
Good Morning – Please help yourself to 
breakfast before we begin!



Community Development 
Block Grant Program

Implementation Workshop
2023 Awards



What’s in Store for Today
• Compliance Bureau
• Community Development Bureau
• Lunch
• Community Development Bureau
• New and Notables
• BABA
• VAWA
• Radon



Program Contacts• ECONOMIC DEVELOPMENT 
APPLICATIONS (DIP; CDBG-ED)

• VACANT

• PUBLIC FACILITY APPLICATIONS

• MARIA ALLEN

• ARC 

• LISA MAXWELL

• CAP & RAIL LOANS

• TANGE BOZEMAN

• GRANT IMPLEMENTATION

• AREA PROGRAM MANAGERS 



COMMUNITY DEVELOPMENT 
BUREAU CONTACTS

• STEVE HARDIN ……………………………….............................................................. (601) 359-2366
• COMMUNITY INCENTIVES DIVISION DIRECTOR ……………...………….……..… SHARDIN@MISSISSIPPI.ORG
•
• LISA MAXWELL…………………..……………………………….……..…...………. (601) 359-2498
• COMMUNITY DEVELOPMENT BUREAU MANAGER…………...….……….…… LMAXWELL@MISSISSIPPI.ORG
•
• CAROLYN MCKINNEY, PROGRAM MANAGER .……………….………….….… (601) 359-9316
• EAST CENTRAL MISSISSIPPI PDD AND SOUTHERN MISSISSIPPI PDD…..….. CMCKINNEY@MISSISSIPPI.ORG
•
• VACANT, PROGRAM MANAGER …..………………………….…………………...(601) 359-
• ECONOMIC DEVELOPMENT PROJECT APPLICATIONS (CDBG-ED, DIP). ………….………. @MISSISSIPPI.ORG
• NORTHEAST MS PDD AND THREE RIVERS PDD

•
• TORREY COLLIER, PROGRAM MANAGER ………………………………….…… (601) 359-9336
• NORTH DELTA PDD AND SOUTH DELTA PDD …………………………..................TCOLLIER@MISSISSIPPI.ORG

•
• JACQUELUM MARIA ALLEN, PROGRAM MANAGER …………………….......... (601) 359-2351
• CDBG PUBLIC FACILITIES ……………………………………………..….…………….. JALLEN@MISSISSIPPI.ORG
• SOUTHWEST MISSISSIPPI PDD AND CENTRAL MISSISSIPPI PDD

•
• TAMMY SHAFFER, PROGRAM MANAGER …..……………......................................(601) 359-9298
• APPALACHIAN REGIONAL COMMISSION APPLICATIONS ……………….….… TSHAFFER@MISSISSIPPI.ORG
• GOLDEN TRIANGLE PDD AND NORTH CENTRAL MS PDD

•
• TANGE BOZEMAN, PROGRAM MANAGER …………..…………………………… (601) 359-9490
• CAP AND RAIL LOAN PROGRAM …….……………………………………….……TBOZEMAN@MISSISSIPPI.ORG
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Responsibility of Local Unit of Gov’t
• Ultimate responsibility for compliance rests with the Local 

Unit of Government and are responsible for the following:
• 24 CFR Part 570 Subpart I, Section 480
• Local Units of Governments must maintain all records 

pertaining to the project (this will be checked at monitoring)
• Grant agreement = binding contract between local unit of 

government and the State
• Code of Standards of Conduct – adopted for every federally 

funded project
• Ethics 



Pre-Construction Phase
• Audits
• Environmental Review
• Procurement
• Grant Administration
• Special Conditions
• Acquisition



Audits



Audits
• Grantees will be notified by mail of audit 

requirements
• If total federal funds expended are below

$750,000.00 a Funding Certification Form is 
required, not a Financial Statement.

• If total federal funds expended are 
$750,000.00 and over, a Single Audit is 
required.



Audits (continued)
• Please do not send Financial Statements, only 

Funding Certification Forms or Single Audits!
• Deadline to submit Single Audit ,or Funding 

Certification Forms is 06/30/2023.
• After this date, grantees will become 

delinquent , and can face sanction.
• FY22 Reporting period is (10/1/21-9/30/22)



Procurement
• All procurement and contracting for goods and services 

related to a federally funded project must ensure that 
all applicable federal and state procurement 
requirements are followed throughout the process as set 
forth at 2 CFR Part 200 of the Uniform Administrative 
Requirements.

• All procurements transactions, regardless of dollar 
amount, must be conducted in a manner to provide free 
and open competition.



Methods of Procurement 
2 CFR Part 200.320

• Micro Purchases: < $10,000
• Small Purchases: < $50,000
• Competitive Sealed Bids: > $50,000
• Competitive Proposals: Admin, Engineering
• Non-Competitive Proposals:

– Item available from single source, inadequate competition, 
public emergency



Micro Purchases
• May be awarded without soliciting competitive 

quotations if the Sub-recipient considers the price to be 
reasonable

• Although not a competitive process the Sub-recipient is 
encourage to seek MBE/WBE and known Section 3 
vendors

• Document and maintain in procurement file



Small Purchases
• Relatively simple and informal procurement method for securing 

services, supplies, or other property without formal advertising
• Price or rate quotations must be obtained from an adequate 

number of qualified sources. (CID considers to be 2 or more)
• Notify 2 or more MBE/WBE qualified vendors *The Sub-

recipient is encouraged to solicit known Section 3 vendors 
where they are identified a potential sources

• Document the name, address and phone number of the 
businesses and the price quotes received from each source

• Make the award to the lowest responsive bidder
• File and maintain all documentation in the procurement file



Competitive Sealed Bids 
Invitation for Bid (IFB)

• Must publish IFB once each week for two consecutive weeks 
(14 days)

• Submit IFB to Agency Bid Bank on the same day as submitted 
to the newspaper

• Solicit 2 or more MBE/WBE via Certified Mail
• Must receive 2 or more responsible bids to be valid
• Rebid if 2 or more bids are not received 
• All bids dated and time stamped, recorded on bid tabulation 

sheet, board minutes 
• Firm fixed-price contract award made to the lowest 

responsible bidder
• Notify all successful and unsuccessful bidders in writing
• Maintain all documents in Procurement File



• Uniform Relocation Assistance and Real Property 
Acquisition Policies Act (URA) of 1970

• Purpose: ensure fair, consistent treatment and 
eliminate coercion

• Applies to:
– Permanent and temporary easements
– Fee simple title
– Long-term leases of 50+ years
– Right of ways

ACQUISITION



• General Provisions
– Non-performance Standard
– Project Sign
– E-Verify

• Labor Standards
• Fair Housing
• MBE/WBE
• Section 3

CONSTRUCTION PHASE



LABOR STANDARDS
• Federal Labor Standards Provisions

– Davis-Bacon Act
– Copeland Anti-Kickback Act
– Contract Work Hours and Safety Standards Act

• Wage Determination
– Request from Compliance Bureau
– Verify with Compliance Bureau 10 days prior to bid

opening
– Wage Determination must be posted at Job Site
– Request Additional Classification for a specific classification

not listed on the Wage Determination



• CONTRACTOR’S ELIGIBILITY
– Prior to issuing contract – verify Prime

Contractor
– Request verification from Compliance

Bureau
• Submit Certified Bid Tabulation and

Contractor’s Section 3 Plan
– Must receive Response Letter from

Compliance Bureau prior to awarding
contract



• Certified Payroll Reports (Weekly)
– WH 347 (Payroll Form) and WH 348 (Statement of Compliance) 

• Employee Interviews
– Form HUD-11 (Record of Employee Interview)

– Conducted throughout the construction at job site
– Performed with employees of prime contractor and all 

subcontractors
• Semi-Annual Labor Standards Enforcement Report

– HUD FORM 4710
– Period 1: October 1- March 31 (Due April 5) 
– Period 2: April - September 30 (Due October 5)  



SECTION 3
• SECTION 3 WORKER :

• The Section 3 Final Rule has redefined a Section 3 worker as any
worker who currently or when hired within the past five years
fit, at least one of the following categories, as documented:
o The worker's income for the previous or annualized calendar year is

below the income limit established by HUD;
o The worker is employed by a Section 3 business concern; or, 
o The worker is a Youth Build participant.

The status of a Section 3 worker shall not be negatively affected by 
a prior arrest or conviction. Section 3 workers are not exempt from 
meeting the qualifications of the position to be filled.



SECTION 3
TARGETED SECTION 3 WORKERS:

• The Section 3 Final Rule establishes the use of Targeted Section
3 workers. A Targeted Section 3 worker for housing and
community development financial assistance means a Section 3
worker who is:

• A worker employed by a Section 3 business concern; or

• A worker who currently fits or when hired fit at least one of the
following categories, as documented within the past five years:



SECTION 3
TARGETED SECTION 3 WORKERS:

• The Section 3 Final Rule establishes the use of Targeted Section 3 workers. A Targeted
Section 3 worker for housing and community development financial assistance means a
Section 3 worker who is:

• A worker employed by a Section 3 business concern; or

• A worker who currently fits or when hired fit at least one of the following categories, as
documented within the past five years:

• Low- or very low-income workers residing within a one-mile radius of the Section 3
project. If fewer than 5,000 people live within that one-mile radius, the circle may be
expanded outward until that population is reached the service area or the neighborhood
of the project, as defined in 24 CFR § 75.5; or a YouthBuild participant.



SECTION 3
SECTION 3 BUSINESS CONCERNS:

The Section 3 Final Rule redefines a business concern. A Business Concern must meet the 
following criteria, documented within the last six-month period:

• At least 51 percent owned and controlled by low- or very low-income persons;

• Over 75 percent of the labor hours performed for the business over the prior three-
month period are performed by Section 3 workers; or

• It is a business at least 51 percent owned and controlled by current public housing 
residents or residents who currently live in Section 8-assisted housing.

• The status of a Section 3 business concern shall not be negatively affected by a prior 
arrest or conviction of its owner(s) or employees. 



SECTION 3
BENCHMARK  REPORTING GOALS -  (24 CFR 75.23) 

 
 
The benchmark goal for Section 3 workers is set at 25 percent or more of the total number of labor 
hours worked by all workers on a Section 3 project.  
 

Targeted Section 3 Labor Hours = 25% 

Total Labor Hours 
 

The benchmark goal for Targeted Section 3 workers is set at 5 percent or more of the total number 
of labor hours worked by all workers on a Section 3 project. This means that the 5 percent is 
included as part of the 25 percent threshold.  
 
 

 
 
 
 
 

Targeted Section 3 Labor Hours = 5% 

Total Labor Hours 



SECTION 3
SECTION 3 WORKERS AND BUSINESS TOOLS
All Subgrantees are encouraged to inform residents and business concerns in their
community of the available tools that will assist with jobs and training opportunities by
utilizing the HUD Opportunity Portal and the HUD Business Registry.

HUD OPPORTUNITY PORTAL
Helps match Section 3 workers to jobs and training opportunities and Section 3 businesses to
contracting opportunities. https://hudapps.hud.gov/OpportunityPortal/

HUD BUSINESS REGISTRY
A listing of firms that have self-certified that they meet one of the regulatory definitions of a
Section 3 business and are included in a searchable online database that can be used by
agencies that receive HUD funds, developers, contactors and others to facilitate the
awareness of certain HUD-funded contracts.
https://portalapps.hud.gov/Sec3BusReg/BRegistry/BRegistryHome





• All federally-funded projects must comply with all
Fair Housing and Equal Opportunity Laws (FHEO) and
Affirmatively Further Fair Housing activities.

• Required activities
– Adopt FH Resolution/Plan
– Display FH posters year-round (English and Spanish)
– FH Month Proclamation/Resolution (April)
– Conduct 1 FH activity
– Distribute FH brochures

FAIR HOUSING



MBE/WBE 2 CFR 200.321
• Subgrantees should make every effort to use local business firms

and contract with small, minority‐owned, and women‐owned
businesses (MBE/WBE)

• Must adopt a MBE/WBE Resolution/Plan and establish goals
• Procurement requirements

– Solicit at least 2 MBE/WBE
– Document MBE/WBE contracting/subcontracting
– Develop local MBE/WBE Directory
– Utilize MS Procurement Technical Assistance Program (MPTAP)
– Require prime contractors to take same affirmative steps

• Contract provisions – All bid packages must contain provisions to
promote utilization of MBE/WBE contractors/subcontractors



Environmental Review
• National Environmental Policy Act of 1969 (NEPA) 

requires an Environmental Review prior to approving 
or funding any project

• HUD also must comply with a variety of related 
environmental laws and authorities 

• Every CDBG project requires some level of review
• CDBG PF Due – June 20, 2024



24 CFR 58.4
• HUD regulations allow the assumption of authority to perform 

environmental reviews by responsible entities, which are units 
of general local government, such as a city, county, state, or 
Tribe.

• The responsible entity is responsible for:
– The scope and content of the review
– Consultation with other federal agencies, as required
– Making an environmental finding
– Certification by the Responsible Entity’s Certifying Officer 

(e.g., Mayor or Board of Supervisors President)
– Legal responsibility and liability



Choice Limiting Actions
• Grantees may not commit or spend HUD or non-HUD 

funds on activities that limit the choice of reasonable 
alternatives until ER process is completed (24 CFR 
58.22(a)).

• Examples of choice limiting actions:
– Acquiring property 
– Entering into a contract
– Leasing, rehabilitation, demolition, new construction, 

and ground disturbance work aka “turning dirt” 
See pages 13-15 of 2023 CDBG Implementation Manaul



Levels of Environmental Review

• Acquisition, repair, improvement, reconstruction or rehabilitation of public 
facilities and improvements when the facilities and improvements are:
– Already in place
– Retained for the same use
– Without change in size or capacity by more than 20%
For example: Replacement of water or sewer lines, repaving of streets (NOT 
maintenance)

• Removal of architectural barriers that restrict mobility of, and accessibility to, 
the elderly and handicapped (ADA improvements)

• Non-residential structures
– Facilities and improvements were in place and will not be changed in size or 

capacity by more than 20%
– Project doesn’t involve changes in land use from non-residential to residential, 

commercial to industrial, or one industrial use to another

Categorically Excluded Subject To 58.5 (CEST)



Two Potential CEST Outcomes: 
-- CEST Converts to Exempt

• Complete Statutory Worksheet with all supporting 
documentation: NO circumstances requiring 
compliance/ mitigation

• Document the determination and proceed with project
-- CEST Cannot Convert to Exempt

• Complete Statutory Worksheet with all supporting 
documentation: Mitigation or further compliance 
action required

• Proceed with approval process
- NOI/RROF publication (7-day public comment period)
- Submit ERR and RROF (HUD Form 7015.15)
- If no objections, MDA will issue Authority to Use Grant Funds 
(HUD     Form 7015.16)



Levels of Environmental Review
• Projects that are not categorically excluded
• New Construction
• Increase in size or capacity > 20%
• Change in land use
• Requires Finding of No Significant Impact (FONSI)
• Publish combined notice (FONSI and NOI/RROF) 

– Requires a 15-day public comment period
• Submit ERR and Request for Release of Funds (HUD Form 

7015.15)
• If no objections, MDA will issue Authority to Use Grant Funds 

(HUD Form 7015.16)

Full Environmental Assessment 



RROF Key Points
• Use most current version of HUD 

Form 7015.15
https://www.hudexchange.info/resource/23
38/hud-form-701515-request-release-funds-
certification/

• Responsible Entity signs and submits 
the RROF form after the required 
public comment period expires

• By signing, the certifying officer 
states that the RE has fully carried 
out the environmental review and 
has complied and will continue to 
comply with all NEPA, HUD, State 
and local laws and requirements. 

• 15-day objection period begins with 
MDA’s receipt of the RROF

https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-funds-certification/
https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-funds-certification/
https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-funds-certification/


Grant Administration
• Grant Administrator is determined by elected official 
• Planning and Development District

– Does not have to be procured
• Bollinger Memo

• Private Administrator
– Request for Proposals
– 2 CFR 200.320(d)
– Additional information 



Special Conditions Clearance
• MS State Department of Health – Water projects (3A)
• Department of Environmental Quality – Sewer projects (3B)
• MS Public Service Commission – uncertificated and/or 

unserved area; transfer of ownership of a system (3C)
• Economic Development projects only

– National Objective Resolution
– Corporate Status
– Department of Transportation and operating railroad 

company – rail spur, railroad crossing and/or railroad 
signalization



Non-Performance
• HUD Mandate

– Must be Under Construction 12 months from date of grant 
agreement is February 20, 2025

– Non-Performance Letters will go out to those not under 
construction within 12 months

-- Monthly Progress Reports required until construction         
begins. 
- should describe the most recent month’s progress 
towards construction

- This should not just be same letter saying the same thing              
every month

See page 35 of the 2023 CDBG Implementation Manual



NOTICE TO PROCEED
• Pre-construction conference
• Start of Construction and Contractor Award Notification 

– Submit to Area Program Manager prior to 1st construction
draw

• Required for all projects/grants (Public Facilities, ARC,
Economic Development)

●Certified bid tabulations
●Contractor Award Notification
●Executed Construction Contract (no specs)

• MDA will issue a Notice to Proceed Letter

• See pages 54-55 of the 2023 CDBG Implementation Manual



PROJECT SIGN
• Applicable to all grant types
• Sign must remain at job site throughout project

– If it falls, gets stolen etc., it must be replaced until
closeout of project

• Responsibility of the Local Unit of Government to
ensure the signage is posted

• Must display Davis Bacon Posters, Fair Housing,
Section 3 project related information

(see pages 35-36 of the 2023 CDBG Implementation manual)





E-VERIFICATION
• Mississippi Employment Protection Act of 2008 (Local Units must collect these

throughout the project as needed)
• All CDBG projects are required by the Mississippi Employment Protection Act of

2008 to register and participate in the E-Verify status verification program for all
newly hired employees.

• Sub-recipients, all contracted parties, and any benefitting businesses must agree
to maintain compliance with the Immigration Reform and Immigration
Responsibility Act of 1996, also known as the E-Verify Program. Sub-recipients,
upon the request of the State, must provide a copy of their registration with the
E-Verify Program and any such new hire verification.

• At monitoring, the Program Manager will request verification of E-Verify status
for the following:

• Sub-recipient
• Professional Services contractors
• Prime contractors and any sub-contractors
• Benefitting business (Economic Development projects only)

(see pages 36-38 of the 2023 CDBG Implementation manual)



This is what the e-
verify form should 
look like – NOTE: 
a statement 
saying they will 
comply with the 
e-verify 
requirements is 
not proof they are 
registered with E-
Verify in the state 
of MS.





FINANCIAL MANAGEMENT
• Financial Management System standards

– 2 CFR 200.302
• Matching Funds:

– In-Kind Services – these services must have been approved at time of 
application in order for in-kind to be used as match

– Local Cash/other grant funds etc.
• All Matching Funds should be expended proportionately with grant 

funds as approved on the approved contract budget or RFC will be 
returned
– Documented throughout project on RFC (i.e., recorded on the 

RFC with invoices, etc.)
• Non-proportional match documented on RFC will be returned for 

correction

(See pages 97-106 of the 2023 CDBG Implementation Manual)



REQUESTS FOR CASH
• Request for Cash 

– NEW: RFC forms will be pre-filled by CID and sent to the grant administrator.  No 
other forms will be accepted and will be returned. This is in an effort to limit 
errors on submitted requests and increase efficiency of payment process.

– Authorized Signatory Letter required for all projects/grants. 
– Must be received prior to submittal (or along with the first) of Request for 

Cash
– A new Authorized Signatory Letter must be submitted any time there is a 

change in administration.
– Use the 2 tab “Rev. 2023” Excel Document form – required for all projects/grants.

• Use the second tab and answer questions before submission/review of draft 
RFC

– RFC with errors will be returned for corrections 
– RFC are signed by the local unit of government as a true and correct 

document; CID changing information after signature by the local official is 
frowned upon.

(see pages 102-106 of the 2023 CDBG Implementation manual)



Financial Management (continued)
• Drawdown timeline

– $5,000 app prep & $3,000 general administration funds allowable after
Environmental Clearance granted

– After Special Conditions are cleared, copy of executed contract & award
notification – then, 1st construction draw

– Final $2,500 grant admin held until acceptable close-out package
submitted (completed)

NOTE: According to State Statute, 45 days is allowed for the process
of Requests for Cash. MDA’s Accounting Department will process all
requests as soon as possible and rarely takes the full 45 days.
However, please allow this time for processing before calling CID to
check on the payment status of your request as we do not readily
have access to this information. The best way to check on payment
status is for the local unit of government to log on to their Paymode
account

(see page 104 of the 2023 CDBG Implementation manual)



https://www.paymode.com/mississippi

https://www.paymode.com/mississippi




Change Orders
• Change orders

– Must be approved by MDA prior to implementing changes or MDA may 
not approve subsequent RFC; may result in an ineligible activity and 
grant funds may need to be repaid

– Please send Change Orders as a separate document from RFC and other 
documentation in order to avoid any delays in processing and to avoid 
getting caught up with other RFC documentation that may not be 
immediately processed.

– CID determination is to verify if it is considered a change order or if 
CID will consider it a budget modification or even a change of scope.

• Therefore, all change orders must be CID approved prior to 
implementing any changes

(See page 110 of the 2023 CDBG Implementation Manual)



Contract Modifications
• Budget Modifications

– Detailed Documentation – this includes letter from local unit of government and from the 
engineer explaining why a modification/contract extension is needed

• Note: Please be aware that requests for additional grant funds requires re-evaluation 
of funding including funding limits and proportional match requirements.

– Transferring of funds (Line items)/Budget Modification Sheet
• It should be noted that only up to 10% of grant ward amount may be transferred 

among existing line items
• Admin, Engineering and Acquisition – transfer of construction funds from these 

line items to other line items will not be permitted.
• Contract Extension

• Must provide a reasonable justification as to why additional time is needed
• Change of Scope

– Changing project area
– New Work Activity
– Special Conditions may apply

(See pages 107-109 of the Implementation Manual for more information on Modifications)



BUDGET MODIFICATION WORKSHEET 
 
 
Recipient:                                                       Contract Number:                                           _  
 
         
NOTE:  List CDBG funds where changes are made: 
 

 
 Activity 

 
 Current Budget 

 
 Proposed Budget 

 
 Change (+ -) 

 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
  
 
 

  
          
 
 
 

 
 
 
 
 
 
 

 
 
 
 
    

 
 
 
 
 
  
 

   
 
 
  
 

 
TOTAL 

 
 TOTAL 

 
 TOTAL 

 
 TOTAL 

 
 
 

 
 
  

 
 
  

 
 
  

 
 Comments:  



Citizen Participation
• 2nd Public Hearing – recommend prior to 50% of project 

completion (this must be completed prior to monitoring)
• Publishing requirements

– Newspaper of general circulation
– Not less than 14 days & no more than 20 days (examples page 92 

of the Implementation Manual)
(see pages 111-112 of the 2023 CDBG Implementation Manual)

Example:  Public Notice Advertisement runs 4/1/2022
       (2,3,4,5,6,7,8,9,10,11,12,13,14,15) = 14 days
   (2,3,4,5,6,7,8,9,10,11,12,13,14,15,16,17,18,19,20) = 20 days
  Public Hearing on 4/21/2022 



BREAK FOR LUNCH



Welcome Back!



Monitoring
• Review of project to ensure compliance with all federal & state regulations
• Monitor project at approximately of 50% construction completion

– NEW:
• At or near 50% completion CID will send letter to the communities notifying them 

that monitoring is now due
• After the letter is sent, the admin will be contacted to schedule the monitoring (and to 

ensure the 2nd public hearing will have taken place prior to the monitoring)
• At least one on-site monitoring will be conducted during the project – projects may 

be monitored more than once if MDA determines the need
• Monitoring Report to Local Unit of Government

– Narrative on comments, concerns and/or findings
– If applicable, sub-recipient may need to submit a response

Note: If a timely response to monitoring findings is not received, RFC will be held 
until a satisfactory response is received. It should also be noted that unresolved 
monitoring/compliance concerns may prevent eligibility of additional federal/state 
funding awards.

(see pages 113-117 of the 2023 CDBG Implementation Manual)



Monitoring Checklist
• Acquisition
• Environmental
• Fair Housing/ Equal Opportunity
• Section 3
• Labor Standards
• Procurement
• Citizen Participation
• Financial Management
• National Objective/ Eligibility
• Economic Development (Jobs) (all updated/correct 

surveys and reports should be available for review)



Close-Out Process
• All administrative action and all required work completed for the 

project
• 2 signed CID Close-out Packages and final Section 3 HUD Form-

60002 required
• Closeouts Due (whichever comes first)

– 30 days after completion of the project
– 60 days from the contract termination date
– No contract extensions are needed within these parameters

• Inaccuracies will delay close-out and could cost timely 
completion points as CIDs closeout letter (application timely 
completion documentation) is the date CID signs the closeout 
letter, not the date the local unit of government signs the 
closeout documentation

– For 2024 the deadline for closeouts is April 12th.
NOTE:  Close-out packages submitted with the intention of applying for the up-coming CDBG-PF 
application round must have their acceptable, complete and correct close-out package to CID by 
the applicable year’s due date in order to be eligible to submit a new PF application. Submitting a 
partial close-out or an inaccurate close-out will not be considered an acceptable close-out 
submittal.
(see pages 117-127 of the 2023 CDBG Implementation Manual)



Close-Out Package
• Recipient’s Close-out Checklist
• Certificate of Completion
• Funding Sources Summary Report
• Recipient Performance Certification Report (Public Facilities only)
• Agreement Relative to Close-out
• Outstanding Claimant's List
• Inventory and Program Income
• Final Request for Cash with admin’s final $2,500 – these will not 

be processed until a complete and valid closeout package is 
received

• DOH/DEQ approval letter (if applicable)
• Final Section 3 HUD Form 6002
• Check for grant fund repayment if required (i.e. required match 

funds not spent/documented etc.)
• If either the closeout or the final RFC is not complete, correct and 

ready for processing, both the RFC and closeout will be returned



Record Keeping

• Keep all project documentation for 5 years following 
close-out of the project

• Must be maintained by local unit of government (not 
just by admin)

(see pages 127-131 of the 2023 CDBG Implementation Manual)



Economic Development
• Directly associated with creation/retention of jobs
• 51% net new jobs must be low- and moderate-income persons

– NOTE: HUD has stated that this number is 51% of ALL new jobs created with CDBG even if 
the company creates more than the committed number of jobs

• If project fails to fully materialize – the local unit of government will be responsible 
for returning all CDBG funds to MDA

– Job Requirement issues
• Failure to meet 51% LMI Jobs – repayment of the all CDBG funds
• Failure to create full job commitment numbers – pro-rata share reimbursement of funds (cost per 

job)
• Additional Special Conditions may apply
• Water Viabilities required for all water projects (must complete the Water Viability 

application prior to full application)
• Will need additional copy of full application for MDA’s engineering review (1 

original for MDA and 1 copy for engineer)
– Engineering report must be thorough and complete.  If the state’s engineer needs additional 

information/clarification the grant award could be delayed as awards will not be made until 
completion of the engineer’s review

(see pages 131-145 of the 2023 CDBG Implementation Manual)



Job Applicant Survey Forms
• Documentation of job creation
• Income ranges = Section 8 income limits (HUD Exchange website: 

https://www.hudexchange.info/programs/home/home-income-limits/ )
– County specific (county of the project site not the employee)
– Change yearly – match the date of hire of the employee

• Survey Forms must be complete – both the employee and benefiting business 
sections or the surveys cannot be counted

• Job Classification Title – Hiring Categories
• Temporary workers cannot be counted
• Should count only new full-time and full-time equivalent employees
• New field: Company Name at bottom of form
• Once the total number of jobs at the facility increases by the number of 

committed jobs and can be shown on one dated payroll, job creation will be 
considered complete, however new job creation must continue to be reported 
until the grantee and the benefitting business agree that there will be no more 
new jobs created as a direct result of the CDBG funded project. A letter from 
the grantee and the benefitting business stating that no new jobs will be created 
as a result of the CDBG funding for the project. Until both requirements are 
met, all job reporting requirements must be turned in each quarter.

https://www.hudexchange.info/programs/home/home-income-limits/






ED Jobs Report
• New Quarterly/Reporting Form (Excel) – Required starting July 1st, 2022
• Project Information will be pre-filled by CID and only this form will be 

accepted
• State Job Requirements and Federal Job Requirements in a single quarterly 

report
– State

• Tracks current active employees (snapshot at the end of each quarter) to 
satisfy the total State net jobs requirement

• Include current payroll/employee roster – name/date of hire/position 
(please have these alphabetical order if possible, or email in the form of an 
excel spreadsheet)

– Federal
• Tracks all employees hired during that quarter regardless of if they are on 

the current roster
• Tracks all Federally required data
• Tracks 51% LMI requirement for new hires
• Include all valid employee surveys with each quarterly report



Job Reports continued
• Separate Annual Reports are no longer required with the New 

Quarterly Reports starting July 1, 2022
– Report all federal required information each quarter
– Submit: 

1.) roster, 
2.) survey forms, 
3.) new quarterly report form fully executed

• Report Dates by State Fiscal Year
– Due dates - due the 30th of the month following the end of the quarter

• Due October 30th - FY 1st Quarter: July 1st through September 30th   

• Due January 30th - FY 2nd Quarter: October 1st through December 31st
• Due April 30th - FY 3rd Quarter: January 1st through March 31st
• Due July 30th - FY 4th Quarter: April 1st through June 30th

• Both the Quarterly and the Annual Report is due by July 30th

• The Annual Report will automatically populate on your spreadsheet

NOTE: Late or incomplete/inaccurate jobs reports will be returned for corrections and will result in RFC being 
held until a complete and valid jobs report is received



Final Federal New Job Creation Report
• New Final (Close out) Job Report Form

– This final report will auto-populate according to your 
quarterly/annual reports within the same excel document –
just print and sign.

• Due at close out of the project
• Reporting on the cumulative number of jobs created 

for the project
– Must match Job Applicant Surveys collected – this 

should correspond to everything you have turned in 
each quarter throughout the project

• Final report must be submitted with close-out 
package



Jobs & Investment Monitoring
• 4 years from effective date to create jobs & meet company investment 

requirements
• Investment documentation

– Investment - letter from company stating money invested in the project (should be 
at least what was agreed upon in the MOA) – due by closeout

– Supporting documentation (upon request) – due by closeout
• Jobs documentation

– All Job Applicant Survey Forms
– Dated payroll/employee roster – name, date of hire and position
– Accurate Excel Report 

• Job Survey Forms must match information recorded on Quarterly 
Reports/Closeout Report

• Survey Forms are complete, accurate and signed

NOTE: Please check for accuracy before submitting quarterly job 
reports/closeout job report as they will be returned for corrections, 
delaying RFC processing/close outs.



CAP Loan Program



New and Notables/ 
Common Problems



Grant Administrator Certification
• Certification is now live.  You are encouraged 

to take your certification test now, however 
they are not a requirement to administer the 
2023 CDBG grants; certification is required for 
all 2024 CDBG grants moving forward.
• All administrators that wish to administer a CDBG 

grant awarded January 1, 2024 moving forward will 
need to be certified by CID and be in good standing 
once certified 



Build America, Buy America (BABA)

See pages 92-96 of the 2023 CDBG Implementation Manual

























Request for Cash
• Please ONLY use the pre-filled RFC “Rev. 2024” form that your program manager will send 

you (or request from Program Manager).  The second page (questions) will no longer be a 
requirement so you will not find it on your new RFC forms.

• All match documentation must be submitted on the RFC form (with invoices) in order to 
properly and accurately document match – “Matching Expenditures” should be documented 
on the RFC sheets.  This applies to all grant projects with match on the approved budget –
match must meet approved budget proportionately throughout project or RFC will be 
returned. 

• Incorrectly completed RFC forms will be returned for corrections (we will not be making 
corrections to RFC forms but you may submit drafts along with all invoices for program 
manager review prior to getting the RFC signed by the elected official).

• Common RFC Mistakes:
– Date spread does not capture all dates on all invoices (date spread should 

include match documentation as well)
– Incorrect running totals (Amount Requested to Date; Cumulative Match are not 

self-calculating so you must double check your math)
– Match not proportionally drawn per grant agreement 





The line items on the Request for Cash sheet will 
mirror the line items on the approved contract 
budget (these will now be pre-filled by CID



Accurate RFC Submittal
• Incorrect RFC submittals will be returned to the 

local unit of government – we cannot keep 
documentation that is not ready for processing
• We have been asked to “pre-check” RFC before signed 

submittal
• To request a “pre-check” have the RFC completed (after 

double checking your RFC for accuracy and include all 
applicable documents
• No pre-checks will occur before all these documents are received by 

the program manager
• Please give your program manager adequate time to check – we are 

short-staffed and are doing our best to get in-house RFC and other 
in-house documents processed as a first priority so please don’t 
expect same-day turnaround 



Checking on Payments
• Per DFA, the State has 45 days from MDA’s 

receipt of the payment request (RFC) to 
complete the payment process
• We ask that you please do not call/email and ask if 

your payment has been processed prior to 30 days
• After the 30 days:  Before calling to inquire please 

check with the local unit of government to see if they 
indeed have not received payment

The local unit of government should be checking their Paymode 
account at https://www.paymode.com/mississippi

https://www.paymode.com/mississippi


https://www.paymode.com/mississippi

https://www.paymode.com/mississippi


Quick Reminders
• Requesting Admin Funds

– Only after Environmental Clearance
– Can only request $5,000 application preparation fee and $3,000 General Admin Fees 

(basic engineering fees are also allowable) AFTER ENV. CLEARANCE
– No other requests for cash will be approved prior to Special Conditions Clearance
– No other Administrative Fees will be allowed until the submittal of the executed 

construction contract

• Prior to 1st RFC Submittal
– Authorized Signature Sheet
– Environmental Clearance

• Prior to Starting Construction
– Environmental Clearance
– Special Conditions Clearance
– CID’s Notice to Proceed

• Prior to 2nd RFC Submittal
– Special Conditions Clearance
– Notice of Award (blue sheet)
– Construction Bid Tabs
– Construction Contract
– Notice to Proceed from CID



Monitoring
• Per HUD, monitoring should not occur at the end of the 

project
• Monitoring is to ensure that all federal (and state) regulations are followed 

throughout the project and to allow time to correct any deficiencies noted 
at monitoring
• The end of the project is too late to “fix” any noted issues
• Serious violations can result in grant funds being repaid by the local unit of 

government

• At approximately 50% of construction 
• The admin will be contacted to ensure the second public hearing is scheduled 

(or has occurred) and the monitoring will be promptly scheduled
• If scheduling is unsuccessful letters will be sent to the LUG and/or the program 

manager will call the local unit of government to schedule a monitoring date
• RFC payments may be delayed if monitoring attempts are continually 

unsuccessful



Closeouts
• Timely closeouts are very important

• Timely completion points are earned based on the date of the MDA closeout letter
• Timely completion points could mean the difference between funding and no funding on that local 

unit of government’s next PF application
• As the project is nearing closeout a letter will be sent to the local unit of government stating 

that a closeout packet will be due, and that timely closeout can earn them additional points 
on their next PF application

• Remember, MDA will only issue a closeout letter once the final complete and 
accurate closeout is submitted and fully processed by MDA
• Please ensure the has completed monitoring, all monitoring responses have been verified as 

adequate by CID Compliance, and that submitted closeouts are accurate; inaccurate 
closeout documents will be returned to the local unit of government for corrections and this 
delays the closeout of the project and jeopardizes the local unit of government’s timely 
completion points.

• This also applies to the April 12th deadline for closeouts in order to submit a PF 
application for the current year
• Closeouts must be complete and accurate and all monitoring must be complete with 

any findings successfully addressed and verified by CID or the final RFC and Closeout 
packet will be returned to the local unit of government; this could jeopardize the local 
unit of government’s ability to submit a PF application for the current year
• Please don’t wait until the last minute to request monitoring and submit closeouts as the 

program managers must have adequate time to review the rush of last-minute 
RFC/Closeout documents they receive



Change Orders
• Submittal of change orders should occur before the 

changes are executed on the project itself
• Failure to submit change orders prior to implementation of 

the changes could result in line items being rejected as 
unpayable with grant funds
• MDA will determine if the requested change is a change order, a 

change of scope, and/or if a budget modification will be needed.
• Please do not submit change orders mixed in with RFC 

documents as they are processed differently from RFC and 
this could delay the processing of both

• Program manager try to expediate change orders and respond to you 
ASAP so construction work can continue with as little delay as possible.  
If change orders are easily recognized as they come in, they can be 
separated and more quickly processed



Job Reports
• Remember the New Job Report format for projects that began reporting 

July 2022 
• Jobs (both state and federal tracking) will be reported quarterly.

• No separate annual report will be required 
• New excel workbook

• Will track all federal and state requirements
• Should include all new employee surveys
• Should include current employee roster/payroll with 

• Employee Names 
• Job Position
• Date of Hire
• Please order roster in alphabetical order by last name if possible (or email in an excel 

spreadsheet) 

• All new ED projects and newly reporting ED projects will use this new report
• Program manager will pre-fill key project information and email the spreadsheet to 

you
• SAVE THIS REPORT AND USE THIS THROUGHOUT THE PROJECT
• Each worksheet represents a State FY (4 FY quarters)
• Final Closeout Job Report will self populate with all accumulated information

• Just print, sign, and submit with your closeout



Job Reports
• New Quarterly Report Due Dates (State FY starts July 1st

and ends June 30th) 
• FY Quarter 1:  July 30th     

• FY Quarter 2:  October 30th
• FY Quarter 3:  January 30th

• FY Quarter 4:  April 30th

• Jobs (both state and federal tracking) will be reported 
quarterly on a single report.

• New report will let you know when the State job 
requirement has been met, and when the Federal 
requirement has been met

• Same information is being reported, just in a different 
format that I hope will make the continuing reporting 
process a bit easier, especially at closeout



Job Reports
Job Report Common Errors:

Common Issues: -Hire dates, Job Titles not included on employee roster/payroll – we need all this 
information to verify employees

-Valid, signed, fully completed surveys;
-Surveys that do not match roster and/or reporting data 
-Overabundance of surveys/invalid surveys – Only turn in complete and applicable 
surveys

-Reporting data should only include jobs created after the grant agreement date

-Report not electronically filled out – NO handwritten reports should be submitted

-Jobs Report not fully executed – Do not turn in unsigned/incomplete reports as they will 
be returned for correction, and this could delay RFC processing/final closeout processing

-Inaccurate Information - It is the responsibility of the local unit of government to verify
the accuracy of the report before submission to CID.  Incorrect reports will be returned 
and will delay request for cash processing and closeouts.









Job Reports
Once you believe the total job creation has been met: 
• Submit a written request for review to verify total job commitment 

met.  Submit your quarterly report(s) and ensure all completed 
surveys and rosters have been provided in order for your program 
manager to verify total jobs created.

• If jobs created can be verified the program manager will issue a letter 
stating that the job commitment for the project has been met along 
with the effective date of job commitment.  If the job commitment has 
not been met the program manager will send a letter stating how 
many jobs can be verified and how many jobs still need to be to be 
created in order to meet the total job commitment. 

• NOTE: There are 2 parts to the job requirements on ED projects
• 1. State Requirement –starting number of jobs (shown on employee roster) + new jobs created

= net    jobs total requirement per grant agreement
• 2. Federal Requirements – new jobs created (shown by completed employee surveys) and 51% 

LMI jobs created (also shown by completed employee surveys)
– In addition HUD has data reporting requirements for employees hired (ethnic groups, job 

classifications, employer-sponsored healthcare, hires unemployed prior to accepting job 
etc)



Requests for Additional Grant Funds
Requests for Additional Grant Funds Will be Considered on 
a First Come First Serve Basis:
• Local Unit of Government should submit a written request for any 

additional funds, along with a letter from the engineer detailing the 
need for additional funds, as well as the steps taken to date to keep 
the project within budget and original approved scope.

• Requests for additional funds should also include a statement of 
commitment for any additional required match funds per the 
percentage of the original agreement.

• Decisions will be based on the following:
• Availability of funds within the approved projects fund year
• Total grant amount awarded/requested up to the maximum for the grant category 

(Small max of $600K or Regular max $750K)
• Ability of subgrantee to meet any additional match requirements and/or contribute 

additional funds to the project
• Steps taken to date to keep the project within budget and within original approved 

scope



QUESTION #1:
Does meeting job commitment mean that 

you no longer have to submit quarterly job 
reports?



ANSWER:
No

Once the total number of jobs at the facility increases by the 
number of committed jobs and can be shown on one dated payroll, 

and the 51% of the newly created jobs has been met, then job 
creation will be considered complete, however new job creation 
must continue to be reported until the grantee and the benefitting 
business agree that there will be no more new jobs created as a 

direct result of the CDBG funded project.  A letter from the grantee 
and the benefitting business stating that no new jobs will be created 
as a result of the CDBG funding for the project should be submitted 

to CID. 



QUESTION #2:

The new procedure for submitting RFC 
forms now includes what documents?



ANSWER:

The CID pre-filled RFC form (the 
Questions on the second tab of the excel 

document is no longer required)



QUESTION #4:

When is the complete and accurate project 
closeout packet due?



ANSWER:

Within 30 days of project completion or no 
later than 60 days from the expiration of 

the grant (whichever comes first)
(or by the due date of for the application 

year if a new PF application is being 
submitted)



QUESTION #5:

What are the new compliance regulations 
that must be followed?



ANSWER:

Federal 
RADON – coming in 2024

VAWA – more info coming from HUD
BABA – started 2022 HUD funds

Non-federal
Admin Certifications – starting 2024 

applications and 2024 awarded projects



QUESTION #6:

What forms must be submitted for the new 
BABA requirements?



ANSWER:

General Waiver Statement - CID
Project Specific – TBD by HUD but will 

be submitted via CID



Do you have any additional 
QUESTIONS?



If You’re New Review
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