
Total Administrative Expenses 
Total Operating Expenses 
Total Maintenance Expenses 
Total Taxes 
 T otal Annual Expenses   

  
So 

 
urces of Funds 

  
Uses of Funds 

1  CDBG DR  Acquisition 
2    Site Work: 
3    Rehab and New Construction: 
4    Professional Fees: 
5    Interim Costs: 
6    Financing Fees and Expenses: 
7    Soft Costs: 
8    Development Reserves: 

Total Funding  Total Development Costs 

Do Uses = Sources? 

    Page 9 
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ACKNOWLEDGEMENTS AND AGREEMENTS 

 
The applicant is subject to all regulations and requirements in 24 CFR 570, Public Law 114-113 effective 
June 22, 2016, and Public Law 115-31 effective August 14, 2017. 

 

Grant recipients, owners, developers, sponsors or any third party partners must not engage in any of the 
following activities in accordance with 24 CFR Part 58 until the City of Columbia has completed the 
Environmental Review Record and received an Authorization to Use Grant Funds from HUD: any physical 
actions on a site; start construction; commit, expend or enter into an agreement that constitutes a choice 
limiting action. 

 

The applicant is responsible for all calculations and figures relating to the costs attributed to the project 
and understands that the amount of CDBG Disaster Recovery funds awarded is calculated in reliance on 
data provided and may vary from the amount requested. 

 

The applicant holds harmless and indemnify the City of Columbia, its employees, officers and agents, in 
the event a loss in conjunction with the project is incurred. 

 

The applicant agrees to submit any revisions made to the project since submission of the application with 
supporting evidence concerning the number and type of units, the project budget, or financial 
arrangements. 

 

The applicant agrees that opportunities for training and employment arising in connection with the 
project will be made available to minorities, women, and/or low income residents to the greatest extent 
possible. 

 

The applicant agrees that the record keeping and record retention requirements of the City of Columbia 
Community Development Department and HUD will be met in the manner prescribed in the Compliance 
Monitoring Plan; requirements may change as deemed necessary by the City of Columbia. 

 
 
 
 

Name of Applicant Signature 
 
 

 
 

Date 
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City of Columbia Community Development Department 
Rental Property Owner Grant Agreement 

Rehabilitation/New Construction 
 
 

NOTICE 
***THE FEDERAL GOVERNMENT REQUIRES AS A CONDITION OF RECEIVING YOUR FUNDING THAT YOU REVIEW AND 

SIGN THE DOCUMENT BELOW *** 
 
 

THIS GRANT AGREEMENT (“Agreement”), entered this  day of  , 2019, by 
and between City of Columbia Community Development Department, (“City CDD”) and 
  (“Rental Property Owner”). 

 
WHEREAS, pursuant to the Robert T. Stafford Disaster Relief and Emergency Assistance Act as 
amended (42 U.S.C. 5121-5207) (the “Stafford Act”), portions of the City of Columbia (“City”) 
received major disaster declarations as a result of October 2015 Storm/Flood (the “Storms”); and 

 
WHEREAS, the City has received an allocation of Community Development Block Grant Disaster 
Recovery (“CDBG-DR”) funds from the United States Department of Housing and Urban 
Development (“HUD”) for the purpose of providing assistance to recover from the Storms; and 

 
WHEREAS, City CCD is authorized to administer CDBG-DR funds in the City and has implemented 
the City of Columbia Community Development Block Grant Disaster Recovery Action Plan 
(“Program”) to award a portion of those funds to Multifamily Property Owners affected by the 
Storms and/or seeking to develop replacement multifamily housing; and 

 
WHEREAS, Rental Property Owner has applied to participate in the Program and represents that 
they are eligible to receive CDBG-DR funds; 

 
NOW, therefore, it is agreed between the parties hereto that: 

 
I. GRANT AMOUNT AND USE OF CDBG-DR FUNDS 

 

CITY CCD will provide CDBG-DR funds in the form of a grant (“CDBG-DR Grant”) to Rental Property 
Owner for work to be performed in connection with the replacement new construction of an 
eligible  property  (“Work”) located at  , situated in the State of 
South Carolina, County of Richland (“Property”). 

 
The amount of the CDBG-DR Grant provided under this Agreement is 
  . The Total Award will be paid in accordance with the Funds 
Release Schedule detailed in Section VII of this Agreement and as specified in the Cooperative 
Endeavor Agreement between the City of Columbia and the  . 
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II. CONDITIONS FOR PAYMENT OF CDBG-DR GRANT 
 

As a condition to CITY CCD making the CDBG-DR Grant to Rental Property Owner, Rental 
Property Owner agrees to: 

 
A. Execute and deliver all Program required documents and information, as specified 

in Section IX. 
 

B. Utilize the CDBG-DR Grant amount only for eligible work and allowable expenses. 
 

C. Submit to inspection(s) as determined necessary by CITY CCD in order for the 
Program to perform initial, interim, and final damage assessments of the subject 
Property. 

 
D. Utilize a design professional and/or construction contractor and release the 

contact information thereof to the Program, as specified in Section V. 
 

E. Complete Scope of Work on Property, as defined in Section IV. 
 

F. Refrain from selling Property until Scope of Work is complete, unless otherwise 
authorized by the Program as set forth in Section VI. 

 
G. If the Property is residence to low and moderate income tenants, an obligation to 

continue to own the Property following the completion of the Scope of Work, as 
set forth in the attached Rider One. 

 
H. Maintain flood insurance in perpetuity and record a covenant against the Property 

reflecting the same, only to the extent applicable as set forth in the attached Rider 
Two. 

 
I. If Rental Property Owner took title to the damaged Property subsequent to the 

Storm for which assistance is being sought, Rental Property Owner agrees to be 
bound to the terms and conditions set forth in the attached Rider Three. 

 
J. An obligation to maintain the Property as permanent year-round rental housing. 

 
K. Enter into a construction contract by and between Rental Property Owner and the 

design professional and/or construction contractor, and subject to CITY CCD 
approval, such that will bind the design professional and/or construction 
contractor to comply with the requirements of certain Federal and City regulations 
as determined by the Program, including achievement of ENERGY STAR 
certification of new construction. 

 
L. Complete the environmental review as detailed in Section XI, and comply with and 

all conditions set forth in the environmental review, including, but not limited to, 
any permits required to perform the work and receipt by the City of Columbia of 
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a release of funds from the U.S. Department of Housing and Urban Development 
under 24 CFR Part §58 

 
M. Property Owner agrees to abide by all applicable laws, rules and regulations 

governing the rental of property to tenants in the State of South Carolina and in 
the Property Owner’s local jurisdiction. 

 
III. REPRESENATIONS AND WARRANTIES 

 

Rental Property Owner hereby represents and warrants that the following remain true, 
accurate, and complete as of the date of this Agreement: 

 
A. The subject Property is providing Replacement Housing to satisfy an indirect result 

and unmet need of the 2015 Severe Storm; 
 

B. Rental Property Owner is the current owner of and holds title to the subject 
Property and has full power and authority to execute and fully perform all 
obligations under this Agreement; 

 
C. Rental Property Owner is, to the best of their knowledge and as defined by 

Program policy, eligible to receive funds in the form of CDBG-DR Grant; 
 

D. The representations and information contained in the Rental Property Owner’s 
CDBG-DR application and/or any other document provided by Rental Property 
Owner to the Program were and are true, accurate, and complete. 

 
Rental Property Owner shall promptly notify CITY CCD, in writing, of the occurrence of any event 
or any material change in circumstances which would make any Rental Property Owner 
Representation and/or Warranty untrue or incorrect or otherwise impair Rental Property 
Owner’s ability to fulfill Rental Property Owner’s obligations under this Agreement. 

 
Rental Property Owner acknowledges that in the event that Rental Property Owner makes or files 
any false, misleading, or fraudulent statement and/or omits or fails to disclose any material fact 
in connection with the CDBG-DR Grant, Rental Property Owner may be subject to civil and/or 
criminal prosecution by federal, State and/or local authorities. 

 
IV. INSPECTIONS 

 

A. Initial Inspection 
 

In cases where the site is vacant or part of a new construction multifamily rental 
unit replacement program satisfying indirect storm impacts, City CCD will review 
site plans for eligibility within CDBG-DR program guidelines. Eligibility will be 
confirmed as part of a Conditional Commitment of Funding. 
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B. Scope of Work 
 

If the project is a new construction multifamily rental unit replacement program 
and/or reliant on other affordable rent restrictions as per traditional multifamily 
loan funding sources, City CCD will review the estimated scope and cost per their 
underwriting criteria to ensure compliance with CDBG-DR and Federal Register 
Notice requirements and may not record additional affordability restrictions as 
per Rider 1 of this CDBG-DR Grant. The approved Scope of Work (SOW) will be 
satisfied per Lender terms subject to CDBG-DR and related Federal Register Notice 
restrictions identified by City CCD prior to loan closing. 

 
C. Change Orders and Adjustments 

 
Any change orders to the scope of work must be submitted to CITY CCD and/or its 
designated representative for review and approval. Change orders should be 
submitted in accordance with the guidelines set forth in Section V and will not 
create conflicts with CDBG-DR program requirements. 

 
D. Interim Inspection 

 
The CITY CCD will conduct progress inspections of work completed to protect its 
interests as lender and regulatory authority for the Project, and will provide 
information to the Rental Property Owner regarding any progress inspections or 
monitoring to assist it in ensuring compliance. 

 
CITY CCD and/or its designated representatives will conduct an interim inspection 
of the Property after the Rental Property Owner reports that at least 50% of the 
dollar value has been expended on the Work. The purpose of this inspection is to 
verify that this milestone has been reached. 

 
The CITY’s CCD review and approval of the work will relate only to overall 
compliance with the general requirements of this Agreement and CDBG-DR 
regulations. Nothing contained herein shall relieve the Rental Property Owner of 
any responsibility as provided under this Agreement. 

 
E. Final Inspection 

 
CITY CCD and/or its designated representatives will conduct a final inspection of 
the Property to certify that the Work has been satisfactorily completed. Under no 
circumstances will a Final Inspection be conducted without the receipt of all 
required documents as detailed in Section IX. 

 
Rental Property Owner should request an interim or final inspection only if all of 
the required Work has been satisfactorily completed. 
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V. DESIGN PROFESSIONAL AND CONTRACTOR REQUIREMENTS 
 

A. Engagement of Design Professional and/or Construction Contractor 
 

Rental Property Owner shall engage either a design professional or a construction 
contractor to complete the scope of work. 

 
CITY CCD shall not be a party to any contract by and between Rental Property 
Owner and a design professional and/or construction contractor. 

 
B. Name, Address, License Number 

 
Rental Property Owner must provide to CITY CCD the name, address and license 
number of the design professional and/or construction contractor. 

 
C. Licensed and Not Debarred 

 
Any design professional and/or construction contractor hired must be properly 
licensed by the State of South Carolina, if so required, and must not be on the 
federal debarment list. 

 
D. The Contract and Change Orders 

 
In the event that the scope of work from the design professional and/or 
construction contractor requires an increased cost and/or a change in scope of 
work, the Rental Property Owner, with the assistance of their design professional 
or construction contractor, may request a change order. 

 
The request for a change order must include, at a minimum: 

 
1. The reason the change is necessary; 
2. The detailed scope of work requested; 
3. The estimated cost and schedule to complete; 
4. A cost analysis certified by the design professional and/or construction 

contractor; 
5. A list of any other material impacts to the project that may result from the 

change order, including but not limited, to green building standards, code 
compliance, and project schedule. 

 
If CITY CCD determines that a change in the SOW is warranted, CITY CCD shall 
determine, in its sole discretion, the appropriate adjustment to the CDBG-DR 
Grant, if any. 
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HOUSING QUALITY STANDARDS 
 

E. Housing Quality Standards 
 

Rental Property Owner is obligated to complete construction in such a manner as 
to achieve substantial compliance with Housing Quality Standards (“HQS”) per the 
checklist used by the program. HQS defines standard housing and establishes the 
minimum criteria necessary for the health and safety of program participants. 

 
In the event that the Property fails to demonstrate substantial compliance with 
the HQS checklist, Rental Property Owner agrees to perform whatever work may 
be deemed necessary by the Program to change its designation (the “HQS Work”). 

 
F. Energy Star Certification 

 
ENERGY STAR for New Homes Certification is required by the South Carolina 
Housing Finance Agency for Low Income Housing Tax Credits (Affordable Housing). 
All buildings under this agreement must be designed to be, at a minimum, 15% 
more energy efficient than residences built to local code. 

 
New construction of multifamily rental units must meet an industry-recognized 
standard and achieve third party certification under the ENERGY STAR Multifamily 
Homes Performance Path or the ENERGY STAR Multifamily Homes Prescriptive 
Path as defined by the Environmental Protection Agency under the authority of 
the Clean Air Act Section 103(g). 

 
G. Completion 

 
All construction must be completed within 24 months from the execution of this 
Agreement or as per the terms of first lien construction loan requirements. 

 
In the event that construction cannot be completed within such time, an extension 
may be granted first by the project construction or permanent financing lender(s) 
or at CITY CCD’s sole discretion, provided a request for such extension is made in 
writing no less than thirty (30) days prior to such deadline. 

 
If the construction is not completed within the established period at time of 
execution of this Agreement, and an extension has not been requested and 
granted by the Program, any grant funds paid as a part of this grant agreement 
may be subject to recapture. 
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H. Sale of the Property 
 

Rental Property Owner is prohibited from selling the Property prior to the 
completion of construction unless otherwise authorized by CITY CCD. Such 
authorization may be granted at CITY CCD’s sole discretion, provided that such 
request for sale of the property is made prior to contemplation of the sale and 
subject to any construction or permanent financing lender requirements. 

 
VI. FUNDS RELEASE SCHEDULE & CERTIFICATION OF ADDITIONAL FUNDS 

 

Subject to the conditions, representations and warranties, and terms of default set forth in this 
Agreement, funds will be released pursuant to the schedule specified below. 

 
A. The CDBG-DR Grant is calculated as the gap amount after securing all other 

funding sources. CDBG DR funds will be paid upon presentation and review of 
proper documentation in the form of receipts for allowable costs. Requests for 
Reimbursement will be accepted on a monthly basis. 

 
B. Certification of Additional Funds 

 
If the CDBG-DR Grant amount is LESS than the cost of construction, Rental 
Property Owner must certify that additional funds are available in an amount 
equivalent to the difference and submit supporting documentation such as a bank 
statement showing funds on deposit, or a receipt from the design professional 
and/or construction contractor showing proof of payment. Rental Property Owner 
is solely responsible for providing any additional funds. Such certification will be 
required prior to the release of the second payment of the CDBG-DR Grant. 

 
VII. REQUIRED DOCUMENTS AND INFORMATION 

 

Rental Property Owner agrees to take requested actions, deliver requested documentation, and 
sign and deliver such other instruments and documents as may be reasonable, necessary or 
appropriate to demonstrate compliance with the requirements of this Agreement within such 
time as CITY CCD may reasonably require. At a minimum, the Rental Property Owner may be 
asked to provide: 

 
A. A signed Grant Agreement executed by every Rental Property Owner listed on the 

deed to the subject Property; 
 

B. All required Program eligibility documents; 
 

C. All construction related documents; 
 

D. All environmental related documents, including documentation demonstrating 
compliance with the requirements of the environmental review conditions; 
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E. All contractor related documents; 
 

F. Proof of Flood Insurance and Recorded Covenant, only to the extent applicable as 
set forth in Rider Two; and 

 
G. Recorded Lien, only to the extent applicable as set forth in Rider One. 

 
VIII. DUPLICATION OF BENEFITS AND SUBROGATION 

 

A. Duplication of Benefits 
 

Rental Property Owner acknowledges that in accordance with the Stafford Act, 
Rental Property Owner may receive assistance only to the extent that it has a 
disaster recovery need that is not otherwise met (the “Unmet Need”) by insurance 
or any other type of disaster assistance (the “Duplication of Benefits” or “DOB”). 

 
Rental Property Owner understands that the CDBG-DR Grant award calculation 
factors in and subtracts from the total any DOB Rental Property Owner has 
received. 

 
Under no circumstances will the CDBG-DR Grant amount exceed the determined 
Unmet Need amount. 

 
B. Subrogation 

 
1. Subrogation and Assignment Relating to Funds Received under the CDBG 

DR Multifamily Affordable Housing Fund. 
 

a) Rental Property Owner acknowledges under the Stafford Act 
Rental Property Owner may receive assistance only for Unmet 
Need. Rental Property Owner further acknowledges this Section X 
is intended to ensure that Rental Property Owner does not receive 
benefits that Duplicate Benefits available for the same purposes 
from another source. Rental Property Owner promises to 
reimburse CITY CCD for the full amount of any benefits that Rental 
Property Owner previously received, subsequently receives, or (or 
with reasonable effort would be) eligible to receive for the same 
purposes for which the funds are awarded. 

 
b) Rental Property Owner subrogates and assigns to CITY CCD all of its 

future rights to reimbursement and all payments or proceeds 
determined to be a Duplication of Benefits. This includes, but is not 
be limited to, payments or proceeds received from any grant, 
subsidized loan, insurance policies of any type or coverage, or 
under any reimbursement or relief program related to or 
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administered by the Federal Emergency Management Agency 
(“FEMA”) or the Small Business Administration (“SBA”) (each, 
singularly, a “Disaster Program” and, collectively, the “Disaster 
Programs”) to the extent such payments and/or proceeds, in the 
sole discretion of CITY CCD or its designated agent, constitute a 
DOB. Payments and proceeds referred to in this paragraph, 
regardless of DOB or source, shall hereafter be referred to as 
“Proceeds,” and any Proceeds that are a DOB shall hereafter be 
referred to as “DOB Proceeds.” 

 
c) Rental Property Owner agrees to immediately notify CITY CCD upon 

receiving any Proceeds not previously disclosed in connection with 
their Program application. CITY CCD will thereafter determine, in 
its sole discretion, whether any or all such Proceeds constitute DOB 
Proceeds. Rental Property Owner must pay all DOB Proceeds to 
CITY CCD, as provided in Section 3 of this Rider. 

 
2. Cooperation and Further Documentation. 

a) Rental Property Owner agrees to assist and cooperate with CITY 
CCD, if CITY CCD pursues any claims for reimbursement Rental 
Property Owner has, or may have, against insurers. Rental Property 
Owner’s assistance and cooperation includes, but is not limited to, 
allowing suit to be brought in Rental Property Owner’s name(s) and 
providing any additional documentation with respect to such 
consent, giving depositions, providing documents, producing 
records and other evidence, testifying at trial, and any other form 
of assistance and cooperation CITY CCD reasonably requests. 
Rental Property Owner also agrees to assist and cooperate with 
CITY CCD to attain and collect any DOB Proceeds available to Rental 
Property Owner under any applicable Disaster Program. 

 
b) Rental Property Owner agrees to execute additional documents 

and instruments upon CITY CCD request to further and better 
subrogate and assign to CITY CCD any amounts received under the 
Disaster Programs that are DOB Proceeds and any rights 
thereunder. Rental Property Owner further agrees to take all 
actions and to do all things requested by CITY CCD to make this 
Rider effective. 

 
c) Rental Property Owner expressly authorizes each of its insurers; 

any entity to which Rental Property Owner applied for storm 
recovery assistance or from which it received, is now receiving, or 
is eligible to receive disaster recovery benefits, including FEMA, 
SBA, and any other entity, to release upon CITY CCD request, any 
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nonpublic or confidential information the CITY CCD finds useful to 
effect the rights subrogated and assigned by Rental Property 
Owner. 

 
3. Agreement to Turn Over Proceeds; Future Reassignment. 

a) If Rental Property Owner receives any Proceeds, or any notice that 
he/she is scheduled to receive Proceeds, and such Proceeds have 
not been previously disclosed in connection with its Program 
application (“Subsequent Proceeds”), Rental Property Owner must 
immediately notify CITY CCD and provide CITY CCD with copies of 
any communications concerning the Subsequent Proceeds. 

 
b) Upon receipt of such notice from Rental Property Owner, CITY CCD 

will determine the amount of the Subsequent Proceeds that 
constitute DOB Proceeds (the “Subsequent DOB Amount”) and 
thereafter provide Rental Property Owner with notice of its 
determination (the “DOB Notice”). Upon receipt of any such DOB 
Notice, Rental Property Owner hereby agrees to proceed as 
follows: 

 
(i) If Rental Property Owner has received all of the Subsequent 

Proceeds, Rental Property Owner must surrender the 
Subsequent DOB Amount to CITY CCD, within three (3) 
business days of Rental Property Owner’s receipt of its DOB 
Notice. 

(ii) If Rental Property Owner has received only part of the 
Subsequent Proceeds, but more than the Subsequent DOB 
Amount identified in the DOB Notice, then Rental Property 
Owner shall surrender the Subsequent DOB Amount to CITY 
CCD, within three (3) business days of Rental Property 
Owner’s receipt of its DOB Notice. 

(iii) If Rental Property Owner has received part of the 
Subsequent Proceeds, but less than the Subsequent DOB 
Amount, Rental Property Owner shall surrender to CITY CCD 
all of the Subsequent Proceeds it has received, within three 
(3) business days of Rental Property Owner’s receipt of its 
DOB Notice. Upon Rental Property Owner’s receipt of any 
further Subsequent Proceeds, Rental Property Owner shall, 
within three (3) business days, surrender to CITY CCD the 
outstanding balance of the Subsequent DOB Amount. 

(iv) If Rental Property Owner has not yet received any 
Subsequent Proceeds, Rental Property Owner shall notify 
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CITY CCD of this fact, within three (3) business days of 
Rental Property Owner’s receipt of its DOB Notice. 
Thereafter, Rental Property Owner shall notify CITY CCD 
within three (3) business days of its receipt of any or all of 
the Subsequent Proceeds and proceed as instructed by CITY 
CCD. 

 
IX. ENVIRONMENTAL REVIEW AND CONSTRUCTION CODE COMPLIANCE 

 

A. Environmental Review 
 

1. The Rental Property Owner has completed an Environmental Assessment 
consistent with 24 CFR Part 58, published the Certification and Request for 
Release of Funds, held the 15-day public comment period, and received 
HUD’s Authority to Use Grant Funds. 

 
2. The Rental Property owner warranties and represents that the property is 

free and clear of any environmental liens; that the property is not currently 
subject to any current federal, state, or local environmental enforcement 
action; that there are no open spills of petroleum of other hazardous 
substances, and that the property has any necessary environmental 
permit, including but not limited to, current registration of any above- 
ground or below-ground petroleum bulk storage tanks and/or chemical 
bulk storage tanks. 

 
3. The Rental property owner shall abide by any and all terms and conditions 

set forth in the NEPA environmental review record, and shall be required 
to produce documentation demonstrating compliance with said 
conditions, or the funding provided by this agreement shall be subject to 
recapture. 

 
B. Construction Code 

 
1. All new residential construction must meet City building codes, the 2015 

International Residential Code with SC modifications as adopted by the 
City of Columbia, Housing Quality Standards, and City of Columbia 
floodplain ordinances. All new construction of residential buildings will 
incorporate Green Building Standards per the Action Plan for the 2015 
Storm. 

 
2. Rental Property Owner understands and agrees that the Work must 

comply with all applicable laws and building code requirements and that, 
following completion of the Work, Rental Property Owner must provide 
CITY CCD with a copy of the certificate of occupancy (CofO) for the 
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Property or other documentation that the Work has been satisfactorily 
completed. 

 
3. Rental property owner is required to apply for any and all applicable 

building permits before initiating the work including permits, as necessary, 
from the appropriate legal entity responsible for ensuring compliance with 
the floodplain construction standards set forth in the 2015 International 
Residential Code with South Carolina modifications or the City of Columbia 
Building Code and 44 CFR Part 60.3. 

 
X. APPEALS 

 

If you reject the CDBG-DR funding amount specified in the Grant Agreement, you have sixty (60) 
days within which to file an appeal. To file an appeal, you must submit a formal appeal letter to 
the following address or email address: 

 
Columbia CDBG Disaster Recovery Program 
Community Development Department 
1225 Lady St., Suite 102 
PO Box 147 
Columbia, SC 29201 
CityrecoveryDR@columbiasc.gov 

 
The Program will review your appeal and will issue a written determination of the decision. If you 
do not file an appeal within sixty (60) days, you will be deemed to have agreed with the 
calculation of the CDBG-DR funding amount and to have waived any further right to contest or 
appeal the amount of the CDBG-DR Grant. 

 
XI. UNIFORM RELOCATION ACT 

 

Rental Property Owner agrees to comply with the Uniform Relocation Assistance and Real 
Property Acquisition Policies Act of 1970, as amended (“URA”) as required and necessary. Such 
requirements may include notice to current tenants as well as to tenants at or after the date of 
the relevant storm of their rights to relocation assistance should they be displaced as a result of 
the Work undertaken with the your CDBG-DR Grant. Sample notices and information regarding 
requirements will be provided. 

 
XII. FAIR HOUSING ACT 

 

Rental Property Owner shall, at all times, comply with the requirements of the Fair Housing Act 
which prohibits discrimination on the basis of race, color, religion, sex, national origin, familial 
status and/or disability. 
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XIII. INDEMNIFICATION 
 

Rental Property Owner agrees to indemnify and hold harmless the City, CITY CCD, CITY CCD’s 
subrecipients and/or subcontractors of every tier and each of their respective officers, directors, 
agents, designated representatives, employees and affiliates (collectively the “Indemnified 
Parties”) from any and all claims, losses, damages or liability (including attorney fees) arising out 
of, or in any way related to, the CDBG-DR Grant, or any other act or failure to act under this 
Agreement, any receipt of or eligibility for any Duplicate Benefits, and/or all other documents 
executed in furtherance of the CDBG-DR Grant and/or this Agreement. If Rental Property Owner 
attempts to take legal action against the Indemnified Parties, the Indemnified Parties will have 
the right to recover from Rental Property Owner attorney fees and other expenses incurred in 
connection with such action in the event of an adverse determination or judgment against Rental 
Property Owner. 

 
XIV. DEFAULT AND RECAPTURE OF CDBG-DR GRANT 

 

The following shall constitute a default by the Rental Property Owner under this Agreement: 
 

A. Failure to comply with any of the conditions of receiving the CDBG-DR Grant as 
set forth in Section II herein; 

 
B. Failure to provide the Required Documents and Information as set forth in Section 

IX herein; 
 

C. The making and/or filing of any false, misleading or fraudulent statements and/or 
information by Rental Property Owner, either by commission or omission, with 
respect to the Representations and Warranties set forth in Section III; 

 
D. The making and/or filing of any false, misleading or fraudulent statements and/or 

information by Rental Property Owner, either by commission or omission, with 
respect to Program eligibility; 

 
E. The making and/or filing of any false, misleading or fraudulent statements and/or 

information by Rental Property Owner, either by commission or omission, with 
respect to the Required Documents and Information as set forth in Section IX; 

 
F. Selling the Property prior to the completion of the Mandatory Prospective Work 

without the prior authorization of CITY CCD; and 
 

G. Failure or refusal to fulfill and/or comply with any other terms or conditions of this 
Agreement. 

 
Notwithstanding the above, which is not an exhaustive list of default actions, CITY CCD shall have 
sole discretion to determine whether and/or when a default has occurred. 
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Upon a determination of default, CITY CCD shall provide Rental Property Owner with written 
notice (“Default Notice”) of the occurrence of a default hereunder. If the Rental Property Owner 
believes the determination of default by CITY CCD has been reached in error, Rental Property 
Owner must contact CCD within thirty (30) days from the date of the Default Notice (the 
“Response Period”) to request an Appeal as detailed in Section XII (collectively, the “Cure”). CITY 
CCD shall have sole discretion to determine whether and/or when a Cure has occurred. 

 
Upon the expiration of the Response Period and/or Rental Property Owner’s failure to 
adequately Cure via an Appeal, CITY CCD will move to recapture all or any portion of the CDBG- 
DR Grant awarded to and received by Rental Property Owner (the “Recapture Amount”). Rental 
Property Owner will be notified in writing of the obligation to repay the Recapture Amount (the 
“Recapture Notice”). Upon receipt of such Recapture Notice, Rental Property Owner agrees to 
promptly return the Recapture Amount to CITY CCD. 

 
CITY CCD may, but shall not be obligated to, exercise all rights and remedies available to it at law 
or in equity. 

 
XV. REQUIRED PROVISIONS OF LAW 

 

It is the intention and understanding of the parties hereto that each and every provision of law 
required to be inserted in this Agreement should be and is inserted herein. Furthermore, it is 
hereby stipulated that every such provision is deemed to be inserted and if, through mistake or 
otherwise, any such provision is not inserted herein, or is not inserted in correct form, then this 
Agreement shall forthwith, upon the application of either party, be amended by such insertion 
so as to comply strictly with the law and without prejudice to the rights of either party. 

 
XVI. SEVERABILITY 

 

If any provision of this Agreement is held invalid, the remainder of the Agreement shall not be 
affected thereby and all other parts of this Agreement shall nevertheless be in full force and 
effect. 

 
XVII. WAIVER 

 

CITY CCD’s failure to act with respect to default or other breach by Rental Property Owner does 
not waive its right to act with respect to subsequent or similar breaches. The failure of CITY CCD 
to exercise or enforce any right or provision shall not constitute a waiver of such right or 
provision. 

 
XVIII. ENTIRE AGREEMENT 

 

This Agreement, including all Rental Property Owners Addendum to Grant Agreement (if 
applicable), Riders, Amendments and Addenda together with the Rental Property Owner 
Documents, constitutes the entire agreement between CITY CCD and Rental Property Owner with 
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respect to the CDBG-DR Grant and supersedes all other prior or contemporaneous 
communications and proposals, whether electronic, oral, or written between CITY CCD (or its 
designated representatives) and Rental Property Owner with respect to this Agreement. In the 
event of a conflict between this Agreement and any of the Rental Property Owner Documents, 
this Agreement shall control. This Agreement may only be revised by written agreement duly 
executed by all parties. 

 
XIX. ELECTRONIC SIGNATURE 

 

In the event that CITY CCD and/ or the Rental Property Owner shall execute this Agreement by 
the use of an electronic signature, such electronic signature shall create a valid and binding 
obligation by such parties. 

 
XX. CONTRACT CONSTRUCTION 

 

Wherever the context so requires, the masculine gender includes the feminine, and the singular 
includes the plural and conversely. 

 
XXI. EXECUTORY CLAUSE 

 

This Agreement is subject to availability of CDBG-DR funds. CITY CCD shall have no liability under 
this Agreement (including any extension or other modification of this Agreement) to provide 
funding to any Rental Property Owner beyond funds appropriated or otherwise lawfully available 
for this Agreement, which shall include funds made available to CITY CCD from the Federal 
Government. 

 
XXII. ANTI-LOBBYING CERTIFICATION 

 

Rental Property Owner certifies, to the best of its knowledge and belief, that: 
 

A. No Federal appropriated funds have been paid or will be paid, by or on behalf of 
it, to any person for influencing or attempting to influence an officer or employee 
of an agency, a Member of Congress, an officer or employee of Congress, or an 
employee of a Member of Congress in connection with the awarding of any 
Federal contract, the making of any Federal grant, the making of any Federal loan, 
the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any Federal contract, grant, loan, or 
cooperative agreement; 

 
B. If any funds other than Federal appropriated funds have been paid or will be paid 

to any person for influencing or attempting to influence an officer or employee of 
any agency, a Member of Congress, an officer or employee of Congress or an 
employee of a Member of Congress in connection with this Federal contract, 
grant, loan, or cooperative agreement, it will complete and submit Standard Form- 
LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions; 

284



C. It shall require that the language of this Anti-Lobbying Certification be included in 
the award documents for all subawards at all tiers (including subcontracts, 
subgrants, and contracts under grants, loans, and cooperative agreements) and 
that all subrecipients shall certify and disclose accordingly. 

 
This certification is a material representation of fact upon which reliance was placed when this 
transaction was made or entered into. Submission of this certification is a prerequisite for making 
or entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who 
fails to file the required certification shall be subject to a civil penalty of not less than $10,000 
and not more than $100,000 for each such failure. 

 
IN WITNESS WHEREOF, the Rental Property Owner(s) and CITY CCD have executed this 
Agreement as of the date first above written. 

 
 

Rental Property Owner City of Columbia 
 
 

  

By: 

Name: 

By: Teresa Wilson, City Manager 
 

Name: Community Development 
1225 Lady Street, Suite 102 
Columbia, SC 29201 
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RIDER ONE: RENTAL PROPERTY OWNER OBLIGATIONS 
 

**This Rider applies to all Rental Property Owners whose Property serves as a primary residence 
to 

low and moderate income tenants.** 
 

It is a condition of providing assistance to Property Owner that this Rider be incorporated into 
the Grant Agreement executed by Property Owner if the Property which is the subject of this 
Grant Agreement (“Property”) contains rental dwelling units (“units”) which are occupied by Low 
to Moderate Income (“LMI”) tenant households as of the date the Grant Agreement is first signed 
by the Property Owner. 

 
In consideration of the CDBG-DR Grant, Property Owner agrees to the following: 

 
I. Agreement Not to Sell 

 
A. Property Sale and Use Restriction: The Property Owner agrees that the Property will not be 

sold or otherwise conveyed, moved, demolished or materially altered without the prior 
written consent of CITY CCD, for a period of five (5) years from the date of receipt of the final 
installment of the CDBG-DR Grant award. 

 
B. Disclosure Prior to Sale: Property Owner will disclose the existence of the Grant Agreement 

and all Riders to all potential buyers prior to the sale of the Property that is the subject of the 
Grant Agreement. 

 
C. Sale and Transfer of Obligations: If a sale or conveyance is approved in writing by CITY CCD, 

Property Owner agrees to repay all or a portion of the CDBG-DR Grant to CITY CCD according 
to the schedule contained in the Repayment section, below, UNLESS the buyer of said 
Property agrees to assume the Property Owner’s obligations under this Grant Agreement in 
writing using a document to be prepared by CITY CCD and executed by the buyer prior to sale. 

 
II. Agreement to Rent to Low- to Moderate-Income Tenants 

 
A. If the Property contains units that house LMI tenant households as of the date the Grant 

Agreement is first signed by the Property Owner, the Property Owner shall, at a minimum, 
rent the same number of units on the Property to LMI tenant households for a period of five 
(5) years from the date of receipt of the final installment of the CDBG-DR Grant award. 

 
B. LMI tenant households are defined as households with incomes at or below 80% of the area 

median income (which may include “uncapped” incomes as allowed by HUD), according to 
the annually published income charts maintained by HUD. 

 
C. A tenant’s household income is determined as of the date of the initial lease to that tenant 

and not at the time of any lease renewal. Property Owner must use the HUD established AMI 
applicable to the Metropolitan Statistical Area (“MSA”) or county where the property is 
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located and the AMI which is in effect as of the date of the initial lease. Current AMI data may 
be found here: https://www.huduser.gov/portal/datasets/il/il2018/2018summary.odn 

 

D. The Property Owner shall use best efforts to obtain documentation of tenant’s household 
income prior to renting a unit that must house LMI households and the Property Owner must 
maintain such documentation for a period of eight (8) years from the date of receipt of the 
final installment of the CDBG-DR Grant award. 

 
E. The Property Owner shall provide documentation of household income for all occupied rental 

units within fourteen (14) days of a request by CITY CCD. 
 

F. Property owner shall make LMI units available for lease to qualified third parties and said units 
shall not be occupied by Property Owner or any owner of Property Owner. 

 
G. Property Owner must use best efforts to rent all vacant LMI units to LMI households. Each 

unit leased to an LMI household must not remain vacant for more than ninety (90) days after 
the later of the issuance of a certificate of occupancy or local equivalent or the date of this 
agreement. LMI units that become vacant must be rented within ninety (90) days of 
becoming vacant. 

 
III. Agreement to Rent at an Affordable Rent 

 
A. Property Owner shall charge rents to LMI tenant households at or below the corresponding 

80% AMI rental limits set for the applicable MSA or county where the property is located. 
Property owners shall not charge rents exceeding said amounts for LMI tenant households 
residing in units on the Property for a period of five (5) years from the date of receipt of the 
final installment of the CDBG-DR Grant award. Current 80% AMI data may be found here: 
https://www.huduser.gov/portal/datasets/il/il2018/2018summary.odn 

 

B. Property Owner shall provide documentation of rent charged within fourteen (14) days of a 
request by CITY CCD. 

 
C. If Property Owner is participating in HUD’s Section 8 Rental Voucher Program, Property 

Owner shall not accept any rental payments from any source or combination of sources that 
exceeds the applicable FMR. 

 
D. Property Owner shall not charge LMI households for amenities, services, furniture, utilities or 

other items in an amount that exceeds the FMR maximum rental rate. 
 

III. Termination of Agreement and Repayment 
 

A. Termination: If Property Owner shall fully and timely perform and comply with all 
Obligations stated within the Grant Agreement and all Riders, this Agreement shall 
terminate five (5) calendar years from the date of receipt of the final installment of 
the CDBG-DR Grant. 
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B. Waiver of Requirements: CITY CCD may waive any or all of the requirements of the 
Grant Agreement or this Rider upon written application by the Property Owner to CITY 
CCD for a waiver or upon unilateral decision by CITY CCD to waive any and all 
requirements. All waivers must be issued in writing by CITY CCD. 

 
C. Notice of Noncompliance: If Property Owner shall fail to fully and timely perform and 

comply with all Obligations stated within the Grant Agreement and all Riders, CITY 
CCD shall issue a notice of non-compliance to Property Owner. If the non-compliance 
is not cured within ninety (90) days of the date the notice is sent, Property Owner 
shall be in default of the Grant Agreement and all Riders, unless the period for curing 
the non-compliance is extended in writing by CITY CCD. 

 
D. Repayment: If Property Owner shall fail to fully and timely perform and comply with 

all Obligations stated within the Grant Agreement and all Riders and fails to cure non- 
compliance in accordance the requirements stated herein, the Property Owner must 
return all or a portion of the CDBG-DR Grant to CITY CCD, according to the following 
schedule: 

 
Months 0-12: 100% repayment due 
Months 13-24: 80% repayment due 
Months 25-36: 60% repayment due 
Months 37-48: 40% repayment due 
Months 49-60: 20% repayment due 
Months 61 +: 0% repayment due 
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RIDER TWO: FLOOD INSURANCE AND RESTRICTIVE COVENANT 
 

**This Rider is binding on all Rental Property Owners, but only to the extent that the subject 
Property is NOT an individual unit in condo/co-op building.** 

 
If the Property is located in the 100-year floodplain, you are required to purchase and maintain 
flood insurance in accordance with federal law. You understand that, under federal law, flood 
insurance must be maintained for the life of the Property. 

 
In the event of a transfer of the Property, you are required, on or before the date of the 
transfer, to notify the transferee in writing, in documents evidencing the transfer of ownership 
of the Property, i.e., the deed, of the requirement to obtain and maintain flood insurance in 
perpetuity in accordance with federal law. 

 
Rental Property Owner represents that, if the Property is located in the 100-year floodplain: 

 
1. A flood insurance policy is currently in effect with respect to the Property 

and will provide documentation of same; 
 

2. A flood insurance policy will be maintained for the life of the Property; and 

3. In the event of a transfer of the Property and so that transferee will have 
written notice of the obligation to maintain flood insurance on the 
Property in perpetuity, Rental Property Owner will file a restrictive 
covenant on the Property. 
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RIDER THREE: OBLIGATION OF RENTAL PROPERTY OWNERS SUBSEQUENT TO THE STORM 
 

**This Rider is binding on all Rental Property Owners whose subject Property was purchased 
subsequent to the date of the storm for which damage assistance is being sought.** 

 
Rental Property Owner, whose subject Property was purchased subsequent to the date of the 
storm for which damage assistance is being sought, (“Subsequent Rental Property Owner”) 
hereby represents and warrants that: 

 
1. The transfer of the subject Property was conveyed via an arm’s-length transaction and 

was not an intrafamily or interfamily transfer for little or no consideration; and 
 

2. The transfer was not devised in an attempt to defraud the Program, Federal and State 
laws, and /or HUD regulations, specifically with respect to the manner in which the 
Program calculate grant awards. 

 
Subsequent Rental Property Owner hereby agrees: 

 
1. To provide to the Program a copy of the purchase agreement; 

 
2. To disclose to the Program any Duplicate Benefits that Subsequent Rental Property 

Owner may have received, will receive, or with reasonable diligence knows is likely to 
receive from the transferor of the subject Property (“Assigned Duplicate Benefits”) and 
will assist and cooperate with the Program in its diligence to discover any Assigned 
Duplicate Benefits; and 

 
3. To assign and subrogate to CITY CCD any and all Assigned Duplicate Benefits in the same 

manner as Duplicate Benefits and defined herein and as set forth in the separately 
executed Assignment and Subrogation Agreement. 
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RESIDENTIAL REHABILITATION PROCEDURES 
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CDBG DISASTER RECOVERY PROGRAM 

PROPOSED CHANGE REQUEST 

Date:  1/25/19 
 
Version No:   2 

Initiated by: Maya Gorman 
 
Email: maya.gorman@columbiasc.gov 

Name of Program, Policy or Plan: Residential Rehab Procedures 

Description of Proposed Change: Add description of pre-application process; identify specific staff responsible 
for eligibility review and DOB; add description of priority levels; clarify that properties in Chapter 7 bankruptcy 
proceedings are ineligible (Chapter 13 bankruptcy proceedings are acceptable as long as the applicant is 
meeting payment requirements); add section on vacancy requirements for SRRP; add sections on inactive 
process and voluntary withdrawal; add recapture language to DOB section; add definition of decent, safe and 
sanitary conditions; add sections on flood plain management, LBP, asbestos and mold to ERR; clarify 
preconstruction and construction processes; add section on construction payment; add section on optional 
homeowner relocation assistance; update reporting requirements and grievance process; include templates of 
homeowner grant agreement, construction contract and Request for Payment. 
Description of Current Policy: 
Process and procedures for all residential rehab activities for the Minor Repair Program, Columbia Homeowner 
Assistance Program, and Small Rental Repair Program. 

Reason(s) for Proposed Change: 
Organization changes recommended by HUD Relocation Specialist; minor changes requested at HUD monitoring visit; 
update procedures for each program as the DR specifics have evolved. 

Program and Budget Impact: None 

This change requires (Check all categories that apply): 

Substantial Action Plan Amendment 
 

Non-substantial Action Plan Amendment 
 

 Policy and Procedures   Major or Minor 

Eligibility Determination 

Other    
 
Actions: 

Date Initiated: January 25, 2019 

Date Reviewed: 

Recommendation: Approve Reject Recommend Changes 
 

292

mailto:maya.gorman@columbiasc.gov


CDBG DISASTER RECOVERY 
RESIDENTIAL REHABILITATION PROCEDURES MANUAL 

Columbia Homeowners Assistance Program, Minor Repair Program, 
Small Rental Repair Program 

Version 2, January 2019 
 

PROGRAM OUTREACH: 
• Develop implementation strategy and outreach materials: detailed Program Descriptions, 

pre-application, list of documents needed to complete application, Frequently Asked 
Questions, a process flow chart, website introduction; 

• Map addresses of potential major-severe damage homeowners to identify possible 
locations for public meetings; 

• Compose and mail letters to 259 homeowners whose primary residence was identified by 
FEMA as sustaining major or severe damage from the flood inviting them to participate 
in a public information session and schedule an appointment with a Case Manager; 

• Mail letters to 1145 properties on FEMA’s minor damage list inviting them to attend a 
public information meeting and schedule an appointment with a Case Manager. 

• Public Notice is published in journal of record, The State, noting the dates, times, and 
locations of program information sessions; CDBG DR contact information and where to 
view program descriptions; 

• Press releases sent to approximately 70 local media organizations and interviews solicited 
from television and radio stations; a notice of the initial public information meeting was 
posted on YouTube; program information was posted on the City Talk, WISTV, and ABC 
Columbia websites; 

• Public meetings will include introduction of case managers and program staff; a brief 
presentation by Community Development Director, CDBG Disaster Recovery Manager, 
and/ or staff explaining program rules and eligibility criteria, application and grant award 
process, documentation needed to determine eligibility, duplication of benefits, 
environmental review and construction process; question/answer period; 

• Applicant completes pre-application and makes an appointment with a case manager. 
 

APPLICATION INTAKE: 
Please note: All residential rehabilitation programs will be closed to applicants as of October 
1, 2018. 

 
When a homeowner responds to public outreach and expresses an interest in a residential 
rehabilitation program, they complete a brief Pre-Application (Phase 1), which is reviewed for 
basic program acceptability. Homeowners are contacted by Disaster Recovery case managers and 
asked to schedule an appointment to complete an electronic application, Applicant meets with a 
case manager to complete electronic application, submit required program documents, sign 
release forms to have information verified by outside sources, sign certification that all 
information in the application is true, and verify receipt of the following: Asbestos in your Home, 
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Protect your Family from Lead in your Home, General Information Notice (GIN), GIN 
Nonresidential Tenant Nondisplaced, GIN Residential Tenant to be Displaced, GIN Residential 
Tenant Not Displaced, Notice of Eligibility for URA of Residential Tenant, and Disaster Recovery 
Grievance and Complaint Procedures. 

 
APPLICATION ELIGIBILITY REVIEW: 
CDBG Disaster Recovery case managers staff will establish clear criteria and a program 
requirement checklist to ensure an equitable, transparent process. Acceptable homeowner 
applications must demonstrate meet the following eligibility criteria: 

• Property must be located within the city limits of Columbia; 
• Home must have been damaged by the storm of October 2015; 
• Property must have been the homeowner’s primary residence at the time of the October 

2015 storm (does not apply to owners of rental properties); 
• Homeowner must have been the owner of record on or before October 2015, and 

continue to be the owner throughout the grant compliance period set by the City. 
 

SPECIAL CIRCUMSTANCES RELATED TO OCCUPANCY: 
• Active duty military personnel who own a storm-damaged home within the Columbia city 

limits, but are currently assigned to duty away from their home or were assigned to duty 
away from their home at the time of the storm, are eligible to apply. 

• Applicants who are incapacitated due to being incarcerated or in a nursing home at the 
time of the storm, must present proof at the time of application that they will not be 
incapacitated for more than 180 days and will reoccupy the home within 180 days after 
rehabilitation. 

The income limits utilized for the CDBG Disaster Recovery Program are the current income limits 
established yearly by HUD for the Section 8 Housing Program. All beneficiaries of the Columbia 
Homeowner Assistance Program and the Minor Small Rental Repair Program must meet the Low 
to Moderate Income (LMI) National Objective, defined as providing a benefit to households 
with incomes of 80% or less of the area median income (AMI) as computed on the most current 
HUD Section 8 Income Limits. Under Action Plan Amendment #1, the Minor Repair Program was 
revised to allow households with income between 81% and 120% of AMI to qualify for program 
assistance. Any activity carried out with CDBG DR funds involving residential rehabilitation is 
considered to benefit LMI persons only to the extent such housing will, upon completion, be 
occupied by such persons. 

 
The case manager determines makes a preliminary determination if the application is complete 
and acceptable program eligibility and assigns a priority level; submits a letter of preliminary 
acceptance eligibility (contingent on environmental review, ERR, damage assessment and 
Duplication of Benefits) or non-acceptance ineligibility to the applicant, and records transmittal 
in the applicant file. Priorities are assigned at the time of application based on the following 
factors. Within these priority levels applicants will be served based on application date with 
earliest first served (Project ID #). 
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• P1 - Emergency – An eminent threat to health or safety of residents at time of application 
• P2 - Elderly, disabled and female head of household (FHH) with minor children 
• P3 - Elderly and FHH 
• P4 - Elderly and disabled 
• P5 - Elderly 
• P6 - FHH and disabled 
• P7 - Disabled 
• P8 – FHH 
• P9 - None of the above 

 
• Proof of ID 

• Tax identification number (Social Security Number); 
• Driver's license or a state issued photo ID; 
• Passport; 
• Military ID; 
• Birth Certificate or Immunization Record 

 
• Income Eligibility - The applicant must provide one of the following as proof of income for 

all individuals over the age of 18 who live at the property. 
• IRS Form 1040, 
• Three months of bank statements showing direct deposit amounts; 
• Last three consecutive pay check stubs; 
• Current copy of social security statement/award letter; 
• Current copy of retirement/pension statements; and 
• Current copy of unemployment statement. 

 
• Proof of Ownership - The applicant must own the property to be repaired; properties in 

Chapter 7 bankruptcy or foreclosure proceedings are not eligible to participate (Chapter 13 
bankruptcy proceedings are acceptable as long as the applicant is meeting payment 
requirements). For the purposes of federally funded disaster recovery programs, ownership 
may be proven in the following manner: 
• Fee Simple Deed in applicant's name or warranty deed recorded in the county records 

citing the applicant’s name. 
• Applicants may prove ownership by providing alternative documentation and 

completing a notarized heirship affidavit that certifies that one of the following 
circumstances applies: 

o Nobody else has the right to claim ownership; 
o Anyone who has a right to claim ownership has agreed to participate in the 

program; or 
o Anyone who has a right to claim ownership could not be located (after 

reasonable attempts to contact). 
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• The alternative documentation that can be provided instead of a copy of the deed 
includes (in order of preference): 

o Receipt for current property tax payment; 
o Homeowner insurance policy; 
o Mortgage Payment book; 
o Other documentation deemed acceptable by the grantee. 

• The documentation must show that the applicant was the person responsible for 
paying for these items at the time of the disaster. 

 
• Primary Residency - The unit to be rehabilitated must have been occupied as the applicant’s 

primary residence as of October 5, 2015 (Not applicable to rental property owners). Primary 
residency must be supported by documentation at the time of the event such as: 
• Asset verification (income tax returns, credit check, etc.); 
• Utility bills specific to the property address and name of the applicant, which were 

active as of the above-referenced date; 
• Voter Registration Card; 
• Driver’s License issued before October 2015 and not expired; 
• Receipt for property tax or homestead exemption. 

 
• Damaged Property Information – The applicant must provide documentation demonstrating 

the damage is connected to the disaster. 
• Address within Columbia city limits; 
• Type of structure and year built; 
• FEMA registration numbers; 
• Receipts for the home repairs made to the damaged property (write name and property 

address on receipts). 
 

• Property Taxes. Applicant must furnish evidence that property taxes are current or that one 
of the following alternatives have been met: 
• The property owner qualified for and received a tax deferral as allowed under local tax 

code; 
• The property owner qualified for and received a tax exemption pursuant to the local tax 

Code; or 
• The applicant entered into a payment plan with the taxing authority. 

 
Support documentation verifying the tax deferral or tax exemption must be provided by  
the applicant. Any applicant that enters into a payment plan must supply a signed copy of 
the payment plan from the taxing entity, along with documentation that they are current  
on their payment plan. 

 
• Proof of Insurance. If the unit is located in the 100-year flood plain, flood insurance is 

mandatory. Flood hazard insurance may be purchased by the CDBG Disaster Recovery 
Program on behalf of the homeowner for one year from the date of assistance. Assisted 
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homeowners will be required to maintain f lood insurance; failure to maintain f lood 
insurance may impact future disaster assistance. 
 • Flood Insurance; or 
 • Homeowners Insurance. 

 

VACANCY REQUIREMENTS FOR RENTAL PROPERTIES 
Property owners in the SRRP may apply for program assistance with partially occupied properties, 
but will only receive funding for units that have been continuously vacant since October 5, 2015. 
After submitting an application, owners should not rent any units identified on the application as 
vacant until construction is complete and the program verifies the income of potential tenants. 
There are no reliable systemic methods to conclusively validate the status of rental property at 
the time of the storm or vacancies at the time of application. The program requires property 
owners to self-certify this information on the application, under penalty of perjury, a precedent 
established at program inception. If during the course of processing an applicant it becomes 
evident that application information may not have been accurate, the file will be submitted to 
the Internal Auditor for review to determine whether fraud, waste, or abuse exist. 

THE INACTIVE PROCESS 
The case manager will review the application and all documents submitted by the homeowner, 
determine if the required documentation is complete, and identify additional information and 
documents needed. Homeowners will be given several opportunities to submit missing 
information in order to continue the application process. Homeowners who have submitted 
incomplete applications and/or are unresponsive to information requests for more than 14 days 
will receive an initial notice identifying the missing information, another letter will be submitted 
after 30 days, and a final notice will be submitted after 45 days. An application may result in an 
inactive status and removal from potential repair services if any of the following conditions exist: 

 
• Insufficient documentation has been submitted to verify all program requirements, 
• Due to lack of information a program assistance award calculation cannot be completed, 
• An unresolved Duplication of Benefits exists and the applicant does not have the ability 

to fund the required gap amount, 
• Applicants failure to comply with program requirements described herein including, but 

not limited to, site visits, scheduled appointments, etc. 
• Due to a program decision concerning damage to a home that is not suitable for 

rehabilitation, or 
• The cost to repair or replace exceeds the program cap. 

 
An Inactive email is automatically generated by the application database, which includes a 
reason for the change in status, and documentation is recorded in the case notes log. Denial 
letters are emailed and sent to the homeowner through U.S. mail; documentation is recorded 
in the applicant file. Applicants may appeal a decision to close their application by using the 
Program Grievance and Complaint Procedures provided at the time of application. 
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VOLUNTARY WITHDRAWAL 
An applicant may request to withdraw from the program at any time before the grant agreement 
is signed. The applicant’s desire to withdraw must be in writing. Upon receipt of a withdrawal 
request, the case manager will send the applicant a withdrawal confirmation letter and update 
the status in the System of Record. 

 
DUPLICATION OF BENEFITS REVIEW 
The federal regulation pertaining to the Program’s policy and procedure for identifying 
Duplication of Benefits (DOB) is found in Federal Register/ Vol. 76, No. 221, November 16,2011, 
which will be reviewed by case managers as part of determining Duplication of Benefits. 

Case managers will review all applications for assistance for possible DOB, which occur when: 
• A beneficiary receives assistance; 
• The assistance is from multiple sources; and 
• The assistance amount exceeds the need for a particular recovery activity. 

 
These funding sources include: 

• FEMA 
• Small Business Administration 
• National Flood Insurance Program 
• Other federal, state or local funding 
• Nonprofit, private sector and charitable assistance. 
• Private homeowner’s insurance 

 
The first step in calculating DOB is to determine the amount of assistance needed and the amount 
of funds previously received or expected for a disaster recovery activity. All sources of recovery 
assistance must be disclosed and verified during the application process using third party 
information and verification procedures. Other sources of funding include Federal Emergency 
Management Agency (FEMA), Small Business Administration (SBA), the National Flood Insurance 
Program (NFIP), private insurance, local and state funds, other federal programs, and private and 
nonprofit organizations. Case managers will determine the amount of assistance as follows: 

• Review applicant total need prior to assistance; 
• Identify potentially duplicative assistance as defined above; 
• Deduct duplicative assistance; 
• Determine the maximum allowable award and apply the program cap to calculate final 

award. 
 

Case managers also will identify assistance not available for the activity such as forced mortgage 
payoff, funds from private loans not guaranteed by the SBA (forgivable loans are duplicative) and 
any other asset or line of credit available to the applicant such as checking and savings accounts, 
stocks, etc. These funds are not considered duplicative and may be excluded as a duplication of 
benefit. 
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The amount of assistance needed (unmet need) will be based on the cost of construction and 
environmental remediation to complete the final scope of work. Temporary relocation assistance 
based on need and number of occupants will also be calculated (per the Optional Homeowner 
Relocation Assistance Policy) and an advance payment will be issued at the time the grant 
agreement is executed. Before executing a grant agreement, a Quality Assurance/Quality Control 
(QA/QC) review will be conducted to ensure all applications program documentation is complete 
and DOB calculations are correct. Outstanding DOB must be paid at the Grant agreement review 
and approval meeting. The grant agreement will include a requirement that any additional 
assistance received for the same purpose as CDBG Disaster Recovery funds must be returned to 
the City (subrogation agreement). 

 
After CDBG funds are awarded, applicants must notify the assigned case manager of the receipt 
of any additional funds for the same activity. Case managers will review individual pay requests 
to determine if other funds received represent a DOB. If so, funds will be withheld from future 
pay requests and the approved project budget will be amended. In the event all funds have been 
expended when a DOB is identified, the applicant must repay the City of Columbia in accordance 
with the Grant Agreement, and/or Subrogation Agreement. Monitoring for duplication of 
benefits is incorporated into the Program’s QA/QC Plan and will be performed by the Compliance 
Specialist. 

Compliance and monitoring staff will review regular updates of project information for 
duplicative assistance and will alert case managers if actions are required on an applicant file. 
Any duplicative assistance will require an adjustment on the calculation and either a reduction in 
award or grant recapture carried out in accordance with the program subrogation agreement. 

 
PREQUALIFIED POOL OF VENDORS (PPV) 
The Program has established a pool of pre-qualified residential construction contractors to 
perform home improvement services for rehabilitation programs administered by the 
Community Development Department. This pool is provided as a convenience to the homeowner 
and in no way implies the Program’s or City’s endorsement of any individual contractor(s). To 
ensure quality construction, the Program requires all contractors to meet standardized bonding 
and insurance requirements and will ensure that contractors are appropriately licensed and have 
not been debarred from performing work on federally funded contracts. Contractors in the pool 
have provided proof that they are licensed to do business in the City of Columbia and the State 
of South Carolina. Major Rehabilitation projects costing $100,000 or more require contractors to 
maintain a minimum of $300,000.00 in general liability insurance coverage; all contractors must 
maintain Builder’s Risk insurance for duration of the project. 

 
A Request for Residential Construction Contractors, including contractors licensed and/or 
certified to conduct environmental remediation services for lead-based paint and asbestos 
abatement, has been published in The State newspaper. All interested contractors must 
complete a contractor application and, if qualified, will be added to the pool of Program 
Prequalified Vendors (PPV) and notified of upcoming construction opportunities. Contractors 
may apply to the PPV at any time during program activities. Contractors may not bid on a project 
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until approved by the program. The PPV and contractor application will be maintained on the 
Program website (https://dr.columbiasc.gov) and updated quarterly. Minority Business 
Enterprises and Women Owned Business Enterprises (MBE/WBE) are encouraged to apply. 

 
The CDBG Disaster Recovery program will host an information session for contractors interested 
in participating in the PPV. At that time, the Construction Manager will discuss the bid and 
contracting process, program specifics, and HUD compliance requirements. 

 
Using a PPV allows aspects of the competitive process to be addressed early in a phased selection 
process so that contractors in the Pool can be engaged on an accelerated basis. Where a PPV has 
been established for a particular activity, the solicitation of individual bids need not be publicly 
advertised, but the Pool must include enough qualified sources to ensure maximum open and 
free competition. Potential contractors may submit their qualifications at any time while 
construction activities continue. 

 
The Program also may enter into contracts with vendors where the State or an affiliated agency 
has competitively procured a pool of eligible vendors for comparable services and under 
comparable terms. To foster greater economy and efficiency, and in an effort to promote cost- 
effective use of shared services across the federal government, the City is encouraged to enter 
into State and local intergovernmental agreements or inter-entity agreements, where 
appropriate, for procurement or use of common or shared goods and services. 

 
PRELIMINARY DAMAGE ASSESSMENT INSPECTION AND DEFINE SCOPE OF WORK 
Housing Inspectors will perform preliminary damage assessments and prepare a scope of work 
and cost estimate for each property. Inspectors will assess the condition of the home, verify 
storm related damage, and identify repairs necessary to meet local building codes and 
minimum property standards, increase energy efficiency and provide a decent, safe and 
sanitary home as addressed in the CDBG Disaster Recovery Housing Standards Guide. The 
CDBG Disaster Recovery Property Review Committee reserves the right to make the final 
determination on matters of program compliance as it relates to these housing standards. The 
Property Review Committee consists of the Director of Community Development, the 
Assistant City Manager for Budget and Program Management, and the Assistant City Manager 
for Development. 

 
Decent, safe, and sanitary housing is housing that: 

• Meets applicable housing and occupancy requirements. 
• Is structurally sound, weather-tight, and in good repair. 
• Contains a safe, acceptable electrical wiring system. 
• Has acceptable living space for the occupants 
• Has a kitchen with a sink, hot and cold running water, and connections for a stove and 

refrigerator (if you were displaced from a housekeeping unit). 
• Has a separate, complete bathroom with hot and cold running water. 
• Has heating as required by climatic conditions. 
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• Has an unobstructed exit to safe, open space at ground level 
• Meets standards protecting occupants from lead-based paint hazards. 
• Is free of barriers that would preclude reasonable use of the unit by disable occupants. 

 
An environmental contractor will examine the home for the presence of mold, asbestos and 
lead-based paint (LBP), among other considerations, and determine what activities are 
necessary to meet applicable laws and regulations. Lead paint inspections provide two 
benefits: (1) the costs of abatement are factored into the cost estimates for rehabilitation and 
(2) the health risks to residents, particularly children and the elderly, must be reported so that 
residents may seek appropriate medical attention. If the home has historic properties, the 
inspector will note deficiencies and needed repairs to the historic exterior features and notify 
the environmental services team for completion of a Section 106 Review. 

 

TIERED ENVIRONMENTAL REVIEW 
The City will follow the guidelines established in the 24 CFR Part 58 Compliance Guidebook 
published by HUD Region VI in April 2014 to complete Environmental Review Records for each 
program activity. An Exemption for professional services was executed on February 20, 2017. As 
the Responsible Entity, the City of Columbia evaluated the scope of its housing programs and 
determined three tiered Categorically Excluded Subject (CEST) to 58.5 reviews are necessary to 
comply with NEPA-Related Federal Laws and Authorities as follows: 

• CEST Major rehabilitation activities – Columbia Homeowner Assistance and Small Rental 
Repair Programs 

• CEST Minor rehabilitation activities – Minor Repair Program 
• CEST Pre-Award Reimbursement activities – Elevation Reimbursement Program 

 
The Program has complied with the statutory laws and authorities cited in §58.5 and with the 
requirements of §58.6, completing the Compliance Checklist related to Flood Disaster Protection; 
restrictions for a project located in Coastal Barrier Resource Areas; and buyer notifications if a 
project is located in a Runway Clear Zone or Clear Zone. Until specific addresses of applicants are 
known, the City conducted Tier 1 reviews of scattered sites within the city limits addressing the 
following authorities: 

• Coastal Zone Management, 
• Sole Source Aquifers, 
• Endangered Species, 
• Wild and Scenic Rivers, 
• Air Quality, 
• Farmland Protection, 
• Noise Control and Abatement, 
• Explosive and Flammable Operations, and 
• Airport Hazards. 

 
An 8 Step Decision Process has been completed for the 140 major and severely damaged 
properties located in the floodplain. The City published an Early Floodplain notice on June 5, 
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2017; a Final Floodplain notice on June 30, 2017; and a combined Finding of No Significant Impact 
and Intent to Request Release of Funds Notice on July 16, 2017. The Request for Release of Funds 
for the Tier I CEST reviews was submitted to HUD on August 7, 2017 and an Authorization to Use 
Grant Funds was received on August 24, 2017. 

 
The site specific strategy described in the Tier 1 Environmental Review Record will address the 
compliance factors that could not be addressed in the broad environmental review. These 
compliance factors are included on the site specific checklists, which will be completed as 
properties are identified and determined eligible for the program. These site specific 
environmental reviews will be completed for each property before executing a grant agreement 
or taking any choice limiting actions. Choice limiting actions include acquisition of real property; 
leasing property; rehabilitation, demolition, construction of buildings or structures; relocating 
buildings or structures, conversion of land or buildings/structures. The following environmental 
factors will be addressed for each individual property: 

• Historic properties 
• Floodplain management 
• Wetland protection 
• Contamination and toxic substances including Lead Based Paint, Asbestos and Mold 
• Environmental Justice 

 
SECTION 106 HISTORIC PRESERVATION COMPLIANCE REVIEW 
The City of Columbia has executed an Addendum to the Federal Emergency Management Agency 
(FEMA) Programmatic Agreement with South Carolina to expedite Section 106 reviews of historic 
properties that may be affected by one of the housing programs described above. Under the 
Unified Federal Review process each Responsible Entity must perform sufficient public outreach. 
A Public Notice concerning the proposed Addendum was published in The State on February 24, 
2017 and letters were sent to the Richland County Conservation Commission, the Lexington 
County Historical Society, Historic Columbia, and the SC Department of Archives and History. 

The environmental services firm procured for the Program will include staff that meets the 
Secretary of the Interior’s Professional Qualification Standards to conduct Section 106 reviews 
and has been confirmed by HUD. The executed Addendum, a cover letter, and a copy of the staff 
resume will be submitted to HUD and posted on the Section 106 Agreements section of the HUD 
Historic Preservation website. 

As part of its broad programmatic review, the Program has defined the Area of Potential Effects 
(APE) as any of the 15 historic preservation districts within the city limits. Section 106 reviews 
will be completed for all dwellings age 45 years or older when deemed eligible for the program. 

The City of Columbia and State Historic Preservation Office (SHPO) have a Programmatic 
Agreement (PA) that expedites consultation when rehabilitation activities conform to the original 
footprint and/or are performed in previously disturbed soils. Upon environmental clearance the 
grant award will be calculated based on the cost estimate and the duplication of benefits review. 
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FLOOD PLAIN MANAGEMENT 
The City of Columbia adopted Ordinance 2015-046 in compliance with FEMA and National 
Flood Insurance Program requirements to mitigate future flood damage. Division 3, Flood 
Hazard Reduction, Section 21-172, Specific Standards, requires that “new construction or 
substantial improvement to residential structures (in a Special Flood Hazards Area) shall have 
the lowest floor, including basements, elevated no lower than two feet above the base flood 
elevation. No basements are permitted. Should solid foundation walls be used to elevate a 
structure, flood openings sufficient to facilitate the unimpeded movement of floodwaters shall 
be provided in accordance with standards of subsections (3) of this section.” 

 
The Project Inspector and environmental contractor will examine the home for the presence 
of mold, asbestos and lead-based paint (LBP) and the environmental contractor will determine 
what activities are necessary to meet applicable laws and regulations. The costs of LBP, 
asbestos and mold abatement are factored into the cost estimates for rehabilitation and the 
health risks to residents, particularly children and the elderly, must be reported so that 
residents may seek appropriate medical attention. 

 
LEAD BASED PAINT PROTOCOL 
Congress passed the Residential Lead-Based Paint Hazard Reduction Act of 1992, also known as 
Title X, to protect families from exposure to lead from paint, dust, and soil. Section 1018 of this 
law directed HUD and EPA to require the disclosure of known information on lead-based paint 
(LBP) and lead-based paint hazards before the sale or lease of most housing built before 1978. 
Before execution of a grant agreement for HUD assisted residential rehabilitation projects, 
homeowners and tenants must receive: 

• An EPA-approved information pamphlet on identifying and controlling lead-based paint 
hazards Protect Your Family From Lead In Your Home. 

• Disclosure of information concerning LBP or lead-based paint hazards such as the location 
and condition of the painted surfaces. 

• Reports on lead-based paint and/or lead-based paint hazards within 15 days of 
submission of the environmental contractor final laboratory report to the Program. 

• A signed and dated statement that the homeowner or tenant received required Lead 
Warning notifications. 

 
Homes built prior to 1978 or homes with an unknown date of construction must be inspected for 
hazards associated with the presence of lead-based paint or may be presumed to have lead- 
based paint hazards. If present, the Program will comply with HUD’s Lead Safe Housing Rule, 
including possible removal of lead-based paint and providing lead paint hazard notifications and 
clearance examinations. 

• The presence of Lead-Based Paint is a health risk to residents, particularly children and 
the elderly. Applicants may be required to temporarily relocate during repairs and 
construction if necessary. 

• Compliance with federal lead paint requirements for rehabilitation projects may affect 
the project cost estimate, planning, and timeline therefore, the costs of lead-based paint 
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abatement will be included into the cost estimates for rehabilitation. All procedures will 
be documented in each project file. 

Contractors must comply with any state or local laws or federal regulations governing 
environmental hazards and their remediation as well as all lead-based paint rules including 
occupant and worker protection during construction activities, post construction certifications, 
and a description of worksite cleaning methods used for each project. HUD assisted construction 
or rehabilitation of residential structures is subject to the Lead-Based Paint regulations, 24 CFR 
Part 35, the inspections and certifications required under section 35.14(f), and provisions for the 
elimination of lead-based paint hazards under subpart B. 

 
Contractors shall comply with the provisions of Occupational Safety and Health Administration 
(OSHA) 29 CFR Part 1926, governing the protection of workers disturbing lead painted surfaces. 
These provisions include, but are not limited to the following: 

• The contractor has received a copy of the Lead Paint Inspection Report identifying areas 
containing lead paint and documenting the content of lead on all painted surfaces to be 
disturbed. 

• The contractor shall conduct air quality monitoring when appropriate for the type of 
activity to determine the level of worker protection required by OHSA. If air quality 
monitoring results exceed 30 ug/cu. for an 8-hour period, then worker blood testing and 
monitoring requirements provided in OHSA shall apply. 

• The contractor shall provide personal protective equipment, including a respirator 
program, as appropriate to the type of job as required by OHSA. 

• The contractor shall provide proper containment of the work site and clean the work site 
not less than daily to contain lead dust. 

• The contractor shall make proper facilities available for worker hygiene when entering or 
exiting a work area. 

• The contractor shall provide signage indicating the presence of a lead hazard when 
conducting work activities. 

• The contractor shall ensure that specialized cleaning of containment areas is complete 
before the occupant reoccupies the house. For activities that remove identified lead 
hazards, the contractor shall ensure that specialized cleaning is adequate to meet 
clearance standards adopted by the U.S. Department of Housing and Urban Development 
(HUD) and the South Carolina Departments of Health and Environmental Control (DHEC). 

 
The following methods shall not be used to remove paint that is, or may be, lead-based paint: 

• Open flame burning or torching. 
• Machine sanding or grinding without a high-efficiency particulate air (HEPA) local exhaust 

control. 
• Abrasive blasting or sandblasting without HEPA local exhaust control. 
• Heat guns operating above 1100 degrees Fahrenheit or charring the paint. 
• Dry sanding or dry scraping, except dry scraping in conjunction with heat guns or within 

1.0 ft. of electric outlets, or when treating defective paint spots totaling no more than 2 
sq. ft. in one interior room or totaling no more than 20 sq. ft. on exterior surfaces. 
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• Paint stripping in a poorly ventilated space using a volatile stripper that is a hazardous 
substance in accordance with the regulations of the Consumer Product Safety 
Commission at 16 CFR 1500.3 and/or other hazardous chemical in accordance with OSHA 
regulations at 29 CFR 1910.1200 or 1926.59, as applicable to the work. 

 
ASBESTOS 
The environmental services firm will complete asbestos testing and inspections subject to 
National Emissions Standards for Hazardous Air Pollutants (NESHAP) established by EPA at 40 
CFR 61 Part M and the SC Department of Health and Environmental Control (SCDHEC) Bureau of 
Air Quality regulation 61-86.1, Standards of Performance for Asbestos Projects. This includes 
inspection and sampling of only suspect asbestos containing building materials in the critical path 
of rehabilitation and renovation activities as identified in the Disaster Recovery damage 
assessments. 

 
Abatement of Asbestos Containing Materials (ACM) must be performed by a SCDHEC licensed 
and EPA trained abatement contractor. Per SCDHEC Asbestos Regulation 61-86.1, this abatement 
effort must also be designed in accordance with 40 CFR 763.90 (g) (Federal Register, Volume 52, 
Number 210, Friday October 30, 1987), as amended and any subsequent amendments and 
editions. Contractors performing abatement work shall post at the job site a clear copy of a 
current training certificate issued by an approved training provider and a Department-issued 
personnel license. 

 
MOLD PROTOCOL 
The Disaster Recovery construction team will ensure bid specifications include appropriate 
guidelines for mold remediation using the following protocol: 

• A home that is deemed extreme and severe for mold will be classified as Mold Protocol 
Type A. Type A Mold Classification requires hazardous cleanup and protective equipment 
and monitoring. The use of Commercial Grade Dehumidifiers with no monitoring; 
Negative air Fans; HEPA Air Scrubbers for particulate and spore removal; HEPA Air 
Vacuum; Labor; HEPA Vacuuming; Microbial and Encapsulating Compound and 
Hazardous Waste/Mold Cleaning Technician; Protective Equipment; Removal; Monitoring 
of Spore Particulate post/during remediation may be required. 

• A home that is deemed moderately extreme for mold with two or more areas needing 
mold remediation will be classified as Mold Protocol Type B. Type B Mold Classification 
requires hazardous cleanup and protective equipment with or without monitoring. The 
use of protective equipment and commercial grade dehumidifiers and Fans including 
HEPA Air Scrubbers for particulate and spore removal and labor may be required. 
Vacuuming and Microbial Encapsulating Compound and Hazardous Waste/Mold Cleanup 
will be necessary for the remediated area. 

• A home that is deemed minimal for mold will be classified as Mold Protocol Type C. This 
is for a small area or one room of the home. Type C Mold Classification requires cleanup 
and use of protective equipment and a microbial in one room or small area of the home. 
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The use of a Vacuum and Microbial and Encapsulating Compound with minimal waste 
will be necessary. 

 
PRECONSTRUCTION 
If there is no lead-based paint or asbestos present, the construction manager (CM) will perform 
a preconstruction inspection to verify damages and identify those that are flood or storm related 
and those for safety, sanitation or code reasons. After a QA/QC review, the CM will develop the 
final scope and cost estimate. If the total repair cost is greater than 55% of the pre-storm Fair 
Market Value (2014 tax assessed value + 10%), the property information and condition will be 
submitted to the City for review and the City will recommend how to proceed with any possible 
rehabilitation. 

 
The Program requires that a termite inspection be performed by a licensed pest control company 
before construction begins. If termites are found, the structure shall be treated for subterranean 
termites by a state licensed exterminator who upon completion of treatment shall issue an 
Official South Carolina Wood Infestation Report showing that structure is free-and-clear of 
infestation or damage caused by any wood destroying insects or fungi. The cost of inspection 
and treatment for one year will be reimbursed through the grant agreement. Structures that 
have been treated after October 2015 by a state licensed exterminator may be exempt from re- 
treatment provided that documents are forwarded to the Construction Manager confirming such 
treatment. 

 
Properties approved for rehab will enter the Preconstruction Phase. The construction team 
will complete a QA/QC review of damages and a preconstruction inspection; 
prepare a detailed scope of work including environmental remediation measures 
and green building and energy efficiency requirements; create bid specifications, a bid 
schedule, and bid form; and establish a baseline for cost comparison of contractor bids. The cost 
estimate will utilize Xactimate 28® software. The homeowner will be given the opportunity to 
must review and agree to the scope of work before the pre-bid conference and contractor 
mandatory site visit. Differences in allowable repairs will be resolved between the property 
owner and Construction Manager before the applicant continues in the program. Any significant 
changes in the repair scope identified after the contractor’s site visit will be provided to the 
homeowner prior to an approval of a final scope of work. The final scope of work will be 
contained in the Grant Agreement and Homeowner Construction Contract. contract agreement 

 

Properties will be placed for bid among the prequalified general contractors. Contractors are 
must sign in at the pre-bid inspection (site visit) of the property, which will be coordinated 
through the Housing Inspector or Construction Manager. Construction staff will provide adequate 
time for written contractor questions and program responses. Bid invitations must be extended 
to the list of contractors on the PPV. Bids will be reviewed by the Construction Manager and  
the lowest responsive and responsible contractor will be selected and provided a notice of Intent 
to Award contacted. The homeowner will receive a construction contract agreement identifying 
the selected contractor. for acceptance selection Should the homeowner decide not to sign or 
accept the contract, the Program must notify the homeowner that further assistance cannot be 
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provided. Bids must fall within plus or minus 20% of the program cost estimate. If no bids fall 
within this range, a variance analysis will be performed to determine the differences in scope and 
costs. Program staff will review the variance report and determine if changes are warranted. Any 
warranted changes to the scope of work will be made and the revised program estimate will 
reflect the total amount necessary to repair flood related damages. 

 
If the City decides that reconstruction/replacement is warranted, the construction team will 
recommend suitable residential designs (including any historical building requirements) based on 
occupants and household needs at the time of application. Upon City approval, the homeowner 
will be presented the replacement alternative(s) for acceptance. Following Homeowner 
acceptance, the Program will request from the City an ALTA-like Survey. The survey will be used 
to develop plans and specs for City Planning approval. Upon approval, the program will issue an 
Invitation to Bid to residential builders and select the lowest responsive, responsible bidder in 
accordance with the Disaster Recovery Procurement Policies and Procedures and 2 CFR 200, 
Uniform Administrative and Cost Principles. If the homeowner declines to accept the 
replacement alternatives, the Program has the sole discretion to close the application with no 
further action. 

 
DETERMINE AWARD 
The CDBG Disaster Recovery Project Manager, with the assistance of Construction Manager 
and/or the Project Inspector, will determine the award amount based on the contractor bid, plus 
URA costs if necessary. After subtracting the duplicate funds received or anticipated from the 
proposed activity cost, CDBG Disaster Recovery staff will calculate the maximum award. In 
determining the award amount, the City seeks to provide sufficient funding to repair the home 
to acceptable standards or reconstruct a suitable home while adhering to a transparent approach 
to calculating need. 

 
After the Program selection has been determined, case managers will clearly explain the terms 
of the grant award, the subrogation agreement, and the appeals process. The Program Grant 
Agreement with the property owner will stipulate the conditions, responsibilities and authorities 
required to complete the scope of work, which will be reviewed again with the homeowner. The 
Agreement will also include authorizations of program covenants, deed restrictions (if 
applicable), and standard language affirming the Program is acting in the best interest of the 
property owner and the owner holds the program and City harmless. The Agreement also 
requires the applicant to return to the City of Columbia any additional assistance received for the 
same purpose as the CDBG Disaster Recovery funds. This agreement will be monitored by 
program compliance staff at least once annually for three years. The City Manager Director of 
Community Development will execute Grant Agreements with homeowners. 

 

Disaster recovery assistance needs are calculated at a point in time. As a result, subsequent 
circumstances may occur that affect the need. If, after the assistance has been calculated 
and/or an award has been made, an applicant can demonstrate a change in circumstances the 
award calculation may be reevaluated. Such changes in circumstance include vandalism, 
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contractor fraud, an increase in the cost of materials or labor, a change in local zoning law or 
building codes, or subsequent damage to a home or business that was partially repaired. The 
reevaluation must be completed before the initial need for which assistance was granted has 
been fully met (e.g., before a damaged house is fully repaired). Unless an additional need is 
established, disaster recovery funds must be recaptured to the extent they are in excess of the 
need and duplicate other assistance received by the beneficiary for the same purpose. Protocols 
for recapturing assistance are mandatory, will be included in the Grant Agreement, and must 
be effectively communicated, orally and written, to applicants during this process. 

 
CONSTRUCTION 
The Construction phase begins with execution of the Grant Agreement and Construction 
contract. In the case of reconstruction or replacement, program staff will procure a demolition 
contractor and a builder/developer. The homeowner will be required to remove belongings and 
relocate before demolition begins. While demolition and grading are underway, City approved 
plans and permits will be completed. Required inspections, Program and/or City, will be 
conducted during the Construction phase to confirm compliance for work completed and for 
approving payment requests. When construction is complete, the City will inspect and approve 
the work before final payment is issued and the homeowner returns. 

 
The Construction Manager will schedule a mandatory preconstruction conference with the 
homeowner and the selected contractor to establish thestart date, the completion date, and the 
sequence of work and to clarify any special conditions. The pre-construction conference ensures 
that all parties are in agreement about the work to be completed and consists of two parts. The 
first part deals with basic contract and procedural issues: contract start and end  dates;  
contract terms and conditions; payment schedules, pay requests and procedures; inspection 
procedures and requirements; lead-based paint requirements; role of the City of Columbia; 
complaint and conflict resolution procedures; and other programmatic procedures. The second 
part consists of a walk-through of the house. 

 
All parties should understand how the work will proceed. It is particularly important that the 
homeowner be made fully aware of the extent of the inconvenience experienced as a result of 
rehabilitation work. In some cases, it may be necessary to temporarily relocate occupants during 
certain activities. If so, case managers will follow the procedures identified in the CDBG Disaster 
Recovery URA Policies and Procedures. 

 
A thorough explanation of the process to handle disputes also will be discussed. All disputes will 
be handled according to the contract agreement and/or provisions of the CDBG Disaster 
Recovery Grievance and Complaint Procedures. Instructions will be given regarding clean up by 
the homeowner prior to the work, and the contractor after the work. The Contractor will be 
expected to communicate directly with the Housing Inspector or Contract POC regarding 
construction progress, issues, and changes. 

 
Disaster Recovery construction or housing rehabilitation contracts exceeding the Simplified 
Acquisition Threshold of $150,000 may accept the City’s contractor bonding policy and 
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requirements provided HUD has determined that the federal interest is adequately protected. 
The Construction Agreement, executed by the assisted homeowner and the rehabilitation or 
building contractor, will delineate the responsibility of each party; incorporate the scope of 
work, the contract amount, and the completion date; and include the following provisions: 

 • HUD 4010, Federal Labor Standards Provisions; 
 • Applicable Department of Labor Federal Wage Determination; 
• CDBG Compliance Provisions Conditions for Federal Funding for Construction Contracts; 
 • Section 3 compliance and reporting requirements; 
• Construction schedule; 
 • Timetable for contractor payments; 
 • Performance Bonds; 
• Insurance; and 
• Change order policy. 

 
Disaster Recovery staff will prepare the contract and related documents, which must be signed 
by the property owner and the contractor. and notarized. A Notice to Proceed (NTP) will be issued 
following a period of three days for the homeowner to rescind the transaction. The NTP will be 
signed by the Construction Manager and gives the contractor authorization to begin work based 
on the approved schedule and indicates the contractual completion date. All parties must sign 
the NTP. 

 

Homeowner responsibilities during construction include the following: 
• Ensure the contractor has clear access to the home and all repair areas; 
• Contact the Contract POC Program staff concerning issues or concerns that arise during 

the course of work; homeowners may not ask the contractor to make changes to the 
scope; 

• Refrain from directing sub-contractors or other workers on site. The homeowner should 
contact the Contract POC or case worker with any issues or concerns regarding 
construction activities; 

• Indicate in writing any unresolved issues with the contractor and submit it to the Contract 
POC, who will inform the Program for review and written determination/response. 
response within one week from date of receipt Unresolved issues will be handled as 
required by the contract; 

• Provide Ensure utilities are connected and available as required by the contract; 
• Comply with all lead-based paint rules and regulations as required by HUD, administered 

by the contractor, and overseen by the Construction Manager including completing 
paperwork in a timely fashion; 

• Respond promptly to requests for approval and signature of any significant change 
orders. 

• Respond promptly to request for signature on contractor Requests for Payment. 
 

The contractor shall be liable for all work performed under the contract. Contractor 
responsibilities during construction include the following: 
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• Contractor will conform to the submitted schedule and notify homeowner at least one 
week before starting work, and as required by law or regulation for any lead-based paint 
activities; 

• Contractor will keep worksite clean and safe at all times; 
• All gates, doors, etc. will be latched and/or locked as instructed by homeowner. 

Contractor will make sure the house is secure before leaving the premises unattended. 
• Contractor will complete all repairs in a safe and timely fashion and work during normal 

construction hours (City Ordinance Sec. 18-69); daylight hours only 
• Contractor will not park vehicles, heavy equipment, dumpster, etc. on property unless 

homeowner has agreed to a designated parking area and with the understanding that the 
contractor will be responsible for any cost or repairs to the designated area should 
damage be incurred. 

• Contractor will provide homeowner and the Construction Manager Contract POC with 
emergency contact information to address construction related emergencies that may 
occur after normal business construction hours. 

• Contractor, contractor employees, or sub-contractors working under the CDBG Disaster 
Recovery Program will not engage in the unlawful manufacture, distribution, 
dispensation, possession or use of a controlled substance during the performance of work 
on this contract. 

• Contractor, contractor employees, or sub-contractors will not be under the influence of 
any performance altering substance, drink, or medication during the performance of work 
on this contract. 

• Contractor will not perform any work not explicitly identified in the contract scope of 
work or approved Change Orders. 

 
The Construction Manager will provide construction management oversight and reserves the 
right to limit the number of open contracts held by each general contractor in the program. If 
necessary, staff will provide contractor training on program requirements, processes and 
procedures, and inspection standards including environmental mitigation measures. Compliance 
staff will ensure Section 3 forms are executed by all contractors. 

 
Rehabilitation activities will assist flood-damaged households within the Columbia city limits. All 
improvements, products, and fixtures will promote energy efficiency, water conservation, and 
green building practices to the extent applicable, including the following types of improvements: 

• Roof repair/replacement 
• Flooring repair/replacement 
• Electrical repair/replacement 
• Window repair/replacement 
• Electrical and plumbing fixtures 
• Heating, Ventilation and Air Conditioning (HVAC) equipment 
• Appliance replacement 
• Lead-based paint, asbestos, and mold remediation 
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• Americans with Disabilities Act (ADA) accessibility 
• Insulation and sheetrock repair/replacement 
• Building foundation repair/replacement/elevation 
• Repair/replacement unsafe water and sewer supplies 
• Drainage improvements 

 
Improvements that meet HUD Housing Quality Disaster Recovery Housing Standards and 
Cost Effective Energy Measures are eligible if they are physically attached to the house and are 
permanent in nature (e.g., sheds or garages located separately are ineligible). All electrical 
components must be inspected including service, meter, wiring, and fixtures even if no 
electrical work is being specified. Unsafe components must be replaced and all exposed wiring, 
switches, and light bulbs in living areas must be encased. Energy efficient stoves, refrigerators, 
and other appliances are eligible when replacement is necessary and only when they are not 
present or repair would not be cost effective. 

 

All rehabilitation projects must comply with Disaster Recovery Housing Standards, Housing 
Quality Standards (HQS) and all applicable local building codes, and floodplain and zoning 
ordinances at the time of project completion. Contractors are obligated to perform all work 
strictly in accordance with the project specifications. Whenever it appears that materials 
furnished or work performed by the contractor fail to fulfill the requirements of the contract, 
the Project Inspector and/or Construction Manager shall call discrepancies to the attention of 
the contractor; all discrepancies must be resolved to the satisfaction of the Program 
Construction Manager and the homeowner. 

 
Columbia’s Citywide Building Code standards are pegged to the 2015 International Residential 
Building Code with South Carolina modifications, and the 2009 International Energy Conservation 
Code (IECC), which provides for quality, durable, energy efficient and mold resistant construction. 
All electrical work will be completed by an electrician with an approved license from the City of 
Columbia. A licensed plumber must perform all plumbing work. Building permits are required for 
all construction work. All housing activities shall be designed to achieve maximum energy 
efficiency to the extent that this can be accomplished on a cost-effective basis, considering 
construction and operating costs over the life cycle of the structure. Efficiency may be 
demonstrated through design based on LEAD, Energy Star, and/or other comparable guidelines 
and rating systems. 

GREEN BUILDING STANDARDS AND FLOOD RESISTANT  CONSTRUCTION: 
The following housing rehabilitation standards will be met as applicable: 

• All replacement of residential properties, including reconstruction and new 
construction of substantially damaged properties, will meet the Enterprise Green 
Communities Standard. 

• Construction plans will incorporate the EPA’s Green Infrastructure resources to the 
extent feasible. 
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• Green infrastructure techniques will be used to mitigate storm water run-off and 
flooding when possible. 

• Non-substantially damaged properties will follow the HUD CPD Green Buildings 
Retrofit Checklist. 

 
All reconstruction and rehabilitation in Flood Hazard Areas (with the exception of the floodway 
where rehabilitation activities are prohibited) shall include flood resistant construction 
techniques when possible: 

• Be designed (or modified) and anchored to prevent flotation, collapse, or lateral 
movement of the structure; 

• Be constructed with materials and utility equipment resistant to flood damage; 
• Be constructed by methods and practices that minimize flood damage; and 
• Be constructed with electrical, heating, ventilation, plumbing and air conditioning 

equipment designed and located to prevent water from entering or accumulating within 
the components during floods. 

 
CONSTRUCTION PAYMENT: 
Contractors will be paid on a reimbursement basis not to exceed the contract amount plus 
approved change orders. The Construction Manager will review all invoices and Requests for 
Payment submitted by the contractor for accuracy and completeness. Requests for 
reimbursement will be dependent upon inspections confirming work completed through the 
invoice period, the submission of all invoices with required documentation, a progress report, 
and final approval by the Construction Manager and the Homeowner. Costs for materials and 
equipment shall only be paid for materials properly installed and placed. Arrival on site does not 
constitute grounds for payment. 

 
The City may retain 10% of each payment request pending a final inspection and evidence that 
the premises are free of liens and damages. The contractor shall submit a release of all mechanics 
and material liens prior to final payment. Rehab contractors will establish draw request schedule 
prior to starting the work and our project inspector will confirm the work in place is acceptable 
and complete. If the work requires City inspection; the City inspector must approve the work 
before the project inspector confirms the work to be completed. 

 
Pay requests executed by the Construction Manager, contractor and homeowner will be 
forwarded to the Community Development (CD) Coordinator, who will get the Department of 
Community Development’s approval. Contractors must sign for receipt of the check. 

 
CHANGE ORDERS: 
The Construction Manager will review all requests for change orders. Federal funds can only be 
used for hidden damages or unforeseen conditions; approval is based on the availability of funds 
and will be disbursed at the sole discretion of the City of Columbia Community Development 
Department. 
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No variation in the scope of work shall be made without a duly approved change order, regardless 
of whether or not cost is involved. The change order will be prepared by the contractor, approved 
by the Construction Manager, and signed by the contractor before City approval. Work 
completed without written authority will be considered unauthorized and at the contractor’s 
expense. Requested change orders must include photo documentation and be supported by a 
cost reasonableness analysis and will consist of: 

• The reason the change is necessary; 
• The detailed scope of work requested; 
• The estimated cost; and 
• The estimated schedule to complete. 

 
INSPECTIONS 
The Project Inspector and/or Construction Manager will complete Program inspections. The 
Contractor is responsible for scheduling inspections required by City ordinances. The Contractor 
will notify the Program prior to any City required inspection. 

 
Housing The Contractor will notify the Project Inspector for the need for an interim inspection 
and schedule a date and time during normal business hours [Monday thru Friday 8:30-5:00] that 
is also convenient for the homeowner. The Case Manager will notify homeowners of the 
appointed date and time. All areas of the home must be accessible to the inspector and the 
contractor should be prepared to answer any questions the inspector may have as well as share 
any questions or concerns they have concerning the rehabilitation of the home. 

 

Progress Interim inspections serve three primary purposes: 1) evaluate the contractor's 
progress; 2) confirm that local building codes, standards and City inspections requirements have 
been satisfactorily met; and 3) confirm that all contract requirements have been met. to all 
 parties’ satisfaction. 

• The Construction Manager Contractor will schedule inspections at key stages in the 
project, such as when wiring and plumbing are completed and still exposed prior to the 
wall or flooring being replaced; or when work performed by a specialty subcontractor, 
who will be present for only a short time, is nearing completion. 

• Inspections to approve progress payments will be attended by the Contractor, 
Construction Manager or Inspector and homeowner, who all must sign the Request for 
Payment. scheduled made at a time convenient by the contractor. These inspections will 
be made promptly so as not to delay the processing of the contractor's payments. If at 
all possible, the same Project Housing Inspector will conduct inspections each time. 

• Building All required permits are required for all construction work the responsibility of 
the construction contractor. 

• The Homeowner Project Inspector and the Construction Manager will sign the inspection 
forms as acknowledgement that the work was completed and meets their approval. If 
the homeowner is not satisfied with any aspect of the work, the inspection forms 
should not be signed until a resolution of found. the contractor has corrected the faulty 
work. When work is nearing completion, the Contractor will notify the Construction 
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Manager of a specific date when the job will be ready for punch list inspection, which will 
guarantee that all work has been completed according to contract specifications. The 
Contractor, Project Inspector and/or Construction Manager will develop the punch 
list, which constitutes the work necessary to complete the contract. If the punch list 
contains more than ten (10) items, the contractor is not ready for a final inspection. When 
the punch list has been prepared, no other work items should be expected of the 
contractor. 

• The completion of all items identified on the punch list will be required for final 
inspection. If interim inspections were conducted and include work corrections or 
changes in scope, the final inspection should address those items specifically 

• Upon final completion of the work, the Program shall schedule a Homeowner walk 
through with the Construction Manager. Both the Homeowner and the Program must 
acknowledge, in writing, that the contract has been fulfilled. 

• The Program will confirm that the Homeowner receives all warranties and instruction 
booklets for installed equipment and a copy of the final inspection. 

• Disbursement of the final payment to the contractor will be made pending receipt of a 
Final Affidavit of lien from each subcontractor and a list of all contractors. 

 
WARRANTIES AND RETAINAGE 
Program staff will ensure the contractor provides property owners with all certifications and 
warranties before approving final payment. Contractors pre-qualified for the CDBG Disaster 
Recovery Program must provide a limited one-year warranty for any work completed against 
defective work. Contractors shall provide lien-releases from all sub-contractors including, at a 
minimum, any plumber, electrician, or heating & air conditioning company. performing work on 
the project prior to release of retainage. 

• All work performed by the contractor will be guaranteed for one (1) year as stipulated 
in the construction contract. The Homeowner may require request the contractor to 
correct defects or problems arising from specific work under this contract for one year. 
Should the contractor fail to do so, the Homeowner may take legal recourse as allowed 
by State of Federal laws. as prescribed in the rehabilitation contract. A reasonable 
amount of time to correct the problem will be allowed; however, in no case will such 
time exceed two weeks 

• The Construction Manager will complete a site walk to verify that all work has been 
completed in accordance with the contract and submit the contractor's final request for 
payment. 

• The City may retain 10% of each payment request pending a final inspection. Should  
the contractor fail to resolve or correct any problems, no final payments will be made 
until such problems are corrected. 

 
OPTIONAL HOMEOWNER RELOCATION ASSISTANCE 
The Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA) 
applies to federally-assisted acquisition or rehabilitation activities that displace residents, either 
temporarily or permanently. The City has adopted an optional relocation policy to assist 
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Homeowners in our residential rehabilitation programs during construction, reconstruction, or 
environmental remediation activities when occupancy may threaten the health or safety of 
residents and it is in their best interest to vacate the home for a period of time. URA assistance 
to tenants is addressed in the next section. 

 
The Homeowner policies and procedures cover: 

• When relocation is required and how long relocation will typically last; 
• How much notice will be provided to move and return; 
• What constitutes an appropriate relocation unit; 
• Whose responsibility it is to identify a temporary unit; 
• How payment will be disbursed; 
• What relocation benefits are available to the resident during the relocation period. 

 
URA program notifications must be made at critical points during the construction and relocation 
process. At the application intake session homeowners receive and sign an acknowledgement of 
receipt, several notices informing them of URA requirements and rights: the General Information 
Notice (GIN), the Notice of Non-Displacement, and the Notice of Eligibility for URA Relocation 
Assistance. If a Homeowner must be temporarily relocated, this notice and documentation of 
receipt demonstrates that they were informed of their rights, guarantees to return under 
reasonable terms, and the availability of eligible relocation costs. Occupants will receive a thirty 
(30) day notification to move explaining the reason for the move, the estimated timeframe for 
temporary relocation, the availability of Relocation Advisory Services, and a list of eligible 
expenses. Documentation of this notice to displaced households establishes the eligibility date 
for incurring temporary relocation costs, and a date by which to monitor project progress and 
ensure that household displacement does not exceed one year. 

 
Program activities will be planned and implemented in a manner that minimizes, to the extent 
possible, the time residents need to vacate their home. Case managers will assess the household 
needs of those being temporarily displaced and provide housing advisory assistance and referrals 
to community resources including has identified and inspected available short term housing and 
moving and storage companies. If the displaced household identifies their own temporary unit, 
the case manager will inspect the unit to ensure that it meets decent, safe and sanitary 
conditions, is reasonably priced, and accommodates the needs of the household. 

According to the City’s Optional Policy for Temporary Homeowner Relocation assistance policy 
Homeowner assistance must be reasonable and necessary and may not exceed $6,000 per 
household. Payments will be made to the member of the displaced household responsible for 
paying the appropriate authority in a timely and efficient manner. Eligible expenses Assistance 
includes an allowance for moving and storage expenses, and the difference between the rent at 
the temporary unit and permanent unit. Displaced Homeowners will be encouraged to 
temporarily relocate with friends or family, who will be offered up to one half of Fair Market Rent 
(FMR). Receipts are mandatory for reimbursement of claims. 
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Eligible recipients shall be given reasonable notice to relocate in advance of the contractor 
initiating rehabilitation work. The length of time for temporary relocation will be determined by 
the scope of work and will be communicated to the displaced household for planning purposes. 
All displaced households will be notified in writing upon completion of construction or those 
activities that generated the relocation. The displaced household will be given a reasonable 
timeframe to move and re-occupy the rehabilitated unit. This timeframe will generally be 
coordinated with the terms of the lease at the temporary unit. However, in no case shall the 
timeframe for return to the rehabilitated unit exceed 30 days. The Case Manager will meet the 
applicant to relay the 30-day return home notice and ask the The tenant homeowner to will sign 
an acknowledgement that relocation expenses will end at the end of the month following 30 days 
from the date of construction completion. 

 

It is the responsibility of the displaced homeowner to move within the allotted timeframe. clean 
the temporary unit, and return all keys to the landlord. The program will not be responsible for 
rental payments if the displaced household fails to vacate the rental property in the time allotted. 
If the timeframe for temporary relocation is extended due to the failure of the contractor to 
complete the work within the prescribed timeframe, the program will provide additional 
commensurate assistance. work with the landlord at the temporary unit to extend the lease or 
rental agreement and pay for additional costs. 

 

TENANT RELOCATION ASSISTANCE 
The URA applies to all tenants temporarily or permanently (12 months or longer) displaced as a 
result of project activities. The City’s goal is to minimize the temporary and permanent 
displacement of tenants. Rental property owners participating in the Small Rental Repair 
Program cannot permanently displace tenants residing in their rental units. At a minimum, 
tenants will be provided housing advisory services to assess relocation needs and levels of 
assistance, describe individual rights under the Fair Housing Law, and methods for locating 
suitable replacement housing. Tenants also will be provided a listing of available and affordable 
units comparable in size to the dwelling from which the household was displaced. For temporary 
displacement, tenants will be provided with assurances that the rehabilitated rental unit will be 
available at affordable rates for a minimum of two years upon their return. 

 
In the event that an eligible tenant was relocated prior to the Program providing URA assistance, 
the tenant will be contacted to determine the reasons and circumstances for the displacement. 
If a tenant has returned to the rehabilitated unit, then documentation of temporary relocation 
expenses will be collected and reviewed to reimburse the tenant for eligible relocation costs. If 
the tenant has become permanently displaced as a result of the program, the Program will 
evaluate the case and provide relocation benefits in accordance with URA requirements. 

 
Finally, no person displaced by rental rehabilitation activities will be discriminated against. All 
displaced persons shall be equally provided information, counseling, referrals, and relocation 
services. In addition, no person shall be displaced or discriminated against because of age, 
race, color, religion, sex, handicap, or national origin. 
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SECTION 3 
Section 3 of the Housing and Urban Development (HUD) Act of 1968, mandates that, to the 
greatest extent feasible, recipients of HUD financial assistance ensure that employment and 
other economic and business opportunities are directed to public housing residents and other 
low-income persons, particularly recipients of government housing assistance, and business 
concerns that provide economic opportunities to low- and very-low income persons. 

 
The City of Columbia has developed Section 3 policies and procedures to ensure that all parties - 
residents, businesses, contractors, and subcontractors - comply with Title 24 CFR Part 135 – 
Economic Opportunities for Low- and Very Low-Income Persons. Low- and very low-income 
persons are those whose total household income does not exceed 80 percent and 50 percent 
respectively of the area median income. 

 
Section 3 requirements are triggered whenever the need for new employment, contracting or 
subcontracting is established for federally funded projects involving the construction or 
rehabilitation of housing, or other public construction projects, valued at $200,000 or more and 
contracts of $100,000 or more. Section 3 regulations apply to construction and professional 
services contracts alike and cover the entire project regardless of whether it is fully or partially 
funded by HUD. 

 
The City of Columbia requires 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 implements this policy by awarding contracts to contractors, vendors, and suppliers who 
create employment and business opportunities for qualified low and very low-income residents. 

 
The City of Columbia has incorporated Section 3 procedures into its CDBG Disaster Recovery 
Procurement Policy and requires a Section 3 clause be included in all procurements generated 
for use with HUD funding. This policy establishes employment and training goals that contractors 
and subcontractors should meet to comply with Section 3 requirements. The numerical goal is: 

 
Ten percent (10%) of the aggregate number of new hires in any fiscal year. 

 
It is the responsibility of contractors, vendors and suppliers to implement progressive efforts 
to attain Section 3 compliance. Any contractor that does not meet the Section 3 numerical 
goals must demonstrate why meeting the goals were not feasible. The CDBG Disaster Recovery 
A Section 3 Business Concern is a business: 

• That is 51 percent or more owned by Section 3 resident; or 
• Whose permanent, full-time employees include persons, at least 30 percent of whom 

are currently Section 3 residents, or were Section 3 residents within three years of 
the date of first employment with the business concern; or 

• That provides evidence of a commitment to subcontract in excess of 25 percent of the 
dollar award of all subcontractors to business concerns that meet the qualifications. 
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Section 3 Covered Assistance includes: 
• Public housing development assistance pursuant to Section 5 of the 1937 Act; 
• Public housing operating assistance provided pursuant to Section 9 of the 1937 Act; 
• Public housing modernization assistance provided pursuant to Section 14 of the 1937 

Act; 
• 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 (including other buildings or improvements regardless 
of ownership). 

 
A Section 3 Resident is a public housing resident or an individual who resides in the 
metropolitan area or nonmetropolitan county in which the Section 3 covered assistance is 
expended and who is considered to be a low-to very low-income person. 

 
The Disaster Recovery Compliance Specialist will ensure contractor and subcontractor 
compliance with Section 3 goals and responsibilities as follows: 

• The Section 3 clause will appear in all applicable advertisements for bids and Requests 
for Qualifications and Proposals; 

• The Section 3 clause and certifications will be included in all applicable construction 
specifications and final contracts; 

• Contractor eligibility and lack of debarment will be verified before a Notice of Award is 
issued; 

• A discussion of Section 3 requirements will be part of the agenda for all pre-construction 
conferences; 

• Contractors will certify that any vacant employment or training positions filled after the 
contract award, but before contract execution, were not filled to circumvent obligations 
under 24 CFR Part 135; 

• Contractors will include the Section 3 clause in every subcontract of $100,000 or more 
and will refrain from contracting with any firm known to be in violation of Section 3 
regulations; 

• Contractors and subcontractors will demonstrate and document good faith efforts to 
meet the numerical goals established by the Section 3 Plan; and 

• Contractor compliance with Section 3 will be monitored and documented. 
 

The CDBG Disaster Recovery Compliance Specialist will assist contractors with little or no 
experience in achieving Section 3 hiring and contracting goals by: 

• Asking the contractor to present a list of the number of subcontracting and/or 
employment opportunities expected to be generated from the initial contract; 

 • Providing the contractor with a list of Section 3 business concerns interested and qualified 
for construction projects; (See Subcontractor Outreach Program, Ayesha Driggers, 
Compliance Administrator, 803-545-3049 or agdriggers@columbiasc.net, Department of 
Utilities and Engineering Compliance Office.) 
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 • Informing the contractor of known issues that might affect Section 3 residents from 
performing job related duties. 

• Reviewing the new hire clause with contractors and subcontractors to ensure the 
requirement is understood. It is not intended for contractors and subcontractors to 
terminate existing employees, but to make every feasible effort to employ Section 3 
program participants before others when hiring employees needed to complete proposed 
work to be performed with HUD (federal) funds; 

• Before submitting bids or proposals all contractors/businesses seeking Section 3 
preference must complete certifications acknowledging the Section 3 contracting and 
employment provisions required by this section. Such certifications shall be supported 
with appropriate documentation; 

• Any business seeking Section 3 preference in the award of contracts or purchase 
agreements with the City of Columbia must complete the Certification for Business 
Concerns Seeking Section 3 Preference In Contracting and Demonstration of Capability 
form, which can be obtained from the CDBG Disaster Recovery Compliance Specialist. 
The business must be able to provide adequate documentation as evidence of eligibility 
for Section 3 preference; and 

• Certifications for Section 3 preference for business concerns must be submitted to the 
Section 3 Coordinator prior to the submission of bids for approval. 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. 

 
REIMBURSEMENT 
The City may reimburse eligible applicants to the Minor Repair and Small Rental Repair programs 
who used personal funds to repair storm-related damages to their homes, and the program 
determines the costs associated with these repairs are both reasonable and necessary. 
Reimbursements are limited to costs incurred by homeowners for repairs completed satisfactorily 
by a licensed area contractor prior to program application and within one year of the October 
2015 Flood. The minimum amount of reimbursement is $5,000 with a $10,000 maximum 
allowable. Detailed receipts will be necessary. 

Reimbursement may be issued to an applicant who meets program requirements before 
construction is completed unless one of the following conditions apply: 

 
• Decent, Safe and Sanitary (DSS) issues are identified during the initial property inspection. 
• Lead based paint (LBP) hazards are identified during the LBP risk assessment; all hazards 

must be properly mitigated or abated and the property cleared by a certified risk assessor 
or certified lead-based paint inspector before reimbursement may be issued. 

 
Applicants may be reimbursed for permanent repairs made to their structure if the expenses 
were incurred after October 4, 2015, but within one year of the storm event. The Program 
assessment estimates the value of completed permanent repairs using a standardized pricing 
model to ensure that all applicants are reimbursed fairly and equally, the costs are reasonable 
and the repairs were necessary. During the initial inspection, applicants must identify repairs 
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made as a result of the October 2015 Flood and who performed the repairs. Applicants may not 
be reimbursed for repairs paid for by nonprofit or religious organizations. 

 
Applicants may only receive reimbursement for repairs made using personal funds including 
private sector loans not subsidized by the government. Repairs paid for with fully or partially 
utilized SBA Loans, FEMA funds, private or flood insurance proceeds, or nonprofit funds including 
donated materials, are considered a duplication of benefits and are not eligible for 
reimbursement. 

 
GRANT CLOSING PROCESS 
Case managers will document the funding assistance and the participant’s obligations under 
the program; ensure participants understand program obligations; coordinate the draw-down 
of funds; and ensure project completion in a timely, efficient manner. Closeout procedures will 
be initiated when: 

 
• All costs to be paid with CDBG Disaster Recovery funds have been incurred, with the 

exception of closeout costs (e.g., audit) or contingent liability costs. 
• The work financed with CDBG funding has been completed, and 
• The participant’s other responsibilities under its agreement have been met. 

 
When these criteria have been met, or upon the expiration of the Cooperative Endeavor Grant 
Agreement, Compliance staff will monitor all financial, performance, and project records, and 
other reports that were a condition of the award. These reports may include but are not limited 
to: 

 

• A final performance or progress report; 
• A financial status report (including all program income); 
• A final request for payment. 

RECAPTURE: 
All beneficiaries of CDBG Disaster Recovery funds are required to enter into a subrogation 
agreement per Federal Register notice requirements to recapture any assistance later received 
for the same purpose. The written agreement between the homeowner and the City of Columbia, 
as well as mortgage and lien documents, if applicable, typically impose the recapture 
requirements in CDBG Disaster Recovery-assisted housing projects. These enforcement 
mechanisms such as deed restrictions, covenants running with the land, or other similar 
mechanisms ensure that the City recaptures the financial assistance provided if the property is 
transferred or the property owner fails to meet program requirements. A clear, detailed grant 
agreement ensures that all parties are aware of the specific requirements applicable to the unit 
(i.e., period or affordability, principal residency requirement, terms and conditions of either the 
resale or recapture requirement), and helps the City enforce those requirements. The written 
agreement creates a legal obligation for the City and permits the homeowner to sell the property 
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to a willing buyer after five (5) years from the date of construction completion during the period 
of affordability while the City is able to recapture all or a portion of the assistance provided. 

 

The recapture approach requires that all or a portion of the direct subsidy provided to the 
homebuyer be recaptured from the net proceeds of the sale. These provisions are imposed for 
the duration of the term of residency period of affordability on rehabilitation projects through 
a written agreement with the homeowner, and enforced via lien, deed restrictions, or covenants 
running with the land. The recapture provisions are triggered by any transfer of title, either 
voluntary or involuntary, during the established term of residency period of affordability. 

 

If the homeowner sells or transfers the property for any period of time during the term of the 
grant agreement, repayment will be enforced. If the homeowner fails to meet any contractual 
obligations of the Grant Cooperative Endeavor Agreement, the homeowner will be determined 
to be in a state of noncompliance, and Disaster Recovery staff will implement the following 
recapture procedure: 

 
• Meet with applicant to document the reason(s) for recapture; 
• Issue a 60-day notice requiring full repayment, certification of compliance, or creation of 

a repayment plan (installments) if approved by the City of Columbia. 
• If a notice is returned, staff will take reasonable actions to locate the applicant. 
• Homeowner may be allowed to appeal the recapture based on the City's appeal process. 

Disaster Recovery staff will gather additional information regarding the appeal and make 
a determination. The City of Columbia will make the final appeal decision. 

• If fraud is suspected, the file will be submitted to Columbia’s Internal Auditor and 
forwarded to the Office of the State’s Attorney immediately. 

 
REPORTING REQUIREMENTS: 
Monitoring of program compliance will be performed by the CDBG Disaster Recovery Compliance 
Specialist in accordance with the City’s CDBG-DR Monitoring Plan, program covenants and reuse 
requirements/limitations. DR compliance staff will monitor all participant files to ensure HUD 
program requirements are met, including documentation for recordkeeping and financial 
management, procurement, contracting, labor regulations, Section 3, Section 504, and 
environmental clearance. Compliance with the CDBG Disaster Recovery regulations, including 
all information and reports required under the City’ contract with subrecipients or third party 
contractors, will be monitored as established in the CDBG Disaster Recovery Monitoring Plan. 
The City and its subrecipients will periodically report on goals and compliance with Section 3 as 
required by 24 CFR Part 135. Subrecipients also will be expected to collect and report data 
relevant to Affirmatively Furthering Fair Housing and Civil Rights compliance. The reporting 
requirements include, but are not be limited to: 

 
• A direct application by an individual or non-institutional entity; 
• Applicant’s household income; 
• Household income as a percentage of AMI family income as defined annually by 
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HUD; 
• The race and ethnicity of the head of household; 
• The household’s familial status and any restrictions regarding the age or familial 

status of occupants; 
• The presence of a household member with a disability and whether the housing unit 

is Americans Disability Act (ADA) accessible; 
• Housing assistance not directly linked to a specific beneficiary: 
• The cost of the housing unit to the applicant and to the occupant. 

 
RECORD RETENTION: 
Case managers and compliance staff will ensure that all required paperwork is in the master file 
prior to project close out. The City of Columbia will maintain program files and records for general 
administration activities for each applicant and for each assisted homeowner for a period of not 
less than five (5) years as stipulated by City of Columbia record retention policy. The State of 
South Carolina, the Department of Housing and Urban Development, the Comptroller General 
of the United States, or any of their duly authorized representatives, shall have access to any 
books, documents, papers and records directly pertinent to the CDBG Disaster Recovery grant 
award for the purpose of audits, examinations, and making excerpts and transcriptions. All 
records connected with this program will be maintained in a central location by the City of 
Columbia and will be maintained for five (5) years from the official date of the City 's final 
closeout of the grant. 

 
COMPLAINTS AND APPEALS: 
The CDBG Disaster Recovery Program will handle citizen complaints in accordance with its 
Grievance and Complaint Procedures. Staff will maintain the following files: 

 
• The name of the person who filed the complaint; 
• The date the complaint was received; 
• A description of the complaint; 
• The name of each person contacted in relation to the complaint; 
• A summary of the results of the review or investigation of the complaint; and 
• An explanation of the reason the file was closed, if the file was closed 

The goal of the City’s complaints and appeals process is to  provide  an  opportunity  to  
resolve complaints either formal or informal, in a timely manner, usually within fifteen (15) 
days where practicable, and to provide the right to participate in the process and appeal a 
decision when there is reason to believe their application was not handled according to program 
guidelines. The Program has established a Grievance Committee comprised of three two 
members of the Citizen Advisory Committee and the CDBG Disaster Flood Recovery Program 
Manager. The committee provides a means to respond to applicant concerns or the general 
public relating to Disaster Recovery activities, rules and decisions. The grievance process 
provides a way for an applicant’s concern to be heard and responded to by a committee of 
peers. 
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Committee Member Responsibilities: 
• Review applicant complaints concerning the administration of CDBG Disaster Recovery 

Program; 
• Know the grievance process and how it directly relates to the Disaster Recovery 

program; 
• Complete a grievance form; 
• Log and file complaint, written response, and correspondence; 
• Notify complainant in writing of findings with seven days of receipt; 
• Participate in committee hearings if complainant disagrees with the decision; 
• Notify complainant in writing of hearing date; 
• Listen with an open mind to the grievance presented; 
• Keep information presented during the grievance hearing and subsequent discussions 

confidential; 
• Be consistent in the way decisions are made; 
• Ask appropriate questions to ensure all relevant information is presented; 
• After conferring with other members of the committee, make a decision regarding the 

grievance; 
• Take responsibility for writing the written resolution to grievance hearings; 
• Committee members must remove themselves if they have a personal 

connection/conflict of interest with an applicant or family filing or named in the 
grievance; 

• Committee members will serve a one-year term. 

All applications, guidelines, and websites will include the right to file a complaint or appeal  
and the process for beginning an appeal or making a complaint. The following procedures will 
be followed on all complaints that cannot be resolved by the Disaster Recovery Manager and 
require additional peer review received by the CDBG Disaster Recovery Program. The initial 
complaint may be expressed orally or in writing. 

 

• The CDBG Disaster Recovery Manager will notify the Director of Community Development 
of the complaint, investigate the complaint, and respond in writing within 15 days. report 
the findings to the Grievance Committee within eight (8) business days. 

• If the complainant requests a peer review, report the original findings will be reported to 
the Grievance Committee within eight (8) business days. 

• The Grievance Committee will notify the complainant in writing of its findings within 
seven (7) business days. 

• If the complainant disagrees with the Grievance Committee’s findings, he/she must notify 
the CDBG Disaster Recovery Manager in writing that he/she desires a hearing by the 
Grievance Committee for review and reconsideration. The CDBG Disaster Recovery 
Manager will notify the complainant in writing of the hearing date. 

• The complainant must bring all relevant data, witnesses, etc., to the hearing. The Director 
of Community Development will address the complaint and within fifteen (15) days 
forward to the complainant a certified copy of the decision rendered. 
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During application intake for CDBG Disaster Recovery funds, applicants will be provided with the 
City’s Grievance and Complaint Procedures, which contain a point of contact, street address, and 
telephone number along with timeframes for filing a grievance. As a part of this process, 
applicants must sign a receipt acknowledging they understand the grievance/complaint process. 
The City will provide a written response to each complaint within 15 calendar days of receiving 
the complaint. All citizen or applicant grievances will be appropriately logged and filed in a central 
repository for HUD review and monitoring. A copy of the grievance and response also will be 
maintained in the applicant’s file. If the grievance has been forwarded to the City by HUD, the 
City’s response to the grievance will be submitted to HUD’s designated Disaster Recovery email 
address. 
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GRANT AGREEMENT BETWEEN 
CITY OF COLUMBIA AND HOMEOWNER 
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CDBG DISASTER RECOVERY PROGRAM 
AGREEMENT BETWEEN 

CITY OF COLUMBIA AND HOMEOWNER 

 
WHEREAS, in 2016, the federal government appropriated funds for disaster assistance to the City of 
Columbia; and 

WHEREAS, the Department of Housing and Urban Development (HUD) Community Development 
Block Grant (CDBG) Disaster Recovery Program is distributing a portion of the appropriated funds 
subject to compliance with federal law; and 

WHEREAS, in order to aid residents impacted by the 2015 Severe Storms and Flood (the Disaster) with 
CDBG  Disaster   Recovery  funds,  the  City  established  the  Program (the 
Program), to rehabilitate single family one to four unit residences destroyed or damaged by the 
Disaster; and 

WHEREAS, the Property was damaged by the Disaster; and 
 

WHEREAS, the Recipient has made application to the City to receive monies from the CDBG Disaster 
Recovery Program to update and increase the supply of decent, affordable housing to members of 
low and moderate income households as defined by HUD; and 

WHEREAS, the Owner applied for benefits of the Program to rehabilitate the Property and, in the 
Program application provided information about family income, residency, ownership, tenants, and 
funds received for rehabilitation from other sources (e.g., insurance proceeds) that the City relied on 
in awarding a grant and aid to the Owner; and 

 
WHEREAS, Homeowner has met eligibility criteria including: 

• Property must be located within the city limits of Columbia; 
• Home must have been damaged by the storm of October 2015; 
• Property must have been the homeowner’s primary residence as of October 2015 storm; 
• Homeowner must have been the owner of record on or before October 2015, and continue 

to be the owner throughout the grant compliance period set by the City. 
 

WHEREAS, the Homeowner has been approved by the City to receive CDBG Disaster Recovery 
funds; and 

WHEREAS,    (Homeowner) is receiving CDBG 
Disaster Recovery Program financial assistance from the City of Columbia (Grantee) in the amount 
of $ to rehabilitate to decent, safe, and sanitary conditions the primary residence 
located at   <insert address> in compliance with Disaster Recovery Housing 
Standards, CDBG Disaster Recovery program requirements, and the attached Project Budget; and 

 
WHEREAS, the Owner will sign an agreement with a contractor participating in the Program (the 
Contractor) for the rehabilitation of the Property (referred to as the Construction Contract; and 
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WHEREAS, subject to the execution of this Grant Agreement the City agrees to reimburse the 
Contractor for construction costs in the amount of $  incurred to complete 
the approved scope of work attached and made a part hereof; 

WHEREAS, Homeowner is receiving CDBG Disaster Recovery funding in the  amount of $   
to offset the costs of temporary relocation as dictated by household needs, including the number 
of persons displaced and whether any member of the household is disabled or of special needs, in 
accordance with Columbia’s Optional Relocation Policy for Temporary Homeowner Displacement; 

NOW, THEREFORE, in consideration of the mutual promises contained herein, the City and the 
Owner (together, the Parties) hereby enter into this Grant Agreement, and agree as follows: 

 
Homeowner Occupancy 
Homeowner agrees that if during the <insert occupancy period> he/she/they sell part or all of the 
property without Grantee’s prior written consent then the Grantee may require payment in full of 
the grant amount. 

During the Term, which includes XX years following Final Acceptance, the Owner shall not sell or 
otherwise transfer any ownership interest in the Property without written permission of the City. This 
restriction will not apply to: 

• A transfer between Owners, in which the transferee agrees to be bound by this Grant 
Agreement; 

• A transfer from an Owner and a member of the same Owner’s family, in which the transferee 
agrees to be bound by this Grant Agreement; 

• The transfer by devise or operation of lawupon the death of the Owner; or 
• A court-ordered transfer. 

 
If the Homeowner violates the occupancy restriction above, the Homeowner or its successors, 
assigns, heirs, and grantees shall pay to the City an amount equal to 20 percent of the Construction 
Contract amount for each year remaining in the term of occupancy. 

 
Income Eligibility 
The Homeowner shall provide documentation of household income for all household occupants as of 
the date of Final Acceptance within 14 days of a request by the City. 

 
Homeowner certifies that he/she has provided complete, accurate, and current information 
regarding household income to demonstrate Homeowner’s eligibility to receive CDBG Disaster 
Recovery funds. The income limits utilized for the CDBG Disaster Recovery Program are the current 
income limits established annually by HUD for the Section 8 Housing Program. All beneficiaries of 
the Columbia Homeowner Assistance Program must meet the Low to Moderate Income (LMI) 
National Objective, defined as providing a benefit to households with incomes of 80% or less of 
the area median income (AMI) as computed on the most current HUD Section 8 Income Limits. 
Beneficiaries of the Minor Repair Program must verify annual household income up to 120% AMI. 
Rental property owners who receive Disaster Recovery financial assistance must agree to lease 
rental units to LMI households for a minimum of two (2) years. Any activity carried out with CDBG 
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DR funds involving residential rehabilitation is considered to benefit LMI persons only to the extent 
such housing will, upon completion, be occupied by such persons. 

 
Flood Insurance 
The Homeowner shall maintain flood insurance on the Property if the Property is located within a 100- 
year floodplain or Special Flood Hazard Area designated by the Federal Emergency Management 
Agency (FEMA), commencing within 30 days of Final Acceptance. The Owner shall obtain flood 
insurance in force in an amount at least equal to the amount of the Construction Contract (in addition 
to any coverage required by any other grant agreement with the City or any other federal requirements 
placed on the property by virtue of accepting assistance from FEMA, SBA or other federal agency  
including, but not limited to, a grant agreement for reimbursement related to the Property) or to the 
maximum limit of coverage made available, whichever is less. 

 
Additional Requirements 

• Homeowner must review and approve the construction scope of work, and any contract 
modifications. 

• Homeowner is responsible for providing continuous access to all utilities during the 
construction period; meters must be intact and in working condition. 

• Homeowner is responsible for providing clear access for construction crews; all clutter must 
be removed and stored for the duration of construction activities. One POD for onsite 
storage may be provided. 

• The Homeowner must list the City of Columbia as an additional insured on any hazard and 
general liability insurance policy held on the property. 

• Homeowners must provide proof of termite inspection and, if necessary, a quote for termite 
treatment. 

 
Enforcement 
The Homeowner and the Grantee acknowledge that the Grantee has the right and responsibility to 
enforce this agreement. 

 
Changes 
Changes may be made to this Grant Agreement only by an amendment in writing signed by the 
Director of Community Development and the Owner. 

 
Binding Nature of Grant Agreement 
This Grant Agreement shall be recorded against the Property in the Office of the City Register for 
the county in which the Property is located. 

 
NOTICE: Owner is hereby notified that intentionally or knowingly making a materially false or misleading 
written statement relating to the Program could result in ineligibility for benefits, action to recover any 
Program benefits paid to or on behalf of Homeowner, and/or a referral to criminal law enforcement. 

 
The Grantee has an option to recoup assistance used on the above described property upon the 
terms, conditions and contingencies herein set forth in the following Limited Subrogation 
Agreement. 
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LIMITED SUBROGATION AGREEMENT 
 

Homeowner agrees that if he/she receives further insurance proceeds and/or federal benefits for 
rehabilitation, repairs or reconstruction to their primary residence in connection with 2015 Severe 
Storms and Flood, the homeowner will report receiving benefits by emailing the Disaster Recovery 
Program at  or calling <insert phone number> within one (1) month of receipt 
of additional proceeds and/or benefits. If homeowner fails to report additional insurance proceeds 
and/or federal benefits, then Grantee may require immediate repayment in full of the entire 
amount provided by the Grantee. 

 
In consideration of my/our receipt of funds under City of Columbia CDBG Disaster Recovery 
Program for South Carolina 2015 Severe Storms and Flooding (the Disaster) being administered by 
the Columbia Community Development Department, subject to the provisions below I/we hereby 
assign to the City of Columbia (the City), to the extent of the grant proceeds awarded or to be 
awarded to me under the Program, all of my/our claims and future rights to reimbursement and all 
payments hereafter received or to be received by me/us (a) under any policy of casualty or property 
damage insurance or flood insurance (Policies) on the residence, excluding contents described in 
my/our application for assistance under the Program; (b) from FEMA, Small Business 
Administration, HUD, and other federal agency, arising out of physical damage to the Residence 
caused as a result of the Disaster. Such policies include, but are not limited to, insurance policies 
characterized as homeowner's, wind, flood or any other type of casualty or property damage or 
hazard insurance coverage under which I/we have or may assert any claim for physical damage to 
the Residence due to severe storms and flooding resulting from the Disaster. 

 
Notwithstanding anything to the contrary contained herein, this is a limited subrogation and 
assignment and is limited to an amount not to exceed the amount of the grant received by the 
undersigned under the Program, to which the City has not been reimbursed from other sources. If 
I/we hereafter receive any federal assistance payments for physical damage to the Residence (not 
including contents) from the Disaster, I/we agree to promptly pay such amount to the City if that 
amount would have reduced the amount of my Program grant had I/we received such payment 
before receiving grant proceeds. This assignment shall not apply to benefits calculated to be in 
excess of the amount of the grant received under the Program. 

 
In any proceeding to enforce this Agreement, the City shall be entitled to recover all costs of 
enforcement, including actual attorney's fees and court costs. 
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IN WITNESS WHEREOF, the undersigned homeowner(s) has/have affixed his/her signature(s) and 
seal(s) this  day of  . 

 
 

Homeowner Name Signature 
 
 
 

Homeowner Name Signature 
 
 
 

 
City of Columbia Name Title 

 
 
 

Signature Date 
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CONSTRUCTION CONTRACT 
CDBG DISASTER RECOVERY PROGRAM 
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THIS Contract is the final written agreement between (INSERT OWNER NAME (the HOMEOWNER)), and 
(INSERT CONTRACTOR NAME (the CONTRACTOR)), (together, the PARTIES), executed on the date 
written next to the signatures below, the latter of which shall become the effective date of this Contract. 

 
This Agreement incorporates the Scope of Work, the Bid Schedule and all attachments, the contract 
amount, construction schedule; delineates the responsibility of each party. 

 
LABOR, MATERIALS AND SCOPE OF WORK 

The Contractor shall furnish all labor, materials, supervision, and services necessary to complete the 
work specified for (INSERT PROPERTY ADDRESS) in the attached Scope of Work and Bid Schedule and 
made a part hereof for the total sum of (INSERT DOLLAR AMOUNT). 

 
NOTICE TO PROCEED 
The Contractor will not begin any work until receipt of a written Notice to Proceed; work will begin 
within ten (10) days after issuance of the Notice to Proceed. Contractor, on written notification to and 
approval of Program, may be granted a performance time extension if, at any time in the progress of the 
work, delays are caused by: 

• Any act or neglect of Owner 
• Changes ordered in the work 
• Fire (if not caused by the Contractor) 
• Unavoidable casualties 
• Any other causes beyond the Contractor’s control. 

 
Contractor shall be responsible for documenting in detail any potential causes for delay. Contractor shall 
notify the Community Development Block Grant – Disaster Recovery (CDBG-DR) Program Contract Point 
of Contact (Contract POC) by submitting a written claim notice for any time extension or scope changes 
within 24 hours of discovery. Change orders including detailed costs must be submitted and approved 
by the CDBG-DR Program Construction Manager (Construction Manager) prior to initiating the 
respective change. The Construction Manager is responsible for coordinating any changes with the 
Homeowner and the City. 

 
HOMEOWNER’S RESPONSIBILITIES 
Homeowner understands that it is my responsibility to: 

• Approve the scope of work; 
• Sign the construction contract and all change orders; 
• Sign all Requests for Payment 
• Review and acknowledge significant contract modifications; 
• Provide continuous access and utility service for all utilities during the construction period; 

meters must be intact and in working condition; 
• Provide clear access for construction crews; all clutter must be removed and stored for the 

duration of construction activities. An on-site storage unit may be provided; 
• List the City of Columbia as an additional insured on any hazard and general liability insurance 

policy held on the property; 
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• Provide proof of recent (within 6 months) termite inspection; 
• Sign the Final Acceptance of Work. 

 
Homeowner further understands that all funding will be held by the Columbia CDBG-DR Program under 
a separate Grant Agreement. Disbursements during construction will be made by the City subject to 
authorization by CDBG-DR Program staff. Homeowner inspection and approval will be requested before 
final disbursement is made to Contractor. If Homeowner disagrees that work is acceptable for final 
payment, Homeowner and Contractor will enter into grievance and arbitration procedures for resolution 
per attached grievance and arbitration procedures. Homeowner will pay for arbitration services. 

 
Homeowner acknowledges that they (homeowner) have been advised that they may inspect the work 
and discuss any concerns with the Construction Manager. Directions to the Contractor regarding 
construction changes or requests for additional work items shall come only from the CDBG-DR program 
Construction Manager. 

 
CONTRACTOR RESPONSIBILITIES 
SPECIFICATIONS, CODES AND REGULATIONS 

Contractor shall comply with all specifications, including the general conditions provided herein, and 
building codes and housing standards referred to and with all regulations, ordinances and laws of the 
City of Columbia, the State of South Carolina, and the federal government, and permit reasonable 
inspection of all work by authorized inspectors. 

 
INSURANCE 
The Contractor shall purchase and maintain such insurance as will protect him/her from claims that may 
arise out of or result from the Contractor's execution of the work, whether such execution be by the 
Contractor or by any Subcontractor or by anyone directly or indirectly employed by them, or by anyone 
for whose acts any of them may be liable. Certificates of Insurance shall be filed with the CDBG-DR 
Program before commencement of the work. These certificates shall contain a provision that coverage 
afforded under the policies will not be cancelled without at least a fifteen-day (15) prior written notice. 

 
Contractor must provide proof of Builders Risk insurance for the full contract price with the City as an 
insured and the Contractor as an additional insured before contract authorization. 

 
The Contractor shall procure and maintain, at his own expense, during the contract time, general liability 
insurance as required by the City of Columbia, at a minimum, in the amount of $300,000. 

 
The Contractor shall procure and maintain, at his own expense, during the contract time, in accordance 
with the provisions of the laws of the State of South Carolina, Workers Compensation insurance for all 
employees at the project site and in any case work is sublet, the Contractor shall require such 
Subcontractor to provide Worker's Compensation insurance, for all of the latter's employees unless such 
employees are covered by the protection afforded by the Contractor. When employees are engaged in 
hazardous work not protected under the Workmen's Compensation statute, the Contractor shall 
provide, and shall cause each Subcontractor to provide, adequate and suitable insurance for protection 
against hazardous materials. 
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LEAD-BASED PAINT AND ASBESTOS 
Contractor must comply with all lead-based paint rules as required by federal regulations including 
occupant and worker protection during construction activities, post construction certifications, and a 
description of worksite cleaning methods used for this project. The construction or rehabilitation of 
residential structures with assistance provided under this Contract is subject to the HUD Lead-Based 
Paint regulations, 24 CFR Part 35, and provisions for the elimination of lead-based paint hazards under 
subpart B of said regulations; the City of Columbia shall be responsible for the post-construction 
inspections and certifications required under section 35.14(f) thereof. 

 
Contractor shall comply with the provisions of Occupational Safety and Health Administration (OSHA) 29 
CFR Part 1926, governing the protection of workers disturbing lead painted surfaces and with any state 
or local laws or regulations governing environmental hazards and their remediation. 

 
PERMITS AND LICENSES 
Contractor must obtain, maintain, and pay for all permits and licenses necessary for the completion and 
execution of the work and labor to be performed. 

 
DEBRIS AND MATERIAL REMOVAL 
Contractor must keep the premises clean and orderly during the course of the work and remove all 
debris as it accumulates. Materials and equipment that have been removed and replaced as part of the 
work shall belong to the contractor, unless specifically stated otherwise in the Scope of Work. 

 
ASSIGNMENTS AND SUBCONTRACTS 
The Contractor is required to assume sole responsibility for the complete effort and enforcement of 
laws and regulations under this contract. The City of Columbia will consider the Contractor the sole 
point of contact responsible for all contractual matters. If any part of the work covered by this Contract 
is to be subcontracted, the Contractor shall identify, upon request, the subcontracting firm and the 
contractual arrangements made therewith to the Contract POC prior to contract award. The Contractor 
shall not assign additional subcontractor(s) any portion of this contract without written approval from 
the Contract POC. The request for the assignment must be addressed to the CDBG-DR Contract POC. The 
Contractor is responsible for all work carried out by any subcontractor. 

 
SUBCONTRACTS TO PERSONS CONNECTED TO THE CITY OF COLUMBIA 
Contractor shall not subcontract any part of the work to be performed under this contract to any 
member, officer or employee of the City of Columbia or its designees or agents, the governing body of 
the City of Columbia, and other public official of such locality who exercises any functions or 
responsibilities with respect to the CDBG-DR Program giving rise to this contract during his or her tenure 
or for one year thereafter. 

 
GUARANTY 
The Contractor shall guarantee his work for a period of one year from the date of final acceptance of the 
work required by this contract. The Contractor shall furnish the Homeowner with all  manufacturers’  
and suppliers’ written guarantees and warranties covering materials and equipment furnished under the 
requirements of the contract documents. All defects appearing within the one-year period that are the 
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result of Contractor performance or defective material shall be corrected at the Contractor’s expense. 
The Owner will give notice of observed defects to the Construction Manager with reasonable 
promptness. 

 
PAYMENT FOR WORK 
Contractor will be paid on  a  reimbursement  basis  not-to-exceed  the  contract  amount  plus  
approved change orders. The Contractor will submit requests for reimbursement to the Contract POC 
and requests must be approved by the Project Inspector. All requests for reimbursement will be 
dependent upon inspections of work completed to date, the submission of subcontractor invoices and 
required documentation, and approval by the Construction Manager prior to submission to the City of 
Columbia for payment. The City may retain ten percent (10%) of each payment request pending a final 
inspection and evidence that the premises have been cleared of construction debris and are free of liens 
and damages. Homeowner inspection and approval will be requested before final disbursement is made 
to Contractor. If Homeowner disagrees that work is acceptable for final payment, Homeowner may 
pursue grievance and arbitration procedures described below. Final payment will be disbursed when 
resolution is achieved; refusal to authorize payment without initiating prompt grievance and arbitration 
procedures will result in payment to Contractor. Five (5) business days is considered prompt response 
time to all actions. 

 
When work is nearing completion (90% complete), the Contractor must notify the Construction 
Manager of a specific date when the job will be ready for punch list inspection, which will guarantee 
that all work has been completed according to contract specifications. The Homeowner will receive all 
warranties and instruction booklets for installed equipment. Final inspection (100% complete) by the 
Homeowner, CDBG DR Project Inspector (Project Inspector), and Construction Manager must document 
in writing the work has been accepted by the Homeowner. 

 
If the Homeowner and Contractor disagree that the work was completed satisfactorily, the Construction 
Manager will recommend homeowner file a grievance in accordance with the CDBG-DR Grievance 
Procedures specifically stating what construction element(s) is deficient or non-compliant with contract 
scope and describe the desired correction. The City and CDBG-DR program will review the grievance 
and provide a determination within fifteen (15) business days. If the Homeowner disagrees with the 
grievance determination, then Homeowner can pursue arbitration proceedings for which they must pay 
the cost. Disbursement of the final payment to the Contractor will be made pending completion, 
acceptance and receipt of a Final Affidavit of lien from the Contractor and each subcontractor. 

 
RECITALS 
The Homeowner desires to secure the services of the Contractor for the rehabilitation of the residential 
property located at (INSERT PROPERTY ADDRESS) in the City of Columbia, Richland County, South 
Carolina hereto referred to as (the Project), and the Contractor desires to provide such services. 

 
In consideration of the premises set forth above, the Parties hereto agree as follows: 
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GENERAL CONDITIONS 
The City reserves the right to add or delete terms and conditions of this contract as may be required by 
revisions or changes in the requirements, regulations, and laws governing the CDBG-DR Program. The 
Contractor shall be notified in writing of any changes to the contract terms and conditions. 

 
• Work includes all labor, materials and costs required or reasonably inferable from the scope of 

work dated (INSERT SCOPE OF WORK DATE) and attached hereto. The City shall pay the 
Contractor for performance of the work described the sum of (INSERT DOLLAR AMOUNT 
($1.00)). The Contractor agrees to furnish all labor, materials, equipment, skill, and 
instrumentalities used in, or in connection with, the full performance of all work required under 
the terms of this contract and agrees to complete the work no later than (INSERT TIMEFAME IN 
DAYS (#)) days after receipt of the Notice to Proceed. Time is of the essence for Contractor’s 
performance with respect to each and every time limit established by this contract. 

 
• Severability 

The provisions of the contract are severable and if any section, sentence, clause, part, or 
provision thereof shall be held illegal, invalid, or unconstitutional by a court of competent 
jurisdiction, such decision of the court shall not affect or impair the remaining sections, 
sentences, clauses, parts, or provisions of this article. It is hereby declared that the intent of the 
CDBG-DR Program is that this contract would have been provided as if such illegal, invalid, or 
unconstitutional section, sentence, clause, part, or provision had not been included herein. 

 
• Indemnification 

Contractor agrees to indemnify, defend and hold the Homeowner and the City of Columbia 
harmless from any and all claims, liabilities, obligations, governmental penalties, fines and 
causes of action of whatsoever nature, including injury to or death of any person or damage to 
or destruction of any property, or court costs or attorney’s fees resulting from any and all 
negligent acts or omissions of Contractor or any Subcontractor to this Contract or any of their 
respective Directors, Officers, Partners, Principals, Employees or Agents. 

 
• Cooperation 

Owner shall cooperate with the Contractor to provide clear access to and within the dwelling for 
the performance of the work. Personal items or clutter must be removed from the access and 
work areas prior to construction starting. The CDBG-DR program shall inform the Homeowner of 
issues during the Homeowner acceptance of the construction scope of work meeting and site 
walk. Homeowner noncompliance or impediments to the Contractor’s access or ability to 
perform the work will result in delays or cancellation of the construction project. 

 
• Occupancy of Premises 

All construction activities will conform to City ordinances and take place during allowable 
construction hours; the Homeowner and CDBG-DR Program must pre-approve any work 
scheduled to occur outside normal construction hours. Unless otherwise stated, it shall be 
assumed that the premises will be unoccupied during the course of the renovation. 
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• Weather Event 
The Contractor shall schedule work to minimize the impact of potential weather events that 
could affect progress on the project. Significant weather events requiring activation of State or 
City Emergency Operations Center can be accepted as reasonable cause for delays in work. Such 
schedule delays will not be cause for additional cost to the project. 

 
• Delays 

Unauthorized delays in work shall be prohibited and will result in potential termination of the 
Contractor and removal from future opportunity to participate in the Program 

 
• Inspection 

The Contractor shall permit authorized persons access to the unit to inspect and examine the 
work during all working hours. These persons include agents of the US Government, its 
designees, and the City of Columbia or its designees. If any work is covered up without prior 
approval from appropriate inspector(s) it must be exposed for inspection at the Contractor’s 
expense. All noncompliance and defects caused by the Contractor, or his subcontractors, shall 
be corrected at the Contractor’s expense. 

 
• Notice 

Notices to the Contractor shall be considered delivered for the purpose of the contract, if mailed 
by regular mail or hand delivered to the Contractor at the address given on the Bid. 

 
• Changes 

No variation in the scope of work shall be made without a duly approved change order, 
regardless of whether or not cost is involved. The change order will be prepared by the 
Contractor, approved by the Project Inspector, Program Construction Manager, and signed by 
the Contractor and the Homeowner before City approval. Work completed without written 
authority will be considered unauthorized and at the Contractor’s expense. All change orders 
must be photo documented and supported by a cost reasonableness analysis and will consist of: 

o The reason the change is necessary; 
o The type and scope of work needed; 
o The estimated costs; and 
o The estimated number of days to complete. 

 
The Project Inspector and Construction Manager will review all requests for change orders. 
Approval will be based on the availability of funds and will be disbursed at the sole discretion of 
the City of Columbia Community Development Department. 

 
• Disputes 

The CDBG-DR Program shall, within a reasonable time, make decisions on all written claims 
submitted by the Contractor. In the event of a dispute that cannot be resolved between the 
Program and the Contractor, the dispute shall be presented for non-binding mediation as a 
condition precedent to filing suit. No attorney-at-law shall be engaged through the use of any 
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funds provided under this Contract in suits against the State, Local Public Body or any political 
subdivision. 

 
• Manipulation and Storage of Contents 

The Contractor shall be responsible for the movement of contents, such as furniture, out of 
work areas and placement into other spaces in the house. The Contractor will assist the 
Homeowner in moving boxed items out of the work area including to an outside storage 
container, if necessary. The Contractor shall be notified of necessary manipulation prior to 
starting construction. The Contract will be notified by the Program during the bidding process of 
any storage container(s) that must be provided for Homeowner contents. Container must be 
located on the property, not the street. The Program will provide the waiver to City ordinance 
for container placement on the property. 

 
• Workmanship 

The work provided by the Contractor shall be executed pursuant to the plans, specifications, 
and/or scope of work or other contract documents in a sound, workman-like, and substantial 
manner. Materials used in constructing, rehabilitating, renovating, and repairing shall be new, 
unless otherwise expressly set forth in the specifications. 

 
• Supervision 

The Contractor shall provide a competent supervisor who is capable of understanding the plans 
and specifications and able to communicate effectively with the Construction Manager, Project 
Inspector, and Homeowner. The Contractor shall keep a complete set of approved plans and 
specifications on the job site. 

 
• Reporting Requirements 

The Contractor agrees to complete and submit all reports, in such form and according to such 
schedule, as may be required by the Program and the City of Columbia. Generally, monthly 
progress shall be required on projects that exceed a 30-day schedule for construction. Progress 
reports shall include percent complete for all line items from the bid tab, estimated time for 
completion of remaining work, progress on all change orders and payments to subcontractors. 
The report shall be submitted to the contract POC. 

 
TERMINATION 
This contract may be terminated if: 

• At any time, the Contractor fails to furnish materials or execute work in accordance with the 
provisions of the contract documents, fails to proceed with or complete the work within the 
time limit specified in the contract documents or otherwise violates any provision of the 
contract, the CDBG-DR Program shall have the right to recommend Homeowner terminate the 
contract upon three (3) days written notice to the Contractor. In this event, the CDBG-DR 
Program will proceed to have the work completed and apply the cost to any money due under 
the Contract. The Contractor shall be responsible for any damages or added cost resulting by 
reason of this default. 
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• At any time, the Homeowner fails to cooperate with the Contractor by denying access to the 
property, refusing to furnish necessary services or utilities, or otherwise prohibiting completion 
of work as specified in the Contract, Homeowner shall have three (3) days from notice to cure 
such deficiencies. Notice to Homeowner shall contain the reason for the Contractor’s intention 
to terminate and must be submitted to the Contract POC. Unless the deficiency ceases or a 
satisfactory arrangement has been made for its correction, the Contractor shall have the right to 
terminate the contract at the end of the three-day (3) notice period. After termination, the 
Contractor will be reimbursed for services, materials, subcontractor payouts, or appropriate 
costs incurred up to the termination date upon submission of supporting documentation for 
such, and approval by the Project Inspector and Construction Manager. Supporting 
documentation must be provided in accordance with “Payment for Work”. The Contractor will 
not be entitled to profit or other compensation on services not performed. Itemized restocking 
costs and documentation (proof of purchase) from the vendor shall be provided with the final 
pay request. 

 
• This Contract may be terminated for convenience in accordance with 24 CFR 85.44. A Program 

inspection shall be required before termination can be completed. 
 

SUBCONTRACTING WITH SMALL AND MINORITY FIRMS, WOMEN’S BUSINESS ENTERPRISE AND LABOR 
SURPLUS AREAS 
It is national policy to award a fair share of contracts to small, minority and women’s owned businesses. 
Accordingly, affirmative steps must be taken to assure that small, minority and women owned 
businesses are utilized when possible as sources of supplies, equipment, construction and services. 
Affirmative steps shall include the following: 

 
• Including qualified small and minority businesses on solicitation lists; 
• Assuring that small, minority and women owned businesses are solicited whenever they are 

potential sources; 
• Whenever economically feasible, dividing total requirements into smaller tasks or quantities so 

as to permit maximum small, minority and women owned businesses’ participation; 
• Where the requirement permits, establishing delivery schedules which will encourage 

participation by small and minority businesses; and 
 

ACCESS TO RECORDS 
Records with respect to all matters covered by this contract shall be made available for audit and 
inspection by the City of Columbia, the Department of Housing and Urban Development, or their 
representatives. 

 
LIMITATIONS OF INDEMNIFICATION 
In any and all claims against the City or any of its agents or employees by any employee of the 
Contractor, anyone directly or indirectly employed by it or anyone for whose acts it may be liable, the 
indemnification obligation under Paragraph Two (2) of these General Conditions shall not be limited in 
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any way by any limitation on the amount or type of damages, compensation, or benefits payable by or 
for the Contractor under Workman’s Compensation, Disability Benefit or other Employee Benefits Acts. 

 
NOTICES 
Except as otherwise provided in this contract, all communications required or permitted hereunder 
must be in writing and will be effective only when actually received by the parties. Changes in any 
information provided below must be submitted to the CDBG-DR Program immediately. All notices shall 
be sent by the Contract POC as set forth below: 

 
HOMEOWNER: 

 
Name:   

Address:   

Telephone:   

Email:    

 
CONTRACTOR: 

Name:   

Address:   

Telephone:   

Email:    

 
 

IN WITNESS WHEREOF, the Homeowner and Contractor have hereunto set their hands and seals in 
duplicate the day and year written below. 

 
HOMEOWNER 

 
 

Homeowner Printed Name Homeowner Signature 
 
 

Date 
 

CONTRACTOR 
 
 

Contractor Printed Name Contractor Signature 
 
 

Date Title 
 
 

Contractor Company Name 
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The contractor acknowledges that federal financial assistance will be used to fund the Contract. Contractor will comply 
will all applicable federal law, regulations, executive orders, and agency policies, procedures, and directives. 

 
The federal government is not a party to this contract and is not subject to any obligations or liabilities to the non-Federal 
entity, contractor, or any other party pertaining to any matter resulting from the contract. 

 
Compliance with Federal Regulations: The work to be performed under this Agreement is on a project assisted under a 
program providing direct Federal financial assistance from HUD. 

 
1. RELIGIOUS ACTIVITIES 24 CFR 570.200 (j) 

As a general rule, in accordance with First Amendment Church/State Principles, CDBG assistance may not be used for 
religious activities or provided to primarily religious entities for any activities, including secular activities, except as 
cited at 24 CFR 570.200(J)(1)(2)(3). 

 
2. POLITICAL ACTIVITIES 24 CFR 570.207 

CONTRACTOR will comply with this section, which prohibits the use of CDBG funds to finance the use of facilities or 
equipment for political purposes or to engage in other partisan political activities, such as candidate forums, voter 
transportation, or voter registration. 

 
a) HATCH ACT CHAPTER 15, TITLE 5, U.S. CODE 

CONTRACTOR further agrees that none of the personnel employed in the administration of the within defined 
Project shall be in any way or to any extent, engaged in the conduct of political activities in contravention of 
Chapter 15, Title 5, U.S. Code. 

 
3. OTHER PROGRAM REQUIREMENTS 24 CFR 

CONTRACTOR shall carry out its activities in compliance with all Federal laws and regulations as described in 24 CFR 
570.600-570.612, except that CONTRACTOR will not assume the CITY’S environmental responsibilities described at 24 
CFR 570.604, nor the CITY’S responsibility for initiating the review process under the provisions of 24 CFR Part 58. 

 
4. GENERAL-24 CFR 570.600 

CONTRACTOR agrees to comply with such laws and Program requirements as are applicable to grants made under 
section 106 of Title I of the Housing and Community Development Act of 1974. 

 
5. TITLE VI OF THE CIVIL RIGHTS ACT OF 1964--24 CFR 570.601 FAIR HOUSING ACT-24 CFR 570.601 EXECUTIVE ORDER 

11063--24 CFR 570.601 
This Agreement is subject to the requirements of Title VI of the Civil Rights Act of 1964, P.L. 88-352; the Fair Housing 
Act; and Executive Order 11063, as amended by Executive Order 12259; and HUD regulations at 24 CFR Part 1, 
providing for non-discrimination on the grounds of race, color, creed, sex, familial status, disability, or national origin 
under any activity receiving Federal funds and also obligating CONTRACTOR to use Federally-funded property for the 
purpose for which the Federal funds were awarded. 

341



6. SECTION 109 OF THE ACT--24 CFR 570.602 AGE DISCRIMINATION ACT of 1975--24 CFR 570.602(c) SECTION 504 OF 
THE REHABILITATION ACT OF 1973--24 CFR 570.602(c) 
This Agreement is subject to Section 109 of the Housing and Community Development Act of 1974, The Age Act of 
1975, and Section 504 of the Rehabilitation Act of 1973, which requires that no person in the United States shall, on 
the grounds of age, race, color, national origin, disability, or sex, be excluded from participation in, be denied the 
benefits of, or be subject to discrimination under any program or activity funded in whole or in part with Community 
Development Block Grant funds. 

 
7. SECTION 3 

Compliance with the provisions of Section 3, the regulations set forth in 24 CFR 135, and all applicable rules and 
orders issued hereunder prior to the execution of this contract, shall be a condition of the Federal financial 
assistance provided under this contract and binding upon the Contractor, the Subcontractor and any of the 
Subcontractor's Subcontractors. Failure to fulfill these requirements shall subject the Contractor, the 
Subcontractor and any of the Subcontractor's Subcontractor, their successors and assigns, to those sanctions 
specified by the Agreement through which Federal assistance is provided. The Contractor certifies and agrees that 
no contractual or other disability exist which would prevent compliance with these requirements. The 
Contractor further agrees to comply with these "Section 3" requirements and to include the following language 
in all subcontracts executed under this Agreement: 

 
The work to be performed under this contract is an activity assisted under a program providing direct Federal 
financial assistance from HUD and is subject to the requirements of Section 3 of the Housing and Community 
Development Act of 1968, as amended, 12 U.S.C. 1701. Section 3 requires that to the greatest extent feasible 
opportunities for training and employment be given to low-and very low-incomeresidents of the activity area 
and contracts for work in connection with the activity be awarded to business concerns that provide economic 
opportunities for low-and very low-income persons residing in the metropolitan area in which the activity is 
located." 

 
The Contractor further agrees to ensure that opportunities for training and employment arising in connection with 
a housing rehabilitation, housing construction, or other public construction activity are given to low• and very 
low-income persons residing within the metropolitan area in which the CDBG funded activity is located; where 
feasible, priority should be given to low- and very low-income persons within the service area of the activity or 
neighborhood in which the activity is located, and to low- and very low-income participants in other HUD 
programs; and award contracts for work undertaken in connection to housing rehabilitation, housing 
construction, or other public construction activity are given to business concerns that provide economic 
opportunities for low- and very low-income persons residing within the metropolitan area in which CDBG-funded 
activity is located; where feasible, priority should be given to business concerns which provide economic 
opportunities to low- and very low -income residents within the service area or neighborhood in which the 
activity is located, and to low- and very low-income participants in other HUD programs. 

 
8. LABOR STANDARDS & DAVIS BACON ACT 24 CFR 570.603 

Section 110(a) of the Act contains labor standards that apply to non-volunteer labor financed in whole or in part with 
assistance provided under the Act. The Contract Work Hours and Safety Standards Act also applies. Contractors or 
subcontractors on construction work shall be paid wages at rates not less than those prevailing on similar construction 
in the locality as determined by the Secretary of Labor in accordance with the Davis-Bacon Act, as amended. 
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Contractor will comply with the following conditions: 
 

a) Overtime requirements. No contractor or sub-contractor contracting for any part of the contract work which may 
require or involve the employment of laborers or mechanics shall require or permit any such laborer or mechanic 
in any workweek in which he or she is employed on such work to work in excess of forty hours in such workweek 
unless such laborer or mechanic receives compensation at a rate not less than one and one-half times the basic 
rate of pay for all hours worked in excess of forty hours in such workweek. 

 
b) Violation; liability for unpaid wages; liquidated damages. In the event of any violation of the clause set forth in 

paragraph (A) of this section the contractor and any sub-contractor responsible therefor shall be liable for the 
unpaid wages. In addition, such contractor and sub-contractor shall be liable to the United States (in the case of 
work done under contract for the District of Columbia or a territory, to such District or to such territory), for 
liquidated damages. Such liquidated damages shall be computed with respect to each individual laborer or 
mechanic, including watchmen and guards, employed in violation of the clause set forth in paragraph (A) of this 
section, in the sum of $10 for each calendar day on which such individual was required or permitted to work in 
excess of the standard workweek of forty hours without payment of the overtime wages required by the clause 
set forth in paragraph (A) of this section. 

 
c) Withholding for unpaid wages and liquidated damages. The City shall upon its own action or upon written request 

of an authorized representative of the Department of Labor withhold or cause to be withheld, from any moneys 
payable on account of work performed by the contractor or sub-contractor under any such contract or any other 
Federal contract with the same prime contractor, or any other federally-assisted contract subject to the Contract 
Work Hours and Safety Standards Act, which is held by the same prime contractor, such sums as may be 
determined to be necessary to satisfy any liabilities of such contractor or sub-contractor for unpaid wages and 
liquidated damages as provided in the clause set forth in paragraph (B) of this section. 

 
d) Subcontracts. The contractor or sub-contractor shall insert in any subcontracts the clauses set forth in paragraph 

(A) through (D) of this section and also a clause requiring the subcontractors to include these clauses in any lower 
tier subcontracts. The prime contractor shall be responsible for compliance by any subcontractor or lower tier 
sub-contractor with the clauses set forth in paragraphs (A) through (D) of this section. 

 
9. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (40 USC 3701-3708) 

When applicable all contracts awarded by the City in excess of $100,000 that involve the employment of mechanics 
or laborers must include a provision for compliance with 40 USC 3702 and 3704, as supplemented by the Department 
of Labor Regulations (29 CFR Part 5) Under 40 USC 3702 of the Act, each contractor must compute the wages of every 
mechanic and laborer on the basis of a standard work week of 40 hours. Work in excess of the standard work week is 
permissible provided that the worker is compensated at a rate of not less than one and a half times the basic rate of 
pay for all hours worked in excess of 40. 

 
10. ENVIRONMENTAL STANDARDS 24 CFR 570.604 

This Agreement is subject to the National Environmental Policy Act of 1969, as detailed in implementing regulations 
24 CFR Part 58. No funds related to the project or activity can be obligated or expended until an Environmental 
Clearance Authorization is completed and the contract is executed. Any expenditures for a program that takes place 
before the execution of a contract and the completion of the Environmental Clearance cannot be reimbursed. The 
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City is responsible for providing the Contractor the HUD required Environmental Clearance Authorization. 
 

11. NATIONAL FLOOD INSURANCE PROGRAM 24 CFR 570.605 
This Agreement is subject to the Flood Disaster Protection Act of 1973, and the regulations in 44 CFR Parts 59 through 
79. 

 
12. DISPLACEMENT, RELOCATION, ACQUISITION, AND REPLACEMENT OF HOUSING 24 CFR 570.606 

CONTRACTOR shall assure that they have taken all reasonable steps to minimize the displacement of persons (families, 
individuals, businesses, non-profit organizations, and farms) as a result of activities pursuant to Part 570.606. 
Relocation of displaced persons shall be provided in conformance with the Uniform Relocation Assistance and Real 
Property Acquisition Act of 1970 as amended. 

 
13. EMPLOYMENT AND CONTRACTING OPPORTUNITIES 24 CFR 570.607 

CONTRACTOR shall comply with Executive Order 11246, as amended by Executive Order 12086, which provides for 
Equal Employment Opportunity, and Section 3 of the Housing and Urban Development Act of 1968, with implementing 
regulations at 24 CFR Part 135. Section 3 requires that employment and other economic development opportunities 
arising in connection with housing rehabilitation, housing construction, or other public construction projects shall, to 
the greatest extent feasible, and consistent with existing Federal, State, and local laws and regulations, be given to 
low- and very low-income persons. 

 
14. LEAD-BASED PAINT 24 CFR 570.608 

This Agreement is subject to the regulations at 24 CFR Part 35, prohibiting the use of lead- based paint in residential 
structures constructed or rehabilitated with assistance provided pursuant to Part 570.608; notification of hazards of 
lead-based paint poisoning; and elimination of lead- based paint hazards. 

 
15. USE OF DEBARRED, SUSPENDED, OR INELIGIBLE CONTRACTORS OR CONTRACTORS 24 CFR 570.609 

This Agreement is subject to the requirements set forth in 24 CFR Part 5, in which is incorporated 24 CFR Part 24, 
which provides for the listing of debarred and suspended participants, participants declared ineligible, and participants 
who have voluntarily excluded themselves from participation in covered transactions pursuant to Part 24. 

 
The Contractor is subject to non-procurement Debarment and Suspension Regulations implementing Executive Orders 
12549 and 12689, 2 C.F.R. pt. 180 (2 C.F.R. §200.212).  The Agreement is a covered transaction for the purposes of 
C.F.R. pt. 180 and 2 C.F.R. pt. 3000. As such the Contractor is required to verify that none of the Contractor(s), its 
principals (defined at 2 C.F.R. §180.995), or its affiliates (defined at 2 C.F.R. §180.905) are excluded (defined at 2 C.F.R. 
§180.940) or disqualified (defined at 2 C.F.R. §180.935). 

 
Execution of the Contract is a material representation of fact relied upon by the City. If it is later determined that the 
Contractor did not comply with 2 C.F.R. pt. 180, sub-part C and 2 C.F.R. pt. 3000, sub-part C in addition to remedies 
available to the State of South Carolina Emergency Management Division and the City of Columbia, the Federal 
Government may pursue available remedies, including but not limited to suspension and/or debarment. 

 
The Contractor shall comply with the requirements of 2 C.F.R. pt. 180, sub-part C and 2 C.F.R. pt. 3000; sub-part C 
during the duration of the project and throughout the period that may arise from this project. The Contractor further 
agrees to include a provision requiring such requirements in its lower-tier covered transactions throughout the 
duration of this contract. 
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The Contractor shall notify the City, if your firm or sub-contractor(s) becomes suspended or debarred during the 
course of this project. This Contract may be terminated in accordance with the Termination for Cause provisions 
contained elsewhere in the contract. 

 
16. UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES AND AUDIT REQUIREMENTS FOR FEDERAL FUNDS 

– 2 CFR PART 200 
CONTRACTOR shall comply with the requirements and standards of this Super Circular. 

 
17. CONFLICT OF INTEREST 24 CFR 570.611 

This Agreement is subject to the general rule that no person who is an employee, agent, consultant, officer, or elected 
official or appointed official of the CITY as Recipient, or of any designated public agencies, or of CONTRACTOR who 
exercise or have exercised any functions or responsibilities with respect to CDBG activities assisted pursuant to Part 
570.611, or who are in a position to participate in a decision-making process or gain inside information with regard to 
such activities, may obtain a financial interest or benefit from a CDBG-assisted activity, or have a financial interest in 
any contract, subcontract, or Agreement with respect to a CDBG-assisted activity, or with respect to the proceeds of 
the CDBG-assisted activity, either for themselves or those with whom they have business or immediate family ties, 
during their tenure or for one year thereafter. 

 
18. LIMITED ENGLISH PROFICIENCY (LEP) 

Executive order 13166 enacted August 11, 2000, mandates the federal government reduce language barriers to 
limited English proficiency (LEP) persons with regard to accessing federal benefits. Recipients of HUD assistance 
including state and local governments, public housing authority assisted housing providers, profit and non- profit 
organizations and other entities receiving funds directly or indirectly from HUD are subject to executive order 12166 
and title vi provisions as a condition of receiving federal funds. Failure to ensure limited English persons (LEP) access 
to HUD benefits may violate Title VI Civil Rights protections based upon national origin. 

 
19. DRUG-FREE WORKPLACE 

As a Contractor of CDBG funds, and in connection with public services offered, the CONTRACTOR agrees that it shall 
comply with the provisions of the Drug-Free Workplace Act of 1988, 24 CFR Part 21, which requires that CONTRACTOR 
shall maintain a facility free from the illegal use, possession, or distribution of drugs or alcohol by its beneficiaries. 

 
20. ANTI-LOBBYING 

Section 319 of Public Law 101-121, of the Department of the Interior Appropriations Act, prohibits CONTRACTOR from 
using appropriated Federal funds for lobbying the Executive or Legislative Branches of the Federal Government in 
connection with a specific contract, grant, or loan, and requires that no Federal appropriated funds have been paid or 
will be paid, by or on behalf of CONTRACTOR to any person for influencing or attempting to influence an officer or 
employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of 
Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any 
Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, 
or modification of any Federal contract, grant, loan, or cooperative agreement. 

 
Contractors who apply or bid for an award of $100,000 or more shall file the required certification. Each tier certifies 
to the tier above that it will not and has not used Federal appropriated funds to pay any person or organization for 
influencing or attempting to influence an officer or employee of any agency, a member of Congress, officer or 
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employee of Congress, or an employee of a member of Congress in connection with obtaining any Federal contract, 
grant, or any other award covered by 31 U.S.C. § 1352. Each tier shall also disclose any lobbying with non-Federal 
funds that takes place in connection with obtaining any Federal award. Such disclosures are forwarded from tier to 
tier up to the recipient. 

 
21. AMERICANS WITH DISABILITIES ACT 

CONTRACTOR agrees to comply fully with any and all provisions of the Americans with Disabilities Act (hereinafter 
referred to as ADA) as applicable to the CONTRACTOR and the activities to be performed by CONTRACTOR under the 
scope of this Agreement. If employing more than fifteen (15) employees, CONTRACTOR agrees to comply fully with 
Title I of the ADA as set forth at 28 CFR Part 130. If providing public accommodations as defined by the Act in Section 
301(7)(A) -(L), CONTRACTOR agrees to comply fully with Title III of the ADA as set forth at 28 CFR Part 36. If providing 
public transportation, CONTRACTOR agrees to comply fully with the federal regulations as set forth at 49 CFR Parts 37 
and 38. 

 
22. ACCESS TO RECORDS 

The Contractor shall make available for examination by the City all of its records with respect to all matters covered 
by this Agreement and shall maintain such records for a period not less than three (3) years after receipt of final 
payment under the Agreement. In addition, the following access to records requirements apply to the contract: 

 
a) The Contractor agrees to provide the City, the FEMA Administrator, the Comptroller General of the United States, 

or any of their authorized representative(s) access to any books, documents, papers, and records of the 
Agreement that are directly pertinent to the Contract for the purposes of making audits, examinations, excerpts, 
and transcriptions. 

 
b) The Contractor agrees to permit any of the foregoing parties to reproduce by any means whatsoever or to copy 

excerpts and transcriptions as reasonably needed. 
 

c) The Contractor agrees to provide the FEMA Administrator or his/her authorized representative(s) access to 
information pertaining to the work being completed under the Contract/Agreement. 

 
23. CONFIDENTIALITY 

All of the reports, information, data, records or documents of any kind, prepared or assembled by the Contractor 
under the Agreement are confidential and the Contractor agrees that they shall not be made available to any individual 
or organization without the prior written approval of the City. 

 
24. INTEREST OF CONTRACTOR 

The Contractor covenants for himself and on behalf of his employees that he presently has no interest and shall not 
acquire any interest, direct or indirect, which would conflict in any manner or degree with the performance of services 
required to be performed under the Agreement or which is adverse to the interests of the City of Columbia. The 
Contractor further covenants that in the performance of the Agreement no person having such interest shall be 
employed. 

 
The Contractor is expected to make its services available to other entities but agrees to refrain from representing 
other entities in matters where the position of the City conflicts with that of the other entity. The City may at its 
discretion, waive this provision. The Contractor has provided a list of all of its clients with whom there may be potential 
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conflicts with the City. This list shall be supplemented throughout the duration of the Agreement. 
 

25. PROGRAM FRAUD AND FALSE OR FRAUDULENT STATEMENTS OR RELATED ACTS 
The contractor acknowledges that 31 U.S.C. Chapter 38 (Administrative Remedies for False Claims and Statements) 
applies to the contractor’s actions pertaining to this contract. 

 
The False Claims Act (FCA), 31 U.S.C. §§ 3729 
Under Liability for Certain Acts, in general any person who: 

 
a) knowingly presents, or causes to be presented, a false or fraudulent claim for payment or approval; 

 
b) knowingly makes, uses, or causes to be made or used, a false record or statement material to a false or fraudulent 

claim; 
 

c) conspires to commit a violation of subparagraph a), b), c), d), e), f), or g); 
 

d) has possession, custody, or control of property or money used, or to be used, by the Government and knowingly 
delivers, or causes to be delivered, less than all of that money or property; 

 
e) is authorized to make or deliver a document certifying receipt of property used, or to be used, by the Government 

and, intending to defraud the Government, makes or delivers the receipt without completely knowing that the 
information on the receipt is true; 

 
f) knowingly buys, or receives as a pledge of an obligation or debt, public property from an officer or employee of 

the Government, or a member of the Armed Forces, who lawfully may not sell or pledge property; or 
 

g) knowingly makes, uses, or causes to be made or used, a false record or statement material to an obligation to pay 
or transmit money or property to the Government, or knowingly conceals or knowingly and improperly avoids or 
decreases an obligation to pay or transmit money or property to the Government, is liable to the United States 
Government for a civil penalty of not less than $5,000 and not more than $10,000, as adjusted by the Federal Civil 
Penalties Inflation Adjustment Act of 1990 (28 U.S.C. 2461 note; Public Law 104–410 [1]), plus 3 times the amount 
of damages which the Government sustains because of the act of that person. 

 
26. CLAIMS AND DISPUTES 2 CFR 200.318(k) 

This contract is subject to Contract Disputes. 
 

a) All disputes arising under or relating to this contract shall be resolved under this clause. 
 

b) Claim, as used in this clause, means a written demand or written assertion by one of the contracting parties 
seeking, as a matter of right, the payment of money in a sum certain, the adjustment or interpretation of contract 
terms, or other relief arising under or relating to this contract. A voucher, invoice, or other routine request for 
payment that is not in dispute when submitted is not a claim under this provision. 

 
c) All claims must comply with the submission and certification requirements of this provision, if it is disputed either 

as to liability or amount must be acted upon in a reasonable time. 
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d) A claim by the Contractor shall be made in writing and, unless otherwise stated in this contract, submitted within 
6 (six) months after accrual of the claim to the Contracting Officer for a written decision. 

 
A claim by the City against the Contractor shall be subject to a written decision by the Contracting Officer. The 
Contractor shall provide the certification specified below when submitting any claim. 

 
a) The certification requirement does not apply to issues in controversy that have not been submitted as all or part 

of a claim. 
 

b) The certification shall state as follows: “I certify that the claim is made in good faith; that the supporting data are 
accurate and complete to the best of my knowledge and belief; that the amount requested accurately reflects the 
contract adjustment for which the Contractor believes the City is liable; and that I am authorized to certify the 
claim on behalf of the Contractor.” 

 
c) The certification may be executed by any person authorized to bind the Contractor with respect to the claim. 

 
For Contractor claims, the Contracting Officer must, if requested in writing by the Contractor, render a decision 
within 60 days of the request. 

 
The Contracting Officer’s decision shall be final unless the Contractor appeals. 

 
If the claim by the Contractor is submitted to the Contracting Officer or a claim by the City is presented to the 
Contractor, the parties, by mutual consent, may agree to use alternative dispute resolution (ADR). If the Contractor 
refuses an offer for ADR, the Contractor shall inform the Contracting Officer, in writing, of the Contractor’s specific 
reasons for rejecting the offer. 

 
The City shall pay interest on the amount found due and unpaid from (1) the date that the Contracting Officer receives 
the claim (certified, if required); or (2) the date that payment otherwise would be due, if that date is later, until the 
date of payment. 

 
With regard to claims having defective certifications, interest shall be paid from the date a proper certification is 
provided. Simple interest on claims shall be paid at the rate. Which is applicable to the period during which the 
Contracting Officer receives the claim and then at the rate applicable for each 6-month period as fixed by the State 
during the pendency of the claim. 

 
The Contractor shall proceed diligently with performance of this contract, pending final resolution of any request for 
relief, claim, appeal, or action arising under the contract, and comply with any decision of the Contracting Officer. 

 
27. DISPUTES 

This contract is subject to 41 U.S.C. chapters 71, Contract Disputes. Failure of the parties to this contract to reach 
agreement on any request for equitable adjustment, claim, appeal or action arising under or relating to this contract 
shall be a dispute to be resolved in accordance with the Claims and Disputes Clause. The Contractor shall proceed 
diligently with performance of this contract, pending final resolution of any dispute arising under the contract. 

 
28. EQUAL EMPLOYMENT OPPORTUNITY 

During the performance of this contract, the Contractor agrees as follows: 

348



The Contractor will not discriminate against any employee or applicant for employment because of race, color, 
religion, sex, sexual orientation, or national origin. The Contractor will take affirmative action to ensure that applicants 
are employed, and that employees are treated during employment without regard to their race, color, religion, sex, 
sexual orientation, or national origin. 

 
Such action shall include, but not be limited to Employment, upgrading, demotion, or transfer; recruitment or 
recruitment advertising; layoff or termination; rates of pay or other forms of compensation; and selection for training, 
including apprenticeship. The Contractor agrees to post in conspicuous places, available to employees and applicants 
for employment, notices to be provided setting forth the provisions of this nondiscrimination clause. 

 
a) The Contractor will, in all solicitations or advertisements for employees placed by or on behalf of the Contractor; 

state that all qualified applicants will receive considerations for employment without regard to race, color, 
religion, sex, sexual orientation, or national origin. 

 
b) The Contractor will send to each labor union or representative of workers with which he has a collective bargaining 

agreement or other contract or understanding, a notice to be provided advising the said labor union or workers' 
representatives of the Contractor's commitments under this section, and shall post copies of the notice in 
conspicuous places available to employees and applicants for employment. 

 
c) The Contractor will comply with all provisions of Executive Order 11246 of September 24, 1965, and of the rules, 

regulations, and relevant orders of the Secretary of Labor. 
 

d) The Contractor will furnish all information and reports required by Executive Order 11246 of September 24, 1965, 
and by rules, regulations, and orders of the Secretary of Labor, or pursuant thereto, and will permit access to his 
books, records, and accounts by the administering agency and the Secretary of Labor for purposes of investigation 
to ascertain compliance with such rules, regulations, and orders. 

 
e) In the event of the Contractor's noncompliance with the non-discrimination clauses of this Agreement or with 

any of the said rules, regulations, or orders, this contract may be canceled, terminated, or suspended in whole 
or in part and the Contractor may be declared ineligible for further Government contracts or federally assisted 
construction contracts in accordance with procedures authorized in Executive Order 11246 of September 24, 
1965, and such other sanctions as may be imposed and remedies invoked as provided in Executive Order 11246 
of September 24, 1965, or by rule, regulation, or order of the Secretary of Labor, or as otherwise provided by 
law. 

 
f) The Contractor will include the portion of the sentence immediately preceding paragraph (A) and the provisions 

of paragraphs (A) through (G) in every subcontract or purchase order unless exempted by rules, regulations, or 
orders of the Secretary of Labor issued pursuant to section 204 of Executive Order 11246 of September 24, 1965, 
so that such provisions will be binding upon each sub-contractor or vendor. 

 
g) The Contractor will take such action with respect to any subcontract or purchase order as the administering 

agency may direct as a means of enforcing such provisions, including sanctions for noncompliance: Provided, 
however, that in the event the Contractor becomes involved in, or is threatened with, litigation with a sub- 
contractor or vendor as a result of such direction by the administering agency the Contractor may request the 
United States to enter into such litigation to protect the interests of the United States. 
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29. CLEAN AIR ACT AND FEDERAL WATER POLLUTION CONTROL ACT 
The Contractor must comply with all applicable standards, orders, or regulations issued pursuant to the Clean Air Act 
(42 U.S.C. §7401-7671(q) and the Federal Water Pollution Control Act as amended (33 U.S.C. §1251-1387). 

 
The Contractor will report each violation to the City, Federal Emergency Management Agency (FEMA) and the 
appropriate Environmental Protection Agency Regional Office (EPA). 

 
The Contractor agrees to include these requirements in each sub-contract exceeding twenty-five thousand dollars 
($25,000.00) financed in whole or in part with federal assistance provided by FEMA. 

 
30. USE OF RECOVERED MATERIALS 

The Contractor shall comply with Section 6002 of the Solid Waste Disposal Act as amended by the Resource 
Conversation and Recovery Act (2 C.F.R. §200.322). In performance of the Agreement, the Contractor shall make 
maximum use of products containing recovered materials that are EPA designated items unless the product cannot 
be acquired. 

 
31. OVERSIGHT 2CFR 200.318(b) 

The City will maintain oversight to ensure the Contractor performs in accordance with terms, conditions and 
specifications per (2 C.F.R. §200.318(b) (General Procurement Standards) and 44 C.F.R. §13.36 (Procurement). 

 
32. SYSTEM FOR AWARD MANAGEMENT (SAM) 

Unless exempted by an addendum to this contract, the Contractor is responsible during performance and through 
final payment of any contract for the accuracy and completeness of the data within the SAM database, and for any 
liability resulting from the Government’s reliance on inaccurate or incomplete data. To remain registered in the SAM 
database after the initial registration, the Contractor is required to review and update on an annual basis from the 
date of initial registration or subsequent updates its information in the SAM database to ensure it is current, accurate 
and complete. 

 
Updating information in the SAM does not alter the terms and conditions of this contract and is not a substitute for a 
properly executed contractual document. 

 
If a Contractor has legally changed its business name, “doing business as” name, or division name (whichever is shown 
on the contract), or has transferred the assets used in performing the contract, but has not completed the necessary 
requirements regarding novation and change-of-name agreements, the Contractor shall provide the responsible 
Contracting Officer a minimum of one business day’s written notification of its intention to: 

 
Incorporation by reference. The Contractor’s representations and certifications, including those completed 
electronically via the System for Award Management (SAM), are incorporated by reference into the contract. 

 
33. DHS SEAL, LOGO, AND FLAGS 

The contractor shall not use the DHS seal(s), logos, crests, or reproductions of flags or likenesses of DHS agency officials 
without specific FEMA pre-approval. 
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CERTIFICATION FOR CONTRACTS, GRANTS, LOANS, AND COOPERATIVE AGREEMENTS 
(to be submitted with each bid or offer exceeding $100,000) 

 
 

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to 
any person for influencing or attempting to influence an officer or employee of an agency, a Member 
of Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with the awarding of any Federal contract, the making of any Federal grant, the making of 
any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement. 

 
2. If any funds other than Federal appropriated funds have been paid or will be paid to any person for 

influencing or attempting to influence an officer or employee of any agency, a Member of Congress, 
an officer or employee of Congress, or an employee of a Member of Congress in connection with the 
Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit 
Standard Form LLL, “Disclosure Form to Report Lobbying” in accordance with its instructions. 

 
3. The undersigned shall require that the language of this certification be included in the award 

documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under 
grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose 
accordingly. 

 
This certification is a material representation of fact upon which reliance was placed when this transaction 
was made or entered into. Submission of this certification is a prerequisite for making or entering into 
this transaction imposed by 31 U.S.C. § 1352 (as amended by the Lobbying Disclosure Act of 1995). Any 
person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 
and not more than $100,000 for each such failure. 

 
The Contractor,  , certifies or affirms the truthfulness and accuracy of 
each statement of its certification and disclosure, if any. In addition, the Contractor understands and 
agrees that the provisions of 31 U.S.C. § 3801 et seq., apply to this certification and disclosure, if any. 

 
 
 
 

Signature of Contractor’s Authorized Official 
 
 
 

Name and Title of Contractor’s Authorized Official 
 
 
 

Date 
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CONTRACTOR REQUEST FOR PAYMENT 
CDBG DISASTER RECOVERY PROGRAM 
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CONTRACTOR’S REQUEST FOR PAYMENT 
CDBG DISASTER RECOVERY PROGRAM 

 
Date: Contract Date: 

Contractor: Purchase Order: 

Program/Case Number: Period of Performance: 

Property Address: Amount Requested: 
 
 
 

 Request #1 Request #2 Request #3 Request #4 Request #5 Final 
Request 

Original 
Contract Sum 

      

Total Change 
Orders 

      

Contract Sum 
to Date 

      

Previous 
Requests for 
Payment 

      

Amount 
Remaining 

      

Current 
Request 

      

Retainage 
(10%) 

      

Balance 
Remaining 
(inc. retainage) 

      

 
 

TOTAL PAYMENT DUE: 
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In accordance with the attached contract documents, based on site observation and data 
supporting this request for payment, the Disaster Recovery Construction Manager certifies that 
the Work has progressed as indicated and the quality of the Work is in accordance with Contract 
requirements. 

We the undersigned hereby agree that payment in the amount of $  is now due 
to the Contractor for construction/rehabilitation at the property address noted. 

 

 
Date    

 

John Davis 
Construction Manager Signature 

 
 

Date    
 

Name 
Homeowner Signature 

 
 

Date    
 

Susan Ryan 
Community Development Coordinator 
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DISASTER RECOVERY 

HOUSING STANDARDS GUIDE 
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Housing Standards Guide 
The City of Columbia CDBG Disaster Recovery Program 

Revised January 2019 
 
 

This document will assist homeowners, housing inspectors, contractors, and their respective 
agents in understanding the construction guidelines required by the City of Columbia CDBG 
Disaster Recovery Program. The City offers three residential rehabilitation programs for the 
repair of storm damages resulting from the October 2015 Flood and provision of standard, basic 
amenities essential to making a home decent, safe and sanitary. Housing Inspectors will 
inspect each eligible property to assess the condition of the home, verify storm related 
damage, and identify repairs necessary to meet local building codes and minimum property 
standards, increase energy efficiency and provide a decent, safe and sanitary home as addressed 
in the CDBG Disaster Recovery Housing Standards Guide. 

 
This document covers the minimum construction/rehabilitation requirements for the Columbia 
Homeowner Assistance Program (CHAP), the Small Rental Repair Program (SRRP), and the Minor 
Repair Program. The City of Columbia Disaster Recovery staff reserves the right to make the final 
determination on matters of program compliance as it relates to these housing standards. 

 
All homes utilizing CDBG Disaster Recovery funds will be constructed using energy saving 
materials and techniques when possible. All construction activities identified in the project scope 
of work must meet current City of Columbia building codes as enforced by Development & 
Planning Services and be performed by a licensed contractor pre-qualified by the City. All 
construction contracts are contingent upon written approval by the City of Columbia. 

 
All construction activities must comply with all applicable codes, ordinances, regulations, laws, 
and other requirements per federal, state, and local governments to include CDBG-DR specific 
requirements associated with the Disaster Relief Appropriations Act of 2016. [Public Law 114-3, 
June 17, 2016] Improvements may include: 

 
• Lead-based paint or asbestos mitigation 
• Mold remediation 
• Accessibility features for those with special needs 
• Standard appliances limited to refrigerator and stove/oven 
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Definitions 
 

Acceptable In a condition that is favorable to all parties involved including the City. 

Defective /defects In a condition unlike that which was original at time of construction; not 
working properly or missing parts that are needed for a complete unit; 
not in a “finished out” condition; 

Deteriorated In a state of disrepair; not structurally sound; rotten; not “finished out;” 

Excessively damaged Damaged to a point where pavement is separated ½” or more in any 
direction. 

Finished out In a condition favorable to all parties involved including the City; like 
new condition’ in a condition that is widely accepted as complete in the 
construction industry. 

Free-and-clear/free of Not containing; absent of 
Functioning properly Working in a manner consistent with that which it was originally 

designed to operate 
Good working order Working in a manner consistent with that which it was originally 

designed to operate 
Good condition In like new condition 
Like new condition In a condition favorable to all parties involved including the City; 

functioning properly; free of defects; good working order 

Notable Obvious; visible; apparent 
Not suitable for 
rehabilitation 

Dwelling units where substandard conditions threaten the health and 
safety of its occupants and it is not financially or structurally feasible for 
rehabilitation. 

Originally 
designed/manufactured 

In like new condition and working in a manner as was originally 
constructed to operate 

Over spanned Exceeding an acceptable length as determined using standard 
engineering design practices 

Patchwork Any work where joints, seams, or any other types of intersections of 
materials are noticeable to the naked eye from a distance of 5 feet from 
the area in question (not to include obvious joints at inside and outside 
corners). 

Structure Any building supported by a permanent foundation 
Structurally sound Capable of supporting all imposed loads; free of excessive deterioration 
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Demolition: 
In cases where damages exceed 55% of the pre-storm Fair Market Value (2014 tax assessed value 
+ 10%) of the home, property information will be submitted to the City for review and the City will 
recommend how to proceed with any possible rehabilitation. All debris shall be removed from 
premises weekly unless contained in a commercial grade trash container, dump truck, trailer, or 
other vehicle used specifically for debris removal. The debris may remain on premises until the 
container is filled to a reasonable capacity, when it shall be removed from premises. All debris shall 
be taken to an approved landfill as determined by the South Carolina Department of Health and 
Environmental Control (DHEC) based upon the composition of material, including any lead-based 
paint, asbestos, or other hazardous waste. 

 
Foundation: 

• Foundations shall be structurally sound; all deteriorated and/or over spanned building 
components shall be replaced and/or properly supported. The City reserves the right to 
require an inspection by a licensed structural engineer registered to practice in South 
Carolina to determine the structural soundness of the component. 

• All foundation vents shall be screened and allow water to enter the crawl space. 
• All crawl spaces shall have adequate ventilation. 
• Structures shall be treated for subterranean termites by a state licensed exterminator 

who shall issue an Official South Carolina Wood Infestation Report showing that the 
structure is free of infestation or damage caused by any wood destroying insects or fungi. 
Structures treated within the last five years by a state licensed exterminator may be 
exempt from re-treatment upon receipt of documentation confirming treatment. 

• Wood products shall not come in contact with grade under a structure. Piers shall be 
permanent masonry units with poured concrete footings. 

• Existing structurally sound masonry piers may remain in place. Stacked masonry units, 
wooden piers, and metal jacks are prohibited for use as piers. 

• Accessory doors and windows located below main level of structure and all sub-flooring 
shall be considered part of the foundation. 

• 100% of the grade area of housing with a crawl space shall be covered with a minimum 6- 
mil vapor barrier overlapping a minimum of 6” at piers and seams. 

 
Yard: 

• Necessary measures shall be taken to improve drainage away from structures and to 
prevent erosion. Water shall not be diverted into adjacent property or directly into a 
City right-of-way. 

• All tree limbs within six feet of structure shall be cut. Any tree where root system is 
undermining structure shall be permanently removed from site, including stump. 
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Siding: 
• Moisture and termite damaged exterior wood products and any defective [split, large 

knot holes, etc.] exterior wood products shall be replaced with material matching the 
remaining wood products. 

• Other types of damaged siding [brick, block, vinyl, aluminum] will be replaced with in-kind 
materials. 

 
Porches & Steps: 

• Porch and step components shall be structurally sound and missing materials will be 
replaced. 

• All wood products used in steps and flooring located 18 inches or lower from the ground 
must be treated material. 

 
Windows: 

• Only storm damaged windows will be replaced. 
• At least one window in each bedroom must operate as originally designed and must be 

free of defects [cracked glass, brittle spackling, defective hardware, etc…] to meet code 
egress requirements. 

• Screens must be in like new condition. If shutters are present they must be free of defects 
and must be properly secured to structure. 

• New windows must be of insulated glass of insulated glass, and be EnergyStar® certified 
for the Columbia, SC region. 

 
Exterior Doors: 

• Exterior doors must operate as originally designed and must be free of defects [cracked 
glass, brittle spackling, defective hardware, splits in wood, etc…], air tight, and insulated 
or be used in conjunction with storm doors. 

• Storm doors must include a pneumatic closure and a latch. 
 

Roof: 
• Roof system must be free of leaks, structurally sound, clear of any foreign matter 
• All substantially damaged roofs will include roof venting at all ridges. 
• If attic vents are present, they must be screened with a maximum of 1/8” sieve wire 

mesh. 
• Gutters are not recommended, but when present must be functioning properly and 

include splashguards at downspouts. 
• Radiant barrier sheathing will be installed when building a new roof. 
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Electrical: 
• Electrical systems must be functioning properly. 
• All electrical components must be inspected including service, meter, wiring and fixtures 

even if no electrical work is specified. Unsafe components must be replaced. All exposed 
wiring, switches and light bulbs in living areas must be encased. 

• All bedrooms and hallways must have electric, interconnected smoke detectors with 
battery backup. A carbon dioxide detector is also required if the structure contains gas 
appliances or an attached garage. 

• Three prong outlets without ground-fault wiring must be labeled as such. 
• All splicing must take place inside a junction box and include caps and tape. 
• Any bathrooms without an operable window must include an exhaust fan vented 

outside the structure. 
• Fixtures must be in good working condition. 

 
Plumbing: 

• Supply and drain lines must be in good condition and functioning properly for the 
distribution of water and the removal of all waste from premises and be connected to a 
system approved by DHEC. 

• Fixtures must function properly, be secured to structure, and be free of any defects 
[chipped enamel, rust, cracks, leaks, etc…]. Existing tub and shower surrounds and pans 
must be in good condition and watertight. 

• All new fixtures must be water conserving and meet the following specifications: toilets 
1.28 gpf, showerheads 2.0 gpm, bath faucet 1.5 gpm, & kitchen faucet 2.0 gpm [gpf= 
gallons per flush; gpm= gallons per minute] 

• Water heaters must function properly, be installed per new construction building code, 
and be free of notable rust-through on housing units. All water heater units outside of 
heated space must be insulated to an R-8 value and elevated at least four inches above 
adjacent grade. Newly installed water heaters must meet efficiency requirements as 
follows: □40 gallon - gas 0.61 /electric 0.93 □50 gallon- gas 0.59 / electric 0.92 

• Outdoor water heating piping shall be insulated to a minimum R-4. Tape all seams in 
pipe insulation with HVAC metal duct tape. 

• Dryer venting inside walls, attics, or crawl spaces must be rigid metal; ductwork must be 
vented directly outdoors with all joints and seams sealed with HVAC metal duct tape or 
mastic. 
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Heating & Air Conditioning: 
All structures must contain a central heating system in good working condition that is capable 
of maintaining a temperature of 68 degrees Fahrenheit [at three feet above floor level] in all 
habitable rooms. 

• Ductwork must meet or exceed EnergyStar® for Homes duct leakage standard with a 
leakage rate of 5% or less when measured with a duct blaster or similar diagnostic 
device. All accessible ducts shall be insulated to R-8. 

• New systems shall be EnergyStar® compliant, have a minimum AFUE rating of 95% and a 
minimum SEER rating of 14.5, and include ductwork insulated to a minimum R- 8 value. 
[Installer shall certify that the system meets the minimum requirements.] 

• All new heating and air conditioning equipment shall be sized in accordance with the Air 
Conditioning Contractors of America Manuals Parts J and S, or 2012 or most recent 
edition ASHRAE Handbook – HVAC Systems & Equipment. City Community Development 
staff reserves the right to make exceptions to the above requirements as long as 
installed system meets EnergyStar® requirements for the Columbia, SC region. 

 
Interior Walls & Ceilings: 

• All interior walls and ceilings must be structurally sound, and finished out in a uniform 
manner widely accepted as a standard method of building construction. 

• Repairs may include cracks, nail pops, buckling, materials not bonding, torn wallpaper, 
holes, exposed framing, delaminated material, 

• Textured ceilings with obvious patching is not an acceptable method of ceiling finish. 
 

Insulation: 
Existing walls exposed during construction shall be insulated to meet the following R values: 
Ceilings, R-38; Walls, R-13; Floors, R-19. 

 
Fireplace: 

• All chimneys shall be structurally sound and in safe working condition. 
• All fireplaces shall have tight fitting dampers. 
• Chimneys not meeting these requirements shall be permanently sealed at all openings. 

 
Interior Trim: 

• All storm damaged trim shall be repaired or replaced with a material matching the 
remaining trim in each room. 

• All door and window hardware shall function properly and any missing hardware 
installed to bring door and window back to working condition. 

• Bedroom and bathroom doors shall include privacy latches. 
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Kitchen: 
• All cabinets shall be in good working order 
• Cabinets and countertops shall be free of water damage. 

New cabinetry shall be a minimum of 24 cf of wall cabinet storage and 40 cf of base 
cabinet storage in each kitchen. 

 
Bathroom: 

• All bathrooms shall include a mirror, towel bar, tissue holder, shower rod (where 
applicable), and storage cabinet. 

• Existing fixtures shall be in good working condition. 
• Vanity tops shall be secured to cabinet and sealed at all edges to prevent water 

infiltration. 
• Tub and shower surrounds shall be watertight and in like new condition. 

 
Floors: 

• All sub-flooring shall be structurally sound. Particleboard sub-flooring shall never be 
used as a sub-floor replacement within four feet of any water source. [This includes 
supply lines inside wall cavities, but does not include supply lines underneath the floor.] 

• Damaged flooring material will be replaced with standard grade carpet, vinyl, or tile. 
• Newly installed carpet shall be a minimum 34 oz. FHA approved carpet with a minimum 

½” padding. Padding must meet or exceed federal VM 44 specifications. 
• Newly installed vinyl flooring must conform to federal specifications, be a grade “C” or 

better and be installed per manufacturers’ specifications. 
• All new flooring must be installed consistent with methods widely used in the 

construction industry. 
• Painted floors are not acceptable unless pre-approved by City staff. 

 
Painting: 

• Interior and exterior painted surfaces damaged by the storm will be repainted. 
• All window glazing must be in like new condition. 
• Stained woodwork must include a finish sealer type coating. 
• All open seams or joints must be caulked or filled consistent with methods widely used 

in the construction industry. 
 

Appliances: 
• All habitable structures shall include a kitchen equipped with a minimum 16 cubic foot 

refrigerator and a standard size stove or oven. 
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• A stove hood must be installed above any appliance designed for surface cooking when 
cabinetry is above the appliance. 

• Appliances must be clean and in working condition. 
• All new refrigerators, dishwashers, and washing machines must be EnergyStar® certified 

products. 
 

Miscellaneous: 
• Non-essential items include fencing, detached garages, out buildings, patios, hot tubs, 

hardwood floors, ceramic tile, security systems, fireplaces, decks, stained glass 
windows, marble and granite countertops. 

• Swimming pools and room additions are not allowed. 

363



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MONITORING PLAN 

364



 
 
 

 

We Are Columbia 
 
 
 
 
 
 

CITY OF COLUMBIA 

COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) 
DISASTER RECOVERY PROGRAM 

365



TABLE OF CONTENTS  
 

PAGE 

 

MONITORING OVERVIEW . . . .. . .. .. . .. . . •. .. . ••. •. ... •.. . . . . •. .. . .. .. .. . • . . .. .. .. . . ••. •. . • . . . •. .........................3 

PURPOSE OF MONITORING ..........•.•.••••.•............•. ............................................................... 4 

MONITORING RESPONSIBILITIES ................................................................................... . .................... 4 

DESIGNATION OF MONITORING COORDINATOR  AND ASSIGNED RESPONSIBILITIES ...........................................5 

PROJECT  MANAGEMENT AND ADMINISTRATION ...................................................................................................... 5 

MONITORING STRUCTURE .... . ...................................................................................... . .................... 6 

TYPES OF MONITORING  ............................................. ....................................•. ............... 6 

MONITORING PROCESS ..................................................................................................................... 7 

RISK ASSESSMENT ................................................................................................................................................................ 7 

RISK ASSESSMENT MATRIX ......................................................................................................................................... 8 

NOTIFICATION AND MONITORING SCHEDULE ........................................................................................................... 8 

ENTRANCE CONFERENCE .................. . .. . ......... . .................................................................................. 9 

EXECUTE THE MONITORING REVIEW . ................ . ................... . ............................................................ 9 

EXIT CONFERENCE .............................................................................................................................................................. 11 

MONITORING REPORT......................... . ......................................................................................... 11 

DATA INPUT INTO DRGR ......................................................................................................................... 11 
TECHNICALA  SSISTANCE ··········· · ··························· · ·································· · ············· · ························ 11 
FOLLOW-UP ................................................................................................................................................................. 12 

ATTACHMENTS ............................................................................................................................ 13 
 

EXHIBIT 6 - 1 - O VERALL MANAGEMENT OF CDBG DISASTER  RECOVERY  GRANTS 

EXHIBIT 6 - 2 - FLOOD ZONE AND FLOODWAY BUYOUTS AND NON-BUYOUT ACQUISITION 

EXHIBIT 6 - 3 - N EW CONSTRUCTION OF HOUSING 

EXHIBIT 6 - 4 - IN FRAS TR UCTURE 

EXHIBIT 6 - 5 - ECONOM IC DEVELOPMENT 

EXHIBIT 6 - 6 - H OUSING REHABILITATION AND RECONSTRUCTION 

EXHIBIT 6 - 7 - W RI TTEN AGREEMENTS 

EXHIBIT 6 - 8 - PROCUREM ENT 

EXHIBIT 6 - 9 - FINANCIAL MANAGEMENT 
 
 
 
 
 

 
366



Administration 
& Planning Housing Economic 

Development Infrastructure 

MONITORING OVERVIEW 
 

The City of Columbia has established this Plan to monitor the following four areas of the 
Community Development Block Grant Disaster Recovery (CDBG-DR) Program: 

 
 
 

CDBG- Disaster Recovery Program 
 

 
 

The City of Columbia anticipates that the implementation of this plan will better: 
 

■ Gauge the overall progress and effectiveness of program implementation. 
 

■ Identify and resolve compliance issues that may compromise program integrity, 
funding, and service delivery. 

 
■ Identify areas that would benefit from technical assistance. 

 
■ Explain the purpose of monitoring and why it is essential for the City of Columbia. 

 
■ Differentiate the types of monitoring techniques that will be used during the 

monitoring review process. 
 

■ Explain the current monitoring structure model. 
 

■ Identify the role of the Monitoring Coordinator along with their essential assigned 
responsibilities. 

 
■ Demonstrate how the City of Columbia will conduct risk assessments and draw 

conclusions based on the results. 
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PURPOSE OF MONITORING 
 

Monitoring plays a vital role in the success of the City of Columbia's programs. The 
chart below illustrates why the monitoring process is required and the benefits that 
monitoring assessments can help provide: 

 
 
 
 

Requirement of 
HUD and the 
Office of the 

Inspector 
General 

 
 
 

Identifies the 
best practices 

within the 
program 

 
 

Why Monitor? 

Ensures 
compliance 
with statues 

and regulations 

 
 
 
 
 
 
 

Continuous 
improvement to 

policies and 
procedures, 

operations and 
capacity building 

 
 
 

MONITORING RESPONSIBILITIES 
 

The City of Columbia is responsible for monitoring itself, subgrantees, subrecipients, 
contractors and anyone who spends Disaster Recovery funds. 

 
The City of Columbia (the grantee) monitors: 

■ Grantee's projects 
■ Direct subrecipients, including a sample of the subrecipient's projects 

■ Program/project administrators 

 
 

Early detection 
of inefficiencies, 
prevent fraud, 

waste and abuse 
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The subrecipient monitors: 
■ Direct subrecipient's programs 

■ Program/project administrators 

■ Contractors and subcontractors 
■ Program participants 

 
DESIGNATION OF MONITORING COORDINATOR AND ASSIGNED RESPONSIBILITIES 

 
The Community Development (CD) Program Compliance Specialist for the CDBG-DR 
Program has been identified as the 'Monitoring Coordinator' for the City of Columbia and 
for the purposes of this Monitoring Plan. 

 
The Monitoring Coordinator will: 

 
■ Establish the Monitoring Schedule and ensure monitoring occurs as outlined within 

the Plan 

 
■ Ensure proper documentation and tracking of all monitoring efforts 

 
■ Conduct an entrance conference before the monitoring review and an exit 

conference after the monitoring review 
 

■ Execute the monitoring review while using monitoring resources and checklists 

 
■ Input pertinent data into the Disaster Recovery Grant Reporting (DRGR) system 

 
■ Prepare monitoring reports and recommend corrective actives 

 
■  Notify the Internal Auditor of issues that may result in a HUD finding, program 

sanctions or require the repayment of federal funds 
 
 

PROJECT MANAGEMENT AND ADMINISTRATION 
 

The Monitoring Coordinator is responsible for coordinating execution of the Disaster 
Recovery Monitoring Plan. On-going internal review of program and application files for 
completeness and accuracy begins with the CDBG-DR Manager and Compliance 
Specialist. The Monitoring Coordinator conducts compliance monitoring reviews for the 
Disaster Recovery program, project and activity files on a monthly basis and reports are 
provided to the CD Administrator for review and to the CD Director for approval. All final 
reports are provided to the Internal Auditor on a quarterly basis. The diagram below 
illustrates the Monitoring Structure. 
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MONITORING STRUCTURE 
 
 
 
 

  

Community 
Development 
Administrator 

Director of 
Community 
Development 

 
 
 

TYPES OF MONITORING 
 

The Monitoring Coordinator will perform an initial risk assessment to evaluate each DR 
project and activity to determine what level of monitoring will be conducted to ensure that 
all projects and activities are compliant. A range of monitoring methods will be used 
including (but not limited to): 

 
■ Limited Review 

■ In-Depth Review 

■ On-Site Review 

■ Remote Review 

 
Additional reviews may be performed to monitor consultants and/or projects as deemed 
necessary by the Internal Auditor. 

 
At least one (1) onsite review will be conducted of all projects prior to closeout by the 
Monitoring Coordinator. This review will occur early enough in the project life cycle to 
allow time for technical assistance and/or the resolution of any corrective actions that'may 
be identified. 

 
 

 
t 

 
l 

..... 
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MONITORING PROCESS 
 

The City of Columbia's monitoring process is illustrated below and described in the 
subsequent sections: 

 

 
 

RISK ASSESSMENT 
 

Risk assessment results are used to determine the priority of monitoring reviews. The 
Monitoring Coordinator will use a Risk Assessment Matrix (diagram below) to guage the 
capacity of the overall programs and activities. Programs that have a higher score 
according to the Risk Assessment Matrix are considered High Risk. This will be taken into 
consideration when scheduling the initial and subsequent monitoring reviews 

 
In cases where a risk assessment is not performed, the basis for determining monitoring 
prioritization will be documented and recorded in the corresponding file. 
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► 

RISK ASSESSMENT MATRIX 
 
 
 
 

FUNDING 
 
 

PROJECT TYPE 
 
 

NUMBER OF 
PROGRAMS 

 
CDBG-DR 
EXPERIENCE 

 
FUNDED ENTITY- 
PARTNER AGENCY OR 
SUBRECIPIENT 

 
I CRITERION BASED ON AGENCY 

OR SUBRECIPIENT AWARD 
AMOUNT 

 
I 

CRITERION BASED ON TYPES 
OF PROJECTS ADMINISTERED 

 
CRITERION BASED ON THE 
NUMBER OF PROGRAMS 
FUNDED/ADMINISTERED 

 
CRITERION BASED ON FUNDED 
ENTITY EXPERIENCE WITH HUD 
PROGRAM AND/OR DISASTER 
FUNDS 
CRITERION BASED ON AGENCY 
OR SUBRECIPIENT AWARD 
AMOUNT 

 
>$20 MILLION (HIGH- 5) 
$20 - 10 MILLION (MEDIUM- 3) 
<$10 MILLION (Low-1) 

 
HOUSING AND ECONOMIC 
DEVELOPMENT (HIGH- 5) 
INFRASTRUCTURE (MEDIUM- 3) 
PLANNING (Low- 1) 
6 OR MORE (HIGH- 5) 
3-5(MEDIUM- 3) 
3 OR LESS(Low- 1) 

 
0-3 (HIGH- 5) 
4-6(MEDIUM- 3) 
7 YEARS OR MORE(Low- 1) 

 
>$10 MILLION (HIGH- 5) 
$10- 5 MILLION (MEDIUM- 3) 
<$5 MILLION (Low- 1) 

 
 
 

NOTIFICATION/MONITORING SCHEDULE 
 

A Notification Letter should be sent to the grantee and/or subrecipient informing them 
they will be monitored. The letter should include the following information: 

 
■ Scheduled date of monitoring review 

■ Established whether it will be on-site or remote monitoring review 

If conducting on-site monitoring: confirm the reservation of a conference 
room and access to a computer and telephone 
If conducting remote monitoring: confirm what information is needed by the 
participant and a timeline 

■ Monitoring Schedule 

■ Areas that will be reviewed 

■ Names and titles of staff that will be conducting the monitoring review 

 
 

Internal file audits for projects and activities are performed monthly by the Monitoring 
Coordinator through various methods and reports are submitted to the CD Administrator. 
Quarterly monitoring reports are submitted to the Internal Auditor. At least one (1) onsite 
review will be conducted of all projects prior to closeout. This review will occur early 

 

► 
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enough in the project life cycle to allow time for technical assistance and/or the resolution 
of any corrective actions that may be identified. 

 
If a subrecipient administers the project, the Monitoring Coordinator will do an on-site 
monitoring of the program, financial and project files for compliance with the CDBG 
Statute and Regulations and 2 CFR Part 200 0MB Super Circular, as well as specific 
disaster recovery requirements under Disaster Relief Appropriations Act of 2016 (Public 
Law 115-31, Effective: August 14, 2017); (Public Law 114-3, Effective June 22, 2016). 

 
ENTRANCE CONFERENCE 

 
The following items should be discussed at the entrance conference and fully understood 
by all parties involved: 

 
■ Explain how the monitoring will be conducted 
■ Identify and confirm key program staff who will be assisting 
■ Confirm meeting and/or interview times 

■ Verify programs and activities that will be reviewed 
■ Ensure access to files and work areas 

 
EXECUTE THE MONITORING REVIEW 

 
The illustration and subsequent sections below demonstrate how to successfully conduct 
and execute the monitoring review: 
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EVALUATE THE PROGRAM 
 

■ Review files for required information 
■ Ensure consistency with written policies and procedures 
■ Interviews with program participant staff, contractors, subrecipients and 

clients to determine the accuracy of the information and level of satisfaction 
with the services that are being provided. 

 
EXHIBITS AND CHECKLISTS 

 
The Monitoring Coordinator will review HUD resources and crosscutting 
requirements when monitoring the CDBG-DR program. The HUD CPD Monitoring 
Handbook 6509.2., applicable CDBG-DR Public Laws and Federal Register 
Notices as well as CDBG Statute and Regulations and 2 CFR Part 200 0MB Super 
Circular, will be used to ensure specific disaster recovery requirements are met 
for any projects/activities funded under Disaster Relief Appropriations Act of 2016 
(Public Law 115-31, Effective: August 14, 2017); (Public Law 114-3, Effective June 
22, 2016). 

 
The following HUD monitoring exhibits will be utilized: 

 
■ Exhibit 6-1: Overall Management of CDBG Disaster Recovery Grants 

(Attachment A) 
■ Exhibit 6-2: Flood Zone and Floodway Buyouts and Non-Buyout Acquisitions 

(Attachment B) 
■ Exhibit 6-3: New Construction of Housing (Attachment C) 

■ Exhibit 6-4: Infrastructure (Attachment D) 

■ Exhibit 6-5: Economic Development (Attachment E) 

■ Exhibit 6-6: Housing Rehabilitation and Reconstruction (Attachment F) 

■ Exhibit 6-7: Written Agreements (Attachment G) 

■ Exhibit 6-8: Procurement (Attachment H) 

■ Exhibit 6-9: Financial Management (Attachment I) 

 
 

Program Checklists for the monitoring review should include the following: 
 

■ Overall management 
■ Financial management 
■ Procurement (including M/WBE outreach) 

■ National Objective 

■ Cost allowability/eligible activities 

■ Labor Standards Administration (if applicable) 
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COMMUNICATE 

 

■ Keep program staff informed on how the monitoring review is progressing 
■ Discuss problem areas that have been identified 
■ Allow participants to make immediate corrections or adjustments 
■ Provide additional information to assist with review 

 
DOCUMENT 

 

■ Record responses to questions that will inform decisions 
■ Record any issues/concerns that should be presented at the exit conference 

 
EXIT CONFERENCE 

 
The exit conference will serve as a forum to inform program participants of any preliminary 
findings or concerns. This information should also be shared with the appropriate program 
officials. 

 
MONITORING REPORT 

 
Upon completion of the monitoring review, the Monitoring Coordinator will draft a 
Monitoring Report Summary that identifies the results of the review (areas of merit and/or 
issues identified, if any), the basis for the conclusions and citation of the law/regulation(s) 
to support the conclusion (if applicable), and any deficiencies per HUD Exhibits. The draft 
Monitoring Report Summary will be submitted to the CD Administrator for review and CD 
Director for approval. Once the Monitoring Report has been approved, the Monitoring 
Coordinator will forward the report to the appropriate program officials and to the Internal 
Auditor (IA). All responses to corrective actions will be documented and included as a 
part of the monitoring report summary. The Monitoring Report summary will be 
documented in the program file. 

 
DATA INPUT INTO DISASTER RECOVERY GRANT REPORTING (DRGR)SYSTEM 

 
Once all required corrective actions have been resolved and all information has been 
mitigated, the completed summary of data will be entered into the DRGR system, placed 
into the appropriate master file and provided to the City's Internal Auditor. 

 
TECHNICAL ASSISTANCE 

 
When findings or concerns are identified as a result of the monitoring review, technical 
assistance will be required to assist in the resolution of the issue. The objective of 
technical assistance is to ensure compliance with Federal, State, and City of Columbia 
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regulations and CDBG-DR program requirements. The nature and extent of technical 
assistance will be determined at the discretion of the City of Columbia Community 
Development Staff, the Internal Auditor, and the HUD Community Planning and 
Development Specialist, Disaster Recovery and Special Issues Division. 

 
Some examples of technical assistance will include: 

■ Verbal or written advice; 
■ Formal training; and/or, 
■ Documentation and guidance. 

 
Evidence of technical assistance will be maintained within the Program and Project files 
as well as the DRGR System. 

 
FOLLOW-UP 

 
In the event that issues are identified for corrective action, follow-up actions will be 
scheduled to address the progress of the resolution. The timing and frequency of the 
follow-up communication will be determined at the discretion of the Monitoring 
Coordinator, CD Administrator, CD Director and/or Internal Auditor, and will be based on 
the severity of the deficiency. All follow-up actions will be documented within the program 
file and the DRGR System. 

 
 

CERTIFICATION: 
 

This Monitoring Plan is the formal plan by which the City of Columbia conducts its 
monitoring activities for all projects funded under the Disaster Relief Appropriations Act 
of 2016 (Public Law 115-31, Effective: August 14, 2017); (Public Law 114-3, Effective 
June 22, 2016). 

 
 
 

bL 
Gldria Saeed, Director Community Development 
City of Columbia 
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1.0 INTRODUCTION 
In October 2015, the City of Columbia, along with much of the State of South Carolina, 
experienced unprecedented and historic rainfall and flooding resulting from an upper 
atmospheric low-pressure system that funneled tropical moisture from Hurricane Joaquin. This 
heavy and extended rainfall exceeded a once in a thousand-year flood event with over two feet of 
rainfall in less than 48 hours. The rain and flooding caused extensive damage to many dams, 
bridges, roads, homes, and businesses in the state’s capital. Most of the major and severe 
damages to housing occurred along the banks of Lake Katherine, Central and Lower Gills Creek, 
Wildcat Creek, and Penn Branch areas of the city. As a result, the City of Columbia was  
awarded Community Development Block Grant-Disaster Recovery (CDBG-DR) funding in 
order to rebuild the most damaged areas of the city and address the unmet needs of its citizens. 

 
The City’s CDBG-DR Quality Assurance and Quality Control (QA/QC) plan was developed to 
meet the requirements of the approved Action Plan and to outline a formal process to identify 
potential compliance issues and implement best practices for disaster recovery. More 
specifically, this plan and review checklists will assist the City of Columbia in complying with 
program monitoring requirements and: 

 
 Perform file reviews and utilize data collected during the desk review process to improve 

program processes and procedures. 
 Monitor that programs are operating within the terms of the Action Plan approved by 

HUD and program guidelines established by the City. 
 Confirm that program expenditures/draw requests are eligible based on applicable laws 

and CDBG regulations. 
 Report exceptions and concerns to reduce HUD monitoring concerns, findings, and/or 

repayment. 
 Follow-up with identified compliance issues, initiate corrective actions, and implement 

program controls as necessary. 
 Implement continuous process improvement. 

 
In order to achieve these goals and meet federal requirements, the QA/QC Plan contains review 
protocols and checklists for the housing rehabilitation, Buyout/HMGP Local Share Match, and 
Elevation Reimbursement Programs. 

 
The Rehabilitation Program Checklists were developed for the Columbia Homeowner Assistance 
Program (CHAP), Small Rental Repair Program (SRRP), and Minor Repair Program (MRP). 
The review checklists are to be completed at four phases of the rehabilitation process as outlined 
below. 

 
 Phase I: Applicant Eligibility and Benefit Determination Checklist 

Phase I of the QA/QC review will ensure that applicants qualify for program assistance, 
have received all required program notifications, and confirm that Duplication of Benefits 
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(DOB) procedures were properly implemented prior to the signing of a Grant Agreement 
with the program. Areas of review will include: 

 
o Distribution and documented receipt of City of Columbia/HUD Required CDBG- 

DR Notifications 
o Intake and Applications for Assistance 
o Applicant Eligibility Determinations 
o Duplication of Benefits (DOB) Analysis 
o Uniform Relocation Act (URA) Applicability and Notifications 
o National Objective Determination 
o Prioritization for Assistance 

 
 Phase II: Pre-Construction 

Phase II of the review process will ensure that all pre-construction requirements are met 
prior to the issuance of a Notice to Proceed for construction work on an applicant’s home. 
Areas to be reviewed for program compliance and necessary and reasonable costs are: 

 
o Tier II Environmental Review Record/Clearance 
o Damage Assessment 
o Scope of Work 
o Grant Award Calculation and Agreement 
o Subrogation Agreement 
o Property Covenant 
o Temporary Relocation Assistance 

 
 Phase III: Post-Construction 

When construction is complete, a QA/QC review will be conducted to ensure that all 
paperwork and documentation related to the rehabilitation or reconstruction of the 
applicant’s home is uploaded to their file prior to making a final payment to the 
contractor. Areas to be reviewed are: 

 
o Contractor Eligibility and Licensure 
o Project Bidding Process 
o Construction Contract and Change Orders 
o Interim Property Inspections 
o Environmental Remediation and Notifications 
o Compliance with URA 
o Cost Reconciliation 

 
 Phase IV: Closeout 

Prior to close out of the applicant’s file, a final QA/QC review will take place upon 
expiration of the one-year warranty period. Areas to be reviewed are: 
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o Final Acceptance of Work and Payment (including reconciliation of all project 
costs) 

o Repair Warranty Notifications and Completion of Work 
o Compliance Status of the Applicant 

 
QA/QC checklists for each phase of review for rehabilitation projects are included in Exhibits A, 
B, C, and D. 

 
The Buyout Checklists were developed for the Buyout/HMGP Local Share Match Program with 
review checklists completed at three phases of the buyout process as outlined below. 

 
 Phase I: Pre-Grant Agreement 

Phase I of the QA/QC review will ensure that applicants qualify for program assistance, 
document the completion of environmental reviews, and confirm that Duplication of 
Benefits (DOB) procedures were properly implemented before the signing of a Grant 
Agreement. Areas of review will include: 

 
o Application for Assistance 
o Applicant Eligibility Determinations 
o Duplication of Benefits (DOB) Analysis 
o Environmental Review 
o Uniform Relocation Act (URA) Applicability and Notifications 

 
 Phase II: Post Grant Agreement 

Phase II of the review process will ensure that all pre-acquisition requirements are met 
before closing the sale of the property. Areas to be reviewed for program compliance and 
necessary and reasonable costs are: 

 
o Property Ownership Title 
o Pre-Storm Fair Market Value (FMV) Appraisals 
o Pre-Closing Documentation and Offers to Purchase 
o Uniform Relocation Act (URA) Pre-Grant Agreement Documentation 

 
 Phase III: Close Out 

Once the Buyout is complete, a QA/QC review will be conducted to ensure that all 
paperwork and documentation related to the property disposition and reuse are properly 
tracked and documented. Areas to be reviewed are: 

 
o Property Tracking and Disposition 
o Environmental Requirements for Disposition and/or Reuse 
o Demolition and Asbestos Removal 
o Closeout Requirements 
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QA/QC checklists for each phase of review for buyout projects are included in Exhibits E, F, and 
G. 

 
The Elevation Reimbursement Checklists were developed to provide two levels of review as 
outlined below. 

 
 Phase I: Pre-Grant Agreement 

Phase I of the QA/QC review will ensure that the program has accurately captured the 
applicant’s unmet need, ensuring that DOB analysis and program requirements are fully 
disclosed and understood by the applicants before the execution of a grant agreement and 
reimbursement. Areas of review will include the following: 

 
o Application for Assistance 
o Applicant Eligibility Determinations 
o Duplication of Benefits (DOB) Analysis 
o Environmental Review 
o Uniform Relocation Act (URA) Applicability and Notifications 
o Pre-Award Meeting 

 
 Phase II: Post-Grant Agreement 

Phase II of the review process will ensure that all program requirements are captured and 
memorialized in the program’s grant and subrogation agreements, and property 
covenants. Areas to be reviewed for program compliance are: 

 
o DOB/Award Calculation Documentation 
o Uniform Relocation Act (URA) Post-Grant Agreement Documentation 
o Inspections 
o Post-Elevation Construction Documentation 
o Closeout Requirements 
o Applicant Appeals 

 
QA/QC checklists for each phase of review for Elevation Reimbursement Projects are included 
in Exhibits H and I. 

 
1.1 DEFINITIONS 
Concern: A deficiency in program performance or documentation not based on a statutory, 
regulatory or program requirement. Concerns are identified to bring issues or discrepancies to  
the City’s attention and, if appropriate, provide technical assistance and recommend best 
practices, process improvements, or methods to alleviate minor discrepancies. If unaddressed, 
some concerns have the potential to become a HUD finding. 
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Conformance: An affirmative indication or judgment that the condition of an item meets the 
requirement of relevant specifications, contract, and/or regulations; also, the state of meeting 
program requirements. 

Corrective Action: Documented commitment of specific action planned or implemented to 
resolve a known condition or conditions that adversely affect compliance. Corrective actions 
must address both remedial action to correct the known discrepancy and action to prevent 
recurrence based on the identified root cause. 

Disposition: The statement describing the way a deficiency of nonconformance is to be resolved. 

Exception: Nonconformance findings which, for the City’s reporting purposes, will consist of 
Concerns, Observations, and Findings/Material Exceptions. 

Exception Report: A document that provides a closed-loop system for documenting, correcting, 
and verifying corrective actions of nonconforming conditions/materials. 

Finding: The result of measuring QA/QC evidence (i.e. documentation) as compared to QA/QC 
criteria. Findings can show that QA/QC criteria are being met (conformity) or that QA/QC 
criteria are not being met (nonconformity). 

Finding/Material Exception: A deficiency in program performance or documentation based on 
a statutory, regulatory, or program requirement(s) for which sanctions or other corrective actions 
are authorized by HUD. Findings can result in repayment of federal funding. 

Internal Auditor: Individual responsible for independently directing the work of QA/QC Team 
and reporting outcomes to the Director of Community Development. The Internal Auditor also is 
responsible for recommending corrective actions and process improvements, and training 
program staff when necessary. 

Observation: Data discrepancy or questionable practice noted during review of a file or program 
activity that can be resolved by providing documentation or modifying existing policies and 
procedures. 

Nonconformance: An affirmative indication or judgment that a condition does not meet the 
requirement of relevant specifications, contract, and/or regulations; also, the state of not meeting 
requirements. 

QA/QC Review: A planned, independent, documented activity to determine by investigation, 
examination, and evaluation of objective evidence the adequacy of and compliance with 
established process instructions, drawings, and other applicable documents, and the effectiveness 
of their implementation. 

QA/QC Reviewer: Appropriately trained individual not having direct responsibilities in the 
areas being assessed. 

QA/QC Team Leader: Individual responsible for organizing, conducting and reporting QA/QC 
results to the Internal Auditor. The QA/QC Team Leader may request that an individual with 
unique or specific expertise participate as a QA/QC team member. 
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Risk Profile: The amount and type of risk that an organization is willing to take to meet its 
strategic objectives. 

 
 
 
 
 
 
 
 
 
 

(End of Section) 
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2.0 SCOPE & APPROACH 
The City of Columbia CDBG-DR QA/QC Plan defines standard operating procedures (SOPs) to 
provide the Director of Community Development with practical guidance, tools, and real time 
information needed to maintain HUD/CDBG Compliance and to establish a formal process to 
identify and facilitate continuous programmatic improvement. The plan also provides the 
QA/QC Team with procedures for planning, conducting, and reporting on internal QA/QC 
activities. As written, the plan outlines a process to perform end-to-end reviews of all applicant 
files during the lifecycle of the City’s housing rehabilitation, buyout, and elevation 
reimbursement programs as outlined below. 

 
 

2.1 KEY OBJECTIVES 
In order to design, plan, and properly execute the QA/QC plan for the City’s housing 
rehabilitation programs, the following key objectives were defined: 

 
 Evaluate the effectiveness and efficiency of process and operational controls on a real- 

time basis. 
 Provide valuable information on review findings and recommendations via exception 

reports. 
 Create and sustain an environment of continual process improvement by evaluating and 

addressing areas of concern based upon the likelihood and impact of non-conformance. 
 Validate that risks are defined and managed. 
 Ensure projected performance measures are achieved. 

 

2.2 GUIDING PRINCIPLES 
Quality Assurance/Quality Control review is an independent and objective activity intended to 
add value and improve the City of Columbia’s CDBG-Disaster Recovery operations while 
reducing risks of HUD and program nonconformance. To achieve these objectives, the Internal 
Auditor and all QA/QC personnel will: 

 
• Strictly adhere to the City of Columbia’s approved Action Plan, Action Plan 

Amendments, policies, procedures, and standards when conducting applicant reviews or 
other QA/QC activities. 

• Exercise impartial, unbiased professional care when completing QA/QC reviews. 
• Exhibit the highest level of professional objectivity in gathering, evaluating, and 

communicating information, findings, and conclusions about the processes and data being 
examined. 

• Ensure a balanced assessment of each file review by not being unduly influenced by their 
own interests or by others in forming judgments. 
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Any conflicts of interest encountered during QA/QC reviews will be reported to the Internal 
Auditor and the Director of Community Development, and the reviewer will be recused of 
performing any reviews that may constitute a conflict of interest. 

 
2.3 SAMPLING AND SELECTION PROCEDURES 
At this time, it is anticipated that 100% of all applicant files will be reviewed for compliance 
with HUD regulations and program policies. When a level of confidence in program outcomes 
has been achieved, the City may elect to review a sampling of program files for some or all of 
the CDBG-Disaster Recovery programs. If the City elects to review a subset of files for each 
program, the use of effective QA/QC sampling procedures will be necessary to increase the 
coverage, focus, and efficiency of QA/QC reviews. 

 
If the program elects to employ a sampling methodology, the QA/QC Team Lead must follow 
best practices when selecting samples for QA/QC review and should confirm that each sample is 
statistically significant to the overall population or the sub-population being assessed.  In 
advance of selecting the statistically significant samples, the Internal Auditor and/or QA/QC 
Team Lead must define the population or sub-population to ensure that the sample is selected 
from the appropriate data set and can adequately represent the QA/QC sample. 

 
With a statistically significant sample, the Internal Auditor and/or QA/QC Team Lead can 
project the results of the sample to the population or sub-population with a method of projection 
consistent with that used to select the sample. The projection of the sample may involve 
estimating probable errors or deviations in the population. Consideration should also be given as 
to whether the use of sampling has provided a reasonable basis for conclusions about the 
population tested. 

 
The Internal Auditor and/or QA/QC Team Lead also may utilize various sampling 
methodologies to ensure that the integrity of the sample selection remains intact and offers 
confidence in the results or findings. For this reason, it is important that the QA/QC Plan utilize 
industry accepted guidance and standards on sampling along with the specific design of the 
QA/QC function to confirm the appropriate sampling technique is used. 

 
Techniques for QA/QC sampling that may be deployed in subsequent reviews are varied. 
Sampling techniques that may be used on the City of Columbia’s QA/QC reviews may include 
but are not limited to: 

 
1. Random Sampling: Selection is not governed by predetermined considerations; every 

unit in the population has equal opportunity of being selected. 
 

2. Monetary Unit Sampling: Used to identify monetary random values. For example, in 
using this approach, the QA/QC Team can select every 10,000th dollar of scope of works 
to review and extrapolate findings and/or exceptions across the population. 
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3. Attribute Sampling: Used to determine the characteristics of a population being 
evaluated. 

 
4. Variable Sampling: Designed to predict the value of a given variable for a population. 

 
5. Discovery Sampling: Used where evidence of a single error or instance would call for 

intensive investigation. 
 

6. Stratification Sampling: The process of segregating a population into homogenous 
subpopulations explicitly defined so that each sampling unit can belong to only one 
subpopulation depending on the criteria used for stratification. 

 
Using a variety of techniques, the QA/QC Team Lead can analyze possible sample errors to 
validate that errors exist and determine the nature and cause of the errors. When errors are 
assessed additional testing may be required. 

 
2.4 REPORTING AND ISSUE RESOLUTION 

 
2.4.1 QA/QC FINDINGS 
Before a QA/QC finding is presented to the Director of Community Development, all initial 
review findings should be validated by a secondary QA/QC review conducted by the QA/QC 
Team Lead. Exception findings should be classified according to their impact on the outcome of 
an application as follows: 

 
 Observations/Concerns: Findings that do not impact the outcome of the application’s 

eligibility, grant award amount, or program/HUD compliance. 
 Findings/Material Exceptions: Findings that are likely to result in a HUD finding, 

program sanctions, and/or monitoring findings that require repayment of federal funds. 
 

The QA/QC Team Lead will maintain a complete and accurate record of both 
Observations/Concerns       and       Findings/Material       Exceptions. All exceptions 
(Observations/Concerns and Findings/Material Exceptions) will be reported to the Director of 
Community Development so corrective measures can be taken and if necessary, new process 
controls can be implemented to prevent future exceptions. 

 
The QA/QC Team Lead will maintain a record of all applications reviewed, which will be the 
basis for reporting to the Director of Community Development. The QA/QC Team Lead will 
prepare exception reports detailing the applications reviewed, exceptions identified, and the type 
of review(s) conducted. 
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2.4.2 EXCEPTION REPORT 
On a bi-weekly basis, the QA/QC reviewer will provide the CDBG Disaster Recovery Manager 
and the QA/QC Team Lead with an exception report that identifies the Observations/Concerns 
and Findings/Material Exceptions found within the previous two week’s application reviews. 
Each report will summarize the number of reviews conducted, identify exceptions and trends 
compared to historical rates, indicate the number of follow-up reviews conducted and the 
outcome of those reviews, and recommend corrective actions. Reports will also contain a 
detailed list of applications, associated QA/QC review(s), and the applications containing 
exceptions. 

 
The QA/QC Team Lead will report the information detailed above to the Director of Community 
Development on a monthly basis. If an Observation/Concern or Finding/Material Exception is 
discovered that requires immediate escalation and corrective action, the QA/QC Team Lead will 
notify the Director of Community Development and the Internal Auditor as soon as possible and 
document the exception within the monthly report. 

 
2.4.3 COMPLIANCE REVIEW MEETING 
A compliance review meeting will be held monthly to discuss findings and resolutions. As part 
of the agenda for the meeting, the QA/QC Team Lead will: 

 
 Provide additional information requested for all exceptions. 
 Include input from the CDBG Disaster Recovery Manager regarding the validity of the 

previous month’s exceptions. 
 Reach a consensus on exceptions previously disagreed upon. 
 Discuss recommendations for remediation. 
 Report on status of corrective actions. 

 
2.4.4 ISSUE RESOLUTION 
The communication of the QA/QC Observations/Concerns and Findings/Material Exceptions to 
program vendors and contractors will be the responsibility of the appropriate CDBG Disaster 
Recovery staff. The forum, frequency, and detail of discussions for QA/QC findings will be at 
the discretion of the Director of Community Development. 

 
To accurately track the outcome of exceptions, the QA/QC reviewer will notify the CDBG 
Disaster Recovery Manager and the QA/QC Team Lead in writing of the previous two weeks’ 
exceptions, whether the exceptions are valid and if additional comments are needed. All 
Findings/Material Exceptions and Observations/Concerns that are systemic in nature will require 
the responsible vendor(s) to provide a corrective action plan. 

 
The QA/QC Team Lead will report exceptions and resolutions to the Director of Community 
Development at each compliance review meeting. In the event a consensus cannot be reached on 
whether or not an exception is valid, the issue will be escalated to the City’s Internal Auditor for 
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a final decision. If the Internal Auditor determines the exception is valid, the QA/QC Team will 
follow its standard protocol. 

 
2.4.5 QUARTERLY REPORT 
An executive QA/QC quarterly report will identify the number of files reviewed, the number of 
follow-up reviews, and a summary of exceptions, the exceptions corrected, and additional 
controls implemented to mitigate risk. The report also will provide a comparison of the reporting 
quarter’s findings and performance to historical quarters for stakeholders to assess program 
improvement over time. The first report will be generated and issued after Q2 2018. 

 
2.5 ORGANIZATIONAL STRUCTURE 
An independent Internal Auditor and QA/QC Team is essential to successfully identifying and 
resolving compliance issues and risks. The organizational structure outlined below is based upon 
discussions during development of the City’s Risk Assessment, Pre-Award Implementation Plan, 
and Action Plan. 

 
 
 
 
 
 
 

 TBD 
Internal Auditor 

 

Maya Gorman 
CDBG Disaster Recovery Manager 

 Gloria Saeed 
Director of Community 

Development 
  

TBD TBD 
QA/QC Reviewer QA/QC Team Lead 

 
 
 

In the proposed model, the Internal Auditor and QA/QC Team Lead work directly for the City of 
Columbia and are responsible for managing the assigned scope and performing secondary quality 
reviews. The CDBG Disaster Recovery Compliance Specialist will serve as the QA/QC  
reviewer reporting to the QA/QC Team Lead and the CDBG Disaster Recovery Manager. As the 
City’s housing programs evolve, the organizational structure will be reviewed to maintain an 
appropriate ratio of reviewers for applicant populations. 

 
It is also important that the Internal Auditor and QA/QC Team Lead remain independent from 
other functional areas within the Community Development Department to maintain the integrity 
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of the QA/QC program. While some cross-work and shared responsibilities are inevitable, 
intersection of these duties should be minimized where possible. 

 

3.0 HUD COMPLIANCE/PROGRAM EXECUTION 
To achieve HUD compliance, grantees must ensure programs are operating in accordance with 
federal requirements, CDBG guidelines, and approved program policies. It is also necessary to 
ensure that applicant files contain complete and accurate documentation related to their grant 
award. The lack of adequate monitoring of applicant files could result in program sanctions, 
HUD monitoring findings, questioned costs, potential recapture of funds, and/or repayment of 
CDBG funds. 

 
3.1 RISK ASSESSMENT 
As QA/QC reviews are conducted, the Internal Auditor and the QA/QC Team Lead have the 
tools to measure and quantify program risks using the HUD Compliance risk matrix shown 
below. The matrix is a dynamic document and is continuously updated as new risks are 
identified, new operational and process controls are implemented, and as vendors/contractors 
become more knowledgeable about their processes, etc. The risk assessment will be updated 
based upon, but not limited to: 

 
 Assessments of program operating documentation including Standard Operating 

Procedures, the Action Plan, and other program artifacts. 
 HUD findings or recommendations. 
 Trends in exception observations. 
 Modified or newly approved policies. 

 
HUD compliance risks are quantified using two variables: 

 
 Probability of a risk occurring (measured as a probability percentage). 
 Probable negative impact to operations if the risk is realized (measured on a scale of 1 to 

10 with 10 being the most severe). 
 

Those risks with the highest probability of occurring and the highest probable impact will 
become the highest priority and will be the most scrutinized during QA/QC reviews. 

 
A sample HUD Compliance risk matrix is shown below. 
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3.2 PROGRAM ANALYTICS 
All HUD Compliance/Program Execution exception findings (Observations/Concerns and 
Findings/Material Exceptions) will be recorded and stored in an offline system that is separate 
from the City of Columbia’s system of record. The QA/QC Team will utilize the Quickbase 
development platform to maintain its offline records and database. The QA/QC checklists will  
be completed and uploaded to the QA/QC Team’s Quickbase system for document storage. The 
structured, consistent data format of (QA/QC checklists will be the foundation for the offline 
database. The Quickbase system will be used to develop the application that will maintain and 
manage the database. 

 
The Internal Auditor and QA/QC Team Lead will use the offline database to perform all analyses 
needed for the monthly and quarterly HUD Compliance exception reports. The monthly HUD 
Compliance exception reports will contain at a minimum: the number of applications reviewed, 
the number of applications containing Observations/Concerns and Findings/Material Exceptions, 
the total number of Observations/Concerns and Findings/Material Exceptions, and a trend 
analysis of exceptions compared to previous months and the historical average. Also, the reports 
will list in detail the exceptions identified for each Applicant. The quarterly reports will contain 
the same analyses based on a quarterly reporting period. 

 
In addition to the standardized reports, the offline database will also be used to run all ad-hoc 
HUD Compliance analyses; including analyses that the Internal Auditor and/or QA/QC Team 
Lead may use to plan and facilitate its QA/QC reviews. When necessary, the Quickbase 
application will be used in conjunction with the offline system to perform analyses. 

 
3.3 SAMPLE AND SELECTION 
Given that the City of Columbia’s funding is contingent upon HUD compliance, it is 
recommended that all applicant files processed to date be reviewed for HUD compliance to 
establish a baseline rate of compliance. 

 
After the QA/QC review is completed for the backlog of all files in progress, reviews will then 
be conducted at the conclusion of four main phases in the program: Phase I Applicant Eligibility 
and Benefit Determination, Phase II Pre-Construction, Phase III Post-Construction, and Phase IV 
Close Out. 
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As the program matures and the QA/QC Team completes more file reviews, the Internal Auditor, 
in conjunction with the QA/QC Team Lead, should periodically assess the sample size of the 
review. The primary factors for modifying the QA/QC sample size should be based upon the 
following: 

 
 The frequency of observed Findings/Material Exceptions. 
 The City of Columbia’s risk profile in relation to the repayment of HUD funds. 

 
The Internal Auditor, in conjunction with the QA/QC Team, may at any point deviate, modify, or 
change its sample selection methodology and sample size based upon QA/QC findings. Any 
changes will be documented in the QA/QC Plan. 

 
3.4 REVIEW PROCEDURES AND TOOLS 
All HUD and program compliance reviews will use standardized comprehensive checklists for 
each program phase, which is essential given that applicant files will be reviewed at various 
stages of the City of Columbia’s process. Copies of the nine QA/QC review checklists are 
included in the Plan as Exhibits A, B, C, D, E, F, G, H, and I. 

 
A QA/QC reviewer will perform the primary review and complete the checklist utilizing 
information found within the Quickbase System. A secondary QA/QC review, conducted by the 
QA/QC Team Lead, will assess the potential exception findings identified by the initial reviewer. 
In the event that the secondary reviewer observes information that leads him/her to disagree with 
the initial reviewer’s findings, the initial and secondary reviewer will resolve the disagreement 
by reviewing the information and facts together. If the reviewer and Team Lead cannot reach a 
consensus on the exception finding, the Team Lead will refer the issue to the Director of 
Community Development and the Internal Auditor. All decisions made by the Internal Auditor 
will be considered final unless the Internal Auditor requires input from the Community 
Development Department or City Executive Management Team. 

 
When the QA/QC Team has completed its review of the backlog of applications, the QA/QC 
Team will modify its procedures to perform real time file reviews at each phase of the process. 
The Internal Auditor and/or QA/QC Team Lead will determine the real-time populations 
requiring QA/QC HUD reviews in each Phase based on monthly and/or quarterly reports. 

 
Supplemental to the QA/QC checklist reviews, the Internal Auditor and/or QA/QC Team Lead 
will also perform targeted reviews of all previously identified exceptions. These follow-up 
reviews will confirm whether corrective actions have been completed in accordance with HUD 
regulations and program policies. 

 
All checklist reviews will be completed electronically and uploaded to the QA/QC Team’s 
Quickbase System, which. will be used to run queries on the completed checklists within the 
HUD Compliance library. These queries will inform the monthly exception reports provided to 
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the Director of Community Development. Monthly exception reports will be in Microsoft Word 
and Microsoft Excel format. 

 
As an applicant’s files are determined to be complete and compliant, the corresponding checklist 
will be uploaded in PDF format to the Quickbase System for review by the Director of 
Community Development and HUD during monitoring visits. 

 
3.5 CONTINUOUS IMPROVEMENT 
The QA/QC Team Lead will recommend corrective actions for all exceptions identified within 
the QA/QC reviews. Based upon trends observed during its file reviews and the exception root 
causes, the QA/QC Team Lead may recommend additional HUD training to improve quality and 
mitigate future exceptions. If requested by the Director of Community Development or the 
Internal Auditor, the QA/QC Team Lead will either provide training materials or conduct 
training to ensure all personnel have a thorough understanding of HUD requirements and 
program guidelines. 

 
The primary objective of QA/QC reviews is to identify opportunities for improvement in 
operations, efficiency, quality, and compliance using the DMAIC process (Define, Measure, 
Analyze, Implement, & Control) as shown in Figure 1. The DMAIC process and how it 
corresponds to QA/QC reviews of the City’s CDBG-Disaster Recovery Programs is outlined 
below. 

 
Define: HUD regulations and program requirements as outlined in the approved Action  
Plan, CDBG-Disaster Recovery policies, and program Standard Operating Procedures will 
determine the criteria by which applicant files are measured. If new requirements are issued 
by the program or HUD, the requirements will be reviewed by the QA/QC Team Lead and 
incorporated into the QA/QC checklists as necessary. 

 
Measure: In its review of applicant files, the QA/QC Team will offer an independent, 
unbiased measurement of quality of files and program processes in relation to HUD 
compliance. The review checklists, attached as Exhibits A through I, will be the primary 
tools used to gather information on compliance with HUD regulations and program policies. 
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Analyze: The QA/QC 
Team will assess each 
criterion within the 
checklist to determine if 
the application complies 
with HUD and program 
requirements. If an 
exception is observed, the 
QA/QC Team will analyze 
the circumstances 
surrounding the exception 
to identify its root cause 
and communicate this 
information to the 
Director of Community 
Development within the 
monthly reporting. 
Using real-time 
application reviews, the 
QA/QC Team will gather 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1 

HUD and programmatic compliance data to analyze exceptions and gauge the effectiveness 
of operational controls over time. 

 
Implement: After assessments and analysis of exceptions and exception trends, the Internal 
Auditor and/or QA/QC Team Lead will recommend ways to improve HUD and 
programmatic compliance ranging from a corrective action for a singular application to the 
implementation of new operational controls. The Disaster Recovery team will correct non- 
conforming findings. For corrective actions for individual applications, the QA/QC Team 
will conduct follow-up reviews to confirm that the exception has been remediated. When 
new operational controls are developed to address system-wide compliance exceptions, the 
Internal Auditor and/or QA/QC Team Lead will confirm that the control adequately mitigates 
the risk of nonconformance. 

 
Control: Ongoing compliance reviews establish a process to continually evaluate 
applications for assistance while sustaining an environment of continual improvement. As 
stated in the Define section, the checklists will be updated as new HUD or programmatic 
requirements are introduced, new operational controls and processes are put in place, and 
new policies and procedures are developed. 

Control 
Maintain and sustain 

improvements 

Define 
Understand the 

customers and the 
business case of the 

process 

Improve 
Build a solution on 

improving the 
process and testing 

the proof of 
concept 

Measure 
What is the process 
performance metric 

and how is it 
performing 

Analyze 
Identify the 

important factors 
impacting process 

performance 

396



5.0 PROCESS IMPROVEMENT 
Quality Assurance and Quality Control are valuable tools that inform the overall process and 
quality management program. QA/QC allows an organization to measure performance at each 
step of a process, thereby establishing a reliable baseline. A properly designed and implemented 
QA/QC protocol also affords employee feedback and interaction that enables the organization to 
design changes with the highest potential for success. 

 
Benchmarking is a competitive method used to evaluate the success of an organization over time. 
The practice calls for an in-depth study of individuals within a system to determine “best in 
class” within their niche, with the goal of analyzing how a successful team member or process 
operates with respect to a particular practice, emulating and improving upon it whenever 
possible. 

 
Workforce participation is crucial, empowering a well-trained staff that is committed to process 
improvements. This level of participation is often reinforced through recognition systems, 
highlighting individual and team achievements. 

 
Continuous education and training for program staff drives a culture of self-improvement that o 
leads to the retention of valuable team members who view themselves as having a stake in 
organizational success. As a result, staff members are more willing to take on additional 
responsibilities, communicate more effectively, act creatively, and innovate. 

 
Beyond identifying qualitative information on system performance, the QA/QC program will 
provide the Director of Community Development with a wealth of data that can better measure 
the success of its CDBG-DR programs. If used properly, this information can be a powerful 
management tool to identify areas that are meeting expectations and, conversely, those that 
require improvement. 

 
The proposed database of the QA/QC program will enable measurement of a large quantity of 
variables. For example, information will be available to compare the performance of one CDBG-
DR program against another, one individual against another within a single vendor, one 
individual performing one task or type or work versus another, etc. This enables City 
management to identify top performers and those that may need additional training. 
Understanding the characteristics employed by a top performer enables the program to leverage 
practices across the broader resource pool and allows the program to target high proficiency 
resources. 
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6.0 TRAINING 
Beyond the recommendations made in compliance review reports, QA/QC can be a valuable tool 
in educating program staff giving the City the advantage of reviewing a significant population of 
program applications and utilizing these reviews to gain a strong understanding of common, 
systematic issues. 

 
Gathering information on work product, root cause investigations, and opportunities for 
improvement, the Internal Auditor and/or QA/QC Team Lead will provide supplemental training 
on those subjects that the Director of Community Development believes are necessary for 
program success. 

 
The QA/QC process, if performed in real time, can also determine when a new employee or an 
employee performing a new task is adequately trained and acceptably proficient. The program 
might target a one hundred percent review of all work generated by an individual to ensure that 
they comprehend their task, are employing standard operating procedures, and are meeting 
program quality expectations. As the employee becomes more proficient (demonstrated through 
the QA/QC process) the quantity of reviews is reduced until the employee is fully effective. In 
this stage-gate approach, the results of the review are typically used as a tool shared with the 
employee or their manager to better tailor their on-boarding and training process. 

 
An additional benefit of a strong QA/QC program is the ability to measure the impact of training. 
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1. Tool 
Development 

2. Establish 
Baseline 

3. Identify 
Risk 

4. Refine 
Protocol 

7. Verify 
Change 
Impact 

6. Train and 
Improve 

5. Share 
Findings 

7.0 IMPLEMENTATION SCHEDULE 
The proposed implementation approach for application of all QA/QC objectives is cyclical in 
nature. For each phase of review the process will follow seven distinct steps, including: 

 
1. Develop measurement tools with approval by the Director of Community Development. 
2. Review files to establish a baseline. 
3. Identify and quantify key risk factors. 
4. Refine quality assurance protocols to track risk exposure. 
5. Communicate results to the Director of Community Development. 
6. Training and process improvement. 
7. Ongoing quality assurance to verify success. 

 
When desired results are achieved and verified through quality assurance, a new baseline is 
established, and the process is repeated (see Figure 2). While this does not attest to the overall 
proficiency of the system, it does allow for maximum impact and resource utilization. 

 
 

Figure 2 
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The following table (Figure 3) describes the proposed implementation timeline: 
 

Task QTR2 
18 

QTR3 
18 

QTR4 
18 

QTR1 
19 

QTR2 
19 

QTR3 
19 

QTR4 
19 

QTR1 
20 

QTR2 
20 

Stage 1: Applicant Eligibility and 
Benefit Determination Checklist 

Develop Reporting Tool          
File Review          

Communicate Findings          
  Stage 2: Pre-Construction Checklist           

Develop Reporting Tool          
File Review 
Communicate Findings 

         

  Stage 3: Post-Construction Checklist           
Develop Reporting Tool 
File Review 
Communicate Findings 
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Exhibit A 
Phase I: Applicant Eligibility & Benefit Determination Checklist 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
 

Reporting Outcomes 
(Indicators of Failed Review) 

0.00 File Review Information   

0.01 Date of review Date:  N/A N/A 
0.02 Initials of Reviewer  Initials: N/A N/A 
0.03 Start time of the review:  Start time: N/A N/A 
0.04 End time of the review:  End time: N/A N/A 
0.05 Total duration (hours: minutes):  Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First:  Last: MANUAL ENTRY N/A 
1.03 Damaged Address:  Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

1.04 Select CDBG-DR Housing Rehabilitation Program Under Review: Drop Down Options: CHAP, SRRP, MRP N/A 
2.00 Applicant Intake   

2.01 Did the applicant sign a receipt for the "Asbestos In Your Home" brochure? Drop Down Box Options: YES, NO, N/A NO 
2.02 Did the applicant sign a receipt for the "Protect Your Family From Lead in Your Home" brochure? Drop Down Box Options: YES, NO, N/A NO 
2.03 Is there a copy of the General Information Notice (GIN) in the applicant's file? Drop Down Box Options: YES, NO, N/A NO 
2.04 If yes, is there a applicant signed receipt for the GIN? Drop Down Box Options: YES, NO, N/A NO 
2.05 Is the property tenant occupied at the time of intake? Drop Down Box Options: YES, NO, FRR NO, FRR 
2.06 If yes, is there a copy of the General Information Notice (GIN) for the tenant in the applicant's file? Drop Down Box Options: YES, NO NO 
2.07 If yes, is there a tenant signed receipt for the GIN? Drop Down Box Options: YES, NO NO 
2.08 Did the applicant sign a receipt for the "City of Columbia Grievance Procedures"? Drop Down Box: Yes, No NO 
2.09 Is the application for assistance uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.10 If yes, is the application complete and signed by the applicant? Drop Down Box: YES, NO NO 
2.11 If yes, has all required documentation been uploaded with the application? Drop Down Box: YES, NO NO 
2.12 If no, list all missing documentation. Manual Entry Manual Entry 
2.13 Has the applicant provided the city with a signed Right-of-Entry form? Drop Down Box: YES, NO NO 
2.14 If the applicant has vacant units at the time of application to the program, were they advised that the issuance of "Move-In" Notices are required prior to the leasing of a vacant unit to a tenant (s)? Drop Down Box: YES, NO NO 
3.00 Applicant Eligibility   

3.01 Is the applicant's proof of identification uploaded to the file? Drop Down Box Options: YES, NO NO 
3.02 If yes, what form of photo identification was provided? Drop Down Box Options: Driver's license, passport, military N/A 
3.03 Is proof of applicant income uploaded to the file? Drop Down Box Options: YES, NO NO 
3.04 If yes, what income documentation was uploaded to the file? Drop Down Box Options: IRS Form 104, bank statements, 3 pay stubs, N/A 
3.05 If yes, has an income calculation worksheet been uploaded to the file? Drop Down Box Options: YES, NO NO 
3.06 If yes, are the correct income limits being utilized? Drop Down Box Options: YES, NO NO 
3.07 If yes, does the applicant qualify as low-to-moderate income? Drop Down Box Options: YES, NO N/A 
3.08 Which National Objective is selected for the file? Drop Down Box Options: LMI, Urgent Need N/A 
3.09 Is the correct National Objective selected? Drop Down Box Options: YES, NO, FRR NO,FRR 
3.10 Is proof of ownership uploaded to the applicant's file? Drop Down Box Options: YES, NO NO 
3.11 If yes, what ownership documentation has been provided? Drop Down Box Options: Deed, Warranty Deed, Notarized Affidavit, N/A 
3.12 If yes, is the documentation uploaded to the applicant's file sufficient to demonstrate ownership of the damaged address? Drop Down Box Options: YES, NO, FRR NO, FRR 
3.13 Is documentation uploaded to the file to demonstrate that the damaged address was the applicant's primary residence on October 5, 2015? Drop Down Box Options: YES, NO NO 
3.14 If yes, what primary residency documentation is uploaded to the applicant's file? Drop Down Box Options: Asset verification, utility bill, voter's N/A 
3.15 If yes, is the documentation uploaded to the applicant's file sufficient to demonstrate primary residency at the damaged address? Drop Down Box: YES, NO, FRR NO, FRR 
3.16 Is the damaged property address located within the city limits of Columbia? Drop Down Box: YES, NO, FRR NO, FRR 
3.17 Is the applicant's property an eligible structure type for the program? Drop Down Box: YES, NO, FRR NO, FRR 
3.18 Is there documentation in the file to show the year that the structure was built? Drop Down Box: YES, NO, FRR NO, FRR 
3.19 Did the applicant register for FEMA assistance? Drop Down Box: YES, NO, FRR NO, FRR 
3.20 If yes, enter the applicant's FEMA registration number? Numerical Entry N/A 
3.21 Is the applicant current on their property taxes? Drop Down Box: YES, NO, FRR NO, FRR 
3.22 If yes, is a property tax statement uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.23 If no, is there a tax deferral statement, tax exemption, or tax payment plan uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.24 Is the applicant required to have flood insurance? Drop Down Box: YES, NO N/A 
3.25 If yes, is proof of flood insurance uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.26 What is the FEMA classification for damage to the applicant's home? Drop Down Box: Severe, Major High, Major Low, Minor High, Minor 

Low 
N/A 

3.27 Does the level of damage of the home qualify for program assistance? Drop Down Box: YES, NO NO 
3.28 If the applicant was determined to be eligible for the program, was a letter of eligibility issued to the applicant? Drop Down Box: YES, NO NO 
2.29 If yes, was a copy of the eligibility letter uploaded to the applicant's file? Drop Down Box: YES, NO NO 
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4.00 Duplication of Benefits (DOB) Review   

4.01 Is a Duplication of Benefits (DOB) analysis uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.02 If yes, has the DOB analysis been acknowledged and certified by the applicant? Drop Down Box: YES, NO NO 
4.03 Did the applicant certify that they received FEMA Benefits? Drop Down Box: YES, NO YES 
4.04 If yes or no, was the amount of assistance or lack of assistance verified either through applicant provided information or third party verification? Drop Down Box: YES, NO N/A 
4.05 If yes, were the FEMA benefits provided duplicative in nature? Drop Down Box: YES, NO NO 
4.06 If yes, was documentation of the amount FEMA benefits uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.07 If yes, was the correct amount of FEMA benefits disbursed used in the DOB calculation? Drop Down Box: YES, NO NO 
4.08 Did the applicant certify that they received a SBA loan? Drop Down Box: YES, NO NO 
4.09 If yes or no, was the amount of the loan or lack of assistance verified either through applicant provided information or third party verification? Drop Down Box: YES, NO N/A 
4.10 If yes, was the SBA loan duplicative in nature? Drop Down Box: YES, NO YES 
4.11 If yes, was documentation of the amount of the SBA loan uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.12 If yes, was the correct amount of the SBA loan used in the DOB calculation? Drop Down Box: YES, NO NO 
4.13 Did the applicant certify that they received homeowner's insurance for damage to their home? Drop Down Box: YES, NO N/A 
4.14 If yes or no, was the amount of the insurance or lack of insurance verified either through applicant provided information or third party verification? Drop Down Box: YES, NO NO 
4.15 If yes, was the homeowner's insurance received duplicative in nature? Drop Down Box: YES, NO, FRR NO 
4.16 If yes, was documentation of the amount of the homeowner's insurance uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO 
4.17 If yes, was the correct amount of the homeowner's insurance used in the DOB calculation? Drop Down Box: YES, NO, FRR NO 
4.18 Did the applicant certify that they received flood insurance for damage to their home? Drop Down Box: YES, NO, FRR NO 
4.19 If yes or no, was the amount of the flood insurance or lack of insurance verified either through applicant provided information or third party verification? Drop Down Box: YES, NO, FRR NO 
4.20 If yes, was the flood insurance received duplicative in nature? Drop Down Box: YES, NO, FRR YES 
4.21 If yes, was documentation of the amount of the flood insurance uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO 
4.22 If yes, was the correct amount of the flood insurance used in the DOB calculation? Drop Down Box: YES, NO, FRR NO 
4.23 Did the applicant certify that they received ICC funding for their home? Drop Down Box: YES, NO, FRR NO 
4.24 If yes or no, was the amount of the ICC funding verified either through applicant provided information or third party verification? Drop Down Box: YES, NO, FRR NO 
4.25 If yes, was the ICC funding received duplicative in nature? Drop Down Box: YES, NO, FRR YES 
4.26 If yes, was documentation of the amount of the ICC funding uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO 
4.27 If yes, was the correct amount of the ICC funding used in the DOB calculation? Drop Down Box: YES, NO, FRR NO 
4.28 Did the applicant certify that they received other assistance for their home from a VOAD or non-profit organization? Drop Down Box: YES, NO YES 
4.29 If yes or no, was the type and amount of assistance verified either through applicant provided information or third party verification? Drop Down Box: YES, NO N/A 
4.30 If yes, was the assistance received duplicative in nature? Drop Down Box: YES, NO YES 
4.31 If yes, was documentation of the type and/or amount of assistance uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.32 If yes, was the correct amount of assistance used in the DOB calculation? Drop Down Box: YES, NO NO 
4.33 Is the DOB calculation used in the applicant's file correct? Drop Down Box: YES, NO NO 
4.34 Based upon the review of unmet need and DOB, do the applicant's unmet needs exceed the program's minimum threshold for assistance? Drop Down Box: YES, NO NO 
4.35 Based upon the review of unmet need and DOB, will the applicant's unmet needs be met within the program's cap for assistance? Drop Down Box: YES, NO NO 
5.00 URA Requirements - Tenant Occupancy   

5.01 Is the unit occupied by tenants? Drop Down Box: YES, NO YES, FRR 
5.02 If yes, has tenant contact and household information been collected as part of the application intake process? Drop Down Box: YES, NO, N/A, FRR NO, FRR 
5.03 If yes, have all tenants received a General Information Notice? Drop Down Box: YES, NO, N/A, FRR NO, FRR 
5.04 If yes, record date General Information Notice provided Manual Entry Manual Entry 
5.05 If yes, is documentation of receipt uploaded to all tenant files? Drop Down Box: YES, NO, N/A, FRR NO, FRR 
5.06 If no, list tenants that have not received the GIN: Manual Entry Manual Entry 
5.07 If yes, has the tenant received a Notice of Non-Displacement? Drop Down Box: YES, NO, N/A, FRR YES, FRR 
5.08 If yes, record date of all Notice of Non-Displacements Manual Entry Manual Entry 
5.09 If no, list tenants that have not received the Notice of Non-Displacement Manual Entry Manual Entry 
6.00 Applicant Prioritization   

6.01 Does the housing program limit assistance to LMI households? Drop Down Box: YES, NO N/A 
6.02 If yes, is there sufficient documentation and income verification uploaded to the file that the household qualifies as a low-to-moderate income household? Drop Down Box: YES, NO NO 
6.03 Does the program prioritize assistance to elderly, disabled, and female-headed households for assistance? Drop Down Box: YES, NO N/A 
6.04 If yes, was assistance to the household prioritized correctly? Drop Down Box: YES, NO, FRR NO, FRR 
7.00 General Observations Not Documented on the Checklist   

7.01  Manual Entry  

7.02  Manual Entry  

7.03  Manual Entry  

7.04  Manual Entry  

7.05  Manual Entry  

7.06  Manual Entry  

7.07  Manual Entry  

7.08  Manual Entry  

7.09  Manual Entry  

7.10  Manual Entry  
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Exhibit B 
Phase II: Pre-Construction Checklist 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date:  N/A N/A 
0.02 Initials of Reviewer  Initials: N/A N/A 
0.03 Start time of the review:  Start time: N/A N/A 
0.04 End time of the review:  End time: N/A N/A 
0.05 Total duration (hours: minutes):  Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First:  Last: MANUAL ENTRY N/A 
1.03 Damaged Address:  Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

1.04 Select CDBG-DR Housing Rehabilitation Program Under Review: Drop Down Options: CHAP, SRRP, MRP N/A 
2.00 Damage Assessment   

2.01 Has a preliminary damage assessment been completed on the applicant's home? Drop Down: YES, NO NO 
2.02 If yes, has a copy of the damage assessment been uploaded to the applicant's file? Drop Down: YES, NO NO 
2.03 If yes, does the damage assessment include a list of damages eligible for repair? Drop Down: YES, NO, FRR NO, FRR 
2.04 If yes, does it appear that all damages listed are storm related? Drop Down: YES, NO, FRR NO, FRR 
2.05 Are the line items in the damage assessment consistent with the line items listed in the estimated cost of repair? Drop Down: YES, NO, FRR NO, FRR 
2.06 Was a "Final Allowable Damage Agreement" generated and uploaded to the applicant's file? Drop Down: YES, NO NO 
2.07 If yes, is the "Final Allowable Damage Agreement" consistent with the Damage Assessment and Estimated Cost of Repair? Drop Down: YES, NO, FRR NO, FRR 
2.08 If yes, is the "Final Allowable Damage Agreement" signed by the applicant? Drop Down: YES, NO NO 
3.00 Tier II Environmental Review   

3.01 Is a Tier II environmental review uploaded to the applicant's file? Drop Down: YES, NO NO 
3.02 If yes, is the Tier II for correct property? Drop Down: YES, NO NO 
3.03 Was the Tier II approved by the Responsible Entity? Drop Down: YES, NO NO 
3.04 If yes, record the date that the Tier II was approved. Manual Entry N/A 
3.05 If yes, was the Tier II signed prior to the date of the Grant Agreement? Drop Down: YES, NO NO 
3.06 Does the Tier II clear the property for the type of work included in the Estimated Cost of Repair (i.e. Rehabilitation, Reconstruction, Elevation)? Drop Down: YES, NO NO 
3.07 Were environmental mitigation measures and special permitting listed in the Tier II clearance? Drop Down: YES, NO NO 
3.08 Is additional Section 106 review required? Drop Down: YES, NO NO 
3.09 Is Lead Based Paint (LBP) identified as an issue? Drop Down: YES, NO NO 
3.10 Is Asbestos identified as an issue? Drop Down: YES, NO NO 
3.11 Is any special permitting required prior to initiating construction activities? Drop Down: YES, NO NO 
3.12 Are any other mitigation measures listed that should be incorporated into the Scope of Work for the project? Drop Down: YES, NO NO 
3.13 If other, list other mitigation measures outlined in the Tier II. Manual Entry NO 
3.14 Is additional Agency Consultation Required, i.e., SHPO, Indian Tribes, etc.? Drop Down: YES, NO NO 
3.15 If yes; is proof of consultation and outcome uploaded to the applicant's file? Drop Down: YES, NO NO 
3.16 Is the property in the floodplain? Drop Down: YES, NO NO 
3.17 If yes, is there documentation uploaded to the applicant's file that the 8 step process was followed? Drop Down: YES, NO NO 
3.18 If the applicant's home was built prior to 1978, is there a Lead Based Paint Risk Assessment uploaded to the file?  Drop Down: YES, NO, N/A NO 
3.19 If yes, is a copy of the Risk Assessment uploaded to the applicant's file? Drop Down: YES, NO NO 
3.20 If yes, does the Risk Assessment include a CURRENT copy of the Risk Assessor's LBP Certification? Drop Down: YES, NO NO 
3.21 If yes, was the applicant provided a copy of the Risk Assessment? Drop Down: YES, NO NO 
3.22 If yes, was a signed receipt for the Risk Assessment uploaded to the applicant's file?  Drop Down: YES, NO NO 
3.23 During the initial site visit, was the home identified as having asbestos? Drop Down: YES, NO NO 
3.24 If yes, were asbestos materials tested and identified for removal? Drop Down: YES, NO NO 
3.25 If yes, was the asbestos report uploaded to the applicant's file? Drop Down: YES, NO NO 
3.26 If yes, does the asbestos survey include a CURRENT copy of the worker's Certification? Drop Down: YES, NO NO 
3.27 If yes, was the applicant provided a copy of the asbestos survey and testing results? Drop Down: YES, NO NO 
3.28 If yes, was a signed receipt for the asbestos survey uploaded to the applicant's file? Drop Down: YES, NO NO 
3.29 Are Tier II and Risk Assessment requirements properly incorporated into the Estimated Cost to Repair and Scope of Work? Drop Down: YES, NO, FRR NO, FRR 
3.30 If no, list Tier II and environmental remediation line items that are missing or not properly scoped. Manual Entry N/A 
4.00 Scope of Work   
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4.01 Has a Scope of Work been developed for the project bid? Drop Down: YES, NO NO 
4.02 If yes, is the SOW uploaded to the applicant's file? Drop Down: YES, NO NO 
4.03 If yes, does the SOW to be bid match the Estimated Cost to Repair and only include eligible line items? Drop Down: YES, NO NO 
4.04 If yes, does the SOW include all environmental remediation requirements listed in the Tier II clearance , LBP Risk Assessment, 

asbestos survey, flood resistant building techniques, etc. (as applicable)? 
Drop Down: YES, NO  

NO 
4.05 If yes, is there signed documentation uploaded to the file that the applicant has accepted the SOW to be bid? Drop Down: YES, NO NO 
5.00 Project Bid   

5.01 Is a copy of the bid solicitation uploaded to the applicant's file? Drop Down: YES, NO NO 
5.02 Was the uploaded bid package complete? Drop Down: YES, NO NO 
5.03 If yes, was the Scope of Work included in the bid package consistent with the Estimated Cost to Repair? Drop Down: YES, NO NO 
5.04 If yes, are all environmental remediation measures and permitting requirements included in the SOW? Drop Down: YES, NO NO 
5.05 If yes, were the program's rehabilitation standards included in the package (to include Green Building Requirements)? Drop Down: YES, NO NO 
5.06 If yes, was a bid form included in the bid package? Drop Down: YES, NO NO 
5.07 Was a mandatory pre-construction conference held? Drop Down: YES, NO NO 
5.08 If no, is there a reason documented in the file? Drop Down: YES, NO NO 
5.09 Is the bid tabulation included in the applicant's file? Drop Down: YES, NO NO 
5.10 If yes, were the three lowest bids offered by responsible contractors submitted to the applicant of review and selection? Drop Down: YES, NO NO 
5.11 Did the bids fall within plus or minus 10% of the programs cost estimate? Drop Down: YES, NO NO 
5.12 If no, was a variance analysis performed? Is the variance analysis uploaded to the applicant's file? Drop Down: YES, NO NO 
6.00 Pre-Qualified Residential Construction Contractor   

6.01 Did the applicant select a bid from a pre-qualified contractor? Drop Down: YES, NO NO 
6.02 If yes, is the following documentation current and uploaded to the applicant's file? Drop Down: YES, NO NO 
6.03 Current Debarment Check? Drop Down: YES, NO NO 
6.04 Current City of Columbia and State of SC licenses as applicable? Drop Down: YES, NO NO 
6.05 Copies of all required bonding and insurance to complete the applicant's project? Drop Down: YES, NO NO 
7.00 Final Grant Award Calculation   

7.01 Is the final grant award calculation correct based upon documentation in the applicants file (unmet needs, DOB, and project bid amount)? Drop Down: YES, NO NO 
7.02 Does the total amount of the DOB match the documentation in the applicant's file? Drop Down: YES, NO NO 
7.03 Does the amount of the applicant's unmet need exceed the minimum threshold for program assistance (Note: Varies by Program)? Drop Down: YES, NO, N/A NO 
7.04 Is the grant award at or below the program cap for assistance? (Note: Varies by Program) Drop Down: YES, NO NO 
8.00 Grant Agreement   

8.01 Is a copy of the applicant's Grant Agreement uploaded to the applicant's file? Drop Down: YES, NO NO 
8.02 If yes, is the Grant Agreement signed by all parties and properly executed? Drop Down: YES, NO NO 
8.03 If yes, is the amount of Grant Agreement consistent with the analysis of unmet needs, DOB, and bid amounts? Drop Down: YES, NO NO 
8.04 If yes, is the approved Scope of Work included as part of the Grant Agreement? Drop Down: YES, NO NO 
9.00 Subrogation Agreement   

9.01 Is a copy of the Subrogation Agreement uploaded to the applicant's file? Drop Down: YES, NO NO 
9.02 If yes, is the agreement properly executed and signed by all property owners? Drop Down: YES, NO NO 
10.00 Covenant on Property   

10.01 Is a copy of the property covenant uploaded to the applicant's file? Drop Down: YES, NO NO 
10.02 If yes, is the covenant signed by all property owners and properly executed? Drop Down: YES, NO NO 
10.03 If yes, has the covenant been recorded at the County Clerk's Office? Drop Down: YES, NO NO 
10.04 If yes, is the recordation information documented in the Applicant's File (for future releases or partial releases)? Drop Down: YES, NO NO 
11.00 Construction Contract   

11.01 Is a copy of the Construction Contract uploaded to the applicant's file? Drop Down: YES, NO NO 
11.02 If yes, is the construction contract signed by all parties and properly executed (notarized) ? Drop Down: YES, NO NO 
11.03 If yes, does the construction contract amount match the amount of the bid and Scope of Work? Drop Down: YES, NO NO 
11.04 If yes, is the applicant accepted SOW attached to the construction contact as an addendum? Drop Down: YES, NO NO 
12.00 Notice to Proceed (NTP)   

12.01 Is the NTP uploaded to the applicant's file? NO Drop Down: YES, NO  

12.02 If yes, was the NTP signed by both the contractor and applicant? NO Drop Down: YES, NO  

12.03 If yes, does that NTP indicate the construction start and end dates? Drop Down: YES, NO NO 
12.04 Was the owner given 3 days to rescind the transaction/NTP? Drop Down: YES, NO NO 
13.00 Temporary Displacement -Tenants   

13.01 Does program related work cause tenants to be temporarily displaced? Drop Down: YES, NO, N/A NO 
13.02 If yes, have all tenants received and signed a receipt for the General Information Notice (GIN) ? Drop Down: YES, NO NO 
13.03 If yes, have all tenants received a Notice of Non-Displacement Temporary Relocation Required Notice? Drop Down: YES, NO NO 
13.04 If yes, is a copy of the tenant household case record uploaded to the file? Drop Down: YES, NO NO 
13.05 If yes, has the program provided adequate relocation advisory services? Drop Down: YES, NO NO 
13.06 If yes, were available decent, safe, and sanitary units referred to the tenants for temporary relocation? Drop Down: YES, NO NO 
13.07 If yes, were the tenant's provided a 30 Day Move out notice? Drop Down: YES, NO NO 
13.08 If yes, were tenants provided moving expenses? Drop Down: YES, NO NO 
13.09 If yes, have all HUD Claim Forms for temporary relocation assistance been completed and uploaded to the applicant's file? Drop Down: YES, NO NO 
13.10 If yes, is all supporting documentation uploaded with the HUD Claim Forms? Drop Down: YES, NO NO 
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14.00 Temporary Displacement -Applicants (USE ONLY IF AN OPTIONAL RELOCATION POLICY HAS BEEN APPROVED BY THE COC)   

14.01 Was temporary relocation of program applicants necessary in order to complete work on their home? Drop Down: YES, NO NO 
14.02 If yes, were the applicants advised about the availability of temporary relocation assistance? Drop Down: YES, NO NO 
14.03 If yes, were the applicants provided a copy of the city's Optional Relocation Policy? Drop Down: YES, NO NO 
14.04 Did the applicant request temporary relocation assistance? Drop Down: YES, NO NO 
14.05 If yes, was assistance provided in accordance with the city Optional Relocation Policy? Drop Down: YES, NO NO 
15.00 General Observations Not Documented on the Checklist   

15.01  Manual Entry N/A 
15.02  Manual Entry N/A 
15.03  Manual Entry N/A 
15.04  Manual Entry N/A 
15.05  Manual Entry N/A 
15.06  Manual Entry N/A 
15.07  Manual Entry N/A 
15.08  Manual Entry N/A 
15.09  Manual Entry N/A 
15.10  Manual Entry N/A 
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Exhibit C 
Phase III: Post-Construction Checklist 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date:  N/A N/A 
0.02 Initials of Reviewer  Initials: N/A N/A 
0.03 Start time of the review:  Start time: N/A N/A 
0.04 End time of the review:  End time: N/A N/A 
0.05 Total duration (hours: minutes):  Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First:  Last: MANUAL ENTRY N/A 
1.03 Damaged Address:  Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

1.04 Select CDBG-DR Housing Rehabilitation Program Under Review: Drop Down Options: CHAP, SRRP, MRP N/A 
2.00 Tier II Post-Construction Requirements   

2.01 Were the Tier II requirements and conditions met during the construction process? Drop Down: YES, NO NO 
2.02 If no, list Tier II requirements not met. Drop Down: Section 106, LBP, Asbestos, Permitting, Other Mitigation 

Measures, Multiple 
Any Selection Listed 

2.03 If the Risk Assessment identified environmental remediation of Lead Based Paint (LBP), was LBP properly scoped and completed during the construction process? Drop Down: YES, NO, N/A NO 
2.04 If yes, is a copy of the Abatement/Lead Hazard Reduction Report uploaded to the applicant's file? Drop Down: YES, NO NO 
2.05 If yes, has the owner been provided a copy of the Abatement Report with a signed receipt uploaded to the applicant's file? Drop Down: YES, NO NO 
2.06 If yes, has a copy of a passing Clearance Report been uploaded to the applicant's file? Drop Down: YES, NO NO 
2.07 If yes, has the owner been provided a copy of the Clearance Report with a signed receipt uploaded to the applicant's file? Drop Down: YES, NO NO 
2.08 If yes, was a certified LBP firm used to remediate the LBP? Drop Down: YES, NO NO 
2.09 If yes, is a copy of the firm's certification current and uploaded to the applicant's file? Drop Down: YES, NO NO 
2.10 If applicable, was asbestos identified for remediation and scoped as part of the applicant's project? Drop Down: YES, NO, N/A NO 
2.11 If yes, was an Asbestos Clearance Report uploaded to the applicant's file? Drop Down: YES, NO NO 
2.12 If yes, has the owner been provided a copy of the Asbestos Clearance Report? Drop Down: YES, NO NO 
2.13 If yes, is a copy of the Asbestos Waste Manifest uploaded to the applicant's file? Drop Down: YES, NO NO 
2.14 If yes, was a current copy of the worker's certification uploaded to the applicant's file? Drop Down: YES, NO NO 
2.15 Does the work completed on the home meet Green Building Standards? Drop Down: YES, NO NO 
2.16 If yes, is documentation uploaded to the applicant's file demonstrating compliance? Drop Down: YES, NO NO 
2.17 Did the rehabilitation and reconstruction of the home occur in a Flood Hazard Area? Drop Down: YES, NO, N/A NO 
2.18 If yes, were flood resistant construction techniques utilized? Drop Down: YES, NO NO 
2.19 If yes, is documentation uploaded to the applicant's file demonstrating compliance? Drop Down: YES, NO NO 
2.20 Were other mitigation measures identified in the Tier II Clearance Report? Drop Down: YES, NO, N/A NO 
2.21 If yes, do the inspection reports show that these measures were completed as prescribed? Drop Down: YES, NO NO 
3.00 Construction Inspections   

3.01 Are inspections uploaded to document each progress payment for the applicant's project? Drop Down: YES, NO NO 
3.02 Do inspection reports have photos documenting completion of the work? Drop Down: YES, NO NO 
3.03 If no, is the reason documented on the inspection report? Drop Down: YES, NO NO 
3.04 Are all inspection reports signed by the applicant? Drop Down: YES, NO NO 
3.05 If no, is the reason documented on the inspection report? Drop Down: YES, NO NO 
3.06 If no, is there documentation in the file that the contractor corrected faulty work? Drop Down: YES, NO NO 
3.07 Has the contractor passed a final inspection? Manual Entry N/A 
3.08 If yes, is the Final Inspection uploaded into the system and legible? Drop Down: YES, NO NO 
3.09 If yes, is the Final Inspection for the correct property? Drop Down: YES, NO NO 
3.10 If yes, does the Final Inspection capture the completion of all line items listed in the Scope of Work? Drop Down: YES, NO NO 
3.11 If no, indicate which items are not addressed: Manual Entry N/A 
4.00 Permitting   

4.01 If applicable, has the building permit for the project been uploaded to the applicant's file? Drop Down: YES, NO, N/A NO 
4.02 If applicable, has the Mechanical Permit been uploaded into the applicant's file? Drop Down: YES, NO, N/A NO 
4.03 If applicable, has the Electrical Permit been uploaded into the applicant's file? Drop Down: YES, NO, N/A NO 
4.04 If applicable, has the Plumbing Permit been uploaded into the applicant's file? Drop Down: YES, NO, N/A NO 
4.05 If applicable, has a Final CO,COC,COA uploaded into the applicant's file? Drop Down: YES, NO, N/A NO 
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4.06 Were any additional permits required for the applicant's project? Drop Down: YES, NO, N/A NO 
4.07 If yes, were these permits uploaded into the applicant's file? Drop Down: YES, NO, N/A NO 
5.00 Change Orders   

5.01 Did the applicant's project require change orders? Drop Down: YES, NO NO 
5.02 If yes, are all change order(s) uploaded into the applicant's file? Drop Down: YES, NO NO 
5.03 If yes, are all change orders approved by the Construction Manager? Drop Down: YES, NO NO 
5.04 If yes, are all change orders approved by the Applicant? Drop Down: YES, NO NO 
5.05 If yes, are all change orders approved by the Contractor? Drop Down: YES, NO NO 

 
5.06 

Is each change order supported by a cost reasonableness analysis consisting of 1) the reason the change is necessary, 2) type and scope of the work needed with documentation as necessary, 3) 
estimated cost, and 4) estimated number of days to complete. 

Drop Down: YES, NO NO 

5.07 Are the dollar amounts of all change orders input into the system of record in order to calculate an applicant's final grant award? Drop Down: YES, NO NO 
5.08 If yes, is the applicant's final project cost less than the program cap? Drop Down: YES, NO NO 
6.00 Warranty   

6.01 Was the applicant notified in writing of their one-year warranty period? Drop Down: YES, NO NO 
6.02 If yes, was the notification uploaded into the applicant's file? Drop Down: YES, NO NO 
7.00 URA   

7.01 Was the length of the temporary displacement for tenants less than 12 months? Drop Down: YES, NO NO 
7.02 If no, were permanent relocation benefits offered to the tenants? Drop Down: YES, NO NO 
7.03 If yes, did tenants return to the applicant's unit once construction was complete? Drop Down: YES, NO NO 
7.04 If yes, is a copy of the post relocation lease uploaded to the file? Drop Down: YES, NO NO 
7.05 If yes, is the amount of the post relocation lease consistent with the pre-relocation lease? Drop Down: YES, NO NO 
8.00 General Observations Not Documented on the Checklist   

8.01  Manual Entry N/A 
8.02  Manual Entry N/A 
8.03  Manual Entry N/A 
8.04  Manual Entry N/A 
8.05  Manual Entry N/A 
8.06  Manual Entry N/A 
8.07  Manual Entry N/A 
8.08  Manual Entry N/A 
8.09  Manual Entry N/A 
8.10  Manual Entry N/A 
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Exhibit D 
Phase IV: Closeout Checklist 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date:  N/A N/A 
0.02 Initials of Reviewer Initials:  N/A N/A 
0.03 Start time of the review: Start time:  N/A N/A 
0.04 End time of the review:  End time: N/A N/A 
0.05 Total duration (hours: minutes):  Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First:  Last: MANUAL ENTRY N/A 
1.03 Damaged Address:  Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

1.04 Select CDBG-DR Housing Rehabilitation Program Under Review: Drop Down Options: CHAP, SRRP, ERP, MRP N/A 
2.00 Final Inspection and Acceptance of Work   

2.01 Has the Contractor Passed a Final Inspection? Drop Down Box: YES, NO NO 
2.02 Was the Final Inspection Report generated and submitted to the City of Columbia's System of Record? Drop Down Box: YES, NO NO 
2.03 Have all Final Inspection Photos been uploaded to the City of Columbia's System of Record? Drop Down Box: YES, NO NO 
2.04 Is a Final Acceptance of Work uploaded to the file? Drop Down Box: YES, NO NO 
2.05 If yes, is the Final Acceptance Form signed by the City? Drop Down Box: YES, NO NO 
2.06 If yes, if the Final Acceptance Form signed by the Applicant? Drop Down Box: YES, NO NO 
2.07 Did the applicant received all warranties and instructions for installed equipment? Drop Down Box: YES, NO NO 
3.00 Warranty   

3.01 List date of one year Warranty Expiration: Manual Entry N/A 
3.02 Has the one-year warranty expired? Drop Down Box: YES, NO NO 
3.03 Was the applicant notified in writing regarding the expiration of the warranty period 6 months prior to its expiration? Drop Down Box: YES, NO NO 
3.04 If yes, is a copy of the warranty letter uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.05 Did the applicant request any repairs during the warranty period? Drop Down Box: YES, NO N/A 
3.06 If yes, were the repairs completed? Drop Down Box: YES, NO NO 
3.07 If yes, is there an inspection report uploaded to the file demonstrating that the repairs were completed? Drop Down Box: YES, NO NO 
4.00 Payment and Reconciliation   

4.01 Have all contractor requests for payment been uploaded to the applicant's file with supporting documentation? Drop Down Box: YES, NO NO 
4.02 If yes, were inspection reports documenting completed work uploaded to the file prior to the issuance of the payment. Drop Down Box: YES, NO NO 
4.03 Has a Final Payment request been made by the contractor? Drop Down Box: YES, NO NO 
4.04 If yes, was all supporting documentation included with the contractor's request for payment (invoices, inspection and clearance reports, etc.)? Drop Down Box: YES, NO NO 
4.05 If yes, is the Final Payment request complete and consistent with the contract amount and change orders? Drop Down Box: YES, NO NO 
4.06 If yes, has the Final Payment been issued to the contractor? Drop Down Box: YES, NO NO 
4.07 Was 10% retainage held until 1) the final inspection was approved, and 2) all mechanics and material liens have been released and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.08 If yes, are all mechanics and material liens uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.09 Has retainage been disbursed to the contractor? Drop Down Box: YES, NO NO 
4.10 Have all project costs been reconciled and documented in the applicant's file? Drop Down Box: YES, NO NO 
4.11 If yes, is the applicant's final award amount less than the programs cap? Drop Down Box: YES, NO NO 
5.00 URA-Temporary Relocation of Tenants   

5.01 Were tenants temporarily displaced by the applicant's project? Drop Down: YES, NO N/A 
5.02 Was the length of the temporary displacement less than 12 months? Drop Down: YES, NO NO 
5.03 If no, were permanent relocation benefits offered to the tenants? Drop Down: YES, NO NO 
5.04 If yes, did tenants return to the applicant's unit once construction was complete? Drop Down: YES, NO NO 
5.05 If yes, is a copy of the post relocation lease uploaded to the file? Drop Down: YES, NO NO 
5.06 If yes, is the amount of the post relocation lease consistent with the pre-relocation lease? Drop Down: YES, NO NO 
5.07 Did any tenants become permanently displaced as a result of the applicant's project? Drop Down: YES, NO YES 
5.08 If yes, was a Notice of Eligibility for Relocation Benefits issued to the tenant? Drop Down: YES, NO NO 
5.09 If yes, is there a signed receipt for the Notice uploaded to the applicant's file? Drop Down: YES, NO NO 
5.10 If yes, were permanent relocation benefits paid to the tenants in accordance with URA requirements? Drop Down: YES, NO NO 
5.11 Will tenant income be used to document LMI benefit for the applicant's project? Drop Down Box: YES, NO YES 
5.12 If yes, what are the number of units that will be counted toward LMI benefits? Manual Entry N/A 
5.13 If yes, has tenant income information submitted to the program for all units to be counted towards LMI after re-occupancy? Drop Down Box: YES, NO NO 
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5.14 If yes, is the correct income range and year used to make the LMI determination? Drop Down Box: YES, NO NO 
5.15 If yes, has all tenant demographic information been collected for DRGR reporting after re-occupancy for all units? Drop Down Box: YES, NO NO 
6.00 Applicant Reimbursement   

6.01 Was reimbursement requested by the applicant? Drop Down Box: YES, NO N/A 
6.02 If yes, did the applicant provide documentation related to a financial hardship? Drop Down Box: YES, NO NO 
6.03 If yes, did the reimbursement request meet the minimum threshold of $5,000? Drop Down Box: YES, NO NO 
6.04 If yes, was the reimbursement request less than the maximum threshold of $10,000? Drop Down Box: YES, NO NO 
6.05 If yes, were detailed receipts provided by the applicant? Drop Down Box: YES, NO NO 
6.06 If yes, do receipts correspond with the list and dollar amount of the repairs to be reimbursed? Drop Down Box: YES, NO NO 
6.07 Were the permanent repairs to be reimbursed completed prior to October 4, 2016? Drop Down Box: YES, NO NO 
6.08 If yes, was documentation regarding the date of completion uploaded to the applicant's file? Drop Down Box: YES, NO NO 
6.09 If no, was reimbursement of the expense denied by the program? Drop Down Box: YES, NO NO 
6.10 Were the permanent repairs to be reimbursed directly related to the impact of the flood? Drop Down Box: YES, NO NO 
6.11 If yes, was this documentation evidenced by the initial site inspection? Drop Down Box: YES, NO NO 
6.12 If no, was reimbursement of the expense denied by the program? Drop Down Box: YES, NO NO 
6.13 Did the initial site inspection identify any deficiencies related to Decent, Safe, Sanitary conditions? Drop Down Box: YES, NO NO 
6.14 If yes, was the reimbursement denied? Drop Down Box: YES, NO NO 
6.15 If no, is there documentation in the files that an exception has been granted? Drop Down Box: YES, NO NO 
6.16 Were any lead-based paint hazards identified during the LBP Risk Assessment? Drop Down Box: YES, NO NO 
6.17 If yes, were all lead hazards remediated and cleared prior to issuing the reimbursement to the applicant? Drop Down Box: YES, NO NO 
6.18 If no, is there documentation in the files that an exception has been granted? Drop Down Box: YES, NO NO 
6.19 If reimbursement was approved, was a DOB analysis (to include an assessment of non-profit or donated assistance) conducted prior to issuing the reimbursement? Drop Down Box: YES, NO NO 
6.20 If reimbursement was approved, was a program estimate of the value of repairs based upon a standardized pricing model conducted and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
6.21 Were costs necessary and reasonable based upon the standardized pricing model? Drop Down Box: YES, NO NO 
7.00 Applicant Compliance   

7.01 Is the applicant currently compliant with program requirements? Drop Down Box: YES, NO NO 
7.02 If yes, is all compliance documentation uploaded to the applicant's file? Drop Down Box: YES, NO NO 
7.03 If no, list reasons for non-compliance. Manual Entry N/A 
7.04 Has the applicant provided proof of flood insurance for one year beyond the closeout date? Drop Down Box: YES, NO NO 
7.05 If yes, is the current declaration page uploaded to the applicant's file? Drop Down Box: YES, NO NO 
7.06 Have all outstanding appeals, disputes, or grievances been resolved? Drop Down Box: YES, NO NO 
7.07 If yes, is the appeal or grievance documented in the City of Columbia's System of Record? Drop Down Box: YES, NO NO 
7.08 If yes, is the city's response documented in writing? Drop Down Box: YES, NO NO 
7.09 If applicable, has the applicant received full payment for their reimbursement request? Drop Down Box: YES, NO NO 
7.10 If applicable, have all negative variances (or repayment issues) been resolved? Drop Down Box: YES, NO NO 
8.00 General Observations Not Documented on the Checklist   

8.01  Manual Entry N/A 
8.02  Manual Entry N/A 
8.03  Manual Entry N/A 
8.04  Manual Entry N/A 
8.05  Manual Entry N/A 
8.06  Manual Entry N/A 
8.07  Manual Entry N/A 
8.08  Manual Entry N/A 
8.09  Manual Entry N/A 
8.10  Manual Entry N/A 
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Exhibit E 
Phase I: Buyout/HMGP Local Share Match Program Checklist (Pre-Grant 
Agreement) 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date: N/A N/A 
0.02 Initials of Reviewer Initials: N/A N/A 
0.03 Start time of the review: Start time: N/A N/A 
0.04 End time of the review: End time: N/A N/A 
0.05 Total duration (hours: minutes): Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First: Last: MANUAL ENTRY N/A 
1.03 Damaged Address: Street:        

Unit  or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

2.00 Program Application   

2.01 Is a copy of the Program Application readable, signed, and uploaded to the correct applicant's file? Drop Down Box: YES, NO NO 
2.02 Is there acceptable proof of identification uploaded to the applicant's file (i.e. tax identification number, driver's license or state issued ID, passport, military ID, birth certificate, etc.)? Drop Down Box: YES, NO NO 
2.03 Is the damaged owner occupied residence within Columbia city limits? Drop Down Box: YES, NO, FRR NO, FRR 
2.04 Is the damaged residence located in a designated floodway or floodplain as evidenced by a copy of the floodplain map uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
2.05 Is there proof of ownership of the property prior to the October 5, 2015 storm (i.e. Deed, Heirship Affidavit, or other acceptable alternative documentation) uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO, FRR 
2.06 Is there proof of primary residency of the property prior to the October 5, 2015 storm (i.e. Income Tax Form, Utility Bill, Voter Registration, OR Military Exemption, etc.) uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO, FRR 
2.07 Did the applicant submit acceptable income documentation to the program? Drop Down: YES, NO NO 
2.08 Is there proof uploaded to the applicant's file that they registered for FEMA assistance? Drop Down: YES, NO NO 
2.09 If yes, is the FEMA registration number documented in the file? Drop Down Box: YES, NO NO 
2.10 If yes, was the residence designated as having sustained Major-High or Severe Damage? Drop Down Box: YES, NO NO 
2.11 Is the damaged residence an eligible structure type (single-unit structure, duplex, townhome, or condominium)? Drop Down Box: YES, NO NO 
2.12 If yes, is the damaged structure type documented in the system? Drop Down Box: YES, NO NO 
2.13 If yes, is the year the structure was built captured in the system? Drop Down Box: YES, NO NO 
2.14 Is there a copy of the Authorization for Third Party Verification signed release form uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.15 Did the applicant provide the program with receipts for any home repairs made to the damaged property? Drop Down Box: YES, NO N/A 
2.16 Did the applicant certify receipt for "Asbestos In Your Home" information? Drop Down Box: YES, NO NO 
2.17 Did the applicant certify receipt for "Protect Your Family From Lead" information? Drop Down Box: YES, NO NO 
2.18 Did the applicant certify receipt for a General Information Notice (GIN)? Drop Down Box: YES, NO NO 
2.19 Did the applicant certify receipt for "Disaster Recovery Grievances and Complaints" information? Drop Down Box: YES, NO NO 
2.20 Is a copy of a signed FEMA Statement of Voluntary Participation uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.21 Is the application for assistance complete and signed by the applicant? Drop Down Box: YES, NO NO 
2.22 Based upon the application submitted to the program, is the applicant eligible for assistance? Drop Down Box: YES, NO NO 
2.23 If no, has a formal eligibility determination been provided to the applicant? Drop Down Box: YES, NO NO 
2.24 In accordance with program policy, has a communication log been established for the applicant's file? Drop Down Box: YES, NO NO 
2.25 Is the Applicant's "Authorization to Release Information" complete, signed, and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.26 Is the Applicant's "Right-of-Entry Form" complete, signed, and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.27 Is the Applicant's "FEMA Statement of Voluntary Participation" complete, signed, and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.00 Duplication of Benefits (DOB)   

3.01 Has a review of applicant total need prior to assistance been conducted? Drop Down Box: YES, NO NO 
3.02 If yes, is documentation of the applicant's total need been uploaded to the file? Drop Down Box: YES, NO NO 
3.03 Did the applicant apply for FEMA HMGP related assistance? Drop Down Box: YES, NO NO 
3.04 If yes, did the applicant receive HMGP assistance? Drop Down Box: YES, NO N/A 
3.05 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.06 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.07 If yes, is the correct amount of FEMA HMGP assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.08 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.09 Did the applicant apply for FEMA NFIP related assistance? Drop Down Box: YES, NO N/A 
3.10 If yes, did the applicant receive NFIP assistance? Drop Down Box: YES, NO N/A 
3.11 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.12 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.13 If yes, is the correct amount of FEMA NFIP assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.14 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.15 Did the applicant apply for FEMA ICC related assistance? Drop Down Box: YES, NO N/A 
3.16 If yes, did the applicant receive ICC assistance? Drop Down Box: YES, NO N/A 
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3.17 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.18 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.19 If yes, is the correct amount of FEMA ICC assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.20 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.21 Did the applicant apply for an SBA loan for assistance? Drop Down Box: YES, NO N/A 

3.22 If yes, did the applicant receive SBA assistance? Drop Down Box: YES, NO N/A 

3.23 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 

3.24 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 

3.25 If yes, is the correct amount of SBA assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.26 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.27 Did the applicant have homeowner's insurance at the time of the storm? Drop Down Box: YES, NO N/A 
3.28 If yes, did the applicant receive homeowner's insurance for the damaged property? Drop Down Box: YES, NO N/A 
3.29 If yes, is the amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.30 If yes, is the current amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.31 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.32 If no, has a certification of no homeowners insurance been signed by the applicant? Drop Down Box: YES, NO NO 
3.33 Did the applicant have flood insurance at the time of the storm? Drop Down Box: YES, NO N/A 
3.34 If yes, did the applicant receive flood insurance for the damaged property? Drop Down Box: YES, NO N/A 
3.35 If yes, is the amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.36 If yes, is the correct amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.37 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.38 If no, has a certification of no homeowners insurance been signed by the applicant? Drop Down Box: YES, NO NO 
3.39 Did the applicant disclose that they had any other forms of assistance (VOADs, non-profit organizations, etc.)? Drop Down Box: YES, NO N/A 
3.40 If yes, did the applicant receive assistance for the damaged property? Drop Down Box: YES, NO N/A 
3.41 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.42 If yes, is the correct amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.43 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.44 Has all potential duplicative assistance been documented and determined? Drop Down Box: YES, NO NO 
3.45 If yes, has all duplicative assistance been deducted from the applicant's award? Drop Down Box: YES, NO NO 
3.46 Has a "Subrogation Agreement" been signed and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.00 Environmental   

4.01 Is the Tier I or "Environmental Review Memorandum" uploaded to the applicant's file and readable? Drop Down Box: YES, NO NO 
4.02 If yes, does the Tier I or "Environmental Review Memorandum" list the storm damaged address and correct application ID number? Drop Down Box: YES, NO NO 
4.03 Was the Tier II completed and approved prior to the program entering into an agreement to purchase the property? Drop Down Box: YES, NO NO 
5.00 Property Occupancy   

5.01 Was the property occupied by tenants at the time of the storm? (If yes, complete the remaining Property Occupancy sections of the checklist). Drop Down Box: YES, NO N/A 
5.02 Is the property currently occupied by tenants? If the answer is no to 5.01 and 5.04 discontinue Property Occupancy section of the checklist. If yes, proceed with the Property Occupancy Checklist. Drop Down Box: YES, NO N/A 
5.03 Has the applicant provided the program proof that the property was occupied by tenants at the time of the storm or that it is currently occupied by tenants? Drop Down Box: YES, NO NO 
5.04 If yes, are documents confirming occupancy been uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.05 If yes, has the applicant provided a site occupant record/tenant contact information to the program? Drop Down Box: YES, NO NO 
5.06 If yes, has the program made attempts to contact the tenants? Drop Down Box: YES, NO NO 
5.07 If a tenant(s) has/have been identified, has a household case form for the tenant been filled out? Drop Down Box: YES, NO NO 
5.08 If a formal household case record is not documented in the file, has the program collected enough information to assess the housing needs of the displaced tenant? Drop Down Box: YES, NO NO 
5.09 Has the tenant been provided a copy of the HUD brochure "Relocation Assistance to Tenants", GIN Notice, and Grievance Procedures? Drop Down Box: YES, NO NO 
5.10 If yes, is tenant receipt of the HUD brochure, GIN, and Grievance Procedures documented in the applicant's file? Drop Down Box: YES, NO NO 
5.11 Has the tenant signed the CDBG form documenting their demographic and income information? Drop Down Box: YES, NO NO 
5.12 Has the tenant received a Notice of Relocation Eligibility? Drop Down Box: YES, NO, N/A NO 
5.13 If yes, is documentation of receipt uploaded to the file? Drop Down Box: YES, NO, N/A NO 
6.00 General Observations Not Documented on the Checklist   

6.01    

6.02    

6.03    

6.04    

6.05    

6.06    

6.07    

6.08    

6.09    

6.10    
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Exhibit F 
Phase II: Buyout/HMGP Local Share Match Program Checklist 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date: N/A N/A 
0.02 Initials of Reviewer Initials: N/A N/A 
0.03 Start time of the review: Start time: N/A N/A 
0.04 End time of the review: End time: N/A N/A 
0.05 Total duration (hours: minutes): Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First: Last: MANUAL ENTRY N/A 
1.03 Damaged Address: Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

2.00 Verification of Property Ownership/Title   

2.01 Is a copy of the pre-storm deed readable and uploaded to the correct applicant's file? Drop Down Box: YES, NO NO 
2.02 If yes, is the date of the deed to the applicant prior to the named storm? Drop Down Box: YES, NO NO 
2.03 Is there a Certificate of Title and Title Abstract Report uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.04 If yes, is the Certificate of Title and Title Abstract Report for the correct applicant file, readable with a legal description matching the applicant's deed? Drop Down Box: YES, NO, FRR NO, FRR 
2.05 If yes, is the Title Report free of defect? Drop Down Box: YES, NO, FRR NO, FRR 
2.06 Does the Certificate of Title appear to list all property owners and the percentage of interest in the property? Drop Down Box: YES, NO, FRR NO, FRR 
2.07 If yes, is their contact information and address uploaded or entered into the system? Drop Down Box: YES, NO, FRR NO, FRR 
2.08 If yes, are all documents or portions of documents regarding ownership uploaded to the file (i.e. Probate, Inheritance, other Surrogate Court proceedings or conveyance results that alt Drop Down Box: YES, NO, FRR NO, FRR 
3.00 Property Appraisals   

3.01 Is an initial property appraisal uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.02 If yes, does the appraisal reflect evaluation of the pre-storm value of the damaged residence? Drop Down Box: YES, NO NO 
3.03 If yes, is a copy of the current the appraiser's license included as part of the appraisal? Drop Down Box: YES, NO NO 
3.04 Is the Written Offer to Purchase the property consistent with the initial appraisal? Drop Down Box: YES, NO NO 
3.05 If no, is there documentation in the file to justify an alternate pre-storm Fair Market Value? Drop Down Box: YES, NO NO 
3.06 Was the appraisal of the pre-storm value accepted by all property owners? Drop Down Box: YES, NO N/A 
3.07 If no, did the applicant appeal the value? Drop Down Box: YES, NO N/A 
3.08 If yes, is there documentation in the file that demonstrates the applicant fully understands the Appeals process? Drop Down Box: YES, NO NO 

3.09 
If the applicant filed an appeal, was the Owner's Intent to Appeal Property Appraisal Form submitted to the city within seven (7) 
calendar days of receiving the amount of the pre-storm Fair Market Value of the property? Drop Down Box: YES, NO NO 

3.10 If no, was there documentation uploaded to the file granting the applicant an extension? Drop Down Box: YES, NO NO 
3.11 If the appeal was accepted by the program, did the applicant provide an independent appraisal for consideration by the program? Drop Down Box: YES, NO NO 
3.12 If yes, was the appraisal provided to the program within thirty (30) days of filing the Owner's Intent to Appeal Property Appraisal Form ? Drop Down Box: YES, NO NO 
3.13 If yes, did the submitted appraisal assess the pre-storm value of the damaged address? Drop Down Box: YES, NO NO 
3.14 If no, was the applicant supplied appraisal rejected by the program in writing? Drop Down Box: YES, NO NO 
3.15 If yes, was a copy of the current appraiser's license submitted with the appraisal? Drop Down Box: YES, NO NO 
3.16 If no, was a copy obtained by the program and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.17 Was the pre-storm FMV of applicant provided appraisal within 5% of the program's pre-storm FMV? Drop Down Box: YES, NO N/A 
3.18 If yes, was a revised offer letter issued to the applicant? Drop Down Box: YES, NO NO 
3.19 If the pre-storm FMV exceeded 105% of the program's FMV, did the applicant file an intent to pursue review and evaluation? Drop Down Box: YES, NO N/A 
3.20 If yes, was an independent review appraisal conducted on both appraisals of the property within ninety (90) days ? Drop Down Box: YES, NO NO 
3.21 If yes, was a copy of the appraiser's current license submitted with the review appraisal? Drop Down Box: YES, NO NO 
3.22 If yes, is there documentation in the file showing that the applicant paid for their half of the appraisal? Drop Down Box: YES, NO NO 
3.23 If a review appraisal was conducted and accepted, did the program provide the applicant a revised Offer to Purchase within thirty (30) days? Drop Down Box: YES, NO NO 
3.24 If yes, is the correct pre-storm value used in the revised Offer to Purchase? Drop Down Box: YES, NO NO 
4.00 Buyout Property Information   

4.01 Has a property survey been completed and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.02 If yes, is the property survey consistent with the deed to the property? Drop Down Box: YES, NO NO 
4.03 If yes, is the property survey consistent with the appraisal? Drop Down Box: YES, NO NO 
4.04 If yes, is the property survey consistent with the deed uploaded to the applicant's file? Drop Down Box: YES, NO NO 
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4.05 Was a "Voluntary Acquisition Notice" provided to the applicant? Drop Down Box: YES, NO NO 
4.06 If yes, is receipt of the notice uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.07 Was a "Written Offer to Purchase" issued to the owner? Drop Down Box: YES, NO NO 
4.08 If yes, is the purchase amount in the written offer correct and supported by information in the applicant's file? Drop Down Box: YES, NO NO 
4.09 Was a signed and fully executed Contract of Sale uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.10 If yes, is the purchase amount consistent with the documentation in the applicant's file? Drop Down Box: YES, NO NO 
4.11 If no, is there documentation in the file to justify an alternate price? Drop Down Box: YES, NO NO 
4.12 Was the applicant provided a "CDBG Offer to Purchase Estimated Cost Allocation Statement" prior to closing? Drop Down Box: YES, NO NO 
4.13 If yes, is a signed receipt uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.14 If yes, is the Cost Allocation Statement consistent with the Contract of Sale? Drop Down Box: YES, NO NO 
4.15 Was a title report re-run prior to closing on the applicant's property? Drop Down Box: YES, NO NO 
4.16 If yes, is it uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.17 If yes, is it free from defect? Drop Down Box: YES, NO NO 
4.18 Has a copy of the Title Insurance for the property been uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.19 Is a copy of the Final Property Inspection uploaded to the file? Drop Down Box: YES, NO NO 
4.20 If applicable and there is a known reuse of the property, has the Tier II environmental review been completed for the reuse prior to the transfer of the property (if necessary)? Drop Down Box: YES, NO, N/A NO 
4.21 Have the closing documents been uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.22 If yes, are the closing documents consistent with program documentation of pre-storm value and estimated closing costs? Drop Down Box: YES, NO NO 
4.23 Is a signed and fully executed grant agreement uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.24 Has the deed been recorded? Drop Down Box: YES, NO NO 
4.25 If yes, is a copy of the recorded deed uploaded to the applicants file? Drop Down Box: YES, NO NO 
4.26 Has the property covenant been recorded and uploaded to the file? Drop Down Box: YES, NO NO 
4.27 Has 25% of the CDBG-DR cost share been documented in the applicant's file? Drop Down Box: YES, NO NO 
5.00 URA   

5.01 Was the property occupied by tenants at the time of purchase? If no, skip the remainder of Section 5.0. Drop Down Box: YES, NO NO 
5.02 If yes, is the household case record uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.03 If yes, does the household case record fully assess the relocation needs of the tenants? Drop Down Box: YES, NO NO 
5.04 Has the tenant been provided a copy of the HUD brochure "Relocation Assistance to Tenants"? Drop Down Box: YES, NO NO 
5.05 If yes, is tenant receipt of the HUD brochure documented in the applicant's file? Drop Down Box: YES, NO NO 
5.06 Have all tenants received a General Information Notice? Drop Down Box: YES, NO NO 
5.07 If yes, Is documentation of receipt uploaded to all tenant files prior to the Offer Letter? Drop Down Box: YES, NO NO 
5.08 Has the tenant signed the CDBG form documenting their demographic and income information? Drop Down Box: YES, NO NO 
5.09 Has the tenant received a Notice of Relocation Eligibility? Drop Down Box: YES, NO NO 
5.10 If yes; record date of all Notice of Relocation Eligibility. Drop Down Box: YES, NO NO 
5.11 If yes, is documentation of receipt uploaded to the file? Drop Down Box: YES, NO NO 
5.12 If no, list tenants that have not received the Notice of Relocation Eligibility Drop Down Box: YES, NO NO 
5.13 Were relocation advisory services provided to the tenant? Drop Down Box: YES, NO NO 
5.14 If no, did the tenant decline this assistance or is there a reason documented in the file? Drop Down Box: YES, NO NO 
5.15 If yes, was an "Affidavit or Receiving Relocation Advisory Services" signed and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.16 If yes, were a minimum of three comparable provided to the tenant? Drop Down Box: YES, NO NO 
5.17 If yes, were the comparable available at the time of the referral? Drop Down Box: YES, NO NO 
5.18 If yes, is there a DSS checklist uploaded to the applicant's file for each comparable? Drop Down Box: YES, NO NO 
5.19 If the tenant selected their own replacement dwelling, was a passing DSS inspection completed and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.20 If no, was the replacement unit re-inspected or was another DSS compliant property selected? Drop Down Box: YES, NO NO 
5.21 If no, was the tenant notified of the ineligibility of the replacement dwelling? Drop Down Box: YES, NO NO 
5.22 Was the tenant provided relocation assistance as part of the program? Drop Down Box: YES, NO NO 
5.23 If no, is there documentation in the file that the tenant was advised of their URA rights and declined assistance? Drop Down Box: YES, NO NO 
5.24 If yes, were relocation benefits calculated and paid in accordance with URA requirements and program policies? Drop Down Box: YES, NO NO 
5.25 If no, is there documentation justifying the reason? Drop Down Box: YES, NO NO 
5.26 If relocation assistance was provided, is there claim form for Relocation Assistance and Moving Expenses uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.27 If yes, do the calculations on the claim form appear to be correct based upon documentation in the file? Drop Down Box: YES, NO NO 
5.28 If yes, is the form signed and uploaded to the correct file? Drop Down Box: YES, NO NO 
5.29 Did the tenant file an appeal of their eligibility for and/or amount of relocation assistance? Drop Down Box: YES, NO NO 
5.30 If yes, was the appeal made in writing and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.31 If yes, was the appeal filed within 60 days of the program's eligibility determination and/or calculation of relocation assistance? Drop Down Box: YES, NO NO 
5.32 If yes, was a written response provided to the tenant within 30 days after receiving the request for review? Drop Down Box: YES, NO NO 
5.33 Did the applicant file an Appeal regarding their relocation benefits? Drop Down Box: YES, NO N/A 
5.34 If yes, was the appeal filed within 30 days of the program determination? Drop Down Box: YES, NO NO 
5.35 If yes, was the outcome of the appeal uploaded to the applicant's file? Drop Down Box: YES, NO NO 
5.36 Was a Move Out Notice provided to the tenants 90 days in advance of the buyout? Drop Down Box: YES, NO NO 
5.37 If yes, was receipt of the Move Out Notice signed by the tenant and uploaded to the file? Drop Down Box: YES, NO NO 
5.38 Was a Move Out Notice provided to the tenants 30 days in advance of the buyout? Drop Down Box: YES, NO NO 
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5.39 If yes, was receipt of the Move Out Notice signed by the tenant and uploaded to the file? Drop Down Box: YES, NO NO 
6.00 General Observations Not Documented on the Checklist   

6.01    

6.02    

6.03    

6.04    

6.05    

6.06    

6.07    

6.08    

6.09    

6.10    
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Exhibit G 
Phase III: Buyout/HMGP Local Share Match Program Close Out 
Checklist 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date: N/A N/A 
0.02 Initials of Reviewer Initials: N/A N/A 
0.03 Start time of the review: Start time: N/A N/A 
0.04 End time of the review: End time: N/A N/A 
0.05 Total duration (hours: minutes): Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First: Last: MANUAL ENTRY N/A 
1.03 Damaged Address: Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

2.00 Property Tracking and Disposition Costs   

2.01 Is the property currently listed on the City's Real Property Asset Ledger/Property Management File (PMF)? Drop Down: YES, NO NO 
2.02 If yes, are all disposition costs for this property being recorded and documented for the individual property (insurance, asbestos removal, demolition, maintenance)? Drop Down: YES, NO NO 
2.03 If no, has the property been dispositioned to another entity for maintenance and reuse? Drop Down: YES, NO NO 
2.04 If yes, have the restrictive property covenants been recorded and uploaded to the file? Drop Down: YES, NO NO 
3.00 Environmental   

3.01 If applicable, was a copy of a revised Tier II completed and uploaded to the file prior to transfer to the City? Drop Down: YES, NO, N/A NO 
3.02 If the storm damaged property was demolished, does the Tier II environmental review for the property include clearance for demolition (i.e. archeology review)? Drop Down: YES, NO NO 
3.03 If yes, were all necessary permits obtained and additional mitigation measures documented and uploaded to the file? Drop Down: YES, NO NO 
3.04 Is a copy of the Pre-Demolition Asbestos Containing Material ("A.C.M.") Survey completed and uploaded to the correct applicant file? Drop Down: YES, NO NO 
3.05 If yes, does the survey indicate the presence of ACM materials which need to be tested prior to demolition? Drop Down: YES, NO N/A 
3.06 If yes, are copies of the chain of custody and lab results attached to the report and readable? Drop Down: YES, NO NO 
3.07 If yes, do the lab results and report indicate the presence of asbestos material that needs to be abated prior to demolition? Drop Down: YES, NO N/A 
3.08 Is a copy of the company's "Asbestos Handling License" attached to the report and readable? Drop Down: YES, NO NO 
3.09 If yes, is the "Asbestos Handling License" current at the time of the “Asbestos Field Data and Bulk Sampling Chain of Custody”? Drop Down: YES, NO NO 
3.10 Is a copy of the employee's Asbestos Certification attached to the report? Drop Down: YES, NO NO 
3.11 If yes, is the Asbestos Certification current at the time of the “Asbestos Field Data and Bulk Sampling Chain of Custody"? Drop Down: YES, NO NO 
3.12 Is a copy of the Asbestos Laboratory Certification attached to the report and readable? Drop Down: YES, NO NO 
3.13 If yes, is the Asbestos Laboratory Certification current at the time of the asbestos laboratory testing? Drop Down: YES, NO NO 
3.14 If applicable, is the Final Asbestos Abatement Report uploaded to the correct file and readable? Drop Down: YES, NO NO 
3.15 If applicable, are Abatement Worksite Photographs uploaded to the correct file? Drop Down: YES, NO NO 
3.16 Are all ACM Transport and Disposal Manifests and logs uploaded to the file and readable? Drop Down: YES, NO NO 
3.17 If yes, do the manifests and logs list the correct property address? Drop Down: YES, NO NO 
3.18 Is a copy of the disposal site/landfill permit uploaded to the file and readable? Drop Down: YES, NO NO 
3.19 If the property has been dispositioned from the city to another entity, has the Tier II been updated to reflect the known reuse prior to disposition? Drop Down: YES, NO, N/A NO 
4.00 Demolition   

4.01 If the structure was demolished, was the Pre-Demolition Checklist completed and uploaded to the Property Management File (PMF)? Drop Down: YES, NO, N/A NO 
4.02 Has the Demolition Checklist (DC) been fully completed? Drop Down: YES, NO NO 
4.03 If yes, is it uploaded/filed in the Property Management File (PMF)? Drop Down: YES, NO NO 
4.04 Is the Notice of Demolition filed in the PMF? (Item 2 on the DC Checklist) Drop Down: YES, NO NO 
4.05 If yes, is there proof in the PMF that the Notice was posted on the property? Drop Down: YES, NO NO 
4.06 Are all required documents (Section 106 clearance letter, Statutory Checklist, LOA, etc.)filed in the PMF? (Items 3a, 3b, and 3c on the DC Checklist). Drop Down: YES, NO NO 
4.07 Are pre-demolition photos filed in the PMF? (Item 3d on the DC Checklist) Drop Down: YES, NO NO 
4.08 If applicable, has the City obtained an updated Right-of-Entry form? (N/A if the City owns the property). (Item 4 on the DC Checklist). Drop Down: YES, NO, N/A NO 
4.09 Is a copy of the recorded restrictive covenant/deed included in the PMF? (Item 5 on the DC Checklist). Drop Down: YES, NO NO 
4.10 If applicable, is proof of demolition notification to lien holders filed in the PMF? (Item 6 on the DC Checklist). Drop Down: YES, NO, N/A NO 
4.11 Is a proof of public notification of condemnation/demolition filed in the PMF? (Item 7 on the DC Checklist). Drop Down: YES, NO NO 
4.12 Is a copy of the pre-demolition inspection report filed in the PMF? (Item 8 on the DC Checklist) Drop Down: YES, NO NO 
4.13 If applicable, has a public health inspection been conducted with an inspection report filed in the PMF? (Item 9 on the DC Checklist). Drop Down: YES, NO, N/A NO 
4.14 If applicable, has a fire inspection been conducted with an inspection report filed in the PMF? (Item 10 on the DC Checklist) Drop Down: YES, NO, N/A NO 
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4.15 Do the pre-demolition report and inspection photos indicate that all personal property was removed prior to demolition? (Item 11 on the DC Checklist) Drop Down: YES, NO, N/A NO 
4.16 Is a Demolition Notice to Proceed issued and filed in the PMF? (Items 12 and 13b on the DC Checklist). Drop Down: YES, NO NO 
4.17 Was the Demolition Notice to Proceed issued to an approved contractor? (Item 13 on the DC Checklist) Drop Down: YES, NO NO 
4.18 Was the occupancy status of the structure noted on the pre-demolition inspection report? (Item 14 on the DC Checklist). Drop Down: YES, NO NO 
4.19 Does the pre-demolition checklist indicate that all easements and underground utilities have been marked? (Item 15 on the DC Checklist) Drop Down: YES, NO NO 
4.20 Does the pre-demolition checklist indicate that all utility meters have been disconnected? (Item 16 on the DC Checklist) Drop Down: YES, NO NO 
4.21 Does the pre-demolition checklist indicate that all utility services have been capped or disconnected? (Item 17 on the DC Checklist) Drop Down: YES, NO NO 
4.22 If asbestos abatement is necessary, is there a contractor notice of consent filed in the PMF? (Item 18 on the DC Checklist). Drop Down: YES, NO NO 
4.23 If applicable, is there documentation filed in the PMF that demonstrates that ownership and the property description have been reverified prior to demolition? (Item 19 on the DC Checklist) Drop Down: YES, NO, N/A NO 
4.24 If applicable, have all hazardous materials to include asbestos been removed with all required documentation listed on the Checklist filed in the PMF? (Item 20 on the DC Checklist). Drop Down: YES, NO, N/A NO 
4.25 If applicable, has all household hazardous waste (HHW) been disposed in accordance with regulations and with all required documentation listed on the Checklist filed in the PMF? (Item Drop Down: YES, NO, N/A NO 
4.26 Are post demolition photos filed in the PMF? (Item 22 on the DC Checklist) Drop Down: YES, NO NO 
4.27 Are all waste manifests and documentation of disposal at a permitted facility (landfill) filed in the PMF? (Item 21 on the DC Checklist) Drop Down: YES, NO NO 
4.28 Is a post-demolition inspection report filed in the PMF that documents the removal of all debris, backfill, and final grading? Drop Down: YES, NO NO 
5.00 Property Disposition   

5.01 If applicable, was the property disposed of in accordance with the state's approved Action Plan? Drop Down: YES, NO, N/A NO 
5.02 If no, is a reason or justification included in the file? Drop Down: YES, NO NO 
5.03 Does the property disposition/reuse achieve a National Objective? Drop Down: YES, NO NO 
5.04 If yes, is the correct National Objective reflected in the system of record? Drop Down: YES, NO NO 
5.05 If no, what is the correct National Objective? Manual Input N/A 
5.06 Was the general use intended for the property and the national objective it expects to meet documented? Drop Down: YES, NO NO 
5.07 Has a reversion clause and/or reuse agreement or covenant uploaded to the file? Drop Down: YES, NO NO 
5.08 If no, is there documentation or explanation in the file? Drop Down: YES, NO NO 
5.09 Was the property disposed of for less than Fair Market Value? Drop Down: YES, NO NO 
5.10 If yes, was it provided to an LMI beneficiary? Drop Down: YES, NO NO 
5.11 If no, was the value of the subsidy justified in the file? Drop Down: YES, NO NO 
5.12 Have all property disposition costs (demolition, maintenance, security, etc.) been accounted for in the file? Drop Down: YES, NO NO 
5.13 Has the reuse of the property been environmentally re-evaluated and cleared? Drop Down: YES, NO NO 
5.14 Is the property dedicated and maintained perpetuity for a use that is compatible with open space, recreational, or floodplain and wetlands management practices? Drop Down: YES, NO NO 
5.15 Has a new structure been erected at the property? Drop Down: YES, NO NO 
5.16 Was the property donated to a non-profit organization? Drop Down: YES, NO NO 
5.17 If yes, is the organization re-developing the property to supply housing to low-moderate income households? Drop Down: YES, NO NO 
5.18 If yes, has the organization submitted required documentation regarding LMI occupants of the property? Drop Down: YES, NO NO 
5.19 Has the program conducted monitoring to ensure that the property is being used and maintained in accordance with greenspace/reuse requirements? Drop Down: YES, NO NO 
5.20 If yes, is the monitoring outcome documented in the project file? Drop Down: YES, NO NO 
6.00 Close Out   

6.01 Have all costs incurred as a result of the buyout been paid (with the exception of closeout costs or contingent liability costs)? Drop Down: YES, NO NO 
6.02 Has all CDBG-DR financed work been completed? Drop Down: YES, NO NO 
6.03 Has the property been permanently dispositioned? Drop Down: YES, NO NO 
6.04 Have all audit or monitoring findings related to the property been resolved? Drop Down: YES, NO NO 
6.05 Has a National Objective been met? Drop Down: YES, NO NO 
7.00 General Observations Not Documented on the Checklist   

7.01  Manual Entry N/A 
7.02  Manual Entry N/A 
7.03  Manual Entry N/A 
7.04  Manual Entry N/A 
7.05  Manual Entry N/A 
7.06  Manual Entry N/A 
7.07  Manual Entry N/A 
7.08  Manual Entry N/A 
7.09  Manual Entry N/A 
7.10  Manual Entry N/A 
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Exhibit H 
Phase I: Elevation Reimbursement Program Checklist (Pre-Grant Agreement) 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date:  N/A N/A 
0.02 Initials of Reviewer  Initials: N/A N/A 
0.03 Start time of the review:  Start time: N/A N/A 
0.04 End time of the review:  End time: N/A N/A 
0.05 Total duration (hours: minutes):  Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First:  Last: MANUAL ENTRY N/A 
1.03 Damaged Address:  Street: 

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

2.00 Program Application   

2.01 Is a copy of the Program Application readable, signed, and uploaded to the correct applicant's file? Drop Down Box: YES, NO NO 
2.02 Is there acceptable proof of identification uploaded to the applicant's file (i.e. tax identification number, driver's license or state issued ID, passport, military ID, birth certificate, etc.)? Drop Down Box: YES, NO NO 
2.03 Is the damaged owner occupied residence within Columbia city limits? Drop Down Box: YES, NO, FRR NO, FRR 
2.04 Is the damaged residence located in a designated floodway or floodplain as evidenced by a copy of the floodplain map uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
2.05 Is there proof of ownership of the property prior to the October 5, 2015 storm (i.e. Deed, Heirship Affidavit, or other acceptable alternative documentation) uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO, FRR 
2.06 Is there proof of primary residency of the property prior to the October 5, 2015 storm (i.e. Income Tax Form, Utility Bill, Voter Registration, OR Military Exemption, etc.) uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO, FRR 
2.07 Did the applicant submit acceptable income documentation to the program? Drop Down: YES, NO, FRR NO, FRR 
2.08 Is there proof uploaded to the applicant's file that they registered for FEMA assistance? Drop Down: YES, NO NO 
2.09 If yes, is the FEMA registration number documented in the file? Drop Down Box: YES, NO NO 
2.10 If yes, was the residence designated as having sustained Major-High or Severe Damage as a result of the October 5, 2015 storm? Drop Down Box: YES, NO NO 
2.11 Is the damaged residence an eligible structure type (single-unit structure ONLY?) Drop Down Box: YES, NO NO 
2.12 If yes, is the damaged structure type documented in the system? Drop Down Box: YES, NO NO 
2.13 If yes, is the year the structure was built captured in the system? Drop Down Box: YES, NO NO 
2.14 If elevation work is complete, has an elevation certification been submitted documenting that the City of Columbia's floodplain ordinance has been met? Drop Down Box: YES, NO, N/A NO 
2.15 Have receipts for all home repairs made to the damaged property been submitted? Drop Down Box: YES, NO, N/A NO 
2.16 Is the applicant current on their property taxes or provided proof of one of the acceptable alternatives outlines in the program policies and procedures? Drop Down Box: YES, NO, FRR NO, FRR 
2.17 Has the applicant submitted proof of homeowner's insurance? Drop Down Box: YES, NO NO 
2.18 If no, is a certification of no insurance uploaded to the file? Drop Down Box: YES, NO NO 
2.19 If applicable, has the applicant submitted proof of flood insurance? Drop Down Box: YES, NO NO 
2.20 If no, is a certification of no insurance uploaded to the file? Drop Down Box: YES, NO NO 
2.21 Has an Elevation Certificate been uploaded to the file that confirms at least 50% of the project is completed? Drop Down Box: YES, NO NO 
2.22 Has an Elevation Certificate been uploaded to the file that confirms that the elevation project was complete prior to the one year anniversary of the storm? Drop Down Box: YES, NO, FRR NO, FRR 
2.23 Is the Applicant's "Authorization to Release Information" complete, signed, and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
2.24 Did the applicant certify receipt for "Disaster Recovery Grievances Procedures" information? Drop Down Box: YES, NO NO 
2.25 Did the applicant certify receipt for "Asbestos In Your Home" information? Drop Down Box: YES, NO NO 
2.26 Did the applicant certify receipt for "Protect Your Family From Lead" information? Drop Down Box: YES, NO NO 
2.27 Based upon the application submitted to the program, is the applicant eligible for assistance? Drop Down Box: YES, NO NO 
2.28 If no, has a formal eligibility determination been provided to the applicant? Drop Down Box: YES, NO NO 
3.00 Duplication of Benefits (DOB)/Award Calculation   

3.01 Has a review of applicant total need prior to assistance been conducted? Drop Down Box: YES, NO NO 
3.02 If yes, is documentation of the applicant's total need been uploaded to the file? Drop Down Box: YES, NO NO 
3.03 Did the applicant apply for FEMA HMGP related assistance? Drop Down Box: YES, NO NO 
3.04 If yes, did the applicant receive HMGP assistance? Drop Down Box: YES, NO N/A 
3.05 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.06 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.07 If yes, is the correct amount of FEMA HMGP assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.08 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.09 Did the applicant apply for FEMA NFIP related assistance? Drop Down Box: YES, NO N/A 
3.10 If yes, did the applicant receive NFIP assistance? Drop Down Box: YES, NO N/A 
3.11 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.12 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.13 If yes, is the correct amount of FEMA NFIP assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.14 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.15 Did the applicant apply for FEMA ICC related assistance? Drop Down Box: YES, NO N/A 
3.16 If yes, did the applicant receive ICC assistance? Drop Down Box: YES, NO N/A 
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3.17 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.18 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.19 If yes, is the correct amount of FEMA ICC assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.20 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.21 Did the applicant apply for an SBA loan for assistance? Drop Down Box: YES, NO N/A 
3.22 If yes, did the applicant receive SBA assistance? Drop Down Box: YES, NO N/A 
3.23 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.24 If yes, is documentation of the amount of assistance provided uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.25 If yes, is the correct amount of SBA assistance used in the applicant's DOB calculation? Drop Down Box: YES, NO NO 
3.26 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.27 Did the applicant have homeowner's insurance at the time of the storm? Drop Down Box: YES, NO N/A 
3.28 If yes, did the applicant receive homeowner's insurance for the damaged property? Drop Down Box: YES, NO N/A 
3.29 If yes, is the amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.30 If yes, is the current amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.31 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.32 If no, has a certification of no homeowners insurance been signed by the applicant? Drop Down Box: YES, NO NO 
3.33 Did the applicant have flood insurance at the time of the storm? Drop Down Box: YES, NO N/A 
3.34 If yes, did the applicant receive flood insurance for the damaged property? Drop Down Box: YES, NO N/A 
3.35 If yes, is the amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.36 If yes, is the correct amount of insurance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.37 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.38 If no, has a certification of no homeowners insurance been signed by the applicant? Drop Down Box: YES, NO NO 
3.39 Did the applicant disclose that they had any other forms of assistance (VOADs, non-profit organizations, etc.)? Drop Down Box: YES, NO N/A 
3.40 If yes, did the applicant receive assistance for the damaged property? Drop Down Box: YES, NO N/A 
3.41 If yes, is the amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.42 If yes, is the correct amount of assistance included in the applicant's DOB analysis? Drop Down Box: YES, NO NO 
3.43 If no, was this information updated or was other source documentation uploaded to the file to support the amount entered into the DOB calculation? Drop Down Box: YES, NO NO 
3.44 Has all potential duplicative assistance been documented and determined? Drop Down Box: YES, NO NO 
3.45 If yes, has all duplicative assistance been deducted from the applicant's award? Drop Down Box: YES, NO NO 
3.46 If yes, is the applicant's calculated award at or below the program capped amount of $20,000? Drop Down Box: YES, NO NO 
4.00 Environmental Review   

4.01 Is the applicant's project Categorically Excluded due to Pre-Award Reimbursement Activities? Drop Down Box: YES, NO, FRR NO, FRR 
4.02 If yes, is a copy of the CEST uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO, FRR 
4.03 If no, is the Tier II environmental review uploaded to the applicant's file? Drop Down Box: YES, NO, FRR NO, FRR 
4.04 If yes, does the Tier II clear the applicant's property for elevation and proposed Scope of Work? Drop Down Box: YES, NO, FRR NO, FRR 
4.05 Does the Tier II environmental review indicate that the property is over 45 years old and/or located in a National Register of Landmark Preservation Commission ("LPC") Historic District? Drop Down Box: YES, NO NO 
4.06 If yes, is a letter from the SHPO uploaded for the home if it is 45 years or older? Drop Down Box: YES, NO NO 
5.00 Occupancy   

5.01 Was the property occupied by tenants at the time of the storm who are no longer residing at the damaged address? Drop Down Box: YES, NO N/A 
5.02 If yes, has the applicant provided tenant contact information to the program? Drop Down Box: YES, NO N/A 
5.03 Is the property currently occupied by tenants? Drop Down Box: YES, NO N/A 
5.04 If yes, will the applicant's elevation project temporarily or permanently displaced tenants? Drop Down Box: YES, NO N/A 
5.05 If yes, has the applicant provided tenant contact information to the program? Drop Down Box: YES, NO NO 
6.00 Pre-Award Meeting   

6.01 Has a pre-award meeting been held with the applicant? Drop Down Box: YES, NO NO 
6.02 If yes, has the case manager reviewed program requirements with the applicant? Drop Down Box: YES, NO NO 
6.03 If yes, has the case manager reviewed the award calculation with the applicant? Drop Down Box: YES, NO NO 
6.04 At the pre-award meeting was the applicant willing to agree and sign grant and subrogation agreements? Drop Down Box: YES, NO NO 
6.05 At the pre-award meeting was the applicant willing to agree and sign property covenants/deed restrictions? Drop Down Box: YES, NO NO 
7.00 General Observations Not Documented on the Checklist   

7.01    

7.02    

7.03    

7.04    

7.05    
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Exhibit I 
Phase II: Elevation Reimbursement Program Checklist (Post-Grant Agreement) 
City of Columbia CDBG-DR Program 

 
 

Drop Down Box Options 

 
Reporting Outcomes 
(Indicators of Failed 

Review) 

0.00 File Review Information   

0.01 Date of review Date: N/A N/A 
0.02 Initials of Reviewer Initials: N/A N/A 
0.03 Start time of the review: Start time: N/A N/A 
0.04 End time of the review: End time: N/A N/A 
0.05 Total duration (hours: minutes): Duration: N/A N/A 
1.00 Applicant Information   

1.01 Application ID# MANUAL ENTRY N/A 
1.02 Applicant Name: First: Last: MANUAL ENTRY N/A 
1.03 Damaged Address: Street:             

Unit or Apartment: 
County: 

State: 
ZIP Code: 

MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 
MANUAL ENTRY N/A 

2.00 Duplication of Benefits (DOB)/Award Calculation   

2.01 Was a final review of applicant total need prior to signing of a grant agreement? Drop Down Box: YES, NO NO 
2.02 If yes, has all documentation related to the applicant's total need been uploaded to the file? Drop Down Box: YES, NO NO 
2.03 Was an update of all potential duplicative assistance conducted prior to the signing of the grant agreement? Drop Down Box: YES, NO NO 
2.04 If yes, was a final review and update of all duplicative assistance been deducted from the applicant's award? Drop Down Box: YES, NO NO 
2.05 Was the award at or below the program cap amount of $20,000? Drop Down Box: YES, NO NO 
3.00 Applicant Grant Award/Payment   

3.01 Is a copy of the fully executed grant agreement uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.02 Does the amount of the grant agreement accurately reflect the DOB analysis and documentation in the applicant's file? Drop Down Box: YES, NO NO 
3.03 Is a copy of the fully executed subrogation agreement uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.04 Is a copy of the fully executed property covenants uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.05 If yes, have the property covenants been recorded? Drop Down Box: YES, NO NO 
3.06 If yes, is the recordation information uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.07 Is proof of the reimbursement uploaded to the applicant's file? Drop Down Box: YES, NO NO 
3.08 Did the applicant sign an Acknowledgment Form for program funding? Drop Down Box: YES, NO NO 
4.00 URA   

4.01 Was the property occupied by tenants at the time of elevation of the home? If no, skip the remainder of Section 4.0 Drop Down Box: YES, NO NO 
4.02 If yes, was temporary or permanent relocation of the tenant necessary? Drop Down Box: YES, NO NO 
4.03 If yes, does the household case record fully assess the relocation needs of the tenants? Drop Down Box: YES, NO NO 
4.04 Has the tenant been provided a copy of the HUD brochure "Relocation Assistance to Tenants"? Drop Down Box: YES, NO NO 
4.05 If yes, is tenant receipt of the HUD brochure documented in the applicant's file? Drop Down Box: YES, NO NO 
4.06 Have all tenants received a General Information Notice? Drop Down Box: YES, NO NO 
4.07 If yes, Is documentation of receipt uploaded to all tenant files prior to the Offer Letter? Drop Down Box: YES, NO NO 
4.08 Has the tenant signed the CDBG form documenting their demographic and income information? Drop Down Box: YES, NO NO 
4.09 Has the tenant received a Notice of Relocation Eligibility? Drop Down Box: YES, NO NO 
4.10 If yes; record date of all Notice of Relocation Eligibility. Drop Down Box: YES, NO NO 
4.11 If yes, is documentation of receipt uploaded to the file? Drop Down Box: YES, NO NO 
4.12 If no, list tenants that have not received the Notice of Relocation Eligibility Drop Down Box: YES, NO NO 
4.13 Were relocation advisory services provided to the tenant? Drop Down Box: YES, NO NO 
4.14 If no, did the tenant decline this assistance or is there a reason documented in the file? Drop Down Box: YES, NO NO 
4.15 If yes, was an "Affidavit or Receiving Relocation Advisory Services" signed and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.16 If yes, were a minimum of three comparable provided to the tenant? Drop Down Box: YES, NO NO 
4.17 If yes, were the comparable available at the time of the referral? Drop Down Box: YES, NO NO 
4.18 If yes, is there a DSS checklist uploaded to the applicant's file for each comparable? Drop Down Box: YES, NO NO 
4.19 If the tenant selected their own replacement dwelling, was a passing DSS inspection completed and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.20 If no, was the replacement unit re-inspected or was another DSS compliant property selected? Drop Down Box: YES, NO NO 
4.21 If no, was the tenant notified of the ineligibility of the replacement dwelling? Drop Down Box: YES, NO NO 
4.22 Was the tenant provided relocation assistance as part of the program? Drop Down Box: YES, NO NO 
4.23 If no, is there documentation in the file that the tenant was advised of their URA rights and declined assistance? Drop Down Box: YES, NO NO 
4.24 If yes, were relocation benefits calculated and paid in accordance with URA requirements and program policies? Drop Down Box: YES, NO NO 
4.25 If no, is there documentation justifying the reason? Drop Down Box: YES, NO NO 
4.26 If relocation assistance was provided, is there claim form for Relocation Assistance and Moving Expenses uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.27 If yes, do the calculations on the claim form appear to be correct based upon documentation in the file? Drop Down Box: YES, NO NO 
4.28 If yes, is the form signed and uploaded to the correct file? Drop Down Box: YES, NO NO 
4.29 Did the tenant file an appeal of their eligibility for and/or amount of relocation assistance? Drop Down Box: YES, NO NO 
4.30 If yes, was the appeal made in writing and uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.31 If yes, was the appeal filed within 60 days of the program's eligibility determination and/or calculation of relocation assistance? Drop Down Box: YES, NO NO 
4.32 If yes, was a written response provided to the tenant within 30 days after receiving the request for review? Drop Down Box: YES, NO NO 
4.33 Did the applicant file an Appeal regarding their relocation benefits? Drop Down Box: YES, NO N/A 
4.34 If yes, was the appeal filed within 30 days of the program determination? Drop Down Box: YES, NO NO 
4.35 If yes, was the outcome of the appeal uploaded to the applicant's file? Drop Down Box: YES, NO NO 
4.36 Was a Move Out Notice provided to the tenants 90 days in advance of the buyout? Drop Down Box: YES, NO NO 
4.37 If yes, was receipt of the Move Out Notice signed by the tenant and uploaded to the file? Drop Down Box: YES, NO NO 

428



 
 
 
 
 

4.38 Was a Move Out Notice provided to the tenants 30 days in advance of the buyout? Drop Down Box: YES, NO NO 
4.39 If yes, was receipt of the Move Out Notice signed by the tenant and uploaded to the file? Drop Down Box: YES, NO NO 
5.00 Post Elevation Construction Documents   

5.01 Is a COO or equivalent uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
5.02 Is an elevation certificate uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
5.03 Are photos of the elevated structure uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
5.04 Is the recorded property covenant/deed restrictions requiring flood insurance uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
5.05 Is a copy of the post-elevation flood insurance declaration page uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
6.00 Close-Out/Obligation   

6.01 Was all costs to be paid with CDBG Disaster Recovery funds been incurred, with the exception of closeout costs (e.g., audit) or contingent liability costs? Drop Down Box: YES, NO, FRR NO, FRR 
6.02 Was all work financed with CDBG funds completed? Drop Down Box: YES, NO, FRR NO, FRR 
6.03 Was the participant’s other responsibilities under its agreement met?  Drop Down Box: YES, NO, FRR NO, FRR 
6.04 Has a final request for payment been issued? Drop Down Box: YES, NO, FRR NO, FRR 
6.05 Was it documented that the ownership and occupancy of the primary residence was not less that one (1) year after reimbursement?  Drop Down Box: YES, NO, FRR NO, FRR 
6.06 Was it documented that flood insurance was maintained for the primary residence?  Drop Down Box: YES, NO, FRR NO, FRR 
7.00 Applicant Appeals   

7.01 Was an appeal filed by the applicant? Drop Down Box: YES, NO, FRR NO, FRR 
7.02 If yes, was the name of the person who filed the appeal documented? Drop Down Box: YES, NO, FRR NO, FRR 
7.03 If yes, has the grievance process been reviewed? Drop Down Box: YES, NO, FRR NO, FRR 
7.04 If yes, has a grievance form been completed? Drop Down Box: YES, NO, FRR NO, FRR 
7.05 Has the complaint, written response and correspondence uploaded to the file? Drop Down Box: YES, NO, FRR NO, FRR 
7.06 Was the complaint addressed/responded to in writing within seven (7) days of receipt? Drop Down Box: YES, NO, FRR NO, FRR 
8.00 General Observations Not Documented on the Checklist   

8.01    

8.02    

8.03    

8.04    

8.05    
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CDBG DISASTER RECOVERY PROGRAM 

UNIFORM RELOCATION ACT POLICIES AND PROCEDURES 
VERSION 2, DECEMBER 2018 

 
INTRODUCTION 
The City of Columbia Community Development Department is undertaking several Community 
Development Block Grant (CDBG) Disaster Recovery housing programs funded under the Disaster 
Relief Appropriations Act of 2016 (Public Law 114-113) to assist residents in recovering from the 
October 2015 Severe Storms and Flood. Therefore, the project must comply with the Uniform 
Relocation Assistance and Real Property Acquisition Policies Act (URA) of 1970, as amended; 
Section 414 of the Robert T. Stafford Disaster Relief and Emergency Assistance Act of 1974; 
requirements at 49 CFR part 24; and Section 104(d) except as expressly waived by the Secretary 
of HUD as described below. 

 
Please Note: Sec. 414 of the Stafford Act states, “Notwithstanding any other provision of law, no 
person otherwise eligible for any kind of replacement housing payment under the Uniform 
Relocation Assistance and Real Property Acquisition Policies Act of 1970 shall be denied such 
eligibility as a result of his being unable, because of a major disaster as determined by the 
President, to meet the occupancy requirements set by such Act.” 

 
ONE-FOR-ONE REPLACEMENT OF LOWER-INCOME DWELLING UNITS 
One-for-one replacement requirements at Section 104(d)(2)(A)(i)(ii) and (d)(3) and 24 CFR 
42.375 are waived in connection with funds allocated Public Law 114-113 for lower-income 
dwelling units that are damaged by the disaster and not suitable  for  rehabilitation.  This  
waiver exempts disaster damaged units that meet the grantee’s definition of not suitable for 
rehabilitation from the one-for-one replacement requirements. The City of Columbia defines not 
suitable for rehabilitation as: dwelling units where substandard conditions threaten the health 
and safety of its occupants and it is not financially or structurally feasible for rehabilitation. 

 
RENTAL ASSISTANCE TO A DISPLACED PERSON 
The requirements at Sections 204(a) and 206 of the URA, 49 CFR §§ 24.2(a)(6)(viii), 
24.402(b)(2), and 24.404 are waived to the extent that they require the grantee to use 30 
percent of a low-income, displaced person's household income in computing a rental 
assistance payment if the person had been paying rent in excess of 30 percent without 
demonstrable hardship before the project. Before providing rental assistance payments to 
displaced persons, the grantee must define demonstrable hardship in its action plan or in 
the policies and procedures governing these programs and activities. The grantee's 
definition of demonstrable hardship applies when implementing these alternative 
requirements. 
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MINIMIZE DISPLACEMENT 
Consistent with the goals and objectives of activities assisted under the URA, the City of Columbia 
will take the following steps to minimize the direct and indirect displacement of persons from 
their homes: 
• Evaluate housing codes and rehabilitation standards and code enforcement in reinvestment 

areas to prevent undue financial burden on established owners and tenants. 
• Stage rehabilitation of apartment units to allow tenants to remain in the building/complex 

during and after the rehabilitation, working with empty units first. 
• Assist persons who must be relocated temporarily during rehabilitation in finding suitable 

living arrangements. 
• Establish counseling centers to provide homeowners and tenants with information on 

services available to help them. 
• Where feasible, give priority to rehabilitation of housing, as opposed to demolition, to avoid 

displacement. 
• If feasible, demolish or convert only dwelling units that are not occupied or structures that 

have not been used for residential purposes. 
• Target only those properties deemed essential to the success of the project. 

 
No person displaced by CDBG Disaster Recovery residential rehabilitation activities will be 
discriminated against. All displaced persons shall be equally provided information, counseling, 
referrals, and relocation services. In addition, no person shall be displaced or discriminated 
against because of age, race, color, religion, sex, handicap, or national origin. 

 
Eligibility Requirements 
• The owner occupant and/or tenant’s landlord must have applied for and be eligible for 

assistance in one of the Columbia CDBG Disaster Recovery housing programs. 
• The owner occupant and/or tenant must be lawfully present in the United States and 

currently occupying the residence to be rehabilitated. 
• The owner occupant and/or tenant must temporarily relocate in order to complete the 

rehabilitation, elevation, or environmental remediation of the damaged structure assisted 
with CDBG Disaster Recovery funding. 

 
Program activities will be planned and implemented in a manner that minimizes hardships and 
displacement of occupants of storm damaged residences. The following sections establish the 
policies and procedures that will govern URA implementation for each housing activity in the 
City’s CDBG Disaster Recovery Program. 

 
HMGP/CDBG COST SHARE MATCH 
Owner occupants of this voluntary buyout program are not eligible for relocation assistance; 
however, the appropriate URA acquisition notices will be issued and receipt certified. The case 
manager will ensure owners receive a Notice of Voluntary Acquisition, a copy of the brochure, 
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When a Public Agency Buys Your Property, and a General Information Notice (GIN). An appraisal 
based on the pre-storm Fair Market Value of the property will be completed by a licensed 
professional; owners have the right to appeal the appraised value pursuant to CDBG DR Buyout 
policies and procedures. The City will provide the property owner with a determination of just 
compensation and an offer letter. Upon acceptance, the City, through its attorneys, will schedule 
a closing, provide a settlement disclosure form, and finalize the Act of Sale. 

 
Tenants under this program are considered permanently displaced (unable to return to their 
former residence for 12 months or more) by the October 2015 Storm and are eligible for 
relocation assistance in accordance with the Stafford Act. Owners are subject to the deed 
restrictions and land covenants that prohibit redevelopment under a Buyout activity. Case 
Managers will contact tenants to notify them of the availability of relocation assistance and 
compensation as authorized by the Uniform Act. Tenants will receive a GIN and a Notice of 
Relocation Eligibility specific to his/her circumstances and needs. Please note: Tenants 
permanently displaced through the HMGP Acquisition program all relocated after the 2015 storm 
and before the application for funding; thus a 90-day notice to vacate is unnecessary. All tenant 
notices will be mailed Return Receipt Requested. 

 
URA provisions require financial assistance sufficient to reduce the displaced person’s post 
displacement rent and utility cost to 30% of household income unless tenants have been paying 
rents in excess of 30% without demonstrable hardship. A demonstrable hardship is a substantial 
change in an applicant’s situation that prohibits or severely affects their ability to provide a 
minimal standard of living or the basic necessities of life including food, housing, clothing, and 
transportation without causing economic distress well beyond mere inconvenience as shown by 
objective evidence. A demonstrable hardship must have occurred after the October 2015 flood 
event. 

 
The Maximum Replacement Housing Payment for displaced residential tenants has increased 
from $5,250 to $7,200 [42 U.S.C. 4624(a)]. A comparable replacement home is: 

• Decent, safe, and sanitary 
• Functionally equivalent to (and equal or better than) your present home 
• Actually available for rent 
• Affordable 
• Reasonably accessible to the place of employment 
• Generally as well located with respect to public and commercial facilities, such as 

schools and shopping, as the present home 
• Not subject to unreasonable adverse environmental conditions 
• Available to all persons regardless of race, color, religion, sex, or national origin 

The process for providing tenant relocation assistance is as follows: 
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• The Owner submits a program application including a list of tenants if rental property was 
occupied at the time of the storm; 

• The Case Manager issues the Voluntary Acquisition Notice to Owner and copy of the 
brochure, When a Public Agency Acquires Your Property; 

• The Case Manager prepares the General Information Notice for Tenants and provides a 
copy of the HUD brochure, Relocation Assistance to Tenants Displaced from their Home, 
upon owner’s execution of grant agreement; (A Notice of Non-displacement is not 
necessary for these tenants who were displaced immediately after the Storm.) 

• The case manager locates and contacts tenant to gather information on needs and 
preferences, household composition, and income and identification for all occupants; 

• The case manager issues Notice of Eligibility for Relocation Assistance upon execution of 
grant agreement; 

• The case manager inspects current tenant residence, if possible, to determine satisfactory 
(decent, safe, sanitary) conditions; 

• The case manager makes referrals for replacement housing; 
• The tenant chooses property and moves; 
• The case manager prepares and issues advance payment when needed; and 
• The case manager assists the tenant in preparing and submitting claims. 

 
Decent, safe, and sanitary housing is housing that: 

• Meets applicable housing and occupancy requirements. 
• Is structurally sound, weather-tight, and in good repair. 
• Contains a safe, adequate electrical wiring system. 
• Has adequate living space for the occupants. 
• Has a kitchen with a sink, hot and cold running water, and connections for a stove and 

refrigerator (if you were displaced from a housekeeping unit). 
• Has a separate, complete bathroom with hot and cold running water. 
• Has heating as required by climatic conditions. 
• Has an unobstructed exit to safe, open space at ground level. 
• Meets standards protecting occupants from lead-based paint hazards. 
• Is free of any barriers which would preclude reasonable use of the unit by a physically 

disabled person. 
 

Rental assistance is computed in the following manner: The assistance needed for one month is 
determined by subtracting the base monthly rent of the acquired dwelling from the cost of rent 
and utilities at the current location. That monthly need, if any, is multiplied by 42, to determine 
the total amount of assistance. This amount will be paid directly to the tenant. The City must 
provide the assistance in monthly installments or other periodic payments. Generally, the base 
monthly rent for your present home is the lesser of: (1) the monthly rent and average monthly 
cost for utilities, or (2) thirty (30) percent of your average monthly gross household income, if 
you are low-income based on HUD income limits. 
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Displaced tenants may also choose to buy a replacement home, using relocation assistance to 
make a down payment equal to the amount that would be received for rental assistance on a 
comparable replacement home (i.e., 42 times the amount obtained by subtracting the base 
monthly rent for the acquired dwelling from the monthly rent and estimated average monthly 
utility costs for a comparable replacement home). A down payment assistance payment will be 
paid in a lump sum. 

 
Moving Expenses: 
The requirements at Section 202(b) of the URA and 49 CFR 24.302, requiring that a grantee 
offer a displaced person the option to receive a fixed moving-cost payment based on the 
Federal Highway Administration's Fixed Residential Moving Cost Schedule instead of 
receiving payment for actual moving and related expenses, have been waived. As an 
alternative, the City is offering a moving expense and dislocation allowance that takes into 
account the number of bedrooms in the displacement dwelling and whether the person 
needs assistance in packing and unpacking household goods. The table below indicates a 
one-way move. 

 
Number 

of 
Occupants 

 
Number of 
Bedrooms 

 
Total 

Allowance 
1-2 1 BDR $500 
3-4 2 BDR $1,000 
5-6 3 BDR $1,500 

 
 

Persons displaced may also choose a payment for actual, reasonable moving and related 
expenses. Applicants may elect to pay the moving costs directly for later reimbursement by the 
City or choose the allowance. All costs incurred must be documented; receipts are mandatory. 

 
SMALL RENTAL REPAIR PROGRAM 
Rental property owners participating in the Small Rental Repair Program (SRRP) cannot 
permanently displace tenants residing in their rental units. Tenants will be provided housing 
advisory services to assess relocation needs and levels of assistance and describe individual rights 
under the Fair Housing Law. Tenants will receive a list of available and affordable units 
comparable in size to the dwelling from which the household was displaced. If tenants were 
living in an under-housed situation, the City is obligated to locate a suitable dwelling that meets 
the tenants needs. The unit must be inspected and found to be decent, safe, and sanitary. For 
temporary displacement, tenants will also be provided with assurances that the rehabilitated 
rental unit will be available at affordable rates for a minimum of two years upon their return. LMI 
former tenants will receive preferred status in the residential application process for the unit 
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from which they were displaced and for other rental units repaired or created with CDBG DR 
funds. 

 
In the event that an eligible tenant was relocated prior to the Program, the City will ensure that 
a good faith effort is made to contact each former tenant to inform them of the availability of 
their previous unit and other available units repaired under the program. The tenant will be 
contacted to determine the reasons and circumstances for the displacement. If a tenant has 
returned to the rehabilitated unit, then documentation of temporary relocation expenses will be 
collected and reviewed to reimburse the tenant for eligible relocation costs. If the tenant has 
become permanently displaced as a result of the program, the case manager will evaluate the 
circumstances and provide relocation benefits in accordance with URA requirements. 

 
There are no reliable systemic methods for the program to conclusively validate the status of 
rental property at the time of the storm or vacancies at the time of application. The program 
requires property owners to self-certify this information on the application, under penalty of 
perjury, a precedent established at program inception. If during the course of processing an 
applicant it becomes evident that eligibility criteria may not have been accurate, the file will be 
submitted to the Internal Auditor for review to determine whether fraud, waste, or abuse exists. 

 
In the event that tenants require temporary relocation while repairs are underway, the tenants 
must be permitted to return to and reoccupy their original unit(s), or other similar units on the 
same property, upon completion of the work at rents that are not greater than the prescribed 
rents at the applicable income tier. Tenants that fail to return to their former unit for any reason 
will be eligible for permanent relocation assistance in accordance with the Stafford Act 
provisions. If a property owner refuses to allow the temporarily relocated tenants to return and 
reoccupy their former units, the applicant will be considered in violation of the grant agreement 
and shall be responsible for permanent relocation costs. 

 
The City reserves the right to exercise any and all remedies as allowed in the recorded documents 
and the property owner may be required to reimburse the Program for temporary relocation 
costs and may be charged with the cost of all permanent relocation expenses associated with 
displaced tenants. These costs may include the tenants’ increased housing costs, moving 
expenses, and necessary out-of-pocket expenses. 

 
Owners of rental properties with units to be re-occupied by tenants must provide the executed 
lease along with tenant income and demographic information annually. If the tenant chooses 
not to return to the unit, the owner must enter into a new lease with a low-to-moderate income 
tenant within 60 days of the completion of the rehabilitation. Tenants temporarily displaced will 
be assured that the rehabilitated rental unit will be available at affordable rates for a minimum 
of two years, beginning the date the new lease is signed. 
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No person displaced by CDBG Disaster Recovery rental rehabilitation activities will be 
discriminated against. All displaced persons shall be equally provided information, counseling, 
referrals, and relocation services. In addition, no person shall be displaced or discriminated 
against because of age, race, color, religion, sex, handicap, or national origin. 

 
The process for providing temporary tenant relocation assistance is as follows: 

• Owner submits program application including a list of tenants if rental property was 
occupied at the time of the storm. 

• Property owner acknowledges receipt of the General Information Notice. 
• The case manager issues the General Information Notice for Tenants and provides a copy 

of the HUD brochure, Relocation Assistance to Tenants Displaced from their Home; 
• The case manager gathers information on tenant needs and preferences, household 

composition, and income and identification for all occupants; case manager issues a 
Notice of Non-Displacement. 

• The case manager issues the Notice of Eligibility for Relocation Assistance, including 
referrals for replacement housing, upon execution of grant agreement by the property 
owner. 

• Tenant chooses property and moves. 
• The Program issues advance payment if needed. 
• The case manager assists tenant in preparing claims; payments will be made on a monthly 

basis. 
 

Decent, safe, and sanitary housing is housing that: 
• Meets applicable housing and occupancy requirements. 
• Is structurally sound, weather-tight, and in good repair. 
• Contains a safe, adequate electrical wiring system. 
• Has adequate living space for the occupants. 
• Has a kitchen with a sink, hot and cold running water, and connections for a stove and 

refrigerator (if you were displaced from a housekeeping unit). 
• Has a separate, complete bathroom with hot and cold running water. 
• Has heating as required by climatic conditions. 
• Has an unobstructed exit to safe, open space at ground level. 
• Meets standards protecting occupants from lead-based paint hazards. 
• Is free of any barriers which would preclude reasonable use of the unit by a physically 

disabled person. 
 

If the tenant chooses housing that does not meet HUD standards, the tenant may elect to waive 
acceptance of housing referrals offered. 
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ELIGIBLE EXPENSES 
URA expenses must be reasonable and necessary. All payments are made to the member of the 
displaced household responsible for paying the appropriate authority in a timely and efficient 
manner. In limited cases, payments may be made on behalf of the tenant as determined 
necessary on a case-by-case basis. In compliance with URA Appendix A, 49 CFR 24.2(a)(9)(ii)(D), 
tenants must be reimbursed for all reasonable out-of-pocket expenses incurred in connection 
with temporary relocation. These expenses may include moving expenses and increased housing 
costs. Temporary relocation should not extend beyond one year before the person is returned to 
his or her previous unit or location. Any residential tenant who has been temporarily relocated 
for a period beyond one year must be offered permanent relocation assistance. This assistance 
would be in addition to any assistance the person has already received for temporary relocation, 
and may not be reduced by such amount. Eligible expenses include the following: 

 
Rental Assistance 
For temporary relocation (12 months or less) the CDBG Disaster Recovery case manager will assist 
the displaced household in locating rental units that do not exceed HUD’s Fair Market Rent (FMR) 
for Richland County (see table below). To determine the appropriate size of the rental unit, the 
number of bedrooms allowable is based upon the number of bedrooms that the displaced 
household currently occupies unless tenants were living in an under-housed situation. In that 
case the City must locate a suitable dwelling that meets the tenants needs. All units must be 
inspected and found to be decent, safe, and sanitary and the case manager will determine 
whether under-housing exists. In the event that a displaced household chooses to rent a unit 
where the lease exceeds the Fair Market Rent (FMR), the displaced resident will pay the 
difference between the FMR and the amount of rent specified in the lease agreement. 

 
HUD Fair Market Rent 

Richland County, South Carolina 
FY 
2019 

Efficiency 1 BR 2 BR 3 BR 4 BR 
$671 $838 $959 $1255 $1571 

 
All rental agreements must be in writing and approved by the Program in advance to ensure that 
the terms and conditions of the lease agreement are necessary, reasonable, and consistent with 
the anticipated length of time for construction. 

 
Displaced households may choose to stay with friends or relatives; however, tenants will be 
offered the option of moving to a suitable replacement unit for the temporary period. If the 
displaced household chooses to live with family or friends during temporary relocation, the 
dwelling must be decent, safe, and sanitary and the rent must be reasonable, documented, and 
not greater than one half of HUD Fair Market Rent for the county in which the unit is located. 
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Moving Expenses: 
The requirements at Section 202(b) of the URA and 49 CFR 24.302, requiring that a grantee 
offer a displaced person the option to receive a fixed moving-cost payment based on the 
Federal Highway Administration's Fixed Residential Moving Cost Schedule instead of 
receiving payment for actual moving and related expenses, have been waived. As an 
alternative, the City is offering a moving expense and dislocation allowance that takes into 
account the number of bedrooms in the displacement dwelling and whether the person 
needs assistance in packing and unpacking household goods. The table below is for a one- 
way move. 

 
Number 

of 
Occupants 

 
Number of 
Bedrooms 

 
Total 

Allowance 
1-2 1 BDR $500 
3-4 2 BDR $1,000 
5-6 3 BDR $1,500 

 
 

Tenants  may also choose a payment for actual, reasonable  moving and related expenses  up  
to the allowance amount. Applicants may elect to pay the moving costs directly for later 
reimbursement by the City or choose the allowance. One half the moving expenses will be paid 
when the displaced household moves into the temporary unit with the remaining half paid upon 
re-occupancy of the original unit. Any costs incurred must be documented; receipts are 
mandatory. 

 
Storage Unit: Tenants will receive a list of onsite and offsite storage facility options. These costs 
are reimbursable by the Program. 

 
Meals: Displaced tenants are responsible for all food/meal costs if they are relocated to a unit 
with cooking facilities. When kitchen access is not feasible, the Program will pay for reasonable 
out-of-pocket expenses at the per diem rate of $30 a day per adult and $12 a day for children 12 
and younger. Receipts are mandatory. 

 
INELIGIBLE EXPENSES 
Lost Rental Income: Owners of rental properties with temporarily displaced tenants will not be 
compensated for lost rental income during the time the renter is relocated. 

 
Rental Expenses Not Pre-Approved: Rental expenses beyond the parameters outlined in this 
policy must be pre-approved by the Program prior to the tenant incurring the cost. 
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Undocumented Rental Expenses: Claims for rental expenses submitted without source 
documentation are ineligible for payment or reimbursement. 

 

URA NOTIFICATIONS 
To meet HUD URA requirements, program notifications must be made at critical points during 
the construction and relocation process. Before initiating program activities, the Program must 
provide a General Information Notice (GIN) informing tenants of URA requirements and rights. 
This notice is crucial and will be presented during the application process so that tenants do not 
become permanently displaced as a result of rehabilitation, elevation, or environmental 
remediation activities. Proof of receipt in a timely manner by the tenant is also required. 

 
Tenants will also receive a Notice of Non-Displacement stating whether or not they will be 
temporarily relocated after the property owner has approved the scope of work. If a tenant must 
be temporarily relocated, documentation of receipt demonstrates that tenants were informed 
of their rights, guarantees to return under reasonable terms, and the availability of eligible 
relocation costs. A Notice of Eligibility for Relocation Assistance serves as the 90 day notification 
to move explaining the reason for the move, the estimated timeframe for temporary relocation, 
the availability of Relocation Advisory Services, and a list of eligible expenses as described above. 
Documentation of this notice to displaced households establishes the eligibility date for incurring 
temporary relocation costs, and a date by which to monitor project progress. 

 
TIMEFRAME FOR TEMPORARY RELOCATION 
Eligible tenants will be given up to 90 days notice to relocate in advance of the contractor 
initiating rehabilitation work. The length of time for relocation will be determined by the scope 
of work and will be communicated to the displaced household for planning purposes. All 
displaced households will be notified in writing when construction of the rehabilitation is 
complete and the displaced household can return home. The displaced household will be given 
a Tenant Move-in Notice when it is safe to return and re-occupy the unit. 

 
RELOCATION ADVISORY SERVICES 
Case managers will offer the following relocation advisory services: 

• Meet with tenants to establish a Household Case Record that assesses and documents 
their relocation needs. 

• Ensure that all required notices (GIN, Notice of Non-Displacement, Eligibility/90 Day 
Notice) and receipt of these notices are adequately documented. 

• Work with temporarily displaced tenants to identify available, affordable housing units 
meeting the needs of the household. 

• Review and pre-approve all temporary relocation expenses to ensure that all relocation 
claims are eligible and complete. 
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• Provide assistance completing claim forms. 
• Request all source documentation from tenant to support each relocation claim. 

Unsupported claims will not be paid. 
• Coordinate relocation activities to ensure that temporary relocation payments are made 

in a timely manner. 
• Collect and review lease information and beneficiary data upon re-occupancy of the 

original unit. 
 

PAYMENT PROCESS 
Before reimbursement the case manager must pre-approve as necessary and reasonable all 
temporary relocation costs. Without pre-approval, expenses incurred by tenants may not be 
reimbursed. In all cases each relocation expense must include source documentation such as 
rental agreements or leases, invoices, cancelled checks, and receipts. No relocation payment or 
reimbursement will be made without appropriate documentation. Occupants are responsible for 
filing all claim forms within thirty (30) days of incurring the expense and will be required to 
acknowledge all relocation benefits received upon re-occupancy. Detailed procedures for direct 
payments to tenants are described in the Residential Rehabilitation Procedures. 

 
OPTIONAL RELOCATION POLICY FOR TEMPORARY HOMEOWNER DISPLACEMENT AS 

A RESULT OF REHABILITATION OR RECONSTRUCTION 
COLUMBIA HOMEOWNER ASSISTANCE PROGRAM (CHAP) AND MINOR REPAIR PROGRAM 

 
The Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA) 
applies to federally-assisted acquisition or rehabilitation activities that displace residents, either 
temporarily or permanently. Program activities will be planned and implemented in a manner 
that minimizes, to the extent possible, the time residents need to vacate their home. The City 
has adopted this Optional Relocation Policy to assist homeowners in our residential rehabilitation 
programs while construction, reconstruction, or environmental remediation activities are taking 
place in the homes. These optional policies and procedures provide homeowners with assistance 
for lodging as dictated by household needs including the number of persons displaced and 
whether any member of the household is disabled or of special needs. Moving services and 
storage facilities also may be provided by an approved contractor. 

 
URA program notifications must be made at critical points during the construction and relocation 
process. At the application intake session homeowners receive and sign an acknowledgement of 
receipt of the General Information Notice (GIN) informing them of URA requirements and rights: 
The Notice of Non-Displacement will be issued to the homeowner at the scope approval walk- 
through; signature of receipt is required. At this time, the case manager will assess and document 
household needs; provide the homeowner with a list of rental units and extended stay hotels; 
review claim forms and how to complete them; and discuss how assistance will be calculated and 
payment distributed. 
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If a homeowner must be temporarily relocated, these notices demonstrate that they were 
informed of their rights and the availability of relocation assistance. Occupants will receive a 
Notice of Eligibility for Relocation Assistance at the pre-bid meeting. This notice identifies the 
amount of the relocation assistance and the estimated construction timeframe as determined by 
the scope of work and contractor availability. It also informs the owner of the date they must 
vacate the premises for construction to begin, a minimum of 30 days in advance. Signature of 
receipt is required. Documentation of this notice establishes the eligibility date for incurring 
temporary relocation costs and a date by which to monitor project progress. If applicable, the 
homeowner may receive an advance of up to two month’s assistance at the time the Grant 
Agreement is executed with the City of Columbia. All replacement housing must be inspected to 
ensure it is decent, safe, and sanitary before any housing assistance payments are made. 

 
The monthly Homeowner housing allowance will be based on the HUD Fair Market Rent as 
follows: 

 

 
HUD Fair Market Rent 

Richland County, South Carolina 

FY 2019  1 BR 2 BR 3 BR 4 BR 
 $838 $959 $1255 $1571 

 
Category Number of occupants 
One Bedroom 1-2 occupants 
Two Bedroom 2-4 occupants 
Three Bedroom 4-6 occupants 
Four Bedroom 6+ occupants 

 

Construction scopes of work for the Minor Repair Program include costs for content manipulation 
and/or moving to an on-site storage facility if necessary. Homeowners in the Columbia Housing 
Assistance Program (CHAP) may require commercial movers for whole-house moving and 
storage. In this instance, the Program will allocate a moving and storage allowance based on the 
number of bedrooms. The table below is for a one-way move. 

 
Number 

of     
Occupants 

 
Number of 
Bedrooms 

 
Total 

Allowance 
1-2 1 BDR $500 
3-4 2 BDR $1,000 
5-6 3 BDR $1,500 
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Upon completion of construction or those activities that generated the relocation, displaced 
households will receive a written notice that they may return home and that relocation expenses 
will end in 30 days. It is the responsibility of the displaced homeowner to move within the allotted 
timeframe. 

 
PAYMENT PROCESS 
Before reimbursement the case manager must pre-approve as necessary and reasonable all 
temporary relocation costs. Without pre-approval, expenses incurred by Homeowners may not 
be reimbursed. In all cases each relocation expense must include source documentation such as 
rental agreements or leases, invoices, cancelled checks, and receipts. No relocation payment or 
reimbursement will be made without appropriate documentation. Occupants are responsible for 
filing all claim forms within thirty (30) days of incurring the expense and will be required to 
acknowledge all relocation benefits received upon re-occupancy. 

 
The initial payment will include an allowance for two months lodging and initial moving and 
storage fees if applicable. Thereafter, the Homeowner must present expense receipts, which will 
determine the amount of the next draw, up to the amount identified in the Grant Agreement. 
Disaster Recovery assistance is not subject to federal tax. 

 
The following procedures apply to both tenant and homeowner relocation benefits: 

 
FAIR HOUSING 
The Columbia CDBG Disaster Recovery Program fully complies with all Housing and Urban 
Development (HUD) regulations governing Fair Housing and Equal Opportunity. No person shall, 
on the grounds of race, color, sex, religion, national or ethnic origin, familial status, or disability, 
be excluded from participation in, be denied benefits of, or otherwise be subjected to 
discrimination during the implementation of any Columbia CDBG Disaster Recovery Program. 
Displaced households who believe they have suffered illegal discrimination should contact the 
Community Development Department immediately for review and assistance in filing a 
complaint with the HUD Office of Fair Housing and Equal Opportunity. 

 
REASONABLE ACCOMMODATIONS 
All forms, written materials, and verbal communications with displaced households will be made 
available in the household’s primary language. Applicants with disabilities, a Limited English 
Proficiency, or who require reasonable accommodations should contact the City of Columbia 
ADA Coordinator (Section 504) Gardner Johnson at 803-545-4625 or by email at 
gljohnson@columbiasc.net. 
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GRIEVANCE PROCEDURES 
Your acceptance of the amount offered you by the program does not limit your right to appeal 
the determination of the amount of your relocation assistance. If you disagree with the Program’s 
decision concerning your right to relocation assistance, the amount of a payment, or the 
adequacy of the housing to which you have been referred, you may appeal the decision as 
described below. 

 
Methods and Time Limits for Initiating an Appeal 
If your appeal concerns your eligibility or the amount of a payment, you must file your appeal 
within 30 days after the program notifies you of its determination on your claims. 

 
If your appeal concerns an alleged failure to provide appropriate housing referrals or properly 
inspect the replacement dwelling, you must file your appeal within 30 days after you have been 
displaced from your home or apartment. 

 
You may make a request to the program, either orally or in writing. The program will offer you 
the opportunity for an oral presentation within 15 days of your request. If the program does not 
grant your grievance, you will be so notified and informed you have the right to make a written 
appeal. The request for an oral presentation does not entitle you to any postponement of 
displacement. 

 
You may also file a written request for review that includes a statement of fact or other material 
you believe has a bearing on your appeal. You may be granted additional time to prepare material 
for review so you have at least 30 days from the date of notification of the decision concerning 
your appeal. After you have submitted the new information in support of your request, the 
Program will reach a decision within 30 days. 

 
The Program will send you a copy of the decision, a statement of the facts and legal basis upon 
which it is based, a description of how any payments or relief will be provided, and, if your appeal 
was not totally granted, a statement of your right to appeal the Program’s decision and where to 
file such an appeal. 

 
APPEALS 
At a minimum, you will have 30 days to file your appeal with the Program after you receive 
written notification  of  the  determination  on  your  claim.  Your  appeal  must  be  in  writing.  
If you are a low- or moderate-income person and are dissatisfied with the determination on your 
appeal, you may request administrative review of that decision. In any review of your appeal by 
the Program, you have the right to be represented by a lawyer or other counsel, and you may 
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appeal any final decision to the Department of Housing and Urban Development (HUD) at the 
following address: 

 
Department of Housing and Urban Development (HUD) 

Strom Thurmond Federal Building 
1835 Assembly Street, 13th Floor 

Columbia, SC 29201-2480 
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RELOCATION NOTICES 
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Date 
 
 

Name 
Address 
City, State, Zip 

 
Dear  : 

 
On  (Date of Application) ,  (Property Owner) submitted an application to the City 
Of Columbia Community Development Block Grant (CDBG) Disaster Recovery Program for 
financial assistance to rehabilitate the residence at 
Address . 

  Damaged Property 

 

This notice is to inform you that when assistance is provided and the unit is rehabilitated, you 
will NOT be displaced. Therefore, we urge you NOT TO MOVE at this time. If you elect to move 
for reasons of your choice, you will not be provided relocation assistance. The Uniform 
Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA), as amended, 
allows reasonable and necessary relocation assistance. 

 
If the application is approved and federal assistance awarded for rehabilitation, you will be able 
to lease and/or reoccupy your present residence upon completion of construction. If you are a 
tenant, you will be asked to supply the property owner with documentation of income and 
eligibility to continue to live at this unit. Of course, you must comply with the standard lease 
terms and conditions. After the rehabilitation, your initial rent will not exceed the 80% (eighty 
percent) of the Average Median Income (AMI) for the State of South Carolina. 

 
If you must move temporarily during construction, suitable housing options will be identified for 
you and you will be reimbursed for reasonable expenses as described in the City’s URA Policies 
and Procedures, which can be viewed at the CDBG Disaster Recovery website: 
http//dr.columbiasc.gov. 

 
Again, we urge you not to move at this time. We will make every effort to accommodate your 
needs. Please keep this important letter for your files. If you have any questions, please contact 
the Columbia CDBG Disaster Recovery Office at 803-545-4668. 

 
Regards, 

 
 
 

Case Manager 
CDBG Disaster Recovery Program 
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Date 
 
 

Name 
Address 
City, State, Zip 

Dear NAME, 

NOTICE OF NON-DISPLACEMENT OF 
RESIDENTIAL TENANT 

On (DATE), the City of Columbia’s Community Development Block Grant – Disaster Recovery 
Program (CDBG-DR) notified you of proposed plans to rehabilitate the property you currently 
occupy, located at (ADDRESS OF DAMAGED RENTAL PROPERTY), for a project that will receive 
funding from the U.S. Department of Housing and Urban Development (HUD). On (DATE), the 
project was approved; and repairs will begin soon. Because federal funding is involved, you are 
protected by the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 
(URA), as amended. 

 
This is a notice of non-displacement. You will be required to move temporarily during construction 
to protect your household’s health and safety. The property owner’s CDBD-DR case manager will 
assist you in finding suitable living arrangements based on your household needs and will provide 
housing advisory assistance and referrals to community resources. This notice guarantees you the 
following: 

 
Upon completion of the rehabilitation, you will be able to reoccupy your present 
residence. You will be reimbursed for necessary expenses, including the cost of moving to 
and from temporary housing; increased interim housing costs (if any); and temporary 
storage. The temporary residence will be decent, safe, and sanitary. All other conditions 
of the temporary move will be reasonable. 

 
The City of Columbia’s URA Policies and Procedures can be viewed on the CDBG-DR website: 
http://dr.columbiasc.gov. 

 
You will have the opportunity to occupy a newly rehabilitated residence and are urged not to move. 
Be advised that if you elect to move for reasons of you own, you will not be provided relocation 
assistance. Please be assured that we will make every effort to accommodate your needs. 

 
Also, you must continue to comply with the terms and conditions of your lease. Please keep this 
important letter for your files. If you have any questions, please call the City of Columbia CDBG-DR 
office at 803-545- 4668. 

 
Regards, 

 
 

CASE MANAGER NAME 
Case Manager 
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Date 
 
 

Name 
Address 

 
Dear  : 

 
On       (Date) the City of Columbia notified you that the property you currently 
occupy at  (Damaged Property  Address)   will receive funding from the  Department of   
Housing and Urban Development (HUD) for rehabilitation and repair of damages sustained during 
the October 2015 Flood. The Disaster Recovery Construction Manager has determined that you 
will be temporarily displaced as a result of construction activities that may threaten the health 
and safety of your household. 

 
This is your Notice of Eligibility for relocation assistance and payments calculated under the 
Uniform Relocation Assistance and Real Property Acquisition Policies Act (URA) in accordance 
with the City of Columbia’s URA Policies and Procedures. (NOTE: Pursuant to Public Law 105- 
117, all persons seeking URA relocation assistance must certify that they are a United States 
citizen or national, or an alien lawfully present in the United States.) 

 
URA assistance must be determined to be reasonable and necessary according to the following 
policies. All payments are made to the member of the displaced household responsible for 
paying the appropriate authority in a timely and efficient manner. Eligible expenses include the 
following: 

 
Moving Expenses: Tenants will be offered a moving expense and dislocation allowance that 
takes into account the number of bedrooms in the displacement dwelling. Persons displaced 
may also choose a payment for actual, reasonable moving and related expenses up to the 
allowance amount. One half of the moving expenses will be paid when the displaced household 
moves into the temporary unit with the remaining half paid upon re-occupancy of the original 
unit. 

 
Monthly Rent: The difference between the rent at the temporary unit and permanent unit will 
be paid. In the event that a hotel stay is required, the Program will make every effort to locate a 
hotel with a kitchen in the unit. All hotel costs must be necessary and reasonable for the area in 
which they are located. If the displaced household chooses to live with family or friends during 
temporary relocation, the rent must not be greater than one half of HUD Fair Market Rent for 
the county in which the unit is located. 
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Meals: This displaced household is responsible for all food/meal costs if they are relocated to a 
unit that has kitchen access. When kitchen access is not feasible, the Program will pay a food 
allowance of $30 per adult per day and $12 per day per child 12 or younger. All expenses must 
be supported by receipts. 

 
Storage Unit: Tenants will receive a list of offsite storage facility options. These costs are 
reimbursable by the Program. 

 
This   is   your   90   day   Notice   to   Move.   Please   vacate   your   dwelling   no   later   than 
  (Date) to  ensure  construction  remains  on  schedule. At  least  one 
comparable dwelling to which you may move has been identified and is listed below. 

 
Name and address of temporary lodging 

 
Although you are not required to move to this dwelling, you must move to a decent, safe and 
sanitary replacement dwelling in order to receive a temporary housing assistance payment. 
Please note that all replacement housing must be inspected in order to ensure it is decent, safe, 
and sanitary before any housing assistance payments are made. Do not commit yourself to rent 
a replacement dwelling until we inspect it. 

 
If you have any questions about this letter and your eligibility for relocation assistance, please 
contact your CDBG Disaster Recovery Case Manager at 803-545-4668 before you make any 
moving plans. The Case Manager will assist you with your move and help ensure that you 
preserve your eligibility for all relocation payments to which you may be entitled. Reasonable 
accommodations will be made for persons with disabilities and language assistance will be 
available for person with limited English proficiency. Please retain this letter for your files. 

 
Sincerely, 

 
 
 

Case Manager 
Columbia CDBG Disaster Recovery Program 

450



 
 

Date 
 
 

Name 
Address 
City, State, Zip 

 
Dear  : 

 
On  (Date) , the Columbia Community Development Block Grant (CDBG) Disaster Recovery 
Program notified you of plans to rehabilitate the rental property located at 
  Damaged  Property  Address and   your   eligibility   for   temporary relocation 
assistance under the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 
1970 (URA). 

 
This notice is to inform you of the following information before you execute a lease agreement 
and/or reoccupy the property at the above address. 

 
Federal funds made available to the property owner for rehabilitation requires the property 
owner to: 

• Rent rehabilitated properties to tenants whose incomes are at or below 80% AMI; 
• Maintain affordable rent levels for two years; 
• Maintain flood insurance in perpetuity if located in a flood plain; 
• Within 30 days of occupancy or re-occupancy of the rehabilitated rental unit, the property owner 

must provide the City with a copy of the executed lease as well as tenant income and demographic 
information; 

• This information must be submitted annually as leases are renewed in order to monitor the 
program’s affordability requirements. 

 

Please read this notification carefully before signing a rental agreement and moving into the unit. 
If you have any questions about this notice, please contact the Disaster Recovery team at the 
Community Development Department, 1225 Lady Street, Suite 102, Columbia, SC 29201 or call 
803-545-4668 or call your case manager directly. After you have read and understand this notice, 
please sign the statement on the following page if you still intend to lease the unit. 

 
Regards, 

 
 
 

Case Manager 
CDBG Disaster Recovery Program 
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I have read the information provided in this notice and understand the conditions under which I 
am moving into this rental unit. 

 
 

Name of Tenant Name of Tenant 
 
 
 

Signature Signature 
 
 
 

Address and Unit Number 
 
 
 

Date 
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NOTICE OF NON-DISPLACEMENT 
OF RESIDENTIAL HOMEOWNER 

 

Date 
 
 
 

Name 
Street Address 
City, State, Zip Code 

Dear NAME: 

On (Eligibility Date) the Columbia Community Development Block Grant (CDBG) Disaster Recovery 
Program notified you of proposed plans to rehabilitate the property you currently occupy at (Address 
of Damaged Property) for a project that will receive federal funding from the U.S. Department of 
Housing and Urban Development (HUD). 

 
This is a notice of non-displacement. You may be required to move temporarily while construction 
activities are underway in your home. Your case manager will establish a household case record that 
documents your relocation needs; provide a list of extended stay hotels to assist you in locating 
temporary lodging; review claim forms and how to complete them; and discuss how the amount of 
assistance will be calculated. Prior to receiving any financial assistance, you must inform the case 
manager of your plans for temporary relocation during construction so they may ensure you have 
decent, safe and sanitary temporary lodging. 

 
In accordance with the City of Columbia’s Optional Relocation Policy for Temporary Homeowner 
Displacement, homeowners will be provided with assistance for lodging up to an amount dictated 
by the number of household occupants identified in the application and any special needs. The 
assistance may also include limited moving services and storage facilities. Upon completion of the 
rehabilitation, you will receive a Move-In Notice that you are able to reoccupy your residence. 

 
You are urged not to move until notified. If you elect to move for your own reasons, you will not 
receive any relocation assistance. We will make every effort to accommodate your needs. If you have 
questions, please contact the Disaster Recovery Office at 803-545-4668. 

 
Regards, 

 
 

CASE MANAGER NAME 
Case Manager 
CDBG – Disaster Recovery Program 
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Date 
 
 

Name 
Address 
City, State, Zip 

 
Dear  : 

 
On       (Date) the City of Columbia notified you that the property you currently 
occupy at   (Damaged Property Address)   will receive funding from the  Department of   
Housing and Urban Development (HUD) for the repair of damages sustained during the October 
2015 Flood. The Disaster Recovery Construction Manager has determined that for safety reasons 
it is in your best interest to vacate your home temporarily during construction. 

 
This is your Notice of Eligibility for relocation assistance in accordance with the City of Columbia’s 
Optional Relocation Policy for Temporary Homeowner Displacement, which provides 
homeowners with an allowance for lodging up to an amount dictated by household needs, 
including the number of persons displaced and whether any member of the household is 
disabled or of special needs. 

 
Based on your case manager’s assessment of your relocation needs, you will receive up to 
$  to offset the cost of temporary lodging during the construction period, estimated 
at months. The initial payment will be made after the Grant Agreement with the City of 
Columbia is signed by all parties and will be payable to the member of the household responsible 
for paying the appropriate authority in a timely manner. Subsequent payments will be made 
upon receipt of a completed claim form and source documentation such as leases, invoices, 
cancelled checks, and receipts, but will not exceed the amount shown above. 

 
This is your 30 day Notice to Move. Please vacate your dwelling no later than 
  (Date) to ensure construction remains on schedule. If you have any 
questions about this letter or your eligibility for relocation assistance, please contact me at 803- 
545-XXXX. Please retain this important letter for your files. 

 
Regards, 

 
 
 

Case Manager 
CDBG Disaster Recovery Program 

454



 

Date 

Name 
Street Address 
City, State, Zip Code 

Dear NAME, 

TEMPORARY RELOCATION ASSISTANCE 
HOMEOWNER MOVE-IN NOTICE 

On (DATE), the Columbia Community Development Block Grant (CDBG) Disaster Recovery Program 
notified you of plans to rehabilitate the property located at (ADDRESS) and your eligibility for 
temporary relocation assistance under the City of Columbia Optional Relocation Policy for 
Temporary Homeowner Displacement. 

 
This is your notice to return to your residence; relocation assistance will end in 30 days. It is your 
responsibility to move within the allotted time frame. Please note that the executed Grant 
Agreement dated  requires that you maintain flood insurance in perpetuity if your 
property is located in a floodplain. 

 
Occupants are responsible for filing all claim forms within thirty (30) days of incurring the expense 
and will be required to acknowledge all relocation benefits received upon re-occupancy. Please read 
this notification carefully. If you have any questions about this notice, please contact your case manager. 
After you have read and understand this notice, please sign the statement below. 

 
I have read the information above and understand the conditions under which I am returning to my 
home. 

 
Print Homeowner Name 

 

 
 

Homeowner Signature Date 
 

Regards, 
 
 

Name 
Case Manager 
CDBG – Disaster Recovery Program 
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Site Occupant Record - Residential Project Name:                                    
Project #:     
Relocation Case #:     
Acquisition Parcel #:    

LOCALITY/AGENCY 

Date of Initial Interview:  Interviewer:    

NAME OF OCCUPANT      
ADDRESS    
TELEPHONE NUMBER  CENSUS TRACT    

CHECK: FAMILY INDIVIDUAL 
OWNER TENANT 

DATE OF GENERAL INFORMATION NOTICE          
EFFECTIVE DATE OF NOTICE OF ELIGIBILITY FOR RELOCATION 
ASSISTANCE    
DATE PRIVACY ACT STATEMENT EXECUTED    
(INCLUDE COPY OF NOTICES AND SIGNED PRIVACY ACT STATEMENT 
IN CASE FILE) 

IS THIS ADDRESS LOCATED IN A HUD DESIGNATED RENEWAL COMMUNITY 
OR EMPOWERMENT ZONE? YES NO 

 
DATE OCCUPANT FIRST OCCUPIED THIS DWELLING    

RACIAL/ETHNIC CLASSIFICATION HOUSING COSTS AND CHARACTERISTICS OF DISPLACEMENT DWELLING 
(CHECK ALL THAT APPLY) 

AMERICAN INDIAN OR ALASKAN NATIVE 
ASIAN 
BLACK OR AFRICAN AMERICAN 
HISPANIC OR LATINO 
NATIVE HAWAIIAN OR OTHER PACIFIC 

ISLANDER 
WHITE 
AMERICAN INDIAN OR ALASKAN NATIVE 
AND WHITE 
ASIAN AND WHITE 
BLACK OR AFRICAN AMERICAN AND 
WHITE 
AMERICAN INDIAN OR ALASKAN NATIVE 
AND BLACK OR AFRICAN AMERICAN 
OTHER MULTI-RACIAL 

 
 

TENANT: 
MONTHLY CONTRACT RENT $    
AVERAGE MONTHLY 
UTILITY COSTS $  
MONTHLY HOUSING COSTS $    

OWNER: 
MONTHLY MORTGAGE 
PAYMENT (P&I) $  
AVERAGE MONTHLY 
UTILITY COSTS $  
REAL PROPERTY TAXES $  
MONTHLY HOUSING COSTS $     

NO. OF ROOMS  NO. OF BEDROOMS         
UNIT IS: HOUSEKEEPING NONHOUSEKEEPING 

 

 
SPECIAL 
CHARACTERISTICS OF 
HOUSEHOLD (E.G., 
DISABLED, ELDERLY, 
ETC.) 

REHOUSING PREFERENCES: 
PURCHASE RENT SUBSIDIZED HOUSING NONE 

 

  LOCATION/NEIGHBORHOOD CONSIDERATIONS:    

 
PETS, GARAGE, ETC.:    

REHOUSING 
REQUIREMENTS: 
NO. OF ROOMS                       
NO. OF BEDROOMS             
MAX. MONTHLY 
HOUSING COSTS $               
MAX. PURCHASE 

PRICE $    
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HOUSING REFERRALS 
 
 
 
 
 

Date 

 
 
 
 

Address 
(Include Apt No.) 

 
 
 
 

Census 
Track 

 
 

Type of Unit 

 
 

Size of Unit 

 
 

 
Mo Rent + Est 

Avg Mo Utility 
Costs/Sales Price 

 
 
 
 

Unit 
Inspd 

 
 

 
Unit 
Avail 
Date 

 

Low 
Income 

Or 
Minority 

Area? 

Action on Referral 
(If refused, indicate 
why. Also indicate 
whether unit is 
representative 
comparable used as 
basis for pmt limit.) 

 

Rent 

 

Sales 

 

Subsidized 

 
# of 
Rms 

 
# of 
Bdrms 

             
             
             
             
             
             

 
REPLACEMENT DWELLING UNIT 
DATE OF MOVE  ADDRESS  CENSUS TRACT    
IS THIS ADDRESS LOCATED IN A HUD DESIGNATED RENEWAL COMMUNITY OR EMPOWERMENT ZONE?  YES  NO 
MONTHLY HOUSING COST (MHC)  

D. S. & S NOT D. S. & S 
DATE OF INSPECTION                     
DATE OF REINSPECTION                    
NO. OF ROOMS                                      
NO. OF BEDROOMS      
(Include copy of Inspection 
Report in case file.) 

RELOCATION PAYMENT(S) 
MOV.EXP.  RHP 

TYPE ACTUAL RENTAL 
FIXED DOWNPMT 

180-DAY HO 
AMOUNT   $  $   
DATE CLAIM FILED                             
DATE CLAIM PAID        
(Include copy of Claim Forms in Case File) 

RENTAL PURCHASE  
MONTHLY RENT $  MORTGAGE PAYMENT (P&I) $    
EST. AVERAGE REAL ESTATE TAXES $    
MONTHLY EST. UTILITY COSTS $    
UTILITY COSTS $  TOTAL MHC $    
TOTAL MHC $  SALES PRICE $    

 
IS UNIT IN AREA OF LOW-INCOME OR 
MINORITY CONCENTRATION? 

YES NO 
IS UNIT SUBSIDIZED? 

YES NO 
 

 

(Identify) 

TEMPORARY HOUSING 
DATE  REASON    
     
ADDRESS   RENTAL $     
DATE OF MOVE TO PERMANENT DWELLING     
OUT-OF-POCKET EXPENSES PAID: 

MOVING EXPENSES $    
INCREASED HOUSING COSTS $    

APPEAL FILED: YES NO 
IF YES, INDICATE TYPE: 

PAYMENT(S) 
HOUSING 
OTHER    

(Include copy of Appeal in Case File) 

458



Claim for Rental Assistance or 
Down Payment  Assistance 
(49 CFR 24.402 and 24.401(f)) 
See page 3 for Public Reporting Burden and 
Privacy Act Statements before completing this form 

U.S. Department of Housing 
and Urban Development 
Office of Community Planning 
and Development 

OMB  Approval  No. 2506-0016 
(exp.  04/30/2018) 

 
 
 
(Form has been revised. See last page.) 

For Agency Name of Agency 
Use Only 

Project Name or Number Case Number 

Instructions: This claim form is for the use of families and individuals applying for rental or down payment assistance under the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970 (URA) and may also be used by a 90-day homeowner-occupant who chooses to rent  
rather than buy a replacement home. The Agency will help you complete the form. HUD also provides information on these requirements and other 
guidance materials on its website at www.hud.gov/relocation. If the full amount of your claim is not approved, the Agency will provide you with a written 
explanation of the reason. If you are not satisfied with the Agency's determination, you may appeal that determination. The Agency will explain how to 
make an appeal. 
Displaced persons must rent/purchase and occupy a decent, safe and sanitary replacement dwelling within one year from the date of 
displacement for replacement housing payment eligibility (see 24.402(a)(2)). All claims for payments must be filed no  later than 18 months  
from the date of displacement (see 24.207(d)). 
1a. Your Name(s) (You are the Claimant(s)) and Present Mailing Address 1b. Telephone Number(s) 

2a. Have all members of the household moved to the same dwelling? 
Yes No (If “No”, list the names of all members and the addresses 

to which they moved in the Remarks Section.) 

2b. Do you (or will you) receive a Federal, State, or local housing program 
subsidy at the dwelling you moved to? Yes No 

 
Dwelling 

 
Address 

When Did You 
Rent/Buy This Unit? 

When Did You Move 
To This Unit? 

When Did You Move 
Out of This Unit? 

3. Unit That You Moved From 
    

4. Unit That You Moved To 
    

5. Certification of Legal Residency in the United States (Please read instructions below before completing this section.) 
Instructions: To qualify for relocation advisory services or relocation payments authorized by the Uniform Relocation Assistance and Real Property 
Acquisition Policies Act, a “displaced person” must be a United States citizen or national, or an alien lawfully present in the United States. The certification 
below must be completed in order to receive any relocation benefits.   (This certification may not have any standing with regard to applicable State    
laws providing relocation benefits.) Your signature on this claim form constitutes certification. See 49 CFR 24.208(g) & (h) for hardship exceptions. 

 
Please address only the category (Individual or family) that describes your occupancy status. For item (2), please fill in the correct number of persons. 

 
RESIDENTIAL HOUSEHOLDS 
(1) Individual. (2) Family. 

I certify that I am: (check one) I certify that there are  persons in my household and that 
   a citizen or national of the United States   are citizens or nationals of the United States and  are aliens lawfully 
   an alien lawfully present in the United States. present in the United States. 

 
 
 

6. Determination of Person’s Financial Means (Not applicable to 90-day homeowner-occupants 
who choose to rent. Enter NA in Item 6(6).) 

Household Income 
Claimant 

(a) 
For Agency Use Only 

(b) 

(1) Total number of persons in the household (See item 5(1) or (2)) 
  

(2) Annual Gross House- 
hold Income. (49 CFR 
24.2(a)(14)). Enter 
name of each house- 
hold member with 
income (include the 
income of persons not 
lawfully present in the 
U.S.) 

 
$ $ 

   

   

   

(3) Total Gross Annual Income (Sum of entries in item 6(2)) $ $ 
(4) URA low income limit for number of persons in item 6(1). If item 6(3) is greater than  

item 6(4) - Family is not low-income. See 49 CFR 24.402 (b)(2)(ii) 
  

$ 

 
(5) Gross Monthly Income (Divide item 6(3) by 12) 

 
$ 

 
$ 

 
(6) 30% of item 6(5) or "NA". (If gross annual income item 6(3) is greater than URA low income 

limit in item 6(4), enter "NA".) 

 
$ 

 
$ 
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7. Determination of Rent and Average Monthly Utility Costs (See 49 CFR 24.402(b)) 
Instructions: To compute the payment, entries on line (8) must reflect all utility services. Therefore, identify on lines (2) through (5) each utility necessary to provide electricity, 
gas, other heating/cooking fuels, water and sewer. In those cases where the utility service is not covered by the monthly rent, indicate the estimated out-of-pocket monthly cost. 
In those cases where the utility service is covered by the monthly rent, enter “IMR” (In Monthly Rent). Determine the estimated average monthly cost of a utility service by dividing 
the reasonable estimated yearly cost by 12. If a monthly housing program subsidy (e.g., Housing Choice Voucher/Section 8, other) has been provided, enter the applicable amount 
on line (7). 
 

Monthly Cost 
Unit That You Moved  From 

(For Homeowner-Occupant, rent 
will be determined by the agency.) 

Unit That You Moved To 
(Do not complete if claim is for 

down payment assistance.) 

Comparable 
Replacement 

Dwelling 
(a) 

Claimant 
(b) 

For Agency 
Use Only 

(c) 
Claimant 

(d) 
For Agency 

Use Only 

(e) 
To Be Provided 

By Agency 
(1) Rent (The monthly rental amount due under the terms  

and conditions of occupancy. If utilities are not included  
in rent, list in item 7(2) to (5)) 

$ $ $ $ $ 

(2)      

(3) 
     

(4) 
     

(5) 
     

(6) Gross Monthly Rent and Utility Costs 
(add item 7(1) through (5)) 

$ $ $ $ $ 

(7) Monthly Housing Subsidy, if applicable 
(e.g., Housing Choice Voucher/Section 8, other) 

$ $ $ $ $ 

(8) Net Monthly Rent and Utility Costs 
(subtract item 7(7) from item 7(6)) (Enter these 
amounts on the appropriate lines in Item 8.) 

$ $ $ $ $ 

 
8. Computation of Payment: If you are filing for down payment assistance, check this box and skip item 8(1). 

To Be Completed 
By Claimant 

(a) 

 
For Agency Use Only 

(b) 
(1) Monthly Rent and Average Monthly Utility Costs for Unit That You Moved To 

(From item 7(8), Column (c)) 
 
$ 

 
$ 

(2) Monthly Rent and Average Monthly Utility Costs for Comparable Replacement Dwelling 
(From item 7(8), Column (e)) (To be provided by the Agency) 

  

(3)  Lesser of item 8(1) or (2) (If claim is for down payment assistance, enter amount from  
item 8(2)) 

  

(4) Monthly Rent and Average Monthly Utility Costs for Unit That You Moved From (From item 7(8), Column (a)) 
(For Homeowner-Occupants who choose to rent, to be determined by the agency.) 

  

(5) 30% of Average Gross Monthly Household Income (From item 6(6), Column (a)). If item 6(6) is "NA", enter 
"NA" here. 

  

(6) Lesser of item 8(4) or 8(5) 
  

(7) Monthly Need (Subtract item 8(6) from item 8(3)) 
  

(8) Amount of Payment Claim (Amount on item 8(7) multiplied by 42) (For a Homeowner-Occupant who elects to 
rent, this amount cannot exceed the difference between the aquisition cost of the displacement dwelling and 
the cost of a comparable replacement dwelling. See form HUD-40057, item 5(5).) 

 

$ 

 

$ 

 
(9) Amount Previously Received (if any) 

  

(10) Amount Requested (Subtract item 8(9) from 8(8)) $ $ 

 
9. Certification By Claimant(s): I certify that the information on this claim form and supporting documentation is true and complete and that I have not been 

paid for these expenses by any other source. 
 

Signature(s) of Claimant(s) & Date 

X 

 
 

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802) 
 

 

Previous editions are obsolete Page 2 of 3 form HUD-40058 (06/2016) 
460



 
To be Completed 
by the Agency 

10. Effective date (mm/dd/yyyy) 
of eligibility for relocation 
assistance 

11. Date (mm/dd/yyyy) replacement 
dwelling inspected and found 
decent, safe and sanitary 

12. Date(mm/dd/yyyy) 
person occupied replacement 
dwelling 

 

13. Payment To Be Made In: Lump Sum 
(only for down payment assistance) 

Monthly Installments Other Installments 
(specify in the Remarks Section) 

Payment Action Amount of Payment Signature Name (Type or Print) Date (mm/dd/yyyy) 

14. Recommended $    

15. Approved $ 
   

Remarks 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remarks continued on a separate page? Yes No 

 
(NOTE: Updated to incorporate MAP-21 statutory changes to the URA effective on 10/01/2014. Please note the current 
URA regulations of 49 CFR part 24 will be revised in a future URA rule making to reflect MAP-21 changes. For additional 
information on MAP-21 changes to the URA for HUD programs and projects, refer to HUD Notice CPD-14-09 at the 
following website: http://portal.hud.gov/hudportal/documents/huddoc?id=14-09pdn.pdf.) 
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Residential Claim for Moving 
and Related Expenses 
(49 CFR 24.301 and 24.302) 
See page 3 for Public Reporting  Burden  and 
Privacy Act Statements before completing this form 

U.S. Department of Housing 
and Urban Development 
Office of Community Planning 
and Development 

OMB Approval No. 2506-0016 
(exp. 4/30/2018) 

For Agency Name of Agency 
Use Only 

Project Name or Number Case Number 

Instructions: This claim form is for the use of families and individuals applying for payment of residential moving and related expenses under the Uniform Relocation Assistance 
and Real Property Acquisition Policies Act of 1970 (URA). You may be eligible to apply for either (1) a fixed payment (see 24.302), or (2) payment for actual reasonable moving 
costs and related expenses (see 24.301), or (3) in some cases, a payment based on a combination of moving options (contact Agency).  All claims for actual expenses must    
be supported by receipts or other acceptable evidence. The Agency will explain the differences between the types of moving options and will help you complete this form. HUD 
provides information on these requirements and other guidance materials on its website at www.hud.gov/relocation. If the full amount of your claim is not approved, the Agency 
will provide you with a written explanation of the reason. If you are not satisfied with the Agency's determination, you may appeal that determination. The Agency will explain  
how to make an appeal. All claims for payments must be filed no later than 18 months from the date of displacement (see 24.207(d)). 
1. Your Name(s) (You are the Claimant(s)) and Present Mailing Address 1a. Telephone Number(s) 

 
 

2. Have All Members of the Household Moved to the Same Dwelling? Yes No 
(If “No,” list the names of all members and the addresses to which they moved in the Remarks Section.) 

 
Dwelling 

 
Address (include Apartment No.) 

Number of Rooms 
of Furniture? * 

Date 
Occupied 

Date 
Vacated 

3. Unit That You 
Moved From 

    

4. Unit That You 
Moved To 

 * Excluding bathrooms, 
hallways and closets. 

  

 

 
6. Certification of Legal Residency in the United States (Please read instructions below before completing this section.) 

 
Instructions: To qualify for relocation advisory services or relocation payments authorized by the Uniform Relocation Assistance and Real Property 
Acquisition Policies Act, a “displaced person” must be a United States citizen or national, or an alien lawfully present in the United States. The certification 
below must be completed in order to receive any relocation benefits.   (This certification may not have any standing with regard to applicable State    
laws providing relocation benefits.) Your signature on this claim form constitutes certification. See 49 CFR 24.208(g) & (h) for hardship exceptions. 

 
Please address only the category (Individual or family) that describes your occupancy status. For item (2), please fill in the correct number of persons. 

RESIDENTIAL HOUSEHOLDS 
(1) Individual. (2) Family. 

I certify that I am: (check one) I certify that there are  persons in my household and that 
   a citizen or national of the United States   are citizens or nationals of the United States and  are aliens lawfully 
   an alien lawfully present in the United States. present in the United States. 

 
7. Computation of Payment (See 49 CFR 24.301 and 24.302) 
Instructions:   You may be eligible to apply for either (1) a fixed payment (see 24.302), or (2) payment for actual and reasonable moving costs and related expenses            
(see 24.301), or (3) in some cases, a payment based on a combination of moving options (see 24.301(b)).   The computation table in this section provides you with                  
the ability to compute your payment based on one or a combination of moving options depending on your eligibility and your needs and desires. 

A fixed payment is used to compute a payment based on the numbers of rooms of furniture within the displacement dwelling. The Residential Fixed Moving Cost Schedule 
available at www.hud.gov/relocation, will provide the payment amount for the state in which the displacement occurred.   (Note: for persons occupying a dormitory style   
room or where the move is performed by the Agency at no cost to the displaced person, the payment amount is limited to the amount specified for such moves on the         
Fixed Moving Cost Schedule.)   If you choose to claim a fixed payment, fill in the applicable schedule amount in column 7c Line (3).   In some cases, persons who plans         
to claim only a fixed payment may also be eligible for additional moving options to move personal property located outside the dwelling and not considered in the Fixed 
Moving Cost Schedule (jungle gym, hot tub, etc.) or for personal property requiring specialized moving assistance within the dwelling (piano, pool table, medical equipment, 
etc.).   In these situations you may also be eligible for a payment based on actual costs for a commerical move and/or self move for these items.   Contact the Agency              
for further assistance.  If the Agency determines you are eligible for other moving options in addition to the fixed payment, fill in all applicable claim information requested   
for the type(s) of moving option specified in the table. 
 7a. Commercial Move 

(Actual Costs) 
(Based on lower of 2 bids) 

Claimant Agency Use 

7b. Self Move 
(Actual Costs) 

(Not to exceed cost of 
commerical move) 

Claimant Agency Use 

7c. Self Move 
(Fixed Schedule) 

(See 49 CFR 24.302) 

Claimant Agency Use 
(1) Moving Cost Expenses (49 CFR 24.301(g)(1-7); see page 3) 
(Do not include storage costs listed separately below). [For 
Mobile Home Owner  Occupants  also  include  24.301(g)(8-10), 
if applicable.] 

     

(2) Storage Cost (Requires prior agency approval) (Not to 
exceed 12 months) 

      

(3) Fixed Moving Cost Schedule Amount (Based on number of 
rooms of furniture in Item 3). For amount see Moving Cost 
Schedule available at www.hud.gov/relocation. 

   

(4) Other (Explain in Remarks Section)       

(5) Total Amount of Claim.       

(6) Amount Previously Received, if any.       

(7) Amount Requested (Subtract line (6) from line (5)       

(8) Total Amount Requested - Combination Moves Only 
(add applicable columns 7(a)(7), 7(b)(7) and 7(c)(7)) 
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8. Certification By Claimant(s): I certify that this claim and supporting information are true and complete and that I have not been paid  
for these expenses by any other source. I ask that the amount on line (7) of Item 7 or line (8) of Item 7 for combination moves be 
paid to me the contractor(s) (as specified in the Remarks Section). 

 
Signature(s) of Claimant(s) & Date: 

X 

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802) 
To Be Completed by the Agency 

Payment Action Amount of Payment Signature Name (Type or Print) Date (mm/dd/yyyy) 

 
9. Recommended 

 
$ 

   

 
10. Approved 

 
$ 

   

Remarks (Attach additional sheets, if necessary) 
 
 
 
 
 
 
 
 
 
 
 
 
 

Additional sheets attached? Yes No 
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Eligible Actual Residential Moving Expenses (49 CFR 24.301(g)(1-10) 
(1) Transportation of the displaced person and personal property.   Transportation costs for a distance beyond 50 miles are not eligible, unless the      

Agency determines that relocation beyond 50 miles is justified. 
(2) Packing, crating, unpacking, and uncrating of the personal property. 
(3) Disconnecting, dismantling, removing, reassembling, and reinstalling relocated household appliances  and  other  personal  property.  For  businesses, 

farms or nonprofit organizations this includes machinery, equipment, substitute personal property, and connections to utilities available within 
the building; it also includes modifications to the personal property, including those mandated by Federal, State or local law, code or ordinance, 
necessary to adapt it to the replacement structure, the replacement site, or the utilities at the replacement site, and modifications necessary to            
adapt the utilities at the replacement site to the personal property. 

(4) Storage of the personal property for a period not to exceed l2 months, unless the Agency determines that a longer period is necessary. 
(5) Insurance for the replacement value of the property in connection with the move and necessary storage. 
(6) The replacement value of property lost, stolen, or damaged in the process of moving (not through the fault or negligence of the displaced person,               

his or her agent, or employee) where insurance covering such loss, theft, or damage is not reasonably available. 
(7) Other moving-related expenses that are not listed as ineligible under § 24.301(h), as the Agency determines to be reasonable and necessary. 
(8) The reasonable cost of disassembling, moving, and reassembling any appurtenances attached to a mobile home, such as porches, decks, skirting, and  

awnings, which were not acquired, anchoring of the unit, and utility “hookup” charges. 
(9) The reasonable cost of repairs and/or modifications so that a mobile home can be moved and/or made decent, safe, and sanitary. 
(10) The cost of a nonrefundable mobile home park entrance fee, to the extent it does not exceed the fee at a comparable mobile home park, if the           

person is displaced from a mobile home park or the Agency determines that payment of the fee is necessary to effect relocation. 
 

Public reporting burden for this collection of information is estimated to average 30 minutes per response. This includes the time for collecting, reviewing, 
and reporting the data. The information is being collected under the authority of the Uniform Relocation Assistance and Real Property Acquisition Policies 
Act of 1970, and implementing regulations at 49 CFR Part 24 and will be used for determining whether you are eligible to receive a payment for moving and 
related expenses and the amount of any payment. Response to this request for information is required in order to receive the benefits to be derived. This 
agency may not collect this information, and you are not required to complete this form unless it displays a currently valid OMB control number. 

 
 

Privacy Act Notice: This information is being used by an agency administering program services on behalf of HUD for certain HUD programs to determine whether 
you are eligible to receive a payment for moving and related expenses and the amount of any payment. Periodically, HUD reviews a random sample of the 
agency files to ensure compliance with statutory and regulatory requirements. The information requested is voluntary, you are not required by law to furnish 
this information, but if you do not provide it, you may not receive any payment for these expenses or it may take longer to pay you. This information is being collected 
under the authority of the Housing and Community Development Act of 1987, 42 U.S.C. 3543, the U.S.Housing Act of 1937, as amended, 42 U.S.C. 1437 et seq., and 
the Housing and Community Development Act of 1981, P.L. 97-35, 85 stat., 34,408. This information may be shared with Federal agencies and other agencies 
approved by HUD to administer or assist with services forUniform Relocation Assistance and Real Property Acquisition Policies Act obligations. 
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□ □ 

Claim for Temporary Relocation U.S. Department of Housing and Urban Development OMB Approval No. 2506-0016 

Expenses (Residential Moves) Office of Community Planning and Development (exp. 4/30/2018) 

(Appendix A, 49 CFR 24.2(a)(9)(ii)(D)) 
See page 3 for Public Reporting Burden and Privacy Act Statements before completing this form 
For Agency Name of Agency 
Use Only 

Project Name or Number Case Number 

Instructions: This claim form is for the use of families and individuals applying for reimbursement of temporary relocation expenses. The Agency will assist you in 
completing the form. If the full amount of your claim is not approved, the Agency will provide you with a written explanation of the reason. If you are not satisfied with 
the Agency’s determination, you may appeal that determination. The Agency will explain how to make an appeal. The Department of Housing and Urban Development 
provides information on these requirements and other guidance materials on its website at www.hud.gov/relocation. 
1a. Your Name(s) (You are the Claimant(s)) and Present Mailing Address 1b. Telephone Number(s) 

2a. Have all members of the household moved to the same dwelling? 
□ Yes □  No  (If “No,” list the names of all members and the addresses 

to which they moved in the Remarks Section.) 

2b. Do you (or will you) receive a Federal, State, or 
local housing program subsidy at the dwelling you 
moved to? 

Yes No 
Dwelling Address When Did You 

Rent This Unit? 
When Did You 
Move to This 
Unit? 

When Did You 
Move Out of This 
Unit? 

3. Unit That You Moved From     

4. Unit That You Moved To     

5. Unit That You Returned To     

6. CERTIFICATION OF LEGAL RESIDENCY IN THE UNITED STATES (Please read instructions below before completing this section.) 
Instructions: To qualify for relocation advisory services or relocation payments authorized by the Uniform Relocation Assistance and Real Property Acquisition 
Policies Act of 1970, you must be a United States citizen or national, or an alien lawfully present in the United States. The certification below must be completed in 
order to receive any relocation assistance. (This certification may not have any standing with regard to applicable State laws providing relocation assistance.) Your 
signature on this claim form constitutes certification. See 49 CFR 24.208(g) and (h) for hardship exceptions. 

 
Please address only the category (individual or family) that describes your occupancy status. For Line (2), please fill in the correct number of persons. 

 
RESIDENTIAL HOUSEHOLDS 

(1) Individual. (2) Family. 
I certify that I am: (check one) I certify that there are  persons in my household and that  are 
   a citizen or national of the United States citizens or nationals of the United States and  _ are aliens lawfully 
   an alien lawfully present in the United States present in the United States. 

7. DETERMINATION OF MOVING EXPENSES – MOVE TO TEMPORARY UNIT 
Instructions: You may be eligible for reimbursement of actual and reasonable moving costs and related expenses in connection with your move to a temporary housing 
unit. The computation table below provides you with the ability to compute your payment. 

 

 

Move to Temporary Unit 

(1) 
Commercial Move 

(Actual Costs) 
 

Claimant Agency Use 

(2) 
Self Move 

(Actual Costs) 
(Not to exceed cost paid by a 

commercial mover) 
Claimant Agency Use 

(a) Moving Cost Expenses (49 CFR 24.301(g)(1-7)); see page 3 
(Do not include storage costs listed separately below.) 

 
$ 

 
$ 

 
$ 

 
$ 

(b) Storage cost (not to exceed 12 months) $ $ $ $ 
(c) Telephone re-connection $ $ $ $ 
(d) Cable/Internet re-connection $ $ $ $ 
(e) Other (Explain in Remarks Section) $ $ $ $ 
(f) Total (Lines 7(a) – 7(e)) $ $ $ $ 
(g) Amount Previously Received, if any $ $ $ $ 
(h) Amount Requested (Subtract Line 7(g) from Line 7(f) $ $ $ $ 
(i) Total Amount Approved by Agency (for move to temporary unit)  $  $ 

TO BE COMPLETED BY AGENCY 
SUMMARY FOR MOVE TO TEMPORARY HOUSING UNIT 
Line No.: Amount Claimed: Amount Recommended: Date Paid: Payable To: 
(j) Line 7(i), Column (1) $ $   

(k) Line 7(i), Column (2) $ $   

(l) Total: $ $   

Payment Action Amount of Payment Signature Name (Type or Print) Date (mm/dd/yyyy) 
(m) RECOMMENDED $    

(n) APPROVED $    

Remarks (Attach additional sheets, if necessary) 
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$ 
$ 

 

8. DETERMINATION OF MOVING EXPENSES – MOVE TO PERMANENT UNIT 
Instructions: You may be eligible for reimbursement of actual and reasonable moving costs and related expenses in connection with your move to a permanent housing 
unit. The computation table below provides you with the ability to compute your payment. 

 

Move to Permanent Unit 

(1) 
Commercial Move 

(Actual Costs) 
 

Claimant Agency Use 

(2) 
Self Move 

(Actual Costs) (Not to exceed 
cost paid by a commercial 

mover) 
Claimant Agency Use 

(a) Moving Cost Expenses (49 CFR 24.301(g)(1-7)); see page 3 $ $ $ $ 
(b) Telephone re-connection $ $ $ $ 
(c) Cable/Internet re-connection $ $ $ $ 
(d) Other (Explain in Remarks Section) $ $ $ $ 
(e) Total (Lines 8(a) – 8(d)) $ $ $ $ 
(f) Amount Previously Received, if any $ $ $ $ 
(g) Amount Requested (Subtract Line 8(f) from Line 8(e) $ $ $ $ 
(h) Total Amount Approved by Agency (for move to permanent unit)  $  $ 

TO BE COMPLETED BY AGENCY 
SUMMARY FOR MOVE TO PERMANENT UNIT 
Line No.: Amount Claimed: Amount Recommended: Date Paid: Payable To: 
(i) Line 8(h), Column (1) $ $   

(j) Line 8(h), Column (2) $ $   

(k) Total: $ $   

Payment Action Amount of Payment Signature Name (Type or Print) Date (mm/dd/yyyy) 
(l) RECOMMENDED $     

(m) APPROVED $     

Remarks (Attach additional sheets, if necessary) 

9. MONTHLY OUT-OF-POCKET COSTS FOR TEMPORARY RELOCATION 
Costs listed on this form are for the period beginning    and ending    TOTAL # OF MONTHS:     

(Month/Day) (Year) (Month/Day) (Year) 
DETERMINATION OF RENT AND AVERAGE MONTHLY UTILITY COSTS 
Instructions: To compute the payment, entries on Line 9(i) must reflect all utility services. Therefore, identify on Lines 9(b) through 9(f) each utility necessary to 
provide electricity, gas, other heating/cooking fuels, water and sewer. In those cases where the utility service is covered by the monthly rent, enter “IMR” (In Monthly 
Rent). If a monthly housing program subsidy (e.g., Housing Choice Voucher/Section 8, other) has been provided, enter the applicable amount on Line 9(h). 

 
Monthly Temporary Relocation Cost 
(For temporary relocation that lasts more than one 
month, either complete a Continuation Form for each 
additional month of temporary relocation or enter total 
claimed on Line 9(p) and explain under “Remarks.” 

Unit You 
Moved From 

Unit You 
Moved To 

Increase In 
Monthly Cost 

Amount Approved 

(1) 
Claimant 

(2) 
For Agency 
Use Only 

(3) 
Claimant 

(4) 
For Agency 
Use Only 

(5) 
For Agency 
Use Only 

(6) 
To Be Provided by 

Agency 

(a) Rent (The monthly rental amount due under the 
terms and conditions of occupancy). 

Check appropriate box: 
□ All utilities included 
□ Utilities not included (list on Line 9(b) to 9(f) 

below) 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 
(b) Electricity $ $ $ $ $ $ 
(c) Gas  $ $ $ $ $ $ 
(d) Water/sewer  $ $ $ $ $ $ 
(e) Sanitation  $ $ $ $ $ $ 
(f) Other $ $ $ $ $ $ 
(g) Gross Monthly Rent and Utility 

Costs (add Lines 9(a) through 9(f)) 
 

$ 
 

$ 
 

$ 
 

$ 
 

$ 
 

$ 
(h) Monthly Housing Subsidy, if 

applicable (e.g., Housing Choice 
Voucher/Section 8, other) 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 
(i) Net Monthly Rent and Utility Costs for Month of 

   (subtract Line 9(h) from Line 9(g) 
above) 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 
OTHER REASONABLE OUT-OF-POCKET EXPENSES 
Instructions: You may be eligible for other reasonable out-of-pocket expenses as approved by the agency in connection with your temporary move. 
Monthly Cost For Month of:          

(Month) (Year) 
(1) 

Claimant 
(2) 

Agency Use 
(j) Per Diem for unit without cooking facilities: 
$  _ per adult x  days in this month period 
$  _ per child under age 12 x  days in this month period 

 

$ 

 

$ 
Other (e.g., increased transportation costs, boarding for pets, parking). Itemize.   

(k) $ $ 
(l) $ $ 
(m) $ $ 
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CERTIFICATION BY CLAIMANT(S): I certify that this claim and supporting information are true and complete and that I have not been paid for these 
expenses by any other source. I ask that the amounts on Line 7(n), Line 8(m) and Line 9(r), be paid to: □ me □ the contractor(s) (as specified in the Remarks Section). 
Signature(s) of Claimant(s):  Date:  
Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802) 

Eligible Actual Residential Moving Expenses (49 CFR 24.301(g)(1-7)) 
1) Transportation of the displaced person and personal property. Transportation costs for a distance beyond 50 miles are not eligible, unless the Agency 

determines that relocation beyond 50 miles is justified. 
2) Packing, crating, unpacking and uncrating of the personal property. 
3) Disconnecting, dismantling, removing, reassembling and reinstalling relocated household appliances and other personal property. 
4) Storage of the personal property for a period not to exceed 12 months, unless the Agency determines that a longer period is necessary. 
5) Insurance for the replacement value of the property in connection with the move and necessary storage. 
6) The replacement value of property lost, stolen, or damaged in the process of moving (not through the fault or negligence of the displaced person, his or her 

agent, or employee) where insurance covering such loss, theft, or damage is not reasonably available. 
7) Other moving-related expenses that are not listed as ineligible under §24.301(h), as the Agency determines to be reasonable and necessary. 

(n) Total (add lines 9(j) through 9(m)) $ $ 

 
TO BE COMPLETED BY AGENCY 

SUMMARY OF MONTHLY OUT-OF-POCKET COSTS FOR TEMPORARY RELOCATION 
Line No.: Amount Claimed: Amount Recommended:   

(o) Add Lines 9(i) Column 
6 and Line 9(n) Column 
2 

 

$ 

 

$ 

  

(p) Multiply Line 9(o) by 
number of months of 
temporary relocation 
(# of months:  _) 
or enter total amount 
from all Continuation 
Sheets, Lines 10(i) 
Column 6 and 10(n) 
Column 2 

 
 
 
 
 
 
 

$ 

 
 
 
 
 
 
 

$ 

  

Payment Action Amount of Payment Signature Name (Type or Print) Date (mm/dd/yyyy) 
 

(r) RECOMMENDED 
 

$ 
   

 
(s)APPROVED 

 
$ 

   

Remarks (Attach additional sheets, if necessary) 

 

 
 
 
 

Public reporting burden for this collection of information is estimated to average 30 minutes per response. This includes the time for collecting, reviewing and 
reporting the data. The information is being collected under the authority of the Housing and Community Development Act of 1987, 42 U.S.C. 3543, the U.S. Housing 
Act of 1937, as amended, 42 U.S.C. 1437 et seq., and the Housing and Community Development Act of 1981, P.L. 97-35, 85 stat., 34, 408 to determine if you are 
eligible to receive a payment for temporary moving expenses and the amount of any payment. Response to this request for information is required in order to receive the 
benefits to be derived. This agency may not collect this information, and you are not required to complete this form unless it displays a valid OMB control number. 

 
Privacy Act Notice: This information is being used by an agency administering program services on behalf of HUD for certain HUD programs to determine whether 
you are eligible to receive a payment for temporary moving expenses. Periodically, HUD reviews a random sample of the agency files to ensure compliance with 
statutory and regulatory requirements. The information requested is voluntary, you are not required by law to furnish this information, but if you do not provide it,  
you may not receive any payment for these expenses or it may take longer to pay you. This information is being collected under the authority of the Housing and 
Community Development Act of 1987, 42 U.S.C. 3543, the U.S. Housing Act of 1937, as amended, 42 U.S.C. 1437 et seq., and the Housing and Community Development 
Act of 1981, P.L. 97-35, 85 stat., 34, 408. This information may be shared with Federal agencies and other agencies approved by HUD to administer or assist with services 
for Uniform Relocation Assistance and Real Property Acquisition Policies Act obligations. 
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[CONTINUATION SHEET] 
Claim for Temporary Relocation U.S. Department of Housing and Urban Development 

Expenses (Residential Moves) Office of Community Planning and Development 

(Appendix A, 49 CFR 24.2(a)(9)(ii)(D)) 
10. CONTINUATION SHEET FOR EACH ADDITIONAL MONTH OF TEMPORARY RELOCATION 

Costs listed on this form are for the period beginning    _ and ending    TOTAL # OF MONTHS:     
(Month/Day) (Year) (Month/Day) (Year) 

DETERMINATION OF RENT AND AVERAGE MONTHLY UTILITY COSTS 
Instructions: To compute the payment, entries on Line (i) must reflect all utility services. Therefore, identify on Lines 10(b) through 10 (f) each utility necessary to 
provide electricity, gas, other heating/cooking fuels, water and sewer. In those cases where the utility service is covered by the monthly rent, enter “IMR” (In Monthly 
Rent). If a monthly housing program subsidy (e.g., Housing Choice Voucher/Section 8, other) has been provided, enter the applicable amount on Line 10(h). 
Temporary Relocation Cost for Periods That 
Exceed One Month 
(For temporary relocation that lasts more than one 
month, complete this Continuation Form for each 
additional month of temporary relocation. 

Unit You 
Moved 
From 

Unit You 
Moved To 

Increase In 
Monthly Cost 

Amount Approved 

(1) 
Claimant 

(2) 
For Agency 
Use Only 

(3) 
Claimant 

(4) 
For Agency 
Use Only 

(5) 
For Agency 
Use Only 

(6) 
To Be Provided by 

Agency 
(a) Rent (The monthly rental amount due under the 

terms and conditions of occupancy). 
Check appropriate box: 
□ All utilities included 
□ Utilities not included (list on Lines 10 (b) to 

10(f) below) 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 

 
 
 
 

$ 
(b) Electricity $ $ $ $ $ $ 
(c) Gas $ $ $ $ $ $ 
(d) Water/sewer $ $ $ $ $ $ 
(e) Sanitation $ $ $ $ $ $ 
(f) Other $ $ $ $ $ $ 
(g) Gross Monthly Rent and Utility 

Costs (add Lines 10(a) through 10(f)) 
 

$ 
 

$ 
 

$ 
 

$ 
 

$ 
 

$ 
(h) Monthly Housing Subsidy, if 

applicable (e.g., Housing Choice 
Voucher/Section 8, other) 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 
(i) Net Monthly Rent and Utility Costs for Month of 

   (subtract Line 20(h) from Line 10(g) 
above) 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 
OTHER REASONABLE OUT-OF-POCKET EXPENSES 
Instructions: You may be eligible for other reasonable out-of-pocket expenses as approved by the agency in connection with your temporary move. 
Monthly Cost For Month of:            

(Month) (Year) 
(1) 

Claimant 
(2) 

Agency Use 
(j) Per Diem for unit without cooking facilities: 
$  _ per adult x  days in this month period 
$  _ per child under age 12 x  days in this month period 

 

$ 

 

$ 
Other (e.g., increased transportation costs, boarding for pets, parking). Itemize.   

(k) 
(l) $ $ 
(m) $ $ 
(n) Total (add lines 10(j) through 10(m)) $ $ 
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FAIR HOUSING POLICY 
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Speak Out 2018: A Conversation on Fair Housing - Concentration of Racial/Ethnic 
Segregation and Disability Discrimination 
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The City of Columbia Community Development Dept. invites citizens and community leaders to discuss issues facing residents regarding 
affordable housing within the City. 

Who: City of Columbia Community Development Department 

What: Invites Citizens and Community Leaders to Attend a Free Breakfast Meeting/Conversation called “Speak Out!” 

When: Thursday April 26th, at 8:30am 

Where: Woodforest National Bank - 3730 North Main Street 

What Is Speak Out!? 

o Speak Out is a quarterly conversation surrounding issues of Equal Opportunity within our community. Each conversation has a focus and this 
conversation will focus on affordable housing within the city: what’s working and what could be and should be improved. 

Who is invited to this event? 

o Anyone who has a stake in Equal Opportunity and Housing Affordability in our community is invited to Speak Out. Everyone deserves decent 
safe, decent and affordable housing. Where a person live affects many aspects of life, from grocery store options to employment opportunities 
and overall health and safety. 

Why is the City hosting this event and why is the City hosting the Speak Out series? 

o The City of Columbia Community Development department is mandated to delve into issues that face our citizens so that we can better 
understand how we can be of assistance to the most vulnerable of us. The Speak Out series aims to tackle the Impediments to Equal 
Opportunity and Fair Housing that we have identified through a study that we perform periodically. We cannot best serve the community 
without exploring the needs of the community and for that we need Citizens input. 

For more information about Speak Out! A Conversation on Fair Housing and Equal Opportunity please contact the City of Columbia Community 
Development Department @ (803) 545-3373. 
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Speak Out 2017: A Conversation on Fair Housing - Poor Credit History Preventing Homeownership 
 
 

The City of Columbia Community Development Dept. invites citizens and community leaders to discuss issues facing residents 
regarding affordable housing within the City. 

Who: City of Columbia Community Development Department 

What: Invites Citizens and Community Leaders to Attend a Free Breakfast Meeting/Conversation called “Speak Out!” 

When: Thursday January 25th, 2018 at 8:30am 

Where: TBD, Columbia, SC 

What Is Speak Out!? 

• Speak Out is a quarterly conversation surrounding issues of Equal Opportunity within our community. Each conversation has a 
focus and this conversation will focus on affordable housing within the city: what’s working and what could be and should be 
improved. 

Who is invited to this event? 

• Anyone who has a stake in Equal Opportunity and Housing Affordability in our community is invited to Speak Out. Everyone 
deserves decent safe, decent and affordable housing. Where a person live affects many aspects of life, from grocery store 
options to employment opportunities and overall health and safety. 

Why is the City hosting this event and why is the City hosting the Speak Out series? 

• The City of Columbia Community Development department is mandated to delve into issues that face our citizens so that we 
can better understand how we can be of assistance to the most vulnerable of us. The Speak Out series aims to tackle the 
Impediments to Equal Opportunity and Fair Housing that we have identified through a study that we perform periodically. We 
cannot best serve the community without exploring the needs of the community and for that we need Citizens input. 

 
 

For more information about Speak Out! A Conversation on Fair Housing and Equal Opportunity please contact the City of Columbia 
Community Development Department @ (803) 545-3373. 

474



 
 

City of Columbia 
A Proclamation 

 

WHEREAS, the month of April has been designated National Fair Housing Month, to recognize and 
celebrate the 50th Anniversary of the 1968 passage of Title VIII of the Civil Rights Act into law, which 
prohibited discrimination in the sale, rental, and financing of dwellings, and in other housing-related 
transactions, based on race, color, national origin, religion, sex, familial status and handicap continuing 
to help countless thousands of Americans achieve the American dream of obtaining safe, decent and 
affordable housing; and 

 
WHEREAS, the week of April 2 – 6, 2018 has been designated as National Community Development 
Week, #CDWeek2018 by the National Community Development Association to celebrate the 44rd 
anniversary of the Community Development Block Grant (CDBG) Program and the 27th anniversary of 
the HOME Investment Partnerships (HOME) Program; and 

 
WHEREAS, the CDBG Program provides annual funding and flexibility to local communities to 
provide decent, safe and sanitary housing, a suitable living environment and economic opportunities 
along with the HOME Program that provides funding to local communities to create decent, safe, 
affordable housing opportunities for low-income persons; and 

 
WHEREAS, the U.S. Department of Housing and Urban Development (HUD) along with Richland and 
Lexington County Community Development Departments have collaborated regionally with the City of 
Columbia Community Development Department to make great strides in opening housing markets and 
providing Fair Housing education to underserved groups, thus giving many more Americans an equal 
opportunity to live wherever they choose; and 

 
WHEREAS, housing discrimination, although less obvious and pervasive than in years passed, still exists 
and the need to enforce fair housing laws remains just as urgent today; and 

 
NOW, THEREFORE BE IT RESOLVED, that the City of Columbia urges Congress and the 
Administration to recognize the outstanding work being done locally and nationally by the Community 
Development Block Grant Program and the HOME Investment Partnerships Program by supporting 
funding for both programs in FY19; and encourages all members of the Midlands community to work 
together to stamp out housing discrimination; and 

 
BE IT FURTHER RESOLVED that the City of Columbia designates April 2018 Columbia Fair Housing 
Month and the week of April 2-6, 2018 as National Community Development Week. 

 
 
 
 

STEPHEN K. BENJAMIN 
Mayor 
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City of Columbia 
A Proclamation 

 

WHEREAS, the month of April has been designated National Fair Housing Month, to recognize and 
celebrate the 1968 passage of Title VIII of the Civil Rights Act into law, which prohibited discrimination 
in the sale, rental, and financing of dwellings, and in other housing-related transactions, based on race, 
color, national origin, religion, sex, familial status and handicap continuing to help countless thousands 
of Americans achieve the American dream of obtaining safe, decent and affordable housing; and 

 
WHEREAS, the week of April 17- 22, 2017 has been designated as National Community Development 
Week by the National Community Development Association to celebrate the 43rd anniversary of the 
Community Development Block Grant (CDBG) Program and the 26th anniversary of the HOME 
Investment Partnerships (HOME) Program; and 

 
WHEREAS, the CDBG Program provides annual funding and flexibility to local communities to 
provide decent, safe and sanitary housing, a suitable living environment and economic opportunities 
along with the HOME Program that provides funding to local communities to create decent, safe, 
affordable housing opportunities for low-income persons; and 

 
WHEREAS, the U.S. Department of Housing and Urban Development (HUD), the Columbia Field Office 
of HUD, the Greater Columbia Community Relations Council and the City of Columbia have made great 
strides in opening housing markets and providing Fair Housing education to underserved groups, thus 
giving many more Americans an equal opportunity to live wherever they choose; and 

 
WHEREAS, housing discrimination, although less obvious and pervasive than in years passed, still exists 
and the need to enforce fair housing laws remains just as urgent today; and 

 
NOW, THEREFORE BE IT RESOLVED, that the City of Columbia urges Congress and the 
Administration to recognize the outstanding work being done locally and nationally by the Community 
Development Block Grant Program and the HOME Investment Partnerships Program by supporting 
funding for both programs in FY18; and encourages all members of the Midlands community to work 
together to stamp out housing discrimination; and 

 
BE IT FURTHER RESOLVED that the City of Columbia designates April 2017 Columbia Fair Housing 
Month and the week of April 17-22, 2017 as National Community Development Week. 

 
 
 
 

STEPHEN K. BENJAMIN 
Mayor 
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FY2016-2017 
Fair Housing-Barriers to Affordable Housing 

 

 

Introduction: 
 

During the 2014-15 reporting year, the City of Columbia engaged a consultant through an RFP 
process, to revise the City’s Analysis of Impediments (AI). During the process, six (6) new 
impediments to fair housing choice were identified and will be addressed as we move forward to 
comply with the new HUD Final Rule on Affirmatively Furthering Fair Housing: 

 
• Impediment 1: Lack of Fair Housing Awareness 
• Impediment 2: Lack of Transportation Option 
• Impediment 3: Affordability 
• Impediment 4: Poor Credit History is Preventing Home Ownership Opportunities 
• Impediment 5: Handicap Accessible Housing Units – Special Needs Housing 
• Impediment 6: Concentrations of Racial/Ethnic Segregation and Housing Problems 

 
To further the actions of remedying the impediments identified, a summary of steps that will be 
taken by the city are as follows: 

 
1. The city will provide assessment of the impediments outlined in the current AI developed 

through data analysis and consultation of private and public organizational partners and 
the community. 

2. The city will strategize best actions to improve on the assessment of each impediment 
and work with local government agencies, private and public partners and the 
community to recommend and implement a work plan for each strategy. 

3. The city will measure the work completed on each strategy through data collection and 
recording information relevant to improving and evaluating the strategy to eliminate the 
impediment. 

 
Actions it planned to remove or ameliorate the negative effects of public policies that serve 
as barriers to affordable housing such as land use controls, tax policies affecting land, 
zoning ordinances, building codes, fees and charges, growth limitations, and policies 
affecting the return on residential investment: 

 
During the 2015-16 reporting year, the City of Columbia worked to overcome Impediments to 
Fair Housing previously identified during the 2014-15 program year: 

 
1. Need for a commitment to promotion and education of Fair Housing Choice mainly to the 

protected classes on a Regional Basis. 
 

a) The Housing Division staff has certified credit counselors that specialize in providing credit 
counseling on individualized credit issues and continue to educate our citizens on the need for 
good credit as their minimal basis for obtaining housing loans and expanding housing choice. 
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b) The City, in conjunction with Richland County, Lexington County and the Greater Columbia 
Community Relations Council, hosted a Fair Housing Forum and Legislative Update where 
citizens were invited to converse with legislative leaders in the community regarding issues of 
Fair Housing. 

 
c) Community Development continued to offer updated fair housing information posted on the 
City’s website. In addition, Fair Housing information was made available at all Action Plan 
public hearings and forums. On March 7, 2015, the City of Columbia hosted All Access 
Columbia. 

 
1. The City of Columbia committed to providing excellent services to all citizens and 

continued to make efforts to ensure that city services are available for our citizens, 
including those with disabilities. 

2. The Housing Division provided one-on-one credit counseling to over ninety (90) persons 
in which Fair Housing information was distributed. 

3. Eighteen (18) Financial Literacy, Credit and Homebuyer Counseling, Fair Housing 
sessions were provided to the public and internal sessions were made available to City 
employees. 

4. The Community Development Department launched the Bank On Program, which aims 
to provide a “second chance” for our unbanked and under-banked citizens. 

 
2) Need to review HMDA data to clarify standards that identify the effect of poor credit and 
income issues on the protected classes in mortgage loan transactions and may be impediments to 
fair housing choice. 

 
a) This impediment is being addressed internally by the City’s Housing division to ensure that 
City loan programs are being properly documented. 

 
b) Community Development staff attended a series of workshops in partnership with Lexington 
County, Richland County, State Housing Development Finance Authority and HUD, to discuss 
the new trends and regulations that affect the capture of HMDA data. 

 
c) The City of Columbia Community Development Department presented Fair Housing Center 
with a City Proclamation for National Fair Housing Month and partnered for the 2nd Annual Fair 
Housing Community Fair held at the Earlewood Park Community Center. 

 
During FY2016-17, the City will concentrate on the following impediments, collecting and 
assessing data that supports the impediment, analyzing the data, develop a deliberate strategy, 
implement actions, and report on progress. 

 
• Lack of Transportation Option 
• Lack of Fair Housing Awareness 
• Poor Credit History 
• Concentrations of Racial/Ethnic Segregation and Housing Problems 

Additionally, the City will pursue opportunities to support: 
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• Affordability 
• Handicap Accessible Housing Units – Special Needs Housing 
• Access to Information by Persons with Limited English Proficiency 

 
Discussion: 

 
The City of Columbia will continue to monitor the administrative processes and procedures that 
might inhibit fair housing. The city will review city ordinances and regulations that might pose 
additional burdens. The city will evaluate the use of web-based applications. The City will 
continue to meet on a quarterly basis with representatives from other local governmental 
jurisdictions, Columbia Housing Authority, and United Way of Midlands to discuss housing 
development issues. Community Development staff will continue to participate with Greater 
Columbia Community Relations Council to identify and address fair housing issues. 

 
The City will continue to: 

 
1. Educate more people on Fair Housing Laws 

 
a) Fair Housing information has been updated on the city’s website 
b) Fair Housing information was provided at each monthly Columbia Council of 

Neighborhoods 
c) Fair Housing Month was proclaimed on April 16th by the city council and 

celebrated during the Fair Housing Forum Partnership on April 11th. 
d) Partnered with SC Human Affairs Commission and SC Consumers Affairs Office 

to create the Fair Housing Forum 
e) Community Development participated in two Fair Housing events: ACCESS 

Columbia Financial Literacy Program and Greater Columbia Relations Fair 
Housing Month Forum. All information was offered in Spanish 

 
2. Meet the requirements established by HUD relevant to Fair Housing 

 
a) Fair Housing information obtained in Spanish and available to public. 
b) Community Development staff attended the HUD Columbia Field Office Training 

on Civil Rights and Fair Housing. 
c) Community Development Department revised the Affirmative Furthering Fair 

Housing Marketing Plan. 
 

3. The City continues to take the following actions to address the disparity and inequality in 
obtaining mortgage financing: 

 
a. Examine impact fees and building code restrictions to determine what changes are 

necessary to provide access to affordable housing 
b. Establishing a plan to bridge gaps in loan financing by race, gender, and census 

tracts 
c. Assessing the effectiveness of incentive tools such as low down payment and low 

interest loans 
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City of Columbia staff serves on the Housing Committee of the Greater Columbia Community 
Relations Council. This committee sponsors informational housing workshops that promote fair 
housing. The City also markets its loan products in partnership with the Greater Columbia 
Community Relations Council. The City supports Columbia Housing Authority’s efforts to 
educate current and potential Section 8 program landlords. City staff will serve on the Fair 
Housing Steering Committee which meets to ensure fair housing opportunities for all persons. 

480



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECORD MANAGEMENT PROCEDURES 
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CITY OF COLUMBIA 
CDBG DISASTER RECOVERY 

RECORD KEEPING POLICIES AND PROCEDURES 

 
In compliance with 24 CFR 570.506 the City has established the following record keeping 
procedures for its CDBG Disaster Recovery (CDBG DR) Program to ensure that HUD record 
keeping requirements are met. These procedures are communicated to staff on an as-needed 
basis and have been addressed verbally and in writing during interdepartmental CDBG Disaster 
Recovery training sessions and meetings. 

 
Records maintained by the City of Columbia to demonstrate compliance with these policies 
and procedures are confidential and shall not be made public unless required by law. Only 
authorized City staff or HUD will have access to them; however, upon written request the City 
may give applicants, or an applicant’s designated representative, the opportunity to inspect 
and copy, during normal business hours, all records pertinent to his/her case, except materials 
classified as confidential. The City may impose reasonable conditions on the applicant’s right 
to inspect these records, consistent with applicable laws. 

 
All pertinent records will be retained for a minimum of three years after the latest of: 
• The date by which all payments have been received by persons displaced by the project; 
• The date the project has been completed; 
• The date by which all issues resulting from litigation, negotiation, audit,or other action (e.g., 

civil rights compliance) have been resolved and final action taken; or 
• For real property acquired with HUD funds, the date of final disposition (see 24 CFR 84.53 

and85.42). 
 

Methods for collecting, transferring and storing information will be in accordance with the May 
2013 Executive Order on Making Open and Machine Readable the New Default for Government 
Information (2 CFR 200.335). The City of Columbia will, whenever practicable, collect, transmit, 
and store HUD CDBG Disaster Recovery-related information in open and machine readable 
formats rather than in closed formats or on paper, although HUD will accept paper versions 
upon request. If paper copies are submitted, no more than an original and two copies will be 
provided. When original records are electronic and cannot be altered, there is no need to 
create and retain paper copies. When original records are paper, electronic versions may be 
substituted provided they are subject to periodic quality control reviews, provide reasonable 
safeguards against alteration, and remain readable. 
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Access to records: HUD, the Inspectors General, the Comptroller General of the United States  
or any of their authorized representatives must have the right of access to any City of Columbia 
CDBG Disaster Recovery documents, papers, or other records to make audits, examinations, 
excerpts, and transcripts. This right also includes timely and reasonable access to the City 
personnel for the purpose of interviews and discussion related to such documents. These rights 
of access last as long as the records are retained. 

Records that document activities meet a national objective and can be classified as an eligible 
activity: 
• Records must provide a full description of each activity assisted with CDBG DR funds, 

including its location; the amount of CDBG DR funds budgeted, obligated and expended for 
the activity; and the eligible activity pertinent to §570.482. 

• Records must demonstrate that each activity undertaken meets one of the national 
objectives set forth in §570.208. 

• For each activity determined to benefit low and moderate income persons, records will 
indicate the income limits applied and the point in time when the benefit was determined. 

• For each activity determined to benefit low and moderate income persons based on the 
area served by the activity per HUD Notice CPD 05-06: 
 The boundaries of the service area; 
 The income characteristics of families and unrelated individuals in the service area; 

and 
 If the percent of low and moderate income persons in the service area is less than 51 

percent, data showing that the area qualifies under the exception criteria set forth 
at §570.208(a)(1)(ii). 

• For each activity determined to benefit low and moderate income persons because the 
activity involves a facility or service designed for use by a limited clientele consisting 
exclusively or predominantly of low and moderate income persons, records will include: 
 Documentation establishing that the facility or service is designed for the particular 

needs of or used exclusively by senior citizens, adults meeting the Bureau of the 
Census' Current Population Reports definition of severely disabled, persons living 
with AIDS, battered spouses, abused children, the homeless, illiterate adults, or 
migrant farm workers, for which the regulations provide a presumption concerning 
the extent to which low- and moderate-income persons benefit; or 

 Documentation describing how the nature and, if applicable, the location of the 
facility or service establishes that it is used predominantly by low and moderate 
income persons; or 

 Data showing the size and annual income of the family of each person receiving the 
benefit. 
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• Records must demonstrate that the City of Columbia has made the determinations required 
as a condition of eligibility of certain activities 

• Records must demonstrate compliance with §570.505 regarding any change of use of real 
property acquired or improved with CDBG Disaster Recovery assistance. 

• Records must demonstrate compliance with the requirements in §570.606 regarding 
acquisition, displacement, relocation, and replacement housing. 

Financial records in accordance with the requirements listed in 2 CFR 200 Subpart E – Uniform 
Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards. 

• Grantees must maintain evidence to support how the CDBG Disaster Recovery funds are 
expended including, to the extent applicable, invoices, schedules containing 
comparisons of budgeted amounts and actual expenditures, construction progress 
schedules signed by appropriate parties (e.g., general contractor and/or a project 
architect), and/or other documentation appropriate to the nature of the activity. 

Fair housing and equal opportunity records will contain: 
• Documentation of the analysis of impediments and the actions the City of Columbia has 

implemented with its housing and community development and other resources to 
remedy or ameliorate any impediments to fair housing choice. 

• Data on the extent to which each racial and ethnic group and single-headed households 
(by gender of household head) have applied for, participated in, or benefited from, any 
program or activity funded in whole or in part with CDBG DR funds. Such information 
will be used only as a basis for further investigation of compliance with 
nondiscrimination requirements. No recipient is required to attain or maintain any 
particular statistical measure by race, ethnicity, or gender in covered programs. 

• Data on employment in each of the City’s operating units funded in whole or in part 
with CDBG funds, with such data maintained in the categories prescribed on the Equal 
Employment Opportunity Commission's EEO–4 form; and documentation of any actions 
undertaken to assure equal employment opportunities to all persons regardless of race, 
color, national origin, sex or handicap in operating units funded in whole or in part 
under this part. 

• Data indicating the race and ethnicity of households (and gender of single heads of 
households) displaced as a result of CDBG DR funded activities, together with the 
address and census tract of the housing units to which each displaced household 
relocated. Such information will be used only as a basis for further investigation as to 
compliance with nondiscrimination requirements. No recipient is required to attain or 
maintain any particular statistical measure by race, ethnicity, or gender in covered 
programs. 
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• Records will document actions undertaken to meet the requirements of §570.607(b) 
implementing Section 3 of the Housing Development Act of 1968, relative to the hiring 
and training of low and moderate income persons and the use of local businesses. 

• Data indicating the racial and ethnic character of each business entity receiving a 
contract or subcontract of $25,000 or more paid with CDBG DR funds, 

• Data indicating which of those entities are women's business enterprises as defined in 
Executive Order 12138, the amount of the contract or subcontract, and documentation 
of recipient's affirmative steps to assure that minority business and women's business 
enterprises have an equal opportunity to obtain or compete for contracts and 
subcontracts as sources of supplies, equipment, construction and services. Such 
affirmative steps may include, but are not limited to, technical assistance open to all 
businesses but designed to enhance opportunities for these enterprises and special 
outreach efforts to inform them of contract opportunities. Such steps shall not include 
preferring any business in the award of any contract or subcontract solely or in part on 
the basis of race or gender. 

• Documentation of the affirmative action measures Columbia has taken to overcome 
prior discrimination, where the courts or HUD have found that the Columbia has 
previously discriminated against persons on the ground of race, color, national origin or 
sex in administering a program or activity funded in whole or in part with CDBG DR 
funds. 

Required Annual Reports: 
Program and Financial Reporting records are subject to § 570.507 as follows: 

• The Director of Community Development and the Finance Director, or his/her designee, 
and the Community Development Administrator shall ensure that SF 425 and SF 425-A, 
the Quarterly Federal Financial Report, are filed accurately and in a timely manner. 

• The Human Resources Director, or his/her designee, and the Community Development 
Administrator shall submit to HUD each year a report (HUD/EEO–4) on recipient 
employment containing data as of June 30. 

• The Finance Officer and the Community Development Administrator shall ensure that 
HUD forms 60002 (Section 3 Summary Report), 2516 (MBE Contract Activity) and 4710 
(Labor Standards) are filed correctly and in a timely manner. The Finance Officer shall 
also ensure that reporting requirements of the FFATA Act of 2009 are completed 
including reporting to FederalReporting.Gov. 

• The Finance Officer and the Community Development Administrator will submit other 
reports and information determined necessary to perform its responsibilities. 

• The Community Development staff will work with all sub-recipients to ensure they 
understand reporting requirements, with the understanding that the City and sub- 
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recipients share joint responsibility for implementing activities in conformance with 
federal requirements. Sub-recipients shall demonstrate the achievement of program 
goals and the completion of activities on a monthly basis. All requests for 
reimbursement will have adequate documentation of how CDBG DR funds were used 
and that funds were used only for eligible activities. 

• The Community Development Administrator, the Community Development Coordinator, 
and the Senior Finance Accountant will ensure that CDBG DR expenditures are drawn 
down on a regular basis and not less than monthly. 

The CDBG Disaster Recovery staff will incorporate the following additional record keeping 
requirements per § 570.600 through § 570.614 as applicable. 

Non-Discrimination (Fair Housing and Equal Opportunity) by Sub-recipients per § 570.601: 
• As a recipient of CDBG DR funds the City will ensure that sub-recipients comply with 

Title VI of the Civil Rights Act of 1964 (prohibiting race, color, and national origin 
discrimination including language access for limited English proficient persons), Section 
504 of the Rehabilitation Act of 1973 (prohibiting disability discrimination), Title IX of 
the Education Amendments of 1972 (prohibiting sex discrimination in education and 
training programs), the Age Discrimination Act of 1975 (prohibiting age discrimination in 
the provision of services), and a variety of program-specific statutes with 
nondiscrimination requirements. 

Programs may target particular groups for services without violating guidelines 
regarding equal access to services, as long as any member of a particular group – e.g., 
any senior for a senior services program, any school-age child for a neighborhood-based 
afterschool program – is able to participate in the program. 

The City shall ensure that provisions of Executive Order No. 11246 of September 24, 
1965 regarding Equal Employment Opportunity are carried out on all CDBG funded 
projects or activities, and that sub-recipients agree to and abide by federal (FHEO) and 
state (SC) fair housing and equal opportunity requirements for non-discrimination with 
regard to access to services or housing provided by a sub-recipient. The City will further 
ensure that provisions of Executive Order 13166, Improving Access to Services by 
Persons with Limited English Proficiency, are carried out by sub-recipients to improve 
access to CPD programs and activities by eligible persons with limited English proficiency 
(LEP). 

• The City and all sub-recipients shall adhere to Section 109 of the Act (§ 570.602), which 
requires that no person in the United States shall on the grounds of race, color, national 
origin, religion, or sex be excluded from participation in, be denied the benefits of, or be 
subjected to discrimination under any program or activity receiving Federal financial 
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assistance made available pursuant to the Act. Section 109 also directs that the 
prohibitions against discrimination on the basis of age under the Age Discrimination Act 
and the prohibitions against discrimination on the basis of disability under Section 504 
shall apply to programs or activities receiving Federal financial assistance under Title I 
programs. 

• The City shall abide by HUD regulations in Section 504, HUD’s implementation of the 
American 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 sub-recipients. Monitoring shall include 
inspection of facilities in which CDBG-funded program are offered to ensure that the 
facilities are accessible to persons with disabilities. 

Environmental Review Records (24 CFR Part 58 §570.605 §570.604) will document the 
following: 

• Environmental review procedures set forth at 24 CFR part 58 have been completed for 
each activity (or project as defined in 24 CFR part 58), as applicable. 

• Contracts were not executed and expenditures were not approved until the 
environmental review is complete. In some cases, State (CEQA) environmental 
regulations and/or Local Coastal Plan (LCP) requirements must also be considered. 

• Environmental review forms and documents must be signed by the appropriate staff, 
which may include an environmental planner in the City Planning Division. 

• Documentation will demonstrate that all Finding of No Significant Impact (FONSI) and 
Request for Release of Funds (RROF) requirements are completed prior to initiation of 
project activities for capital improvement and housing rehabilitation projects. 

 
Citizen Participation Records will document: 

• The City has followed its Citizen Participation Plan and guidelines for Substantial 
Amendments as set forth in the CDBG Disaster Recovery Action Plan. Any changes to the 
CDBG DR Action Plan must be approved by the Columbia City Council. 

Labor records (§570.603) will: 
• Indicate that when CDBG funds in excess of $2,000 are allocated for construction 

projects, the sub-recipient and any contractor(s) shall abide by Davis Bacon and Related 
Acts (DBRA) for prevailing wages and Section 3 economic opportunities for low and very 
low-income persons. 

• Document that guidance is provided to sub-recipients and contractors regarding DBRA 
and Section 3 requirements, including wage determinations, as applicable. 
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In the event of any temporary or permanent relocation of residents as a result of CDBG Disaster 
Recovery-funded activities, the City will follow the policies and procedures identified in its 
Uniform Relocation Plan. Records of residential relocation or displacement (§570.606) will: 

• Include a list identifying the name, address, and characteristics for all persons residing at 
the property at the time of the October 2015 Storm and the date of application for 
assistance; 

• A list identifying the name, address and characteristics for all persons displaced as a 
result of acquisition, rehabilitation, or demolition activities. 

• A list of persons occupying the property upon completion of the project. 
• Documentation on persons not displaced shall include: 

o Evidence that the person received timely written notice that they would not be 
displaced by the project or that they might be temporarily relocated (copy of the 
Notice of Non-displacement and receipt). 

o Evidence that the tenant occupant received an offer to lease and occupy a suitable, 
safe, sanitary, and affordable dwelling in the building and reimbursement of any 
out-of-pocket expenses incurred in connection with temporary relocation. 

o A copy of any appeal or complaint filed and the City’s response. 
• Separate case files for persons displaced, both residential tenants and owners, should 

include documentation demonstrating that the City verified the persons relocation 
needs, current situation, and eligibility for URA assistance. Records will include the 
name, sex, age, race/ethnicity, disability, relationship to head of household, annual 
income, certification of citizenship; the number of bedrooms, amenities, square footage, 
amount of rent and utilities, date of initial occupancy of the current unit; 

• Documentation of income (for tenants only), rent and utility costs for the displacement 
and comparable replacement units; 

• Copies of the following notices displaying the person’s name, mailing address, and date 
mailed: General Information Notice, Notice of Eligibility, 90 Day Notice and/or 30 Day 
notice and evidence of delivery; 

• Identification of relocation needs and preferences; 
• Dates of personal contacts and advisory services provided; 
• Records of referrals to comparable replacement dwellings, date of referral, date of 

availability, reason(s) person declined referral, inspection(s) of the chosen replacement 
dwelling for decent, safe, and sanitary conditions; 

• Moving cost estimates, bids, or amount determined based on current Fixed Residential 
Moving Cost Schedule; 

• Copies of all relocation claim forms and related documentation, evidence that person 
received payment; 

488



• Documentation to support why a claim was not made or was not paid (e.g., displaced 
person moved on his/her own, moved prior to Notice, failed to provide requested 
documentation to support a claim, or a signed statement indicating the persons decision 
not to claim part or all of the assistance offered); and 

• A copy of any appeal or complaint filed and the City’s response. 
 

Financial Management records will support the following processes: 
• CDBG DR expenditures are reviewed on a monthly basis by the Finance Officer and the 

Community Development Administrator. The CD Coordinator initiates the paperwork  
for a drawdown of funds based on actual expenses, prepares and submits the draw 
request, and The CD Administrator and Director’s signatures are required for the draw 
request approval. The Finance Deputy Director prepares the drawdown in IDIS and the 
Finance Department approves the drawdown. Upon the approval of the drawdown for 
entry into the City's accounting system (IFAS) after acknowledgement in IDIS of receipt 
of funds from the U.S. Treasury. 

• The City will not request CDBG funds in advance or as float funds from the U.S.  
Treasury. 

• Monthly reports called draw down calculations monitor the status of all grant 
expenditures, are reviewed by the Community Development Administrator and Director 
and forwarded to the Finance Department with IFAS Expenditure Report and back-up 
documentation. 

• Payments are disbursed only on a reimbursement basis. 
• Any interest received on grant funds will be considered Program Income (this does not 

apply because there is no CDBG-DR RLF) and will be used for other eligible activities 
based on the program rules of the grant funds that generated that income. Interest 
income is reported to HUD quarterly on Form SF-272. 

• Checks received are given to the Community Development Coordinator, who completes 
a Miscellaneous Revenue Payment form and hand delivers with back-up documentation 
to the finance officer who verifies the GL and JL account numbers are correct and then 
forwards to collections where a bank deposit is prepared. 
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SECTION 3 PLAN 
COMPLIANCE WITH 24 CFR PART 135 

OF THE HOUSING AND URBAN DEVELOPMENT ACT OF 1968 
 

Section 3 of the Housing and Urban Development (HUD) Act of 1968, mandates that, to the 
greatest extent feasible, recipients of HUD financial assistance ensure that employment and 
other economic and business opportunities are directed to public housing residents and other 
low-income persons, particularly recipients of government housing assistance, and business 
concerns that provide economic opportunities to low- and very-low income persons. 

 
The City of Columbia has developed the following Section 3 policies and procedures to ensure 
that all parties - residents, businesses, contractors, and subcontractors - comply with Title 24 CFR 
Part 135 – Economic Opportunities for Low- and Very Low-Income Persons. Low- and very low- 
income persons are those whose total household income does not exceed 80 percent and 50 
percent respectively of the area median income. 

 
Section 3 requirements are triggered whenever the need for new employment, contracting or 
subcontracting is established for federally funded projects involving the construction or 
rehabilitation of housing, or other public construction projects, valued at $200,000 or more and 
contracts of $100,000 or more. Section 3 regulations apply to construction and professional 
services contracts alike and cover the entire project regardless of whether it is fully or partially 
funded by HUD. 

 
The City of Columbia requires 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 implements this policy by awarding contracts to contractors, vendors, and suppliers who 
create employment and business opportunities for qualified low and very low-income residents. 

 
Procurement and Contracting 

The City of Columbia has incorporated Section 3 procedures into its CDBG Disaster Recovery 
Procurement Policy and requires a Section 3 clause be included in all procurements generated  
for use with HUD funding. This policy establishes employment and training goals that contractors 
and subcontractors should meet to comply with Section 3 requirements. The numerical goalis: 

 
Ten percent (10%) of the aggregate number of new hires in any fiscal year. 

 
It is the responsibility of contractors, vendors and suppliers to implement progressive efforts to 
attain Section 3 compliance. Any contractor that does not meet the Section 3 numerical goals 
must demonstrate why meeting the goals were not feasible. The CDBG Disaster Recovery 
Compliance Specialist will actively ensure contractor and subcontractor compliance with Section 
3 goals and responsibilities as follows: 
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• The Section 3 clause will appear in all applicable advertisements for bids and Requests 
for Qualifications and Proposals; 

 
• The Section 3 clause and certifications will be included in all applicable construction 

specifications and final contracts; 
 

• Contractor eligibility and lack of debarment will be verified before a Notice of Award is 
issued. 

 
• A discussion of Section 3 requirements will be part of the agenda for all pre-construction 

conferences. 
 

• Contractors will certify that any vacant employment or training positions filled after the 
contract award, but before contract execution, were not filled to circumvent obligations 
under 24 CFR Part 135. 

 
• Contractors will include the Section 3 clause in every subcontract of $100,000 or more 

and will refrain from contracting with any firm known to be in violation of Section 3 
regulations. 

 
• Contractors and subcontractors will demonstrate and document good faith efforts to 

meet the numerical goals established by this Section 3 Plan. 
 

• Contractor compliance with Section 3 will be monitored and documented. 
 

The CDBG Disaster Recovery Compliance Specialist will assist contractors with little or no 
experience in achieving Section 3 hiring and contracting goals by: 

 
• Asking the contractor to present a list of the number of subcontracting and/or 

employment opportunities expected to be generated from the initial contract. 
 

• Providing the contractor with a list of Section 3 business concerns interested and qualified for 
construction projects. (See Subcontractor Outreach Program, Ayesha Driggers, Compliance 
Administrator, 803-545-3049 or agdriggers@columbiasc.net, Department of Utilities and 
Engineering Compliance Office.) 

 
• Informing the contractor of known issues that might affect Section 3 residents from 

performing job related duties. 
 

• Reviewing the new hire clause with contractors and subcontractors to ensure the 
requirement is understood. It is not intended for contractors and subcontractors to 
terminate existing employees, but to make every feasible effort to employ Section 3 
program participants before others when hiring employees needed to complete proposed 
work to be performed with HUD (federal) funds. 

 
Before submitting bids or proposals all contractors/businesses seeking Section 3 preference must 
complete certifications acknowledging the Section 3 contracting and employment provisions 
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required by this section. Such certifications shall be supported with appropriate documentation. 

Any business seeking Section 3 preference in the award of contracts or purchase agreements 
with the City of Columbia must complete the Certification For Business Concerns Seeking Section 
3 Preference In Contracting and Demonstration of Capability form, which can be obtained from 
the CDBG Disaster Recovery Compliance Specialist. The business must be able to provide 
adequate documentation as evidence of eligibility for Section 3 preference. 

 
Certifications for Section 3 preference for business concerns must be submitted to the Section 3 
Coordinator prior to the submission of bids for approval. 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. 

 
The CDBG Disaster Recovery Compliance Specialist will use the following methods to notify and 
contract with Section 3 business concerns when opportunities exist: 

 
• Advertise contracting opportunities via newspaper, mailings, and posting notices that 

provide general information about the work to be contracted and where to obtain 
additional information. 

 
• Provide written notice of contracting opportunities 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 will be informed of 

upcoming contracting opportunities. 
 

• Conduct workshops on contracting procedures including bonding, insurance, and other 
pertinent requirements, in a timely manner to allow Section 3 business concerns the 
opportunity to take advantage of any upcoming contracting opportunities. 

 
• Contact business assistance agencies, Minority and Women’s Business Enterprise 

(M/WBE) associations and community organizations informing them of contracting 
opportunities and requesting their assistance in identifying Section 3 businesses. 

 
• Establishing relationships with the Small Business Administration (SBA), Minority and 

Women’s Business Enterprise (M/WBE) associations, Community Development 
Corporations, and other sources to assist OBO in educating and mentoring residents with 
a desire to start their own businesses. 

 
• Seek referral sources to ensure job readiness for public housing residents through on the 

job training (OJT) and mentoring to obtain skills that will transfer to the external labor 
market. 

 
The City will develop resources to provide training and employment opportunities to Section 
3 program participants by implementing thefollowing: 
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• Training opportunities will be advertised by distributing flyers via mass mailings and 
posting in common areas and management offices of public housing developments. 

 
• The resident councils and management corporations, as well as neighborhood 

community organizations, will be contacted to request their assistance in notifying 
residents of available training and employmentopportunities. 

 
• A database will be developed of certified Section 3 public housing and other Section 

3 residents; to maintain a skill assessment of all Section 3 public housing residents 
and other Section 3 residents; and of certified Section 3 Business concerns to contact 
concerning the availability of contract opportunities. 

 
• Relationships will be developed with local employers to solicit job vacancies, 

determine the skills needed in their workforce, and train residents to develop skills that 
will transfer to the external labor market. 

 
• A provision setting a goal for a specific percentage of public housing or Section 3 

program participants to be trained or employed by the contractor will be incorporated 
into the contract. 

Contractors must notify the Section 3 Coordinator of their interests in employing Section 3 
participants before hiring. The Section 3 Coordinator will ensure that the participant is Section 3 
eligible. After the contract award the contractor must, before beginning work, provide the 
following: 

 
• Names of the Section 3 business concerns to beutilized; 

 
• Estimates of the number of employees to be utilized for thecontract; 

 
• Projected number of available positions, including job descriptions and wage rates 

(construction wages consistent with DavisBacon); and 
 

• Efforts that will be made to seek Section 3 participants. 
 

• Submit a list of core employees (including administrative, clerical, planning and other 
positions pertinent to the construction trades) at the time of contact award. 

 
• Document the performance of Section 3 participants regarding punctuality, attendance, 

etc., and provide this information to the Section 3 Coordinator. 
 

• Immediately notify the Section 3 Coordinator if a participant quits, walks off, or is 
terminated for any reason. The contractor must document in writing all such incidents to 
determine if an investigation is warranted. 
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In an effort to resolve complaints of non-compliance through an internal process, the City of 
Columbia encourages submittal of such complaints to the CDBG Disaster Recovery Compliance 
Specialist as follows: 

 
• Complaints of non-compliance should be filed in writing and must contain the name of the 

complainant and a brief description of the alleged violation of 24 CFR 135. 
 

• Complaints must be filed within thirty (30) calendar days after the complainant becomes 
aware of the alleged violation. 

 
• If the complaint is valid will conduct an informal, thorough investigation affording all 

interested parties an opportunity to submit pertinent testimony or evidence. 
 

• The CDBG Disaster Recovery Compliance Specialist will provide written documentation 
detailing the findings of the investigation. The Equal Opportunity Officer will review the 
findings before it is released to complainants, no later than thirty (30) days after filing of 
thecomplaint. 

 
If complainants wish to have their concerns considered outside of the City of Columbia, 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 

 
The complaint must be received no 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. 
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DEFINITIONS 
 

Applicant – Any entity that makes an application for Section 3 covered assistance and includes, 
but is not limited to, any state, unit of local government, public housing agency 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. 

 
Assistant – the Assistant Secretary for Fair Housing and Equal Opportunity. 

 

Business Concern – a business entity formed in accordance with state law, and licensed under 
State, county or municipal law to engage in the type of business activity for which it was 
formed. 

 
Contractor - any entity that contracts to perform work generated the expenditure of Section 3 
covered assistance, or for work in connection with a Section 3 covered project. 

 
Employment Opportunities Generated by Section 3 Covered Assistance – all employment 
opportunities generated by the expenditure of Section 3 covered public assistance (i.e., 
operating assistance, development assistance and modernization assistance) as described in 
Section 135.3 (a)(1). With respect to Section 3 covered housing and community development 
assistance, this term means all employment opportunities arising in connection with Section 3 
covered projects as described in Section (a)(2) 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. 

 
HUD Youthbuild Programs – programs that receive assistance under subtitle D of Title IV of 
the National Affordable Housing Act, as amended by the Housing and Community 
Development Act of 1992 (42 U.S.C. 12899), and provide disadvantaged youth with 
opportunities for employment, education, leadership development, and training in the 
construction or rehabilitation of housing for homeless individuals and members of low- and 
very low-income families. 

 
JTPA – The Job Training Partnership Act, 29 U.S.C. 1579 (a). 
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Low-income person – families (including single persons) whose incomes do not exceed 80 per 
cent 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 cent 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. 

 

Metropolitan Area – a metropolitan statistical area (MSA), as established by the Office of 
Management and Budget. 

 
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 U.S.C. 1701u). 

 
Section 3 Business Concern – a business: 

• That is 51 percent or more owned by Section 3 resident; or 
• Whose permanent, full-time employees include persons, at least 30 percent of 

whom are currently Section 3 residents, or were Section 3 residents within 
three years of the date of first employment with the business concern; or 

• That provides evidence of a commitment to subcontract in excess of 25 percent of 
the dollar award of all subcontractors to business concerns that meet the 
qualifications set forth above. 

 
Section 3 Covered Assistance  

• Public housing development assistance pursuant to Section 5 of the 1937 Act; 
• Public housing operating assistance provided pursuant to Section 9 of the 1937 Act; 
• Public housing modernization assistance provided pursuant to Section 14 of the 

1937 Act; 
• 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 (including other buildings or 
improvements regardless of ownership). 

 
Section 3 Clause – the contract provisions set forth in Section 135.38. 

24 
498



Section 3 Covered Contracts – a contract or subcontract (including a professional service 
contract) awarded by a recipient or contractor for work generated by the expenditure of 
Section 3 covered assistance, or for work arising in connection with a Section 3 covered 
project. 

 
Section 3 covered contracts do not include contracts awarded under HUD’s procurement 
program, which are governed by the Federal Acquisition Regulation (FAR). Section 3 covered 
contracts also do not include contracts for the purchase of supplies and materials. However, 
whenever a contract for materials includes the installation of the materials, the contract 
constitutes a Section 3 covered contract. 

 
Section 3 Covered Project - the construction, reconstruction, conversion or rehabilitation of 
housing (including reduction and abatement of lead-based paint hazards), other public 
construction which includes buildings or improvements (regardless of ownership) assisted 
with housing or community development assistance. 

 
Section 3 Resident – a public housing resident or an individual who resides in the 
metropolitan area or nonmetropolitan county in which the Section 3 covered assistance is 
expended 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) that 
has a contract with a contractor to undertake a portion of the contractor’s obligation for the 
performance of work generated by the expenditure of Section 3 covered assistance, or arising 
in connection with a Section 3 covered project. 

 
Very low-income person – families (including single persons) whose income does not exceed 
50 per cent 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 per cent 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 shall include the following 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 HUD’s regulations in 24 CFR Part 135, 
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 Part 135 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 for 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 with regulations in 24 CFR Part 135, 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 the regulations in 24 CFR Part 135. The contractor will 
not subcontract with any subcontractor where the contractor has notice or knowledge that the 
subcontractor has been found in violation of the regulations in 24 CFR Part 135. 

 
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 of 24 CFR Part 135 require 
employment opportunities to be directed, were not filled to circumvent the contractor’s 
obligations under 24 CFR Part 135. 

 
F. Noncompliance with HUD’s regulations in 24 CFR Part 135 may result in sanctions, 
termination of this contract for default, and debarment or suspension from future HUD 
assisted contracts. 

 
G. With respect to work performed in connection with Section 3 covered Indian housing 
assistance, section 7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 
450e) also applies to the work to be performed under this contract. Section 7(b) requires that 
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to the greatest extent feasible (i) preference and opportunities for training and employment 
shall be given to Indians, and (ii) preference in the award of contracts and subcontracts shall be 
given to Indian organizations and Indian-owned Economic Enterprises. Parties to this contract 
that are subject to the provisions of Section 3 to the maximum extent feasible, but not in 
derogation of compliance with Section 7(b). 
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CERTIFICATION FOR BUSINESS CONCERNS SEEKING 

SECTION 3 PREFERENCE IN CONTRACTING 

AND DEMONSTRATION OF CAPABILITY 
Name of Business     
Address of Business      
Type of Business:        D Corporation D Partnership 

D Sole Proprietorship D Joint 
 

Venture: Attached is the following documentation as evidence of status: 
 

For Business claiming status as a Section 3 resident-owned enterprise: 
D Copy of resident lease D Copy of receipt of public assistance 
D  Copy of evidence of participation D Other evidence in a public assistance program 

 
For business entity as applicable: 
D Copy of Articlesof Incorporation D Certificate of Good Standing 
D Assumed Business Name Certificate D PartnershipAgreement 
D List of owners/stockholders and D Corporation Annual Report 

% ownership of each D Latest Board minutes appointing officers 
D Organization chart with names and titles D Additional documentation and brief function 

statement 
 

For business claiming Section 3 status by subcontracting 25 percent of the dollar awarded to 
qualified Section 3 business: 
D 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 of first 
employment with the business: 
D List of all current full-time employees D List of employees claiming Section 3 status 
D PHA/IHA Residential lease less than 3 D Other evidence of Section 3 status less than 3 

years from day of employment years from date of employment 
 

Evidence of ability to perform successfully under the terms and conditions of the proposed 
contract: 
D Current financial statement 
D Statement of ability to comply with public policy 
D List of owned equipment 
D List of all contracts for the past two years 

 

(Corporate Seal) 
Authorizing Name and Signature 

 
Attested by:   
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RESIDENT EMPLOYMENT OPPORTUNITY DATA 
CITY OF COLUMBIA 

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, as defined in Section 135.5. (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    
 

   and 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  Copy of receipt of public assistance 

 
 Evidence of participation in a  Other evidence 
Public assistance program 

 
 

Signature    
 
 
 

Print Name Date 
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It is the mission of the City of Columbia to provide a variety of safe, sanitary, accessible, decent, and 
affordable housing to the citizens of the City of Columbia while enhancing and promoting resident 
selfsufficiency. 

 

SECTION 3 CONTRACTING PROCEDURES 
INTRODUCTION 

 
 

The purpose of Section 3 of the Housing and Urban Development Act of 1968 (12 U.S.C. 1701u) 
(Section 3) is to ensure that employment and other economic opportunities generated by certain 
HUD financial assistance shall, to the greatest extend 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 that 
provide economic opportunities to low and very- low income individuals. 

 
Section 3 requirements apply to all contractors and subcontractors performing work in 
connection with projects and activities funded by public housing assistance covered by Section 3, 
regardless of the amount of the contract or subcontract. 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 the procurement standards of 24 CFR 85.36, 24 CFR 85.36b(8). 

 
Contractors who do not qualify as Section 3 business concerns, but who enter into contracts with 
the Housing Authority or the City of Columbia 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 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). 
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WHAT IS A SECTION 3 BUSINESS CONCERN? 
 

A Section 3 Business Concern is a business: 
 

• That is fifty-one percent (51%) or more owned by Section 3 residents; or 
 

• Whose permanent, full-time employees include persons, at least thirty percent (30%0 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 

 
• 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 Columbia, a Section 3 resident is: 
 

• A public housing resident; 
 

• An individual who lives in the City of Columbia and whose income falls within the 
guidelines for low- or very low income. 
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SECTION 3 BUSINESS CONCERN 
 

When considering the award of contracts to business concerns 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: 

 
• A Section 3 business concern that is fifty-one percent (51%) or more owned by 

resident(s) of the public housing development in which the work is directed, or whose 
full-time, permanent employees include at least thirty percent (30%) of the residents of 
the public housing development in which the work is directed; 

 
• A Section 3 business that is majority owned by resident(s) of other developments 

owned by The Columbia Housing Authority or the City of Columbia, but not the housing 
development in which the work is directed, or whose full-time, permanent employees 
include at least thirty percent (30%) residents of other developments owned by The 
Columbia Housing Authority or the City of Columbia but not the housing development 
in which the work is directed; 

 
• HUD Youthbuild programs that are being carried out in the City in which the Section 

3 covered assistance is expended. 
 

• A Section 3 business concern that is majority owned by a Section 3 resident who is 
not a public housing resident or whose permanent, full-time workforce includes no 
less than thirty percent (30%) Section 3 residents who are not public housing 
residents, or that subcontract in excess of twenty-five percent (25%) of the total 
amount of subcontracts to 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 Columbia Housing Authority will, to the greatest extent feasible, offer contracting 
opportunities 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 Housing Authority’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 the competitive bidding 
process. 

 
That business concern must meet, as all businesses must meet, the general conditions of 
Section 3 compliance (refer to Section 3 Clause). 

 
This will include: 

 
• Submitting a list of all positions needed to complete the contract, name of employees 

who will fill those positions, and the names of all otheremployees. 
 

• Posting notices of any vacant positions, including training and/or apprenticeship 
positions, qualifications for positions, the place where applications will be received and 
the starting date of employment. 

 
• To the greatest extent possible, making vacant positions, including training and/or 

apprenticeship positions, available to Section 3 residents (all categories) in order to 
priority. 

 
• As positions are vacated during completion of contract, following guidelines enumerated 

above. 
 

• Submitting Compliance Reports as required. 
 

• If notified of non-compliance, correcting non-compliance within allowable time period. 

507



 

EMPLOYMENT OF SECTION 3 RESIDENTS 
 

When considering the employment of a Section 3 resident, the following order of priority is 
followed as outlined in 24 CFR 135.32: 

 
1. Category 1 – Section 3 Resident 

Residents of the housing development or developments in which the contract shall be 
expended. 

 
2. Category 2 – Section 3 Resident 

Residents of other housing developments managed by the Housing Authority or the City of 
Columbia. 

 
3. Category 3 – Section 3 Resident 

Participants in HUD Youthbuild program being carried out. 
 

4. Category 4 – Section 3 Resident 
All other residents (including Section 8 recipients) of the City of Columbia who meet the 
income guidelines for Section 3 preference (refer to Section 3 Income Limits). 

 
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 of The Columbia Housing Authority qualify as 
Section 3 residents. Additionally, individuals residing within the City of Columbia and who 
meet the income limits below, can also qualify for Section 3 status. 

 

FY 2016 Income 
Category 

Number of Persons 

1 2 3 4 5 6 7 8 

Extremely Low $13,500 $16,020 $20,160 $24,300 $28,440 $32,580 $36,730 $40,890 

Very Low $22,450 $25,650 $28,850 $32,050 $34,650 $37,200 $39,750 $42,350 

Low $35,950 $41,050 $46,200 $51,300 $55,450 $59,550 $63,650 $67,750 
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SECTION 3 SPECIAL CONDITIONS 
 

The City of Columbia has initiated efforts to enhance resident hiring in specific procurement 
areas. These initiatives are designed to set the requirements for resident hiring and 
developing and/or strengthening administrative procedures for facilitating contractors’ hiring 
residents of public housing and other low income and very low- income residents residing in 
the City of Columbia. 

 
1. Procurement Documents 

Each bidder/proposer must include a Section 3 Opportunities Plan or a Schedule D that 
indicates its commitment to meet Section 3 resident hiring requirements. 

 
If a bidder/proposer fails to submit a Section 3 Opportunities Plan or a Schedule D 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 resident hiring requirements will 
be a factor in determining whether the bidder is responsive. 

 
For RFQ’s, RFP’s and IFB’s, 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 Columbia’s desire to provide Columbia Housing Authority and 
neighborhood residents with employment opportunities, the following scale for resident 
hiring will be utilized on all construction contracts, service contracts, and professional 
service contracts containing a labor component: 

 
Total Labor Dollars 

Use Total Contract Amount for Service 
Resident as a % of 
Total Labor Dollars 

At least $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 – 1/2% of the labor dollars 
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With this sliding formula, it is expected that an appropriate number of public housing 
residents and neighborhood residents with particular qualifications or willingness to 
begin unskilled labor will be able to participate in contracted labor efforts. A prime 
contractor, through its subcontractor(s), may satisfy Columbia Housing Authority 
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 impart 
critical Section 3 information to the contractor before commencement of the 
work/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 public housing developments, Section 8 residents, and individuals residing 
within the City of Columbia 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 are directed to low and 
very low income persons, particularly those who are recipients of government assistance for 
housing, and business concerns that provide economic opportunities to low and very low income 
persons. 

 
The Section 3 Opportunities Plan is to be completed for service and professional contracts. There 
are four ways in which Section 3 can be fulfilled. They are listed in order of preference: 

 
• Subcontract or joint venture with a resident owned business. The business must be 51% 

more owned by Section 3 or public housing residents, or a subcontractor/joint venture with a 
business that employs 30% or more full-time, low and very low income individuals or 

 
• Direct hiring of the Columbia Housing Authority’s    

public housing residents and/or low andvery low- income neighborhood residents, or 
 

• Incur the cost of providing skilled training for residents in an amount commensurate with 
the sliding scale set forth. Such training shall be determined after consultation with the 
Section 3 Coordinator of the City of Columbia. 

 
• Contribute to  resident educational fund in an amount commensurate 

with the sliding scale included in the Section 3Conditions. 
 

If a prime contractor is unable to satisfy 10% resident hiring requirements per the above, the 
requirements may be satisfied through any subcontractors that may be involved in the project. 

 
In paragraph number one (1), if the subcontractor has identified a resident owned business or a 
business which employs 30% or more City of Columbia 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. 

 
If the subcontractor plans to hire City of Columbia Public Housing or neighborhood residents to 
work for its company, paragraph two (2) must be completed with the contract number and the 
percentage  of  compliance  in  hiring  the  resident(s).  For  example,  if  your  contract  amount   is 
$100,000, the Section 3 dollar amount that must be expended is 10% of your labor dollars or 
$10,000. 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 Section 3 Resident Educational Fund, which 
requires completion of the corresponding paragraph. 
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If the subcontractor has exhausted the first two options, then the full amount of the contractor’s 
Section 3 obligations will be placed into a Resident Educational Fund, which requires paragraph 
three to be completed and paragraphs one (1) and two (2) will contain zeroes in the percentage 
lines. 

 
The second portion of the Section 3 Opportunities Plan begins with the specification or request 
for proposal title and number. 

 
The third section is to be completed by listing current staff to be used to complete the work bid 
upon. 

 
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 and Procurement/Contracts Department. 

 
The Housing  Authority  or  the  City  of Columbia public  housing  and  neighborhood  residents 
are screened and skills assessed by the Section 3 Coordinator. Each contractor is required to 
attend a pre- construction conference with the Procurement/Contract Compliance Department 
where contractual obligations will be explained, the 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 and Procurement Contract Compliance Department must 
be signed and include the title of person executing the plan. 
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SECTION 3 OPPORTUNITIES PLAN 
 

Business Opportunities and Employment Training of the Columbia Housing Authority, 
Public Housing Residents, and 

Low and Very Low Income Neighborhood Residents 
 

Opportunities Plan 
The Contractor had identified     Section 3 resident owned business(es) or     business(es)      which 
employ 30% or more Section 3 residents tocomply with  % of its Section 3 requirements 
covered under Contract#  . (Option 1) 

 

Alternately, the Contractor hereby agrees to comply with all the provisions of Section 3 as set forth in 24 
CFR 135.1 et seq. and  . Resolutions implementing Section 3 requirements. The Contractor 
hereby submits this document to identify employment opportunities for the public housing residents 
and low and very low- income area residents, during the term of the contract between the Contractor 
and  . 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 the Section 3 
Educational Fund. 

 
Labor Survey: 

 
SPEC OR RFP 
TLE 

   SPEC OR RFP 
NUMBER 

  

 
 
 

1) 
JOB TITLE 

 

 
2) 
NEEDED 

 
NUMBER OF 
POSITIONS 

 
HIRING 
GOAL 

(3) 
FILLLED 

 
(4) 

TO BE 
FILLED 

 
 
(a) LICSDR 

 
 
(b) LIAR 

(a) (b) (c) 
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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 the  resident 
training/educational fundaccount. 

III. Resident List 
Section 3 Resident Employee Information (Jobs to be filled) 

Job 
Title LICSPHA ADDRESS SOCIAL 

    

    

    

    

    

    

    

    

    

LISPHAR = Low and Very Low Income Public Housing Authority Resident 
LIAR = Low and Very Low Income Area Resident 

 
Please check the Option(s) that describe your contracting efforts: 

D Option 1: Subcontract with Section 3 Business(es) – 25% 
D Option 2: Hire Section 3 residents/participants – 25% 
D Option 3:  I have a training program in place and am willing to train  residents – 25% 
D Option 4: Contribute to the training/educational fund for resident training – 25% 

 

In the event I am awarded the contract, I have the option to submit my check in the compliance 
amount of the start of contract date, or allow  to deduct payment from my draw requests. 
(Compliance amount is based upon the labor dollars of the contractaward.) 

 

 
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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NAME OF PRIME CONTRACTOR: _______________________________________ 
TITLE OF RFP OR SPEC: _____________________________________________ 
SPEC # OR  RFP # OR  PURCHASE ORDER#: _________________________________ 
CONTRACT  #: ____________________________________________________ 

 
SECTION 3 COORDINATOR 
PROCUREMENT/CONTRACT COMPLIANCE DEPARTMENT 

 
WARNING: THIS DOCUMENT IS REQUIRED FOR ALL CONSTRUCTION OR LABOR RELATED 
PROCUREMENTS. 

Employment and Training of the Housing Authority or the City of Columbia Public Housing 
Residents and Low and Very Low Income Area Residents. 

 
The Contractor hereby agrees to comply with all the provisions of Section 3 as set forth in 24 CFR 
135.38 implementing Section 3 requirements. The contractor hereby submits this Schedule D as 
its Section 3 Opportunities Plan. 

 
The Contractor shall provide a status report identifying its progress in meeting the Section 3 goals 
established in this Section D 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 Schedule D. For any goal not met, the report 
shall identify any other economic opportunities the contractor has provided or intends to provide 
to Section 3 and neighborhood 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 must complete this Schedule D 
and submit all relevant information required herein. A prime contractor, through its 
subcontractors may satisfy the Section 3 Resident Hiring Requirements. Please complete the Skill 
Needs Table in Section 1 of Section 3 Opportunities Plan in the following columns. 

 
• indicate each category of employment for all phase of this contract; 
• the number of positions which will be needed in each category; 
• how many of those positions are currently filled; 

a) the number filled by neighborhood residents, excluding  and residents; 
b) the number filled by Columbia Public Housing residents; 
c) the number of positions to befilled. 

 
• Indicate your goal for the number of positions you intend to fill with: 

a) Section 3 Residents 
b) Low and Very low income arearesidents. 
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NOTE: The minimum of trainees is that which can reasonably be utilized 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 vacant positions with 
low-income persons (earning less than 80% of the median income in the City of Columbia and 
these positions shall not be filled immediately before undertaking work to circumvent 
regulations as set forth at 24 C.F.R. Part 135 as amended. 

 
II. SECTION 3 BUSINESSES SUBCONTRACTING OPPORTUNITIES 
In a one page letter on your company’s letterhead: 

 
• Indicate the goals, expressed in terms of percentage of planning subcontracting 

dollars, for the use of Section 3 business concerns as subcontractors. 
• 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). 

• 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:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

47 
517



CITY OF COLUMBIA 
AMERICANS WITH DISABILITIES ACT (ADA) POLICY 

SECTION 504 OF THE REHABILITATION ACT 

In accordance with the requirements of Title II of the Americans with Disabilities Act of 1990 
(ADA), the City of Columbia will not discriminate against qualified individuals with disabilities on 
the basis of disability in its services, programs, or activities. 

 
Employment: City of Columbia does not discriminate on the basis of disability in its hiring or 
employment practices and complies with all regulations promulgated by the U.S. Equal 
Employment Opportunity Commission under Title I of the ADA. 

 
Effective Communication: City of Columbia will generally, upon request, provide appropriate 
aids and services leading to effective communication for qualified persons with disabilities so 
they can participate equally in City of Columbia’s programs, services, and activities, including 
qualified sign language interpreters, documents in Braille, and other ways of making 
information and communications accessible to people who have speech, hearing, or vision 
impairments. 

 
Modifications to Policies and Procedures: City of Columbia will make all reasonable 
modifications to policies and programs to ensure that people with disabilities have an equal 
opportunity to enjoy all of its programs, services, and activities. For example, individuals with 
service animals are welcomed in City of Columbia offices, even where pets are generally 
prohibited. 

 
Anyone who requires an auxiliary aid or service for effective communication, or a modification 
of policies or procedures to participate in a program, service, or activity of the City of Columbia, 
should contact the office of: Gardner Johnson, Employee Relations Manager/ ADA Coordinator, 
City of Columbia, Human Resources Department, 1225 Lady Street, PO Box 147, Columbia SC 
29217, telephone 803-545-4265 or fax 803-343-8752 as soon as possible but no later than 48 
hours before the scheduled event. 

 
The ADA does not require the City of Columbia to take any action that would fundamentally 
alter the nature of its programs or services, or impose an undue financial or administrative 
burden. Complaints that a program, service, or activity of City of Columbia is not accessible to 
persons with disabilities should be directed to Gardner Johnson, Employee Relations 
Manager/ADA Coordinator, Human Resources Department, 1225 Lady Street, PO Box 147, 
Columbia SC 29217, telephone (803) 545-4265 or fax (803) 343-8752. 

 
The City of Columbia will not place a surcharge on a particular individual with a disability or any 
group of individuals with disabilities to cover the cost of providing auxiliary aids/services or 
reasonable modifications of policy, such as retrieving items from locations that are open to the 
public but are not accessible to persons who use wheelchairs. 
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NOTICE OF NON-DISCRIMINATION 

As required by Section 504 of the Rehabilitation Act, as amended, and the Americans with 
Disabilities Act (ADA), the City of Columbia has adopted a policy regarding NON-DISCRIMINATION 
ON THE BASIS OF DISABILITY. 

 
The City of Columbia does not discriminate on the basis of disability in the admission to, access 
to, or operation of programs, services or activities. Individuals with disabilities who need 
accessible communication aids or services or other accommodations to participate in programs 
and activities are invited to make their needs and preferences known to the 504/ADA 
Coordinator. At least three to five days' notice is requested so needs can be adequately met. 

 
An internal grievance procedure is available to resolve complaints. 

 
Questions, concerns or requests for additional information regarding 504/ADA should be 
forwarded to: 

Gardner Johnson 
Employee Relations Manager/ADA Coordinator 

1225 Lady Street/P.O. Box 147 
Columbia SC 29217 

Phone: (803) 545-4265 
 

Days and hours available: Monday-Friday 8:30 a.m. to 5 pm. 
 

Upon request, this notice is available in alternative forms such as large print or audio tape from 
the 504/ADA Coordinator. 
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GRIEVANCE PROCEDURE UNDER THE AMERICANS WITH DISABILITY ACT (ADA) 
 

This Grievance Procedure is established to meet the requirements of the Americans with 
Disabilities Act of 1990 ("ADA"). It may be used by anyone who wishes to file a complaint 
alleging discrimination on the basis of disability in the provision of services, activities, programs, 
or benefits by the City Of Columbia. The City Of Columbia's Employee Handbook governs 
employment-related complaints of disability discrimination. 

 
The complaint should be in writing and contain information about the alleged discrimination 
such as name, address, phone number of complainant and location, date, and description of  
the problem. Alternative means of filing complaints, such as personal interviews or a tape 
recording of the complaint will be made available for persons with disabilities upon request. 

 
The complaint should be submitted by the grievant and/or his/her designee as soon as possible 
but no later than 60 calendar days after the alleged violation to: 

 
Gardner Johnson 

Employee Relations Manager/ADA Coordinator 
Human Resources Department 

1225 Lady Street 
Columbia SC 29201 

 
Within 15 calendar days after receipt of the complaint, the ADA coordinator designee will meet 
with the complainant to discuss the complaint and the possible resolutions. Within 15 calendar 
days of the meeting, the ADA Coordinator's name will respond in writing, and where 
appropriate, in a format accessible to the complainant, such as large print, Braille, or audio 
tape. The response will explain the position of the City of Columbia and offer options for 
substantive resolution of the complaint. 

 
If the response by ADA Coordinator does not satisfactorily resolve the issue, the complainant 
and/or his/her designee may appeal the decision within 15 calendar days after receipt of the 
response to the Assistant City Manager or her designee. Within 15 calendar days after receipt 
of the appeal, the Assistance City Manager will meet with the complainant to discuss the 
complaint and possible resolutions. Within 15 days after the meeting, the Assistant City 
Manager will respond in writing and, where appropriate, in a format accessible to the 
complainant, with a final resolution of the complaint. 

 
All written complaints received by the ADA Coordinator, appeals to the Assistant City Manager 
(or designee), and responses from these two offices will be retained by the City of Columbia for 
at least three years. 
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TITLE VI COMPLIANCE 

 
The ADA Transition Plan Overview 
The American with Disabilities Act Transition Plan is the City of Columbia commitment to 
providing equal access to all of its public programs, services, facilities, and activities for citizens 
with disabilities. To develop this plan, the City of Columbia has undertaken a comprehensive 
evaluation of its facilities and programs to determine what types of access barriers exist for 
individuals with disabilities. This plan replaces previous self-evaluation and transition plans 
developed by the City and its departments, and will be used to guide future planning and 
implementation of necessary accessibility improvements. 

 
The American with Disabilities Act (ADA) of 1990 is a Federal Civil Rights Legislation, which 
mandates non-discrimination to persons with disabilities. The U.S. Congress signed the ADA in 
1990, and it went into effect in 1992. The ADA is a civil rights law that prohibits discrimination 
against individuals with disabilities in access to jobs, public accommodations, and governmental 
services and programs, public transportation, and telecommunications. 

 
Title I of the ADA prohibits local governments from discriminating against qualified individuals 
with disabilities in job application procedures, hiring, firing, advancement, compensation, job 
training, and other terms, conditions, and privileges of employment. The City of Columbia is 
currently reviewing and revising the City Policy to include a section specifically to an EEO 
program. Currently, there is language regarding the City’s prohibiting discrimination under Anti- 
harassment, but we want to better address our EEO program by updating our policy. 

 
Title II of the ADA prohibits general discrimination by local governments on the basis of 
disability contained in Section 504 of the Rehabilitation Act of 1973. It prohibits the City from 
denying persons with disabilities the equal opportunity to participate in its services, programs, 
or activities, either directly or indirectly through contractual agreements. 

 
It is important that the City of Columbia as a recipient of federal funding complies with all 
applicable federal and state laws, including those protecting persons with disabilities under 
Section 504 of the Rehabilitation Act of 1973. 
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CITY OF COLUMBIA 

AMERICANS WITH DISABILITIES ACT GRIEVANCE FORM 

Date:    
 

Name of Grievant:    
 

Address of Grievant:    
 

Telephone Number(s):    
 

Name, Address, and Contact Number of Alternate Contact Person:    
 
 
 

Department/Division alleged to have denied access: 
 

Department:    
 

Division:    
 

Location:    
 

I was denied access on:  (date) 
 

Disability Statement: 
 

My Disability is:    
 
 
 

The problem is: temporary   permanent   
 

I am seeking access to the following City of Columbia program or activity in which I haven’t 
been able to participate because I need an accommodation:    

 
 

 

Proposed Access or Accommodation: 

522



The accommodation I seek:    
 
 
 

Incident or Barrier: 
 

Please describe the particular way in which you believe you have been denied the benefits of 
any services, program, or activity or have otherwise been subjected to discrimination. Please 
specify dates, times, and places of incidents, and names and/or positions of City employees 
involved, if any, as well as names, addresses and telephone numbers of any eyewitnesses to 
any such incident. Attach additional pages, if necessary. Include a description of the way in 
which you feel access may be had to the benefits described above, or the way in which 
accommodation could be provided to allow access. 

 
 

 

 

 
 

Fax this form to 803-343-8752 or email gljohnson@columbiasc.net or mail to: 
 

Gardner Johnson, Employee Relations Manager/ADA Coordinator 

City Of Columbia 

Human Resources Department 

1225 Lady Street, PO Box 147 

Columbia SC 29217 
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City Of Columbia 

ADA Title II Appeal Form 
Please complete the ADA Title II Appeal Form if you are a program participant or member of the public 
dissatisfied with or wish to appeal the ADA Coordinator’s response to your initial complaint alleging the 
City is in violation of Title II of the ADA in regard to a program, service, activity or facility. The decision 
may be appealed to the City Manager or his designee within 20 calendar days after receipt of the ADA 
Coordinator’s response. An appeal should detail the reasons the grievant believes the findings to be in 
error. 

 
The City Manager or designated representative may meet with you and/or the City’s ADA Coordinator to 
discuss the matter appealed and attempt to reach an informal resolution of the appeal. Any informal 
resolution will be documented in the City ADA Coordinator’s file. The City Manager or designated 
representative will make a final determination within 20 business days from the date of the filing of the 
appeal for reconsideration. 

 
The resolution of any specific complaint will require consideration and balancing of varying 
circumstances to include but not limited to: nature of disability, nature of access to services, programs 
or facilities at issue, health and safety of others, degree to which an accommodation would constitute a 
fundamental alteration to the program, service or facility, whether the accommodation will present an 
undue hardship to the City. The resolution by the City of any one complaint does not constitute a 
precedent by which the City is bound or upon which other complaining parties may rely. 

 
Alternative formats are available. Please contact the ADA Coordinator via mail, email, phone or fax. You 
may submit your complaint or appeal by phone to the ADA Coordinator. 

Use of the City’s appeal procedure is not a prerequisite to the pursuit of other remedies. If the appellant 
is dissatisfied or does not wish to file an appeal through the City’s ADA Appeal Procedure, the appellant 
may file a complaint directly with the US Department of Justice or other appropriate state or federal 
agency. 

 
If you have questions about the ADA appeal process, please contact: Gardner Johnson, Employee 
Relations Manager/ADA Coordinator, Human Resources Department, 1225 Lady Street, PO Box 147, 
Columbia, SC 29217, telephone 803-545-4265, email gljohnson@columbiasc.net 

 

Date:    

524

mailto:gljohnson@columbiasc.net


Name:    
 

Street Address:    
 

City:  State  ZipCode:   
 

Phone (day):  (evening)    
 

Email:    
 

Preferred Method of Contact:    
 
 
 

ADA Title II Appeal 
 
 
 

1. Provide a brief description of the original accommodation request or compliant 
 
 
 
 
 

2. Date of original compliant: 
3. Date of receipt of City’s response: 
4. Describe alleged violation: 

 
 
 

5. Describe the remedy sought: 
 
 
 
 
 
 

Please attach additional sheets as necessary and include information you are appealing. 
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Appendix 
Additional Policies and Procedures 
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Appendix A – Maintaining a Comprehensive Website 
 

In accordance with Federal Register Vol. 81, No. 117 (Notice), the City of Columbia must have adequate 
procedures to maintain a comprehensive website regarding all disaster recovery activities. Prior to the 
issuance of the Notice, the City of Columbia established a separate webpage for the flood recovery at 
http://columbiasc.gov/flood. To date, this website has been used to report the status of FEMA DR 4241 
flood recovery projects and other general information for the public. As a result of CDBG-DR funds being 
appropriated, the city will create a separate CDBG-DR website to conform to the requirements in the 
Notice. The City’s CDBG-DR webpage will also be updated on a regular basis in accordance with the 
following procedures and standards so that it will contain links to information regarding the use and 
management of grant funds, links to all action plans and action plan amendments, performance reports, 
citizen participation notices, and program information for activities described in the action plan, 
including details of all contracts and ongoing procurement policies. 

 
Procedures for the Upload of Action Plan and Action Plan Amendments 
Prior to the city adopting the initial Action Plan for the CDBG-DR grant, or any substantial 
amendment to the grant, the city will publish the proposed Action Plan or Action Plan Amendment 
to the CDBG-DR website in English, Spanish and accessible formats as required by Section 508 of 
the Rehabilitation Act of 1973, as amended. In addition the notice and proposed Action Plan will be 
posted in prominent location on the website so that citizens, affected local governments, and other 
interested parties have at least 14 days to examine the plan or amendment's contents. The website 
will also solicit public comments and provide instructions on the submittal of comments to the city 
for consideration. The topic of disaster recovery and Action Plan notices will also be navigable from 
the city’s website and Flood Recovery webpage. 
In addition, the Community Development Department will ensure that every amendment to the Action 
Plan (substantial and non-substantial) is appropriately numbered with any amendment highlighted, or 
otherwise identified, within the context of the entire action plan, with a section that identifies exactly 
the content that is being added, deleted, or changed. The action plan amendment will also include a 
revised budget allocation table that reflects the entirety of all funds, as amended. At all times the city’s 
most recent version of the uploaded action plan will accessible for viewing as a single document at any 
given point in time, rather than the public or HUD having to view and cross-reference changes among 
multiple amendments. 

 
Posting of DRGR and other Performance Reports 
The city will post all Disaster Recovery Grant Reporting (DRGR) reports within 3 days of submission 
to HUD. In the event the QPR is rejected by HUD, the city will post the revised version, as approved 
by HUD, within 3 days of the approval. DRGR reporting staff will be responsible for ensuring that 
the QPR is upload to the CDBG-DR website on the same day that they are submitted to HUD. 

 
Use of Grant Funds 
In addition to the QPR, the city will post a report showing the total amount and status of the 
congressional appropriation (and any subsequent appropriation) plus the total budgeted for each CDBG- 
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DR approved programs, amount of funding obligated and expended, and remaining balances. This report 
will be updated quarterly by DRGR reporting staff and will be posted in conjunction with the QPR. 

 
Procurement Policies and Solicitations 
The City of Columbia CDBG-DR Procurement Policies and all CDBG-DR solicitations will be posted on the 
website at the same time they are posted in the newspaper or other required websites. At a minimum, 
all solicitations shall include the type of procurement (RFP, RFQ, etc.), description of the services to be 
provided, Addendums, due date of the proposal, and date of award. The Procurement and Contracts 
Department will be responsible for providing the Public Relations and Media Department with 
procurement policies and solicitations for all CDBG-DR contracts. 

 
CDBG-DR Contracts and Status 
All CDBG-DR Contracts subject to 24 CFR 85.36 and/or in accordance with city procurement  policies 
will be posted on the city’s CDBG-DR website. This includes contracts that the city procured directly 
and also those entered into by the city’s sub- recipients. In addition to  original  contracts,  all  
approved amendments and task orderswill also be uploaded to the website. At a minimum, the listing 
for each contract will include a key phrase or statement regarding the purpose of the contract, name of 
the contractor, original and current contractual value, number of contract amendments, amount 
expended, and start date. Contract and subsequent amendments or Task Orders will be posted within 
3 days of approval. The Procurement and Contracts Office will be responsible for providing the Public 
Relations and Media Department with CDBG-DR contracts, information related to the contracts, and any 
subsequent amendments or approved Task Orders. 

 
Program Policies and Documents 
All program policies and required documents (sample application, grant agreement documents, 
etc.) will also be posted to the CDBG-DR Website so that they are accessible to applicants who may 
have questions or need additional information. As program policies and required documentation 
change during implementation, updated versions will be uploaded to the website with approved 
changes listed. Community Development Department staff will be responsible for providing 
updated policies and documents to the Public Relations and Media Department for upload to the 
website as necessary. 

 
Applicant Status 
HUD is requiring grantees to utilize various mediums of communication, such as websites or other means 
in order to provide individual applicants for recovery assistance with timely information on the status of 
their application. Due to the level of security necessary to protect an applicant’s Personally Identifiable 
Information (PII) and other grant information from external predatory practices, the city of Columbia 
will upload a flow chart to the CDBG- DR Website showing each stage of the grant process so that 
applicants, who will receive letters as their status changes in the program, will be able to understand the 
required steps from the initial application intake to project close out. 
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Section 504 and 508 Compliance 
In addition to the requirement to ensure that all information related to the City of Columbia flood 
recovery is available on the city’s public website, this information will also be provided in a format that 
is accessible to persons with disabilities and non-English speaking persons. For this reason, it is the intent 
of the city to ensure that program notifications and documents comply with Sections 504 and 508 of the 
Rehabilitation Act of 1973, as amended. Compliance with these regulations will assist people with 
disabilities to access information in an electronic format and eliminate language barriers. In addition, 
the following statement will be placed on the Flood Recovery webpage to notify the general public 
regarding non-discrimination and the availability of reasonable accommodations upon request. 

 
“The City of Columbia does not discriminate on the basis of race, color, national origin, sex, age, religion or 
disability, and provides, upon request, reasonable accommodation, including auxiliary aids and services, to afford 
an individual with a disability an equal opportunity to participate in all services, programs and activities. Towards 
this end, we continually strive to make our web platform friendly to screen readers and other accessibility-related 
software, and provide accessible documents where possible. Any person requiring assistance, or would like a copy 
of a specific document, should contact the Human Resources Employee Relations Officer at 803-545-4265” 

 
Responsible Agency 
The City of Columbia Community Development Department will coordinate all updates to the city’s 
CDBG-DR website in order to ensure that all content meets the city’s website requirements and is 
accessible to person with disabilities or language barriers within the timeframes established in the 
Notice. The Community Development Department will provide the initial Action Plan and subsequent 
amendments 10 days in advance of the anticipated posting date in order to ensure sufficient time to 
translate the documents and notices into Spanish. The Community Development Department and/or 
DRGR reporting staff will also publish the QPR to the City’s CDBG-DR website on the same day that it is 
submitted so that it and any revisions can be uploaded within the 3 day timeframe established by HUD. 
In addition, the Community Development Department will publish CDBG-DR program policies and 
required documentation as updated. The Procurement and Contracts Department will be responsible to 
provide procurement and contractual information to the Community Development Department for 
upload and updating within 3 days of approval. 

 
The City of Columbia developed the Maintaining a Comprehensive Website Policy and Procedure for the CDBG- 
DR program and it will be updated for the CDBG_MIT program. 
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Appendix B - Procedures to Determine Timely Expenditures 
 

In accordance with Federal Register Vol. 81, No. 117 (Notice), the City of Columbia must track and 
document the timely expenditure of mitigation CDBG funding (CDBG-MIT) received to recover from the 
severe storms and flooding resulting from Hurricane Joaquin (DR 4241/3373). In order to ensure 
expenditure of all CDBG-MIT funds within the required six-year period, the City of Columbia must submit 
projections regarding the obligation and expenditure of all CDBGMIT funds over the life of the award as 
well as the anticipated outcomes associated with program activities. These projections enable the City 
of Columbia and the Department of Housing and Urban Development (HUD) to evaluate progress on 
program activities and ensure recovery efforts are achieved in a timely manner. In order to achieve these 
goals, the city has established the following procedures to implement strict guidelines for all city 
administered projects and within grant agreements with sub-recipients. In addition, the city will provide 
technical assistance and support to all sub-recipients as needed so that quarterly goals are met, and 
funds are expended within all deadlines. 
Projection of CDBG-MIT Expenditures and Outcomes 
As part of the initial Action Plan, the City of Columbia will outline CDBG-MIT program activities, method 
of distribution, and anticipated projections for the timely expenditure of funding to meet the six year 
deadline established in the Notice. Within 90 days of Action Plan approval by HUD, the City will amend 
its published action plan to project quarterly expenditures and anticipated program outcomes. These 
projections will be based on each quarter's expected performance beginning with the quarter funds are 
available to the city and continuing each quarter until all funds are expended. The published action plan 
will be amended to accommodate any subsequent changes, updates or revision of the projections. In 
addition to amending the initial Action Plan, the city will submit its projections to HUD within 120 days 
after the grantee’s initial Action Plan has been submitted via the Disaster Recovery Grant Reporting 
(DRGR) system. The projections will be posted on the city’s Flood Recovery Website in order to enable 
HUD, and the public to track proposed versus actual performance of each program. In order to develop 
these projections, the city will use the “HUD Template for Grantee Projections”. 
Procedures to Track Program Performance 
HUD requires that grantees enter information in the Disaster Recovery Grant Reporting System (DRGR) 
in sufficient detail to permit the Department's review of grantee performance on a quarterly basis 
through the Quarterly Performance Report (QPR). In addition to program progress and outcomes, the 
city is required to report summary information on monitoring visits and reports, audits, and technical 
assistance conducted as part of city oversight of disaster recovery programs. The QPR will also include a 
summary indicating the number of oversight visits and reports. The city will use data entered into the 
DRGR action plan and the QPR, transactional data from the DRGR system, and other information 
provided by sub-recipients to provide reports to HUD and the public, as well as to: (1) monitor for 
anomalies or performance problems that suggest fraud, abuse of funds, and duplication of benefits; (2) 
reconcile budgets, obligations, funding draws, and expenditures; (3) calculate expenditures to determine 
compliance with administrative and public service caps and the overall percentage of funds that benefit 
low- and moderate-income persons; and (4) analyze the risk of city administered and sub-recipient 
programs to determine monitoring priorities and opportunities to provide technical assistance. The city 
will submit a QPR through the DRGR system no later than 30 days following the end of each calendar 
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quarter. Within 3 days of submission to HUD, each QPR will be posted on the city’s official Flood 
Recovery website. In order to meet quarterly goals, the city will establish monthly performance metrics 
for city and sub-recipient administered programs. Performance metrics will be based upon program type 
and established benchmarks established to achieve quarterly projections as reported in the DRGR. These 
metrics will be incorporated into all sub-recipient grant agreements in order to measure performance 
and reallocate funding if necessary. 
Monitoring 
The City of Columbia will monitor performance reports and provide technical assistance to city assigned 
Program Managers and sub-recipients as necessary in order to ensure the timely obligation and 
expenditure of CDBG-MIT funds. In addition, each program will be monitored at least once annually for 
compliance with federal regulations and program performance. Risk assessments, desktop and on-site 
visits will be conducted in accordance with the city’s current “Community Development Department 
Monitoring Strategy”. City or sub-recipient administered programs that are not meeting monthly or 
quarterly performance metrics are subject to potential reprogramming to other CDBG-MIT programs. 
Technical Assistance 
An initial risk analysis will be conducted on each city and sub-recipient program in order to determine 
the level of monitoring necessary. High risk programs and sub-recipients will be monitored on site in the 
same fiscal year in which the risk analysis was conducted so that technical assistance can be provided to 
ensure all federal requirements and the performance metrics are met. On-going technical assistance 
regarding program reporting and metrics will be provided upon signing a grant agreement and as 
necessary thereafter. 
Reallocation 
Both city and sub-recipient administered programs are subject to reallocation to other programs or sub- 
recipients if participation and/or expenditure rates do not meet quarterly projections. The city will 
prepare and submit Action Plan Amendments to re-program funds for programs that are not anticipated 
to meet quarterly performance metrics or anticipated outcomes as necessary. 
Responsible Agency 
The City of Columbia Community Development Department, in conjunction with the Budget and 
Program Management Office, is tasked with the responsibility of oversight, tracking, and reporting of 
CDBG-MIT obligation and expenditure rates on a monthly and quarterly basis. This agency will also be 
responsible for entering recovery program data into the DRGR System and upload of the QPR and other 
performance reports to the city’s official Flood Recovery Website 

 
The City of Columbia developed the Procedure to Determine Timely Expenditures Policy and Procedure for the CDBG- 
DR program and it will be updated for the CDBG_MIT program. 
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Appendix C – Procedures to Detect Fraud, Waste and Abuse of Funds 
The city of Columbia has established policies and procedures to prevent fraud, waste and abuse 
of funds. These procedures are designed to identify discrepancies and risks in the information 
provided by third parties. Such discrepancies and risks may be indicative of fraud, waste, and 
abuse. By implementing these checks, city staff can verify the accuracy of information provided 
by program applicants, vendors, and sub-recipients. These checks are conducted systematically, 
utilizing standardized research methodologies, which flag identification processes for consistency 
and equitable treatment across relevant sources   

I. Program Applicants  
The following checks are run for each applicant: 

1. Social Security Number Check (for relevant applicant types); 
2. Business status check (for relevant applicant types);  
3. Confirmation of association with property address;  
4. Check of relevant watch lists and debarment lists;  
5. Searches for State of South Carolina tax liens;  
6. Searches for federal tax liens filed in South Carolina; and  

Findings are communicated as necessary to the applicant. A clarification process will be utilized 
to clear up or cure any discrepancies that the applicant may have with the results. In addition, 
deficient AFWA checks are reviewed by city program staff.   

II.  Vendors  
The city of Columbia staff will verify the accuracy of information provided by its vendors.  

Prior to contract execution, the city’s procedures include, but are not limited to,  

• reviewing debarment lists; 
• searching known databases for information (for example: state of South Carolina tax liens 

and incorporation documents);  
• conducting internet research, and obtaining information available from State and Federal 

agencies, such as substantiated investigative findings and audit reports.  

The city of Columbia staff has established regular channels of communication with other State 
and local government agencies who are contracting with various entities for services relating to 
storm recovery efforts in order to be on guard for issues relating to contractor fraud, waste, and 
abuse. Findings are reported to city procurement staff.  

III.  Subrecipients  
As it does with its vendors, the city of Columbia reviews debarment lists and known databases, 
conducts internet research, and obtains information available from State and Federal agencies, 
prior to executing agreements with sub-recipients. Findings are reported to city procurement 
staff.  



IV.  Segregation of Duties in City Procurement Policies  
Segregation of duties is a vital and critical measure used for effective internal controls in 
citywide procurement and contracting operations and to further ensure the integrity of the 
business process. These measures are in place to further reduce the risk of both erroneous 
and inappropriate actions, deter fraud and fraudulent act. Segregation of duties is a deterrent 
to fraud and fraudulent acts. A person with multiple functional roles has a greater opportunity 
to abuse their powers within an organization. S eparate functions at the city of Columbia 
include, but may not be limited to, the clear separation of purchasing and finance roles.  This also 
includes a separation of receiving (custody) of assets and recording, payments, monitoring and 
reviewer approval roles. 

Examples of segregation of duties are as follows: 
 

The person who requisitions the purchase of goods or services is not the person who creates the 
purchase order or approves the purchase; 
 

• The person who approves the purchase of goods or services is not the person who 
processes the invoices for payment; 

 

• The person receiving on an invoice is not the same individual creating the 
Purchase Order; 

 

• The person who approves the purchase of goods or services is not able to obtain 
custody of checks to the recipient; 

 

• The person who opens the mail should does not handle fixed assets, invoicing, 
checks, etc. 

V. Inter-Departmental Coordination 
Effective coordination between city departments and personnel enables all programs, vendors 
administering city programs, departments, and subrecipients to comply with applicable State and 
federal regulations, prevent and minimize fraud, waste and abuse, and effectively fulfill the goals 
set forth by the city.  

The Community Development Department, in conjunction with Procurement, Finance, and the 
City Attorney Office, perform the following tasks:  

Gauge the overall progress and effectiveness of project implementation;  



1. Identify issues that may compromise program integrity, fund, and service delivery;  
2. Work with program and operational staff to implement corrective action and resolutions;  
3.  Oversee the implementation of the city’s recapture process;  
4. Provide information and input on how city programs and practices can be improved and enhanced 

to improve performance, efficiency, and curtail waste, fraud, and abuse; and 
5. Serve as a layer of oversight to mitigate any potential risks, proactively detect and investigate 

potential fraud, and identify areas in which to strengthen program capacity and the quality of 
service delivery.   

VI. Internal Auditor 
The Internal Auditor position was created as part of the City’s CDBG DR efforts and reports 
directly to the City Manager.  

The role of the independent auditor is to conduct internal monitoring/audits of city administered 
programs as directed. The auditor will also be responsible for the review and evaluation of 
internal controls related to the city’s CDBG-DR MIT programs and coordination of external audits 
or monitoring by city, state, and federal agencies. In addition, the internal auditor will be 
responsible for managing CDBG-DR MIT Quality Assurance/Quality Control programmatic 
processes and coordinating the city’s efforts to detect fraud, waste, and abuse in CDBG-DR MIT 
programs. 

The internal auditor plays an important role in looking for errors and instances of malfeasance 
for all city procurements and program delivery, and specifically as part of the city’s administration 
of its CDBG-DR MIT funds. The internal auditor verifies that the city has in place procedures to 
perform price and cost analyses of proposed expenditures of grant funds and that analyses are 
performed, when required.   

The internal auditor evaluates documentation maintained by the city, regarding price and cost 
analyses, and verifies that it includes evidence that all costs are allowable, allocable and 
reasonable. Finally, when items are procured with sole-source contracts, the internal auditor 
verifies that the city has maintained sufficient documentation supporting its position.  

The internal auditor is responsible for preparing a report that describes all internal control 
activities, its testing of those controls, and any concerns or issues noted during its review. This 
report is prepared annually and submitted to the City Manager’s Office for review. Different 
functions within program areas are selected each year for internal control review.   

As necessary, the Community Development Department, along with its partners, develops an 
appropriate corrective action plan to strengthen the controls that mitigate and address concerns 
or findings noted in the internal auditor’s report. Documentation is required to ensure that 
corrective action has taken place prior to closing out concerns or findings.  

  



VII. Training 
Grantee staff and, as appropriate subrecipient staff will attend fraud related training provided by 
HUD OIG. Every effort will be made to participate in these trainings when provided at CHUD 
sponsored CDBG-DR clinics, or when offered within a day’s drive from Columbia. 

VIII. AFWA Hotline 
The Department of Community Development will maintain a reporting hotline, as it relates to 
Department activities, including any contested findings and recommendations. Using this hotline, 
city residents may call to report observations of fraud, waste or abuse.  



Appendix C – Procedures to Detect Fraud, Waste and Abuse of Funds 
 

The city of Columbia has established policies and procedures to prevent fraud, waste and abuse of funds. 
These procedures are designed to identify discrepancies and risks in the information provided by third 
parties. Such discrepancies and risks may be indicative of fraud, waste, and abuse. By implementing 
these checks, city staff can verify the accuracy of information provided by program applicants, vendors, 
and sub-recipients. These checks are conducted systematically, utilizing standardized research 
methodologies, which flag identification processes for consistency and equitable treatment across 
relevant sources 
Program Applicants 
The following checks are run for each applicant: 

• Social Security Number Check (for relevant applicant types); 
• Business status check (for relevant applicant types); 
• Confirmation of association with property address; 
• Check of relevant watch lists and debarment lists; 
• Searches for State of South Carolina tax liens; 
• Searches for federal tax liens filed in South Carolina; and 
• Findings are communicated as necessary to the applicant. A clarification process will be utilized 

to clear up or cure any discrepancies that the applicant may have with the results. In addition, 
deficient Anti-Fraud Waste and Abuse (AFWA) checks are reviewed by city program staff. 

Vendors 
The city of Columbia staff will verify the accuracy of information provided by its vendors. 
Prior to contract execution, the city’s procedures include, but are not limited to, reviewing debarment 
lists; searching known databases for information (for example: state of South Carolina tax liens and 
incorporation documents); conducting internet research, and obtaining information available from State 
and Federal agencies, such as substantiated investigative findings and audit reports. The city of Columbia 
staff has established regular channels of communication with other State and local government agencies 
who are contracting with various entities for services relating to storm recovery efforts in order to be on 
guard for issues relating to contractor fraud, waste, and abuse. Findings are reported to city 
procurement staff. 
Subrecipients 
As it does with its vendors, the city of Columbia reviews debarment lists and known databases, conducts 
internet research, and obtains information available from State and Federal agencies, prior to executing 
agreements with sub-recipients. Findings are reported to city procurement staff. 
Segregation of Duties in City Procurement Policies 
Segregation of duties is a vital and critical measure used for effective internal controls in citywide 
procurement and contracting operations and to further ensure the integrity of the business process. 
These measures are in place to further reduce the risk of both erroneous and inappropriate actions, 
deter fraud and fraudulent act. Segregation of duties is a deterrent to fraud and fraudulent acts. A 
person with multiple functional roles has a greater opportunity to abuse their powers within an 
organization. S eparate functions at the city of Columbia include, but may not be limited to, the clear 
separation of purchasing and finance roles. This also includes a separation of receiving (custody) of assets 
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and recording, payments, monitoring and reviewer approval roles. Examples of segregation of duties are 
as follows: 

• The person who requisitions the purchase of goods or services is not the person who creates the 
purchase order or approves the purchase; 

• The person who approves the purchase of goods or services is not the person who processes the 
invoices for payment; 

• The person receiving on an invoice is not the same individual creating the Purchase Order; 
• The person who approves the purchase of goods or services is not able to obtain custody of checks 

to the recipient; 
• The person who opens the mail should does not handle fixed assets, invoicing, checks, etc. 

Inter-Departmental Coordination 
Effective coordination between city departments and personnel enables all programs, vendors 
administering city programs, departments, and subrecipients to comply with applicable State and 
federal regulations, prevent and minimize fraud, waste and abuse, and effectively fulfill the goals set 
forth by the city. The Community Development Department, in conjunction with Procurement, Finance, 
and the City Attorney Office, perform the following tasks: 

• Gauge the overall progress and effectiveness of project implementation; 
• Identify issues that may compromise program integrity, fund, and service delivery; 
• Work with program and operational staff to implement corrective action and resolutions; 
• Oversee the implementation of the city’s recapture process; 
• Provide information and input on how city programs and practices can be improved and 

enhanced to improve performance, efficiency, and curtail waste, fraud, and abuse; and 
• Serve as a layer of oversight to mitigate any potential risks, proactively detect and investigate 

potential fraud, and identify areas in which to strengthen program capacity and the quality of 
service delivery. 

Internal Auditor 
The Internal Auditor position was created as part of the City’s CDBG DR efforts and reports directly to 
the City Manager. The role of the independent auditor is to conduct internal monitoring/audits of city 
administered programs as directed. The auditor will also be responsible for the review and evaluation of 
internal controls related to the city’s CDBG-DR MIT programs and coordination of external audits or 
monitoring by city, state, and federal agencies. In addition, the internal auditor will be responsible for 
managing CDBG-DR MIT Quality Assurance/Quality Control processes and coordinating the city’s efforts 
to detect fraud, waste, and abuse in CDBG-DR MIT programs. The internal auditor plays an important 
role in looking for errors and instances of malfeasance for all city procurements and program delivery, 
and specifically as part of the city’s administration of its CDBG-DR MIT funds. The internal auditor verifies 
that the city has in place procedures to perform price and cost analyses of proposed expenditures of 
grant funds and that analyses are performed, when required. The internal auditor evaluates 
documentation maintained by the city, regarding price and cost analyses, and verifies that it includes 
evidence that all costs are allowable, allocable and reasonable. Finally, when items are procured with 
sole-source contracts, the internal auditor v1erifies that the city has maintained sufficient 
documentation supporting its position. The internal auditor is responsible for preparing a report that 
describes all internal control activities, its testing of those controls, and any concerns or issues noted 
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during its review. This report is prepared annually and submitted to the City Manager’s Office for review. 
Different functions wi0thin program areas are selected each year for internal control review. As 
necessary, the Community Development Department, along with its partners, develops an appropriate 
corrective action plan to strengthen the controls that mitigate and address concerns or findings noted 
in the internal auditor’s report. Documentation is required to ensure that corrective action has taken 
place prior to closing out concerns or findings. 
Anti-Fraud Waste and Abuse Hotline 
The Department of Community Development will maintain a reporting hotline, as it relates to 
Department activities, including any contested findings and recommendations. Using this hotline, city 
residents may call to report observations of fraud, waste or abuse. 

 
The City of Columbia developed the Procedures to Detect Fraud, Waste and Abuse of Funds for the CDBG_MIT 
program. 
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Appendix D - City of Columbia Financial Policies and Procedures 
 

Purpose: 
Any grant received directly from the Federal Government or the State as a pass-through entity must be 
expended in accordance with Federal Regulatory guidelines.  If not, funds must be returned; in the 
case of reimbursement grants, expended funds may not be reimbursed to the City to cover 
expenditures. To avoid these situations and resulting appropriation challenges, all grants are to be 
documented at submission, not approval, by the City Manager via the Accounting Office. 

 
Initial setup of Grants: 
The grant should be setup in IFAS with a project ID code unique to that grant. A schedule should be 
created which summarizes all technical information related to the grant. This schedule is the Project 
Form. This schedule includes the Grant Title, CFDA #, grantor identified grant numbers, terms, amount 
to be federally funded, the City’s Fund where the grant will be tracked, and Project ID used to track the 
grant. The schedule should also note any matching requirements to be provided by the City and the 
pass-through agency, if any. 

 
The departmental schedule should be updated on a quarterly basis for any expenditures or revenue 
related to the grant. This schedule should be submitted to the Accounting Office within 10 calendar 
days of the quarter end. The Grant Accountant will work with the department representative to resolve 
any variances in the book of record, IFAS, and the departmental schedule. 

 
The Accounting Office should maintain a soft-copy or hard-copy folder for each grant. It should contain 
a copy of the grant, a copy of the program from the CFDA website (now SAM), copies of checks or stubs 
received as requested by the grantor, a copy of the Project-Grant form sent to Accounting to setup the 
grant in IFAS. This form should state from which appropriation account number or fund the City’s 
matching funds are to come. 

 
Receipt of funds: 
All grant checks received by the city should first pass through Accounting by way of the Deputy Finance 
Director or appointed Grant Accountant prior to being deposited to ensure that the funds are applied 
to the appropriate grant. Accounting will deposit the check when the funds are properly classified. 

 
Money received will be categorized in one of two ways. 
• If the City is being reimbursed for expenditures already incurred, then the funds will be recorded as 

revenue when the expenditures are incurred. Accounting or the Department should request 
reimbursement funds by which ever method is set forth in the grant document. If this process is 
handled by another department within the City, the reimbursement request should include 
Accounting in the submission, to ensure consistency with the City’s book of record, IFAS, and a timely 
submission. 
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• If the City receives the funds at the start of the grant period, then the funds should be recorded 
as deferred revenue. The funds will not be recognized as revenue until the City has incurred 
expenditures for that grant as specified in the grant document. At the end of the grant term, 
Accounting will need to determine what amount, if any, should be returned to the regulatory 
agency. 

 
Transfer of funds: 
The Accounting will transfer any funds needed to match the funds to be provided by the regulatory 
agency. The funds should be transferred from which ever fund/account is noted on the grant form that 
was initially sent to accounting to setup the grant. 

 
Regulatory Reporting: 
Typically, quarterly reports must be issued to the regulatory agency. Accounting should be aware of the 
deadline and should review any financial data contained in the reports before they are submitted, with 
sufficient turnaround time provided. 

 
Fiscal Year-end: 
At year-end, accounting will prepare a schedule of Federal Awards and Expenditures. This schedule 
should show every grant that was available to the City during the year. 

 
The schedule should show all expenditures that were incurred by the City for each grant. The 
expenditures should be designated as Federal or Other. 

 
The schedule should also classify all funds received during the year as Federal or Other. Funds 
transferred to a grant should be shown as City. 

 
Each grant should have an ending balance of deferred revenue or accounts receivable, unless the grant 
closed out during the year. 

 
If a grant closed during the year and there are unexpended funds, the balance should be removed from 
deferred revenue and setup as a liability to the regulatory agency. 

 
Grant Application and Award Process: 
A. Grant Application process: Generally, the City Departments’ Grants Coordinators will seek out new 
grant sources, prepare grant application packages, and submit the final grant package after the proper 
approvals have been obtained. Prospective grant applications will be coordinated with the respective 
department, submitted to the Deputy Finance Director for review, and a resolution will be drafted for 
review and approval by Mayor and City Council as needed. The appointed coordinator applying for a 
grant will prepare a grant record file for each grant application and monitor the status of each 
application and subsequent award. 
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B. Grant Award Process: When the City has been notified that it has been awarded a grant, a resolution 
to accept the grant will be prepared and submitted to the Mayor and City Council or City Manager for 
approval as needed. After the grant award has been approved by the appropriate City official(s), the 
signed grant award documents and any follow-up of correspondence will be submitted to the Grants 
Coordinator. Upon receipt, the original signed grant contract will be added to the appropriate grant 
record file and also submitted to Accounting. Approved budgets should also be submitted to accounting 
in conjunction with the Project Form, so that the Grant Accountant may prepare the budget entries to 
input in IFAS, the City’s book of record. 

 
ADMINISTRATIVE REQUIREMENTS: 

A. Project Accounting and Record Keeping: Adequate control of funds received to ensure compliance 
with federal state regulations and sub grant conditions will be accomplished. Separate records must 
be maintained for each project to avoid commingling of project funds with other funds. 

B. Obligation and Expenditure of Funds: All Project funds must be obligated by the termination date 
of the project. Project funds legally obligated by the termination date must be expended within the 
timeframe specified within the grant contract or agreement. 

C. Reporting Requirements: Submission of required reports (progress and financial) will be 
accomplished in accordance with the guidelines specified in the grant contract or agreement. 

D. Project Audit and Closeout: The Deputy Director of Finance will schedule, monitor, and ensure 
timely completion of all required audits in conformance with the guidelines required by the 
awarding agency. The Grants Coordinator will perform and/or monitor project closeout activities 
will include completion of the final financial reports, determination of cash balances, 
accomplishment of necessary accounting entries, and all project files will be combined into a 
manageable holding system. Any unexpected funds will be returned to the grantor. 

E. Inventory Control: The requesting department will inventory equipment purchased for their area 
of control and submit inventory records to the Grants Coordinator. Records for equipment, non- 
expendable personal property, and real property, shall be retained for a period of three years from 
the date of the disposition or replacement or transfer at the discretion of the awarding agency. 
Records must be maintained for each non-expendable item of personal property that costs $5,000 
or more and has a useful life of one year or more. As equipment or other non-expendable property 
is purchased and received, it will be permanently marked, a property inventory record completed, 
and the property inventory record will be made part of the permanent sub grant file. A physical 
inventory of the property will be taken and the results reconciled with the property records at least 
once every two years. Disposition of equipment will be done in accordance with the awarding 
agency’s guidelines. 

F. Retention Period: Project records must be maintained for required period after the awarding 
agency determines that the grantee has met all the project requirements and the project has been 
accepted for closeout. Records will be maintained for a minimum of three years. The three-year 
retention period starts from the date of the submission of the closure of the single audit report 
which covers the grant period and lasts until completion of any disputes arising prior to expiration 
of the three year period, whichever is later. 
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G. Single Audit: According to Single Audit requirements, a single or program specific audit is required 
in any year that a government expends $750,000 or more a year in federal awards. The city complies 
with this requirement by having a single audit performed annually in conjunction with the 
independent audit of the financial statements. The city prepares a corrective action plan to address 
each audit finding included in the auditor’s report, if any. The report is submitted to the clearing 
house no later than nine months after the close of each fiscal year during the term of each award. 

 
CONTROL OF GRANT FUNDS: 

Purpose: To establish guidelines and procedures for controlling grant funds. 
Guideline: The Grants Coordinator works with Accounting to ensure the Department’s grant funds are 
controlled in a manner that will maximize the benefits received by the Department while complying with 
the following guidelines: 
A. Drawdown of federal funds is limited to the amount already paid by the Department on behalf of 

federal grant projects. 
B. Interest earned and expended is promptly recorded in the accounting records and reported as 

program income. 
C. Grant funds are expended by the end of the allowable period. 
D. Matching funds are expended and reported timely. 
E. Quarterly and final financial reports are submitted timely. 
F. The Grant Coordinator will ensure that grant requirements are met and if necessary, will request 

changes from the grantor 60 days before the end of the award period. 

Procedures: The drawdown of federal funds will be initiated after the Department submits the 
quarterly federal or grantor financial report. This ensures that the Department has already paid for the 
cost of goods or services incurred on behalf of federal grants. 

 
The cash received from any drawdown wherein the Department effectively receives an advance of 
money associated with federal grants will be placed in an account that earns interest when required. 

 
The Grant Coordinator will obtain from the appointed Grant Accountant the amount of interest earned 
by deferred federal grant revenues on a monthly basis and report the interest earned on the applicable 
reports submitted quarterly. 

 
The program managers will be informed of interest earned on their federal grant monies. Program 
managers will be encouraged to obtain permission from the federal grantee to spend the interest earned 
as part of the grant proceeds. Program managers will request Budget Adjustment Requests to augment 
grant budgets with interest earned revenues that they have received permission to spend from the 
federal sub grantee. 

 
The Grant Coordinator reviews federal financial reports (FFRs) and ensures that matching funds are 
reported for those federal grants that require the Department to spend matching funds. Program 
managers submit to the Grant Coordinator matching funds supporting documentation to complete 
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financial records that support all FFRs, which are in turn submitted to Accounting for comparison to the 
City’s book of record. 

 
The Grant Coordinator ensures that FFRs are prepared quarterly for all active grants in the department. 
Program managers are reminded that FFRs are due 25 days after the end of the calendar quarter and 
are encouraged to establish reminders of due dates. 

 
The City of Columbia developed the Financial Policies and Procedure for the CDBG-MIT program. 
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Appendix E - CDBG-MIT Grant Procedures 
 

Purpose The purpose of these procedures is to create an internal system of application, approval, 
accounting, financial administration and reporting of grants for use by all departments of the City, the 
designated Grant Coordinator and the Accounting Department. 

 
Types of grants 
The grant agreement or Memorandum of Understanding (MOU) usually specifies the time period for 
completion of the project/program and requires submission of progress reports and/or a final report at 
the end of the grant period. 

Reimbursement Grants – These are restricted grants for which the grantor reimburses costs after they 
are incurred. The City is required to prepare claims for incurred costs and is reimbursed based on periodic 
progress and/or financial reports submitted. Federal grants are drawn on a reimbursement basis. 

 
Non-reimbursement Grants – These are restricted grants for which the grantor disburses the entire 
grant proceeds at the beginning of the grant period, or in periodic installments during the grant period. 
Non-federal grants may provide the funding before expenditures are incurred. Though policy is to draw 
federal funds on a reimbursement basis, should federal funds be advanced, they will be spent within 3 
business days of receipt or be placed in an interest bearing account. 

 
Procedures 
Financial Administration 
The grant coordinator is responsible for financial administration of the grant. To ensure proper financial 
recording of grant revenues and expenditures, grant coordinators should comply with the following: 
• Grant Award Letter: Forward a copy of the award letter to the Deputy Finance Director as soon as it 

is received from the grantor. 
• Grant Details and Description Form: Complete the Project-Grant Form and forward to the Deputy 

Finance Director together with the Grant Award Letter. The grant coordinator should specify the 
appropriate departmental Org number. The Accounting Department will assign a Job Ledger number 
to which the grant coordinator will ensure that all the grant revenues and expenditures are coded. 
The grant coordinator should request the Accounting Department to set up Job Ledger number to 
classify transactions in the level of detail required for reporting to the grantor. 

• Budgets: Assign budgets for grant revenues and expenditures to the appropriate Job Ledger 
numbers. Ensure mid-year budget adjustments are processed if necessary. 

 
Payroll: The grant coordinator is responsible for notifying HR of all personnel charging time to the grant 
to code time in the Automated Timekeeping System to the corresponding Job Ledger number. 

 
Invoices: Indicate the Job Ledger number on each invoice to be paid by the grant and forward to the 
Accounting Department for payment. 
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Revenues: All grant checks should be sent by the grantor directly to the Deputy Finance Director. 
However, if the grant coordinator receives a check, it should be forwarded to the Deputy Finance 
Director immediately, accompanied by reference to the grant and Job Ledger number. 

 
Financial Report: The grant coordinator is to review the financial reports in IFAS to ensure that revenues 
and expenditures have been coded to the right Job Ledger and expense object codes. Any changes to 
be made should be directed to the appointed grant accountant so Accounting may record the journal 
entry for proper reporting. 

 
Purchasing Guidelines: Ensure that all applicable City purchasing guidelines have been followed. 
Grantors may have separate/additional purchasing guidelines. 

 
Program Income: As Accounting draws funds from the sources provided by the grant coordinator, the 
grant coordinator is responsible for ensuring program income as specified by the grant is available in 
relation to the grant is drawn before additional cash is requested from the grantor. 

 
Reimbursement Claims: Review reimbursement claims prepared by the Accounting Department. If 
reimbursements are to be passed through to a subrecipient, then the subrecipient is paid by the City 
through an invoice. After the subrecipient invoice is processed, the City will draw those funds from the 
federal agency. Therefore, the funds are not drawn from the federal agency until after the subrecipient 
has been reimbursed. All reimbursement grants should be submitted timely as specified in the Grants 
Award with schedules provided by the Department and the grant coordinator. These schedules must be 
first reconciled with Accounting to information in IFAS, with variances and unusual items investigated 
prior submission. 

 
Compliance: The grant coordinator is responsible for the City’s compliance with all grant requirements, 
including reports required by the grantor. The grant’s reporting and other compliance requirements may 
be obtained from the Grant Agreement, Notice of Grant Award, Grant RFP and/or audit guidelines issued 
by the grantor. A copy of all reports submitted to the grantor should be forwarded to the Deputy Finance 
Director prior to submission to ensure accuracy in our Accounting records. A final copy should also be 
remitted to the Deputy Finance Director for grant file records. 

 
Provide copies of the following documents to the Accounting Department for the master file: 

• Grant Application as needed 
• Grant Award 
• Grant agreement with appendices 
• Grantor-approved budget 
• Project-Grant Form 
• Communications received from the grantor 
• Audit guidelines issued by the grantor 
• Copies of reports submitted to grantor. 
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Documents not needed to be provided, as they are housed within IFAS are: purchase orders, invoices, 
and payment copies. Copies of payments made by the City are not needed in the master files unless 
they have been submitted to the grantor in a request for payment file. The Treasury Department 
maintains copies of cleared checks. 

 
Financial Reporting 
The following are responsibilities of the Accounting Department: 

• General Ledger (G/L) coding: Assign Job Ledger number for each new grant. Provide the number(s) 
to the grant coordinator. 

• Grant revenues: Receive and deposit grant revenues. Assure deposits are coded to the appropriate 
accounts upon confirmation from the Department. 

• Grant program income: Program income earned will be reported to the grantor as required through 
the grantor’s system or through the SF425 reporting process. Departmental requests for draw down 
of funds should request program income use before additional cash. 

• Grant expenditures: The grant coordinator reviews invoices and payroll charges prior to requesting 
reimbursement for allowablity to ensure there are no improper payments. The grant accountant 
reviews charges for mathematical accuracy, overages, and timing cutoff. 

• Grant files: The Accounting Department will maintain a file for each grant. The file will contain: 
o Copy of Grant Agreement or Notice of Grant Award 
o Grant RFP – if received by the grant coordinator 
o Audit guidelines issued by the grantor if any 
o Copies of reports submitted to grantor 
o Budget amendments if any 
o Copies of reimbursement requests and checks received (maintained in IFAS). 
o Other correspondence 
o Close-out memo from the grant coordinator on closure of the grant. 

• Adjustments: Make any necessary adjustments in the G/L and grant financial statements that may be 
recommended by the grant coordinators in reconciling the financial records to the grant transactions. 
Should improper payments be identified both the Department and Accounting should be made aware 
so immediate action may be taken. The guidelines of the grant should be followed to return the funds. 
If such instruction is not included within the grant documents, the grantor should be contacted within 
3 business days to determine appropriate action. 

 

Coordination of grants activities 
• Maintain a financial report calendar and ensure that grant coordinators submit reports to grantors by 

due dates 
• Provide training to grant coordinators regarding financial administration of grants. 

 
Accounting and Reconciliations 
The Accounting Department is responsible for proper recording of grant receivables, accrued 
income/expenditures and deferred income in the G/L and reporting in the financial statements. Typical 
accounting entries for reimbursement and non-reimbursement grants are as follows: 
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Non-reimbursement Grants 
1. Receive cash from grantor: 

Dr Cash 
Cr Deferred Revenue 

 
2. Incur expenses: 

Dr Expense 
Cr   Cash 

 
3. As expense is incurred, the Accounting Department books recognition of revenue (in the same 

month): 
Dr Deferred Revenue 
Cr Revenue 

 
Reimbursement Grants 
1. Incur expenses: 

Dr Expense 
Cr   Cash 

 
2. As expense is incurred, the Accounting Department books accrual of revenue in the same month as 

expense incurred: 
Dr Accounts Receivable 
Cr Revenue 

 
3. Receive cash from grantor: 

Dr Cash 
Cr Accounts Receivable 
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Grant Close Out 
All grant coordinators must comply with the formal close out procedures per the Grant Agreement or 
MOU. After close-out of a grant, the grant coordinator should request the Accounting Department to 
close the grant file. 

 
The Accounting Department should monitor grant close-out dates for each grant and follow-up with the 
grant coordinator if a close-out memo is not received by due date of closure. 
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Appendix F - Residential Anti Displacement and Relocation Plan 
CITY OF COLUMBIA 

RESIDENTIAL ANTIDISPLACEMENT AND RELOCATION PLAN 
UNDER SECTION 104(D) OF THE HOUSING AND COMMUNITY DEVELOPMENT ACT OF 1974, AS AMENDED 

 
This Residential Ant displacement and Relocation Plan (RARP) is prepared by the City of Columbia in 
accordance with the Housing and Community Development Act of 1974, as amended; and HUD regulations 
at 24 CFR 42.325 and is applicable to our CDBG1 and/or HOME-assisted projects. 

 
Minimize Displacement 
Consistent with the goals and objectives of activities assisted under the Act, the City of Columbia will take 
the following steps to minimize the displacement of persons from their homes: 
Coordinate code enforcement with rehabilitation and housing assistance programs. 
Evaluate housing codes and rehabilitation standards in reinvestment areas to prevent their placing undue 
financial burden on long-established owners or tenants of multi-family buildings. 
Stage rehabilitation of apartment units to allow tenants to remain during and after rehabilitation by working 
with empty units or buildings first. 
Establish facilities to house persons who must be relocated temporarily during rehabilitation. 
Evaluate public policies to identify and mitigate displacement resulting from intensive public investment in 
neighborhoods. 
Evaluate policies which provide reasonable protections for tenants faced with conversion to a condominium 
or cooperative. 
Evaluate tax assessment policies such as deferred tax payment plans to reduce impact or rapidly increasing 
assessments on low income owner occupants or tenants in revitalizing areas. 
Provide homeowners and renters with access to assistance available to help them remain in their 
neighborhood in the face of revitalization pressures. 

 
Relocation Assistance to Displaced Persons 
City of Columbia will provide relocation assistance for lower-income tenants who, in connection with an 
activity assisted under the CDBG Program, move permanently or move personal property from real property 
as a direct result of the demolition of any dwelling unit or the conversion of a lower-income dwelling unit in 
accordance with the requirements of 24 CFR 42.350. A displaced person who is not a lower-income tenant, 
will be provided relocation assistance in accordance with the Uniform Relocation Assistance and Real 
Property Acquisition Policies Act of 1970, as amended, and implementing regulations at 49 CFR Part 24. 

 
One-for-One Replacement of Lower-Income Dwelling Units 
The City of Columbia will replace all occupied and vacant occupiable low and moderate income dwelling 
units demolished or converted to a use other than as low and moderate income housing in connection with 
an activity assisted with funds provided under the Housing and Community Development Act of 1974, as 
amended, as described in 24 CFR 570.488 (c) in Subpart I. 

 
Before entering into a contract committing the City of Columbia to provide funds for an activity that will 
directly result in demolition or conversion the City of Columbia will make public by publication in a 
newspaper of general circulation and submit to HUD the following information in writing: 
A description of the proposed assisted activity; 

 
1 CDBG programs include: Community Development Block Grant Disaster Recovery Program and Section 108 Loan Guarantee Program. 
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The location on a map and number of dwelling units by size (number of bedrooms) that will be demolished 
or converted to a use other than as low and moderate income dwelling units as a direct result of the assisted 
activities; 
A time schedule for the commencement and completion of the demolition or conversion; 
The location on a map and the number of dwelling units by size (number of bedrooms) that will be provided 
as replacement dwelling units. If such data are not available at the time of the general submission, the 
[jurisdiction] will identify the general location on an area map and the approximate number of dwellings 
units by size and provide information identifying the specific location and number of dwelling units by size 
as soon as it is available; 
The source of funding and a time schedule for the provision of the replacement dwelling units; 
The basis for concluding that each replacement dwelling unit will remain a low and moderate income 
dwelling unit for at least 10 years from the date of initial occupancy; 
Information demonstrating that any proposed replacement of dwelling units with smaller dwelling units 
(e.g., a 2-bedroom unit with two 1-bedroom units) or any proposed replacement of efficiency or single-room 
occupancy (SRO) units with units of a different size, is consistent with the housing needs of lower income 
households in the jurisdiction. 

 
The Community Development Department (803) 545-3373, is responsible for tracking the replacement of 
housing and ensuring that it is provided within the required period. 

 
Contacts 
To the extent that the specific location of the replacement units and other data in items D-G are not available 
at the time of the general submission, the City of Columbia will identify the general location of such dwelling 
units on a map and complete the disclosure and submission requirements as soon as the specific data is 
available. 

 
The Community Development Department (803) 545-3373, is responsible for ensuring requirements are 
met for notification and provision of relocation assistance, as described in 570.488 (c), to any lower income 
person displaced by the demolition of any dwelling unit or the conversion of a low and moderate income 
dwelling unit to another use in connection with an assisted activity. 
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Contracts 
Specialist II
(B. Faison)

Contract Specialist 
II 

(Vacant)

Contracts  
Specialist I 
(A. Nelson)

Contracts 
Administrator

(N. Scott)

Assistant Contracts 
Administrator
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II
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