
Department of Administration
Division of Housing 

Chapter 9: Reporting
Chapter 2: Monitoring

Chapter 6: Equal Opportunity



Reporting, Monitoring, and Equal Opportunity
Chapters: 6, 9, and 11
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Grant Agreement
ARTICLE 9. FAILURE TO PERFORM

The Department reserves the right to suspend payment of funds, in whole or 
part, if any required report is not timely provided to the Department upon 
request or as required under any provision of this Agreement, or if the 
Grantee has not complied with the terms of this Agreement. The Department 
further reserves the right to suspend payment of funds under this 
Agreement if there are deficiencies related to the required reports or if 
performance of contracted activities is not evidenced on other Agreements 
between the Department and the Grantee in whole or in part. 

The Grantee's management and financial capability including, but not limited 
to, audit results and performance, may be taken into consideration in any or 
all future determinations by the Department and may be a factor in a decision 
to withhold payment and may be cause for termination of this Agreement. 



Grant Agreement ‐ continued

Page 1: 
WHEREAS, the terms and conditions herein shall survive 
the Performance Period and shall continue in full force 
and effect until the Grantee has completed and is in 
compliance with all the requirements of this Agreement; 

The Grantee shall comply fully and completely with all 
provisions of this Agreement in order to be eligible for 
the funds awarded under this Agreement. 



Grant Agreement – cont.

ARTICLE 8. REPORTING 
The Grantee shall submit all required reports to 
the Department in a complete and timely 
manner per the schedule set forth in the 
ATTACHMENTS, and shall comply with all other 
applicable regulations. Financial Reports must 
be submitted with each request for funds. 
Copies of the Financial Reports will be 
maintained in the Grantee’s file. 



Grant Agreement – cont.

ARTICLE 12. LEGAL RELATIONS AND 
INDEMNIFICATION 
The Grantee shall at all times comply with and 
observe all applicable federal and state laws, 
ordinances, and regulations which are in effect 
during the Performance Period of this 
Agreement and which in any manner affect the 
Grantee's work or conduct. 



Grant Agreement – cont.

Attachment A
IMPLEMENTATION 
The Grantee will comply with the CDBG Program 
policies and procedures provided in the most 
recently published Program Implementation 
Handbook. The Department reserves the right to 
adjust policies and procedures during the 
Agreement period. The Grantee’s Program 
Administrator is required to attend Implementation 
Trainings throughout the Performance Period of this 
Agreement. 



Important Documents

Grant Agreement & Attachment C (Timetable) and 
Attachment D (Reporting Schedule)

Implementation Handbook

Payment Requests



Common Reporting Issues



Semi‐Annual Reports





IMPORTANT REMINDER!
The semi‐annual reporting requirement begins when the UGLG 
receives a copy of the fully‐executed Grant Agreement from the 
Division of Housing (DOH), and it continues until the Unit of 

General Local Government (UGLG) has completed full Financial & 
Administrative Closeout of the Grant Agreement. 

 

Reporting periods and due dates:

 For the period of April 1st through September 30th – the report is
due no later than October 15th!

 For the period of October 1st through March 31st – the report is
due no later than March 15th!



Audit Reporting
• Jan. 15 and Oct. 15

Labor Standards Report
• March/September 25

Fair Housing
• Within 1 year of award letter

End of Construction period
• Within 2 years of award letter

Final payment and closeout report
• Within 2 months of end of 

construction period

UPDATE: Agreement Timetable 

Semi‐annual packet
• April/ October 15



Semi‐annual report forms

1. Semi‐Annual Report Certification
2. Summary Narrative
3. Labor Standards Enforcement Report
4. MBE/ WBE Report
5. Section 3 Report

Example: Village of Yourville, WI



Grantee: Village of Yourville

Project: Creek relocation and storm sewer 
improvements

Award: $500,000

Performance Period: February 15, 2012‐
December 31, 2014.



Village of Yourville

PF FY13‐12345

Not applicable

September 30, 2013

x
x
x

x
x

Jane Doe 10/5/2013

Grant Administrator (123) 456‐7890

ABC Company jdoe@email.com

Joe Smith 10/6/2013

Form 1



Form 2



Form 2

Example:  
Village of Yourville
(1st reporting period)

Taken directly 
from CDBG 
Agreement 
Timetable

Detailed 
narrative for 
each 
accomplishment



Form 2

Example:  
Village of Yourville
(2nd reporting 
period)



SEMI-ANNUAL LABOR STANDARDS ENFORCEMENT REPORT
 

Grantee:  ________________________________   CDBG Contract #:  _________________________ 
 
Period Covered:   
 From (month/year) ___________________________ to (month/year)_____________________ 
(Report periods cover October 1 through Match 31 and April 1 through September 30 and are due to DOA 
with the Semi-Annual Reporting.  Please follow the Grant Agreement deadlines included in the 
Attachments) 
 
1. Enter total number of prime contracts awarded this six (6) month period, subject to Davis-Bacon 

and Related Acts (DBRA) and/or the Contract Work Hours and Safety Standards Act (CWHSSA).  
Track contracts by award or start of construction – do not track by bid opening date.  
Note:  Do not report contract(s) from previous period in 1 – 3.   ____________________________ 

 
2.   Enter the total dollar amount of prime contracts reported in Item 1 above.  ____________________ 
 
3.   List Employer/Project, Amounts, Wage Decision and Effective date (items 1 & 2):* 
 
 
 

Employer 
 

Project 
Type(s) 

 
Bidding 

Date 

CDBG 
Related 
Contract 
Amount 

 

 
Contract 
Award 
Date 

Wage 
Decision & 

Modifications 

Wage 
Decision 
Effective 

Date 

 
4.   Enter the number of employers (contractors, subcontractors, lower-tier subcontractors) against 

whom complaints, investigations or §5.11 hearings were received during the reporting period (list 
the following information below):*      ______________________ 

 
Employer Project HUD or DOL Investigations Or Hearings 
 
 
 
 
 
 
1. Enter the information relative to wage restitution that was collected and/or disbursed during this 

six (6) month period.  This includes restitution disbursed by the grantee, restitution reported on 
certified payroll correction report and amounts collected but not disbursed because workers could 
not be found. 

 
(a) Enter the total number of workers for whom wage restitution was collected and/or disbursed 

during this six (6) month period.      _________________ 
 

(b)  Enter the total amount of wage restitution collected and/or disbursed during this six (6) month 
period.         _________________ 

 
(c)  Enter the total amount of liquidated damages collected during this six month period for Contract 

Work Hours and Safety Standards Act overtime violations.  (See Chapter 7:  Labor Standards, 
Attachment 7-I:  Federal Labor Standards Provision (4010), B. (2) Violation; liability for unpaid 
wages; liquidated damages.)      _________________ 

 
Construction Start Date:  ___________________ 
 
Is construction completed?  Yes ____  No ____             Date of Completion:  _____________________

Form 3



Minority Business Enterprise/ Women Business Enterprise 
(MBE/WBE)

• Placing qualified small and minority businesses and women's business enterprises 
on solicitation lists (see Chapter 7, Form 7‐T);

• Assuring that small and minority businesses, and women's business enterprises 
are solicited whenever they are potential sources;

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

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

• Using the services and assistance of the Small Business Administration, and the 
Minority Business Development Agency of the Department of Administration; and

• Using the prime contractor, if subcontractors are to be let, to take the affirmative 
steps listed above.

Form 4



Include with ALL contracting documents:



Form 4



PF FY13‐12345

Village of Yourville

x 2013

Jane Doe
(123) 456‐7890
jdoe@email.com

Suzie’s Landscaping 123 Main St. Yourville WI 54321 $12,000 4 1 Y Y 987654321

Form 4



Economic Opportunities For 
Low‐Income People (24 CFR 135): 

Understanding Section 3

HUD Requirements for Local Government and 
Non‐profit Subrecipients

Housing & Urban Development Act of 1968 (12 
U.S.C. 1701u) (section 3) (Title 24‐HUD, Chapter 1)



SECTION 3 ‐ objectives

To ensure that economic 
opportunities resulting from 
HUD financial assistance are 
directed to low and very low‐
income persons

“Opportunity” 
involves reasonable 

access and fair 
notification.



SECTION 3 – definitions
Chapter 6, Page 8

Section 3 Residents:
– Low‐income individuals (80% and below of HUD 
Income Limits)

Section 3 Business:
– 51% owned by LMI, or
– 30% of employees are Section 3 (or within 3 years of the 

date of first employment were section 3 residents), or

– 25% of dollar value goes to subcontracting with 
the Section 3 eligible businesses.



SECTION 3 – threashold

Grantee

• $200,000 Award

Contractors

• $100,000 Contract

 Public Construction
 Housing Construction
 Housing Rehabilitation
 Reconstruction/Demolition
Operations
 Infrastructure Development 

Projects



SECTION 3 – numerical goals
Activities

30% Section 3 
residents

Job Training

30% NEW HIRES 
Section 3 
businesses or 
residents

Employment

10% of building 
trades, and
3% of all other 
non‐constr. 
contracts

Contracting

If the expenditure of covered funding does not result in 
new employment, contracting, or training opportunities, 

the requirements have not been triggered.



SECTION 3 – responsibilities

 Include “Section 3 Clause” in all covered solicitations and contracts 
(24 CFR 135.38)

 Notify contractors of Section 3 responsibilities

 Grantees and their contractors must provide economic opportunities 

to low‐income persons and qualified Section 3 businesses – to the 

greatest extent feasible (§135.30)

 Preference to qualified Section 3 Business Concerns without regard 

to affiliation or membership in any collective bargaining union



Non‐compliance may result 
in debarment, suspension or 

denial of participation.



Form 5





Failure to meet numerical goals 
requires 

explanation from the Grantee.



 Jobs must be advertised through local/county job center

 Jobs must be advertised in local Public Housing locations (Housing 

Authority)

 Any efforts to outreach to LMI residents are important!



Timeliness

• Reporting accomplishments 
to HUD

• Compliance with CDBG 
Agreement

• Processing of disbursement 
requests



Submission

• Electronic preferred

• If mailing‐ submit 1 copy



Amendments‐ Process

1. Contact your Project Rep. to discuss situation

2. Project Rep. develops Staff Recommendation

3. Review of Staff Recommendation by Bureau 
Director and Division Administrator

4. If approved, amended Agreement sent to 
Chief Elected Official for signature.



Amendments‐ Provisions

• Circumstance must have occurred outside the 
hands of the grantee

• Must occur 30 days prior to end of 
construction period

• Don’t rely on amendments!



Chapter 11:
Single Audit Requirements



Office of Management and Budget (OMB) Circular A‐133
“Audits of States, Local Governments, and Non‐Profit 

Organizations”

Who: Any UGLG to whom a federal grant is awarded.

• The UGLG is responsible for submission of its single audit 
reporting package to DOA whether or not the UGLG has sub‐
granted the award to another governmental unit.

• Sub‐grantee may also be subject to Single Audit



Federal law requires that…

• Non‐Federal entities that expend a combined 
total of $500,000 or more in a year in federal 
funds to have a single audit conducted for that 
year in accordance with the requirements of 
OMB circular No. A‐133 

• Non‐Federal entities that expend a total amount 
of Federal awards less than $500,000 in a year 
are exempt for such fiscal year from compliance 
with the audit requirements of the Circular.



$500,000 
or more

Less than 
$500,000

Total of ALL federal funds expended by grantee in FISCAL YEAR.

Audit 
required

Audit 
NOT
required



Audit‐ Important Dates

• January 15th:  Single Audit Statement due (all 
grantees)

• October 15th:  Single Audit Report due 
(grantees expending >$500,000)



Single Audit Statement



Submission

• January 15th:  Single Audit Statement due (all 
grantees)
DOH Project Rep

• October 15th:  Single Audit Report due 
(grantees expending >$500,000)
DOH Project Rep
DOA Chief Accountant



MONITORING



Process

On‐site visit or desk monitoring at least once 

during the performance period

2‐week notification letter

Logistics & Accessibility

Entry and Exit interview



Monitoring Letter

Findings versus Concerns

Corrective Action Timeline

DOH has 30 days to draft monitoring letter

Grantee has 60 days to respond



Corrective Actions
































