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Background

The Community Development Block Grant (CDBG) program was established in 1974, merging six smaller grant programs into one, more flexible program that could be utilized by local governments to meet local needs.

As a (CDBG) entitlement community, Davenport receives an annual allocation from the U.S. Department of Housing and Urban Development (HUD).  The primary goal of the CDBG program, as outlined by Title I of the Housing & Community Development Act is "... the development of viable communities, by providing decent housing and suitable living environment and expanding economic opportunities, principally for persons of low and moderate incomes."
The current CDBG allocation for YR 45 is approx. 1,482,327. In the past several years, the CDBG program has faced severe cuts at the Congressional level, accounting for a 45% cut from the highest funding year. Funding levels are not guaranteed from year to year by Congress to the City, and therefore the City cannot guarantee funding levels from year to year for subrecipients. Given previous years in CDBG funding, it is estimated that the City’s entitlement amount will be level in Year 46.

Federal regulations do not require that non-profit programs be funded with CDBG dollars. However, if cities do choose to fund non-profit agencies, there are two categories of funding:

· Non-Public Service Programs are those that provide direct financial benefits in the form of grants or loans for activities such as housing rehabilitation, demolition, infrastructure, economic development, and homebuyer assistance. There is no funding cap in this category established by HUD. Income verification is required for every client, 100% of which must be at or below 80% AMI as defined by HUD. All beneficiaries of non-public service programs must be Davenport residents.
· Public Services Programs are those that provide programs or services to low and moderate income youth, seniors, homeless, abuse survivors, those with mental and physical disabilities and others. These services include activities such as counseling, training, shelter, programming etc. which do not include direct financial assistance. Income and demographics self-certification is required for every client, 70% of which (at a minimum) must be at or below 80% AMI as defined by HUD. Additionally, a substantial portion of the beneficiaries of the program must be Davenport residents, and CDBG funding for individual programs is limited by the percentage of beneficiaries that are residents of Davenport. Federal regulations limit the amount of CDBG funding for public service activities to 15% of the entitlement plus 15% of the prior year program income.  Currently, there is $260,000 allocated to public service activities.  
The City of Davenport makes grant funding available to non-profit agencies on a competitive basis.  Applications will be accepted for one year grants. Each application will be evaluated based on the same set of criteria by each of the members of the Citizens’ Advisory Committee. (See evaluation elements on page 12) Higher scoring applicants will be recommended to receive higher funding amounts, within the limits of available funds, HUD regulations and CAC guidelines. Past status as a CDBG subrecipient does not guarantee future funding nor secure any additional points or benefits in the application process. The Citizens Advisory Committee (CAC), appointed by the Mayor and City Council, evaluates applications and submits funding recommendations to Council.  
Any not-for-profit organization (501(c)3 status) that has been in existence for at least one year and is located within the City of Davenport or City divisions providing eligible programs or services for low/moderate income Davenport residents may apply.  Not-for-profit organizations not located within the City of Davenport may apply only if providing a unique service for the entire Quad City area that has at least one physical program site in Davenport and a significant percentage of the program’s clientele are Davenport residents. At the time of application and throughout the program year (if awarded), non-profit applicants must maintain all agency owned property free of delinquent property taxes, sewer bills, or liens. 
Application materials are available for download from the CDBG Data Entry System. Currently funded applicants will use their existing usernames and passwords to access the system. Applicants that are not currently funded will need to contact City staff to obtain a username and password. The website is: http://codext.ci.davenport.ia.us/cdbg/index.php 

CDBG Funding Requirements

CDBG funding comes with a very specific set of requirements as established by Congress and HUD. Applicants for CDBG funding must understand that, in the event an Agency is awarded CDBG funds, these federal requirements will apply to that Agency. These requirements include (but are not limited to):
· All application materials, contract documents, program reports and payment materials are subject to open records requests under Iowa law. Confidentiality is not guaranteed.

· The income level, household size, gender of head of household, race, ethnicity and veteran status must be collected for every program participant. This requires staff time and may increase costs.

· Certain federal and state requirements involving environmental, historic and wage aspects of the project will apply to any application involving construction, which may increase costs and lengthen timelines.

· Records must be maintained for at least 5 years after the end of the program year, which is defined as the date that HUD accepts the City’s final CAPER report, which may require policy changes.
· Agency must carry general liability insurance coverage with the City listed as an “other insured”, which may require changes to the way the program is currently operated.
· Federal financial and accounting standards will apply and separation of duties will be required, which may increase costs. See 2 CFR Part 200.

· An annual audit that meets federal requirements will be required, which may increase costs.

· Religious instruction or participation cannot be required to participate in the program. Any religious activities must take place at a separate time and location than the CDBG funded program.  This may require changes to the way the program is currently operated.

· Nondiscrimination policies must be developed and followed for both employees and program participants that cover all protected classes including: race, color, religion, creed, sex, gender identity, sexual orientation, national origin, ancestry, age, mental or physical disability, marital status, familial status and any other class protected by federal state, or local law. This may require changes to the way the program is currently operated.

· Grievance policies covering agency staff, clients, and contractors/vendors must be developed and followed to address any disputes that may arise in CDBG funded programs. This may require changes to the way the program is currently operated.

· Conflict of interest policies must be established for employees, their family members, and board members. This may require changes to the way the program is currently operated.
· Programs and facilities must be accessible to people with disabilities and LEP, and accommodations must be made to meet the needs of those with disabilities. This may require changes to the way the program is currently operated, its location and/or may increase costs.
· Board meetings and minutes must be publicly accessible. This may require changes to the way the board is currently operated. 
An introduction to the responsibilities of subrecipients funded with CDBG can be found in Appendix D. Of particular note is the handbook listed in the Administrative section of the Resource Guide.
The CDBG application process is competitive, and each applicant’s capacity to comply with grant requirements is evaluated as part of the application process. Previously funded applicants will also be evaluated based on demonstrated compliance with program requirements. For more information on application evaluation, please see the Evaluation Elements on page 12. Past compliance is the largest point value on the app with up to 20 pts. First time applicants should contact Heather Johnson at 563-888-2004 BEFORE submitting an application for funding to discuss these requirements and whether the applicant is prepared to meet them. 
Eligibility Criteria

In order for an application to be considered eligible, it must meet a national objective, meet an area of need, meet a local objective, be considered an eligible activity per 24 CFR 570.201 and be carried out by an eligible non-profit organization. The National Objectives, Eligible Activities, Area of Needs and Local Objectives are defined below. Any applicant for funding must meet requirements in each of these categories. In addition, applications not previously funded will be reviewed to determine suitability of CDBG as a potential funding source and if there are alternative federal funding sources available that are not currently being fully utilized. A summary of National Objectives and Eligible and Ineligible Activities can be found in Appendix D, and is also available online at http://www.cityofdavenportiowa.com/cms/one.aspx?portalId=6481456&pageId=8742838
National Objectives
There are three HUD defined national objectives, at least one of which must be met by every application funded through the CDBG program. More information on each below:
National Objective 1

Benefit extremely low, low, and moderate income households and individuals which in 
Davenport are defined as follows for the current program year (subject to change):
	FAMILY

SIZE
	INCOME LIMITS Effective July 1, 2019

	
	EXTREMELY LOW
( 0 - 30% MFI )
	LOW
( 31 - 50% MFI )
	MODERATE
( 51 - 80% MFI )

	1
	≤$15,300
	≤$23,450
	≤$40,750

	2
	≤$17,450
	≤$29,100
	≤$46,550

	3
	≤$19,650
	≤$32,750
	≤$52,350

	4
	≤$21,800
	≤$36,350
	≤$58,150

	5
	≤$23,550
	≤$39,300
	≤$62,850

	6
	≤$25,300
	≤$42,200
	≤$67,500

	7
	≤$27,050
	≤$45,100
	≤$72,150

	8
	≤$28,800
	≤$48,000
	≤$76,800


A public services activity may also benefit clientele that are generally presumed to be extremely low, low, or moderate income such as abused children, battered spouses, elderly persons, handicapped persons, homeless persons, illiterate persons, persons living with AIDS, and migrant farm workers, however income and demographic information must also be obtained from these individuals and at least 70% of those clients must be documented as low or moderate income.
National Objective 2:
Aid in the prevention or elimination of slums or blight, which is limited to activities designed 
to eliminate specific conditions of blight or physical decay on a spot basis.  The activity must 
be limited to acquisition, clearance, relocation, historic preservation, and/or rehabilitation of 
a building.  Rehabilitation is limited to the extent necessary to eliminate specific conditions 
detrimental to public health and safety.  Activities that aid in the prevention or elimination of 
slums or blight in a designated area include: assistance of commercial or industrial businesses, 
public facilities or improvements, or code enforcement. 
National Objective 3:
Meet other community development needs that are urgent due to conditions that pose a threat 

to public health or welfare.  These are typically in response to a major disaster, such as a flood.

Please contact Heather Johnson at 888-2004 before applying if you believe your activity will meet National Objective 2 or 3.
Years 46-50 General Areas of Need
As part of the Five Year Consolidated Plan, the City of Davenport is required to identify general areas of need and local objectives for CDBG funding. Applicants for CDBG funding must demonstrate that they meet at least one of these needs. These areas of need are developed from public input meetings, surveys, and studies conducted during the preparation of the plan and are intended to guide the development of local objectives for each of the five years included in the plan. The areas of need were developed in fall of 2019 and were submitted and approved by HUD and part of the Five Year Consolidated Plan for Federal program years 2020-2025 (CDBG Program Years 46-50). The four general areas of need approved by HUD are:

· Housing:  Increasing affordable decent housing for both renters and homeowners, particularly larger units, accessible units, those for households with very low incomes, and units outside areas of concentrated low income and minority populations.
· Economic Development:  Increasing employment and business opportunities in the community to address lack of employment opportunities, particularly for younger workers, low to moderate income households, and minorities.
· Infrastructure and Area Benefits: Increasing neighborhood quality and safety through mitigating or removing blighting conditions and providing improved neighborhood infrastructure like streets, alleys and sidewalks.
· Low-Mod Clientele and Public Services: Providing services to residents, particularly those that provide services for those suffering from mental health conditions, the homeless, and youth.

Year 46 Local Objectives
The local objectives are presented in the priority order as approved by the CAC and the Davenport City Council. The CDBG application process is competitive, and applicants must demonstrate that the program meets at least one of these Local Objectives. This year’s local objectives are:
1. Improve the availability and livability of affordable housing in Davenport neighborhoods.

2. Support programs to retain existing businesses and to attract new businesses, with an emphasis on increasing employment and business opportunities for younger workers, low to moderate income households, and minorities.
3. Provide support for essential human needs for the citizens of Davenport emphasizing building employment and life skills.
Eligible Activities
Activities that can be carried out with CDBG funds include, but are not limited to the following:
· Rehabilitation or preservation of residential structures including handicapped accessibility, emergency repairs, and comprehensive rehab;
· Homebuyer assistance;

· Rehabilitation or preservation of non-residential public facilities serving primarily low and moderate income residents;  
· Construction of public facilities and improvements, infrastructure repairs and installation of curb ramps;

· Provision of public services such as those concerned with child care, youth programs, health care, education, job training, public safety, fair housing counseling, recreation, senior citizens, homeless persons, drug abuse counseling and treating and energy conservation counseling and testing;
· Provision of assistance to private for-profit businesses.
All funded activities require adequate documentation of client demographics including race, ethnicity, income level, household size, head of household and veteran status for every program participant, whether that participant is funded directly with CDBG or not. For public facilities, the same information is required for all users of the facility, regardless of income level or frequency/duration of use.

HUD Requirements for Housing Counseling Activities:

HUD published the Final Rule for Housing Counseling Certification on December 14, 2016 and it became effective January 13, 2017. It makes significant changes to the requirements that must be met for housing counseling services provided with federal funds, including but not limited to CDBG. 

These mandatory requirements include specific provisions related to the training, certification, curriculum, materials and services that must be provided by counseling agencies that receive federal funds. Chief among the requirements imposed by HUD’s Final Rule for Housing Counseling Certification is that both the individual counselor and the counseling agency be HUD certified.

The certification exam is available now and both counselors and agencies have been eligible to pursue certification since August 1, 2017. The deadline to become HUD certified under the HUD Final Rule is August 1, 2020. Certification training is available for free online, and the certification exam is available online as well. More information on HUD’s housing counseling requirements can he found on HUD’s website, located here: https://www.hudexchange.info/programs/housing-counseling/certification.

For the purposes of this CDBG application, applicants that meet the requirements of HUD’s Final Rule on Housing Counseling, including the certification requirements, will be considered for funding. Under CDBG regulations, housing counseling activities provided in conjunction with direct down payment assistance to individual low and moderate income buyers are considered  non-public service activities. Housing counseling provided without cash assistance to buyers is considered a public service activity and is subject to the HUD established cap on funding in that category.
HUD Requirements for Housing Activities:

The federal regulations that govern housing rehabilitation activities are significantly different from those that govern public service activities. HUD requires that housing rehabilitation activities carried out with federal funding meet strict standards for the safety and quality of the work performed.

Applicants whose programs carry out rehabilitation activities must be licensed in the City of Davenport with a license appropriate to the work being performed (generally a Class A building license) and must be registered with the State of Iowa’s contractor registry. They must have appropriate lead renovator, lead abatement, and/or asbestos abatement licenses as applicable. They must carry general liability insurance, worker’s compensation insurance, and provide performance and payment bonds for the full contract amount on work over $100,000. Specialty or trade licenses may be required based on work to be performed. All work must be done under valid building permits and all applicable inspections must be passed. The City’s CDBG program and housing rehab staff have final authority to approve or disapprove any and all work carried out by agencies funded with CDBG. The City’s CDBG program and housing rehab staff have final authority to determine eligibility of the agency’s prospective homebuyers/tenants in CDBG funded housing. Other requirements apply to the work performed and the eventual owner, buyer, or tenant(s) of the housing being rehabilitated. Contact City staff prior to applying for a housing rehabilitation activity.
Application Submission Requirements
All application materials are subject to open records requests under Iowa law.
Applications and all required additional information are due by 12:00 PM January 3, 2020. Incomplete applications will not be considered for funding. Required information includes:
· Original signed in BLUE ink (3-hole punched)

Note: if application has not been board approved by the deadline, include a note stating the date of expected approval. It is the applicant’s responsibility to follow up with a properly dated certification page prior to the presentation date.
· 17 1/5-cut tab dividers with Agency Name & Program typed on tab, 3-hole punched.   (Please separate the applications with the dividers. No staples/paperclips.) 

· 19 copies (3-hole punched) single sided of each of the following, collated and separated with the dividers:

· Completed application

· List of Board members with officers identified and term dates (mark as page 10)
· If applicable, a copy (single sided) of any surveys referenced in Proposed Outcome and Performance Measure table on Page 4 of the application – include one copy with each copy of application
· Supporting Agency Worksheets (Must include two utilizing ONLY the included form from agencies with which you collaborate on this particular program)

· Succession Plan (Completed, signed and dated utilizing ONLY the included form)
· Electronic copy on CD or USB drive in Word format – one copy 

Agency & Board information – one copy included with original application packet, one per agency, double sided and no staples
· Articles of Incorporation and current By-Laws (current versions, with effective/amended date)
· Copy of IRS 501(c)(3) letter and, if necessary, fictitious name resolution.
· Current Certificate of Existence from Iowa Secretary of State (dated no earlier than 06/30/19).
· Current agency policies:

· Grievance policies for employees, program participants/clients and contractors/vendors (can be 3 separate policies or combined)
· Procurement/purchasing policy
· Conflict of interest policies for employees, board members, and contractors/vendors (can be 3 separate policies or combined)
· Non-discrimination policies for both employment and program participants/services (can be 2 separate policies or combined)
· Intake form that is used to collect required CDBG demographics (CDBG requires the following to be collected for each participant: household income, household size, race, ethnicity, gender of head of household, veteran status) 

· Board meeting schedule for 2020-2021
· Board Minutes from last three meetings 

· Financial Statements from last three months
(Continued on next page)

(Continued from previous page)

Agency Financial Information – one copy included with original application packet, one per agency, double sided and no staples
· For applicants that are currently funded, the audit and management letter for the year ending 06/30/19 is due by 12/30/19 per the executed CDBG agreement contract. Late audits are not accepted without CAC approved extension. Extension requests were due to the CAC by November 1, 2019,
· For applicants not currently funded with CDBG a copy of the most recent agency audit and management letter is required with the application.
· Copy of most recent Federal 990 form - Return of Organization Exempt from 2018 Income Tax (Pages 1-12, no additional schedules unless requested). If not yet filed, submit a copy of the extension request submitted to the IRS with a letter from accountant stating expected submission date.
· Complete Sources of Federal Funding worksheet for any federal funding received by the agency (even for programs NOT funded by CDBG). Use ONLY the included form. Include attachments specified in form instructions.
· Complete CDBG Subrecipients' Checklist for Internal Controls, signed and dated.
For applicants requesting funds for equipment or public facility improvements over $25,000 to be funded with CDBG, these items are also required. Be sure to talk to City Staff before applying.
· A detailed projected operating budget for the next five program years (through 6/30/26), with both revenue and expenditures, with sources of funding identified.
· A detailed work write-up with projected costs by line item(s).*
*Note: For construction projects, additional information will be required prior to signing a grant agreement, if awarded.  This will include copies of bids, contracts, and licenses/insurance/bonds/ registration of contractors and subcontractors. Consult City Staff for additional requirements.
Evaluation Elements - CDBG YR 46 July 1, 2020 – June 30, 2021
1. Project Information
Maximum: (10 Points)
        Information presented in the application clearly:

a) Identifies the population/area to be served and project location(s). (0-5 Points) 

b) Describes need for the program, the services to be provided and schedule of work.  (0-5 Points) 

2. Project Results
 Maximum: (20 Points)

a) Applicant clearly and directly describes how the program meets the current local objective(s) approved by the CAC and City Council. These objectives are formulated through the Citizen Participation Process. (0-8 Points) 

b) Applicant has clearly defined proposed outcomes focusing on results and measurable outcomes vs. only program activities and numbers served. (0-8 Points) 

c) The applicant has identified at least one other agency or business that provides similar services in our area and described how their services are similar or different from the applicant’s. (0-4 Points)
3. Maximizes/Leverages Resources
Maximum: (30 Points)
a) The applicant has clearly described how the program would continue without CDBG in the future, has identified funding sources that will take the place of CDBG, and has demonstrated that these sources are being actively pursued. (0-10 Points) 

b) The applicant makes maximum use of available resources (financial, staff, and volunteer) and in-kind donations (e.g. food, space, supplies, equipment, services) to provide services to clients. (0-10 Points). 

c) The applicant clearly documents how they collaborate with other agencies for this particular program. Applicants are required to submit 2 letters of support from agencies with which they collaborate.  (0-10 Points) 

4. Program Compliance 
Maximum: (35 Points) 
a) If previously funded, the applicant has a strong record in managing previous CDBG funds and maintaining regulatory compliance. This includes but is not limited to: meeting proposed goals, promptly submitting accurate quarterly reports and payout requests; maintaining financial and program records in compliance with CDBG regulations; and expending CDBG funds in a timely manner. (0-20 Points) 
If not previously funded with CDBG, the applicant has experience and performed well in implementing and administering grants from other funders for this program or a similar program. The applicant demonstrates the viability of the organization and the ability to comply with CDBG funding regulations.  (0-20 Points) 

b) Applicant has existing administrative and financial capacity to implement/continue proposed project/activity.  All applicants are required to submit an audit for the most recent completed fiscal year and a budget for the upcoming year. (0-15 Points) 
5. Discretionary Assessment 
Maximum: (5 Points) 

Note: Each CAC member has 25 discretionary points total to award among all applicants. No more than 5 points can be awarded per applicant.

Applicant is providing a unique service in terms of type, need, location, resident make up, urgency, or other criteria not specifically addressed in other elements. (0-5 Points) 

Application Tips
Refer to the Evaluation Elements contained in this Guide to see how the applications will be scored. Each CAC member scores all applications individually according to the Evaluation Elements. 

Scores on the application are tied directly to funding recommendations. Higher scored applications are generally recommended for higher award amounts.

The answer box sizes or page numbers may not be changed.  All text boxes are limited to the visible space in the box provided, regardless of the number of words or characters.  Do not allow answers to extend beyond the visible space. Font smaller than size 11 MAY NOT be used in application or additional documents.
Remember that the CAC may not be familiar with acronyms and jargon specific to your program or organization. Avoid acronyms where possible, and explain them when you do use them. Use plain language in narratives and avoid technical terms specific to your field.

The following sections address some common questions staff received from applicants about some (but not all) of the required documents. All items listed in the Application Submission Requirements section of this guide are required, whether or not there are tips for those items included in this section.

If you have questions regarding the application, contact Heather Johnson at 563-888-2004 or hjohnson@ci.davenport.ia.us or Dawn Cameron at 563-326-6177 or dcameron@ci.davenport.ia.us. Please note, however, that City Staff can answer questions about the content and format of the application only, they cannot advise you on how to answer application questions themselves.
Proposed Outcomes and Performance Measures
Each applicant is required to submit 1 proposed outcome with an associated performance measure.

Proposed Outcome should be a statement based on a percent or number of clients/participants doing or achieving something.  The thing that is being measured should be something that is measurable, demonstrate impact and is within the scope of your program.
Performance Measure is the tool with which achievement is measured.  Neither the outcome nor performance measure need to be complicated, and you need to have only one.  If your agency has United Way outcomes, feel free to use those.  Just convert them to fit the CDBG Application format.
Notes regarding performance measures and outcomes:

· If you already have performance measures for another grant (i.e., United Way), feel free to adapt them for use with CDBG.

· If you are reporting performance measures based on a survey, include a copy of that survey with your application.

· If you are relying on a survey for performance measures, you will also need to keep track of how many participants actually returned the survey in order to report the actual outcome in terms of both numbers and percent (see next point).

· If you have proposed outcomes that include percentages you MUST report the actual outcome in terms of both NUMBER and PERCENT (see last example below).
The table below has several sample outcomes and performance measures for different programs.

Examples of Outcomes and Performance Measures
	Proposed Outcome

Year Ending 6/30/19
	Performance Measure
	Actual Outcome

Year Ending 6/30/19
	Projected Outcome

Year Beginning 7/1/20

	65% of children will improve knowledge of American History
	Pre-test and post-test on American History 
	50 children participated in the program. 40 of them took both the pre- and post-test. 72% of those children increased knowledge of American History – 29 of 40 completed tests.
	70% of children increase knowledge of American History

	75% of seniors will be able to bench press 20 pounds
	Bench press weight tracking
	95% of seniors were able to bench press 20 pounds.  – We had a number of seniors who were training for the Senior Olympics workout with us this year – 19 of 20 participants.
	Will no longer be used – changing focus for senior fitness program

	N/A- new outcome for program – not used before
	Body Mass Index calculations at beginning and end of training program
	To Be Determined – New outcome for program
	50% of seniors will reduce BMI by 1.5 points

	75% of rehab contracts will be completed within 7 months
	Contract initiation and completion dates
	65% of rehab contracts were completed within 7 months – 20 out of 30 projects. We ran into problems that were not anticipated on three rehab projects. 7 projects are still in progress.
	75% of rehab contracts completed within 7 months

	90% of homeowners will report increased maintenance knowledge
	Response to post class survey
	100 homeowners attended the class. Of those, 40 completed the survey. Of those 40, 35 reported increased knowledge (35 out of 40 responses = 88%)
	90% of homeowners will report increased maintenance knowledge


*If you rely on a survey for any of the Proposed Outcomes and Performance measures above, include a copy of the survey with the application.

Supporting Agency Worksheets
The application requires two Supporting Agency Worksheets. Utilize only the form provided. These worksheets must come from other agencies or entities that collaborate with you on the specific program for which funding is being requested. They must not be completed by board members. They must be specific to the program addressed in the application. They must be dated between 11/30/18 and 1/04/19. Ensure that the form is signed and dated.
Possible sources for the supporting agency worksheets include but are not limited to:

· other program funders,

· organizations that provide referrals to your program,

·    organizations that provide in-kind services or volunteer support.
Succession Plan
The application requires a completed Succession Plan. Utilize only the form provided.  Individual, direct, contact information must be provided for every spot. The individuals identified may be employees or board members but may not be volunteers, contractors, or outside agents of any kind. Do not leave any spaces blank on the form. Do not mark any spaces with TBD, N/A or any other designation that indicates it is not applicable or the information is not yet known. They must be completed no more than 30 days before the application due date. 
IRS 501(c)(3) Letter & Certificate of Existance
All applicants must provide a copy of the IRS 501(c)(3) determination letter. If there are discrepancies between the name of the entity on the IRS letter and the operating name of the agency, provide a copy of the Fictitious Name Resolution from the Iowa Secretary of State that corrects the discrepancy.
All applicants must provide a current Certificate of Existence (also known as a Certificate of Good Standing) from the Iowa Secretary of State. It should be dated no earlier than 06/30/2019. Copies are available online at https://sos.iowa.gov/business/cert/index.html for a $5.00 fee.
Required Policies
Applicants must submit with their applications the following policies:

Grievance

· Must provide for timely written answers to written complaints and grievances of clients, participants, employees, vendors, and contractors.
· CDBG clients and participants may ultimately bring grievances to the Citizen’s Advisory Committee for resolution after completing the subrecipient’s grievance process.
Purchasing/Procurement

· Policy must meet, at a minimum, the requirements in 2 CFR Part 200.317 through 200.326.

· Must include dollar thresholds for purchasing approval, staff/board member authorization/signature requirements, bidding/estimating requirements, minimum requirements for contract language, contractor/vendor qualifications, oversight responsibility and remedies/termination for breach of contract.

Conflict of interest

· Policy must cover, at a minimum, any person who is an employee, agent, consultant, officer, or elected official or appointed official of subrecipients that are receiving CDBG funds. 

· The policy must require that no person described above who exercises or has exercised any functions or responsibilities with respect to CDBG activities assisted under this part, 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. 
· Must require that conflicts of interest or potential conflicts of interest must be documented in writing.
· Regulations at 24 CFR 570.611 provide more information as well as guidance regarding exception requests and consequences for failing to disclose a conflict.
Non-Discrimination

· Policy must cover program participants and employees/consultants/vendors/volunteers etc. Can have one policy covering all roles or separate policies for each role. At a minimum, any person who is an employee, agent, consultant, officer, or elected official or appointed official of subrecipients that are receiving CDBG funds. 
· Policies must cover all protected classes including: race, color, religion, creed, sex, gender identity, sexual orientation, national origin, ancestry, age, mental or physical disability, marital status, familial status and any other class protected by federal state, or local law. 
· Must comply with Title VI of the Civil Rights Act of 1964 as amended, Title VIII of the Civil Rights Act of 1968 as amended, Architectural Barriers Act of 1968 as amended, Title IX of the Education Amendments Act of 1972 as amended, Section 504 of the Rehabilitation Act of 1973 as amended, Section 508 of the Rehabilitation Act of 1973 as amended, Section 109 of Title I of the Housing and Community Development Act of 1974 as amended, Section 104(b)(2) of the Housing and Community Development Act of 1974 as amended, Title II of the Americans With Disabilities Act of 1990 as amended, Housing for Older persons Act of 1995 as amended, Executive Orders 11063, 12892, 12898, 13166, 13217, 13330.

Audit & Management Letter
All applicants must submit a completed, board approved audit and management letter, as well as the 990 form for the most recent completed fiscal year.

Applicants already funded with CDBG must submit the audit and management letter by the contractual deadline of 12/30/19. Per action by the Citizen’s Advisory Committee (CAC) in May 2017, only the CAC has the authority to grant audit extensions. Extension requests were due to the City by November 1st. Applications without a completed, board approved audit or a CAC approved extension will not be eligible to apply. 

Applicants without current CDBG funding must also submit the completed, board approved audit and management letter for the most recent completed fiscal year, however, the deadline to submit the audit and management letter is the same as the application deadline and no extensions are available.

Note that, if awarded CDBG funds, CDBG subrecipients are required to submit an annual agency audit conducted by a certified accountant according to Generally Accepted Government Auditing Standards (along with the management letter and all associated letters, responses and reports) for every fiscal year in which CDBG funds are received. Agencies that had total expenses less than $150,000 on the audit for the most recently audited fiscal year and had no deficiencies or findings on that audit will be eligible to submit an audit every other year subject to written approval from the City. Additionally, if the agency meets the thresholds established in 2 CFR Part 200, the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards Subpart F the audit will be performed as a Single Audit. The audit and management letter is due no later than 6 months after the completion of the agency’s fiscal year.
990 form
Every applicant must supply a copy of the Federal 990 form - Return of Organization Exempt from Income Tax form. Only pages 1-12 are needed, do not submit additional schedules unless requested. The tax year covered must be the most recent completed fiscal year ended 06/30/19 (or 12/30/18 if on a calendar fiscal year). Note that IRS regulations require that the 990 form be submitted no more than 45 days after the end of the program year, which means that all applicants, regardless of fiscal year, should have the completed, filed 990 form on hand and available to be submitted with this application. If the agency has not yet filed a 990 form, submit a copy of the extension request filed with the IRS and a letter from the agency’s accountant stating the expected submission date of the completed 990 form.

Sources of Federal Funding
All applicants must submit a completed, signed Sources of Federal Funding form for the whole agency. This form should include all federal funding received by the agency, regardless of the program for which it is received. This information will be used to determine if there are any compliance concerns with other federal dollars received by the Agency. 

The contact information provided on the form should be for the Agency’s contact person at the entity which awarded the funds. This person may be contacted by City staff if there are questions regarding the Agency’s history of compliance with federal regulations.
“Monitoring” means any review of the Agency’s performance and/or compliance carried out by the grant funder or its designee for the applicable grant, whether that review takes place as an on-site visit or a remote review of records, and regardless of if the monitoring is planned in advance or unannounced. “Monitoring Letter” means any written correspondence from the grant funder or its designee, whether via mail or email that takes place as the result of monitoring.  “Response” means any correspondence from the Agency addressing information contained in a monitoring letter, whether sent via mail or email.
CDBG Subrecipients Checklist for Internal Controls
All applicants must submit a completed, signed Checklist for Internal Controls. This form is a component of CDBG monitoring and is used to test compliance with financial requirements of 2 CFR Part 200. This test will be performed at the time of application, prior to signing CDBG agreements (if awarded) and as part of monitoring during the program year.  
Applicants should ensure that their written policies and procedures support their answers on the Checklist for Internal Controls. Discrepancies between written documents, actual practices, and the Checklist for Internal Controls are a frequent source of findings and concerns during monitoring, and can, in some instances, also result in significant deficiencies on an Agency’s audit. These issues can affect grant funding as the compliance portion of the score accounts for 20% of the total.

After Submission

The CAC holds public meetings for agencies to present their requests.   These meetings will be held the week of February 3rd beginning at 6:00 p.m.   Applicants will be sent a presentation schedule via email.
In March, the CAC will complete its review and submit funding recommendations to the City Council.  The Council will hold one public hearing on the proposed use of funds.  The proposed use of funds must correspond with the City's Consolidated Plan as approved by HUD.  After HUD review and acceptance of the annual plan and issuance of Congressional Release and Funding Approval/Agreement by HUD to the City, agreements will be available to sign after July 1. 

Note: While the City’s authorization to execute agreements may come after July 1, reimbursement for eligible expenses retroactive to July 1 will be allowed for agencies awarded funding.
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Appendix A: Definitions
Proposed Outcome: A goal for the given activity.  Should be stated as a percentage and/or number of clients (or other indicator) reaching goal. Note: for actual outcomes you must include both the percentage and the number of clients reaching the goal as in the example above.
Performance Measure:  The method with which progress towards goal is tracked or evaluated.
Actual Outcome:  The percentage of clients meeting the goal stated in the proposed outcome. This may include the total number of clients and date range if the activity was not for the whole year.

Projected Outcome:  Indicate anticipated outcome for the year beginning 7/1/19.  If outcome is significantly different, please provide explanation.  If outcome from year ending 6/30/18 is no longer used, please make a note and provide new outcome and performance measure.
The outcome you present in the application will be the outcome that would need to be tracked during the program year.  When including outcomes on the application, please bear in mind the effort required to track performance. 
If you have any additional questions or would like assistance in refining outcomes and performance measures, please feel free to call Heather Johnson at 888-2004 or Dawn Cameron at 326-6177.
Appendix B: Intake Form Requirements
All applicants must provide a copy of the intake form that will be used to collect HUD required demographic information. This includes: 
· Race

· Ethnicity

· Gender of head of household
· Household size

· Income level 
· Veteran status 
Intake forms must have a self-certification statement (e.g., “I certify that the information provided is complete and accurate.”), a date, and a signature from the client (or the parent or guardian of minors).
Reminder: 

Intake forms must be collected for ALL clients/users of the funded CDBG program/facility, regardless of income or frequency/duration of use.

Housing and economic development activities require third party income verification according to HUD regulations. All other activities require income self certification.

On the following pages are two sample intake formats that could be used. New applicants should consult with City staff to discuss intake requirements.

Style 1 includes the income limits chart for the relevant program year. This style is beneficial to clients who can circle the correct column in the row that corresponds to their household size. It is also beneficial to agency staff, as they can ensure at a glance that the income table for the correct program year is being applied to that client. On the other hand, it requires vigilance on the part of the staff member assisting the client to ensure that the table is understood and the correct household size is selected. Clients sometimes are confused and circle the income that best reflects theirs anywhere in the chart, irrespective of household size. 
Style 2 does not include the income limits chart; instead it asks the client to state their income as a dollar amount. While this format avoids the possible confusion clients sometimes have about which box to circle it introduces more uncertainty into the process for agency staff. The form must clearly state what counts as income: all income from all sources for all residents of the household, regardless of relationship. Income sources include wages, salaries, child support, social security, disability, pensions, investments, self-employment, public assistance, routine gifts and all other sources that result in cash or in-kind support for the household. Food stamps are excluded. The staff member must often assist the client in determining the income sources and amount, and assist with generating a total. Agency staff must also take care to ensure that they are comparing that amount to the correct income limits table before making a determination in the box at the bottom. 
New applicants should speak to City staff before applying to determine if these requirements can be met by their program, staff, and clients, and what format would work best for their situation.
Sample CDBG Intake Form Style 1
Name______________________________________________Phone___________________

Address_____________________________________________________________________

Ethnicity: (select only one)





Head of Household: 

_____ Hispanic or Latino





Female________
_____ Not Hispanic or Latino




Male__________
Race: (select all that apply)

_____ American Indian or Alaska Native

_____ Asian

_____ Black or African American

_____ Native Hawaiian or Other Pacific Islander

_____ White

_____ Other/Multiracial

Is anyone in this household an active duty or veteran member of the military? Yes____ No ____
Please circle your family’s size and an income level on the same line below:

(Including income from wages, salaries, child support, social security, pensions, investments, self-employment, 
public assistance and all other income for all residents of the household)
	FAMILY

SIZE
	INCOME LIMITS Effective July 1, 2019

	
	EXTREMELY LOW
( 0 - 30% MFI )
	LOW
( 31 - 50% MFI )
	MODERATE
( 51 - 80% MFI )

	1
	≤$15,300
	≤$25,450
	≤$40,750

	2
	≤$17,450
	≤$29,100
	≤$46,550

	3
	≤$19,650
	≤$32,750
	≤$52,350

	4
	≤$21,800
	≤$36,350
	≤$58,150

	5
	≤$23,550
	≤$39,300
	≤$62,850

	6
	≤$25,300
	≤$42,200
	≤$67,500

	7
	≤$27,050
	≤$45,100
	≤$72,150

	8
	≤$28,800
	≤$48,000
	≤$76,800


NOTE:  For income levels for a family size greater than 8, contact staff. 

I certify that all information provided is accurate.

​​​​​​​​​​​​​Name_______________________________________________ Date_____________


Sample CDBG Intake Form Style 2
SAMPLE CDBG INTAKE FORM (alternate form) (Public Services ONLY)
Name______________________________________________Phone___________________

Address_____________________________________________________________________

Ethnicity: (select only one)

_____ Hispanic or Latino

_____ Not Hispanic or Latino

Race: (select all that apply)

_____ American Indian or Alaska Native

_____ Asian

_____ Black or African American

_____ Native Hawaiian or Other Pacific Islander

_____ White

_____ Other/Multiracial

Head of Household: 

_____ Female

_____ Male

Is anyone in this household an active duty or veteran member of the military?

Yes____ No ____

How many people live in your household? ______ (Include everyone, regardless of relationship or age)

What is the total annual income of your household? $_____________

(including income for all residents of the household regardless of relationship from wages, salaries, child support, social security, disability, pensions, investments, self-employment, public assistance, routine gifts and all other income from any source that result in cash or in-kind in support for the household. Food stamps are excluded.)

I certify that all information provided is accurate.

​​​​​​​​​​​​​Name_______________________________________________ Date_____________


Appendix C: CDBG Subrecipient Resource Guide
(Updated: 11/02/19)
ELIGIBILITY: 

· National Objectives

· https://www.hudexchange.info/resource/89/community-development-block-grant-program-cdbg-guide-to-national-objectives-and-eligible-activities-for-entitlement-communities/ 

· Income Eligibility

· NOTE: Davenport uses the Section 8 Part 5 income definition for all programs. The HOME guidance is defined by HUD as “safe harbor” practice for determining eligibility; it is used for both CDBG and HOME.

· https://www.hudexchange.info/resources/documents/HOMEGuideForIncomeAndAllowances.pdf 
· Housing Counseling Certification

· https://www.hudexchange.info/programs/housing-counseling/certification 
ADMINISTRATIVE: 

· Acronyms and Common Terms

· http://portal.hud.gov/hudportal/HUD?src=/about/acronyms
· CDBG Sub-recipient’s Handbook

· https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/
· CDBG Crosscutting Regulations Toolkit

· https://www.hudexchange.info/resource/34/cdbg-crosscutting-issues-toolkit-contents/
· Includes: 

· Module 1: Financial Management and Procurement
· Module 2: Environmental Review
· Module 3: Federal Labor Standards
· Module 4: Acquisition and Relocation
· Module 5: Fair Housing and Non-discrimination
· CDBG Entitlement Program Guides, Tools, and Webinars

· https://www.hudexchange.info/programs/cdbg-entitlement/guides/#resources  
· Monitoring Guides

· https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2 
· Code of Federal Regulations for CDBG

· http://www.ecfr.gov/cgi-bin/text-idx?SID=12b532dfe392d364e4206e164c56b10c&mc=true&node=pt24.3.570&rgn=div5 

HUD INSPECTOR GENERAL INTEGRITY BULLETINS:

· Introduction:

· https://www.hudexchange.info/resources/documents/HUD-CPD-OIG-Message-State-Grantees-Preserving-Funds-People-Communities-You-Serve.pdf 

· Procurement

· https://www.hudexchange.info/resources/documents/HUD-Integrity-Bulletin-Procurement-and-Contracting-Five-Ground-Rules-for-Grantees-and-Subrecipients.pdf 

· Conflict of Interest

· https://www.hudexchange.info/resources/documents/HUD-Integrity-Bulletin-Conflicts-of-Interest.pdf 

· Monitoring

· https://www.hudexchange.info/resources/documents/HUD-Integrity-Bulletin-Subrecipient-Oversight-Monitoring.pdf 

· Internal Controls

· https://www.hudexchange.info/resources/documents/HUD-Integrity-Bulletin-Implementing-the-Five-Key-Internal-Controls.pdf 

· Documentation

· https://www.hudexchange.info/resources/documents/HUD-Integrity-Bulletin-Documenting-the-Life-Cycle-of-a-CPD-Grant.pdf 

· Financial Management

· https://www.hudexchange.info/resources/documents/HUD-Integrity-Bulletin-Key-Components-of-Financial%20Management-for-CPD-Grants.pdf 

FAIR HOUSING AND EQUAL OPPORTUNITES:

· Fair Housing: 

· http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp
· Uniform Federal Accessibility Standards:

· https://www.disability.gov/resource/uniform-federal-accessibility-standards-ufas/
· 2010 ADA Standards for Accessible Design:

· https://www.ada.gov/regs2010/2010ADAStandards/2010ADAStandards_prt.pdf
· Section 504:

· http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/disabilities/504keys
· http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/disabilities/sect504
· Disabilities:

· http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/disabilities
· Limited English Proficiency (LEP) Resources: 

· http://www.hhs.gov/civil-rights/for-individuals/special-topics/limited-english-proficiency
FINANCIAL MANAGEMENT:

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

· http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl 

ENVIRONMENTAL REVIEW:

· 24 CFR PART 58

· https://www.hudexchange.info/resources/documents/ERProcedures_24CFR58.pdf
AGENCY USE ONLY


Household Size____


Annual Household Income Category (circle one):


Very Low (30% and lower)	   Low(31% to 50%)		Moderate (51% to 80%


Staff Member_______________________ Date____________





AGENCY USE ONLY


Household Size____


Annual Household Income Category (circle one):


Very Low(30% and lower)	   Low(31% to 50%)		Moderate (51% to 80%





Staff Member_______________________		Date____________
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