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Division of Energy, Housing and Community Resources (DEHCR)

Bureau of Community Development (BCD)

Implementation Training for CDBG Projects
Sept. 19, 2019 (in Rothschild, WI) & Sept. 24, 2019 (in Madison, WI)

PURPOSE OF TRAINING

 Provide a comprehensive overview of the requirements for 
administering the Community Development Block Grant for:

 Public Facilities (CDBG‐PF), 

 Planning (CDBG‐PLNG), 

 Public Facilities for Economic Development (CDBG‐PFED), 

 Economic Development (CDBG‐ED), and

 Special Projects (CDBG‐SP)

 Provide an opportunity to get to know the Bureau of Community 
Development (BCD) staff
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OUR STAFF

Bureau of Community Development:

 Dave Pawlisch, Bureau Director

Mark Staff, Section Chief

Miriam Anderson, Grants Specialist

 Angela Davis, Grants Specialist 

 Kietra Olson, Grants Specialist

 Joanna Storm, Grants Specialist
3

TRAINING LOGISTICS
 Training Materials/Handouts:

 Agenda
 Implementation Handbook
 Training Slides
 Training Activities
 Evaluations

 General Housekeeping Items
 Sign‐In Sheet(s)
 Breaks
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CHAPTER 1:  INTRODUCTION
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

COMMUNITY DEVELOPMENT BLOCK GRANTS
 The U.S. Department of Housing and Urban Development (HUD) provides 
federal funding to States through the CDBG program:

 Created in 1974 through the passage of Title 1 of Housing and 
Community Development Act, and

 Governed by rules set forth in the Code of Federal Regulations (24 CFR 
570).

 Funds are used to promote affordable housing, suitable living 
environments, and expanded economic opportunities for persons with low‐
and moderate‐incomes.
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ELIGIBLE APPLICANTS
 The Division of Energy, Housing and Community Resources 
(DEHCR) may only award grants to Units of General Local 
Government (UGLGs) to carry out the funded activity.

 The only UGLGs that are permitted to apply for Small Cities 
Community Development Block Grants funds are towns, non‐
entitlement cities, villages, and non‐urban counties.

7

FOR NON‐ENTITLEMENT COMMUNITIES, CDBG 
FUNDING IS AVAILABLE FOR:

 Affordable Housing (CDBG‐H)

 Emergency Assistance (CDBG‐EAP)

 Planning (CDBG‐PLNG)

 Public Facilities (CDBG‐PF)

 Economic Development (CDBG‐ED)

 Public Facilities for Economic Development (CDBG‐PFED)
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ALL CDBG PROJECTS MUST MEET 
1 OF 3 NATIONAL OBJECTIVES:

1

2

3

Low‐ and 
Moderate‐Income 

Area Benefit

Limited Clientele

Housing 

Jobs

Slum and Blight

Area Basis

Spot Basis

Urgent Local Need
9

THE MAJORITY OF FUNDS MUST BENEFIT LOW‐ AND 
MODERATE‐INCOME (LMI) PERSONS:

 LMI Threshold = Less than 80% of the area median income as 
determined by HUD.

 http://www.hud.gov/offices/cpd/systems/census/lowmod/

 70% of the CDBG funds the State utilizes must be designated 
specifically for the benefit of LMI persons.
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INELIGIBLE ACTIVITIES:

 Buildings for the general conduct of government, except to create 
or improve accessibility for the disabled population

 General government expenses

 Political activities

 Operating and maintenance expenses for public facilities

 Lobbying activities

11

HELPFUL WEBSITES
 DOA – Division of Energy, Housing & Community Resources’ Bureau of 
Community Development:

http://www.doa.state.wi.us/Divisions/Housing/Bureau‐of‐Community‐Development 

 HUD guidance on CDBG National Objectives – Code of Federal Regulations 
(24 CFR 570.208):

http://www.ecfr.gov/

 HUD guidance on CDBG Eligible Activities (HCDA Sec. 105):

http://portal.hud.gov/hudportal/HUD?src=/program_offices/comm_planning/communitydevelopme
nt/library/stateguide
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov
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CHAPTER 2:  ADMINISTRATIVE REQUIREMENTS
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT
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CHAPTER OVERVIEW

 Duties & Responsibilities

 Paperwork

 Resources

15

ADMINISTRATIVE WORKFLOW

Required by Application

Pre‐ and Post‐Agreement 
Activities

UGLG/Municipality

Grant 
Administrator

Commitments

Recordkeeping

File Management

Grant Agreement

Monitoring

Pre‐Agreement Process
Agreement Execution

Post‐Agreement Actions

Post‐Agreement Project 
Monitoring
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COMMITMENTS
 Conflicts of Interest (covered in Procurement)
 Lobbying Certification (covered in Procurement)
 Statement of Assurances
 Citizen Participation
 Fair Housing Actions
 Procurement
Matching Funds
 CDBG Program Requirements
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RECORDKEEPING: FILES
 Grant Application (all documents) and Award
 Grant Agreement and Amendments
 Procurement & Contracting (procedures & documentation)
 Environmental Review
 Acquisition/Relocation
 Equal Opportunity (EO)
 Labor Standards
 Financial Management
 Reports
 Monitoring
 Correspondence
 Project Completion
 Single Audit

18
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GRANT AGREEMENT

Award & Pre‐Agreement 
Activities

Pre‐Agreement Activities
Grant Agreement 

Execution

19

GRANT AGREEMENT AMENDMENTS
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

19
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GRANT AMENDMENT PROCESS

Amendment In Effect Upon Being Fully Executed (then Emailed to UGLG)

Routed for Approval and Signatures by UGLG and DOA

If Approved, Amendment Document Prepared

Staff Recommendation Reviewed by Bureau and DEHCR

DEHCR Project Rep Develops Staff Recommendation

Submit Written Proposal to Amend the Agreement

Contact Assigned DEHCR Program Rep To Discuss Project Status

21

AMENDMENT PROVISIONS
• Circumstance(s) must have occurred outside the control of the 
UGLG

• Issue(s) resulting in need for Amendment should be 
documented in the Semi‐Annual Narrative Reports, if applicable

• Amendment Proposal must be submitted at least 30 days prior 
to end of the Grant Agreement performance period

DO NOT rely on Amendments to remain in compliance with the 
Grant Agreement! 22
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REASONS FOR AMENDMENT(S)
• New Information Is Learned:

• Engineering/Design Issues

• Project Scope of Work Change(s)

• Unexpected Acquisition(s)/Relocation(s)

• Project Finances/Budget:

• Difficulty Receiving Sufficient Bids

• Bids Are Higher/Lower‐than‐Expected

• Unforeseen Costs

• Project Timeline:

• Unforeseen Construction Delays

• Unforeseen Weather Delays

23

CHAPTER 2 ATTACHMENTS

 Project File Checklist

 Self‐Monitoring Checklist

24
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

25

CHAPTER 3:  PROCUREMENT & CONTRACTING
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

25
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PROCUREMENT CONNECTION TO
OTHER REQUIREMENTS

Procurement

1. Conflict of Interest and Lobbying

2. Equal Opportunity / 
Affirmative Action

3. Labor Standards

27

CDBG PROCUREMENT REQUIREMENTS

Procurement

Requirements

Local Policy

State  Laws/ 
Requirements

Federal Laws

1. Federal Laws

2. State Laws / 
Requirements

3. Local Policy

28
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• Open and free, fair competition

• Economy and efficiency

• Checks and balances

• Roles and Authorities of Employees and Officials

• Cost or price analysis

LOCAL PROCUREMENT POLICY: BEST PRACTICES
(24 CFR PART 85.35‐85.36)

29

RESTRICTIVE OF FREE AND OPEN COMPETITION

• Unreasonable qualifying requirements

• Unnecessary experience/excessive bonding requirements

• Specifying only brand name products

• Non‐competitive pricing practices

• Non‐competitive contract awards

30
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WISCONSIN STATUTES ON PROCUREMENT FOR 
PUBLIC WORKS
Statute Requirement Topic

66.0901 General for Municipality:  Public works, contracts, bids

59.03 ‐ 59.04, 59.06 Counties:  Home rule, construction of powers, county property

60.47 Towns:  Public contracts and competitive bidding

61.50, 61.54 ‐ 61.57 Villages: Ordinances, contracts, public works, acquisition of 
recycling or resource recovery facilities without bids

62.15 Cities: Public works

31

PROCUREMENT DECISIONS:
Construction /
Construction‐Related 
Contract(s)

Professional Services / 
Non‐Construction Contract(s)

• State/Federal Regulations 
compliance required

• Competitive procurement 
required unless exception 
approved

• CDBG funded – State/Federal 
Regulations and Local Policy 
compliance and competitive 
procurement required (depending 
on type of procurement)

• Match Funded – Local Policy 
compliance required; some 
State/Federal Regulations apply 
(general procurement guidance)

In‐House:
• No procurement 
process required

3rd Party Contract:
• Procurement 
requirements apply

32

31

32



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

17

PROCUREMENT:  POTENTIAL 
CONFLICTS OF INTEREST

RESPONSIBILITIES
• Local Policy/Ordinance
• Disclosure
• Review
• Notice to DEHCR
• Exception Requests
• State/Federal Law and 
CDBG Program 
Compliance

• Recordkeeping
33

DEBARRED & INELIGIBLE CONTRACTORS
 The UGLG must ensure awards are not made to any party which is 
debarred or suspended, or is otherwise excluded from or ineligible 
for participation in federal assistance programs. (Executive Order 
12549, 24 CFR 85.35)

 Check status of contractors and sub‐contractors on System of 
Award Management (SAM) website:   https://sam.gov/SAM

34
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EQUAL OPPORTUNITY AND AFFIRMATIVE 
ACTION IN PROCUREMENT
Must take affirmative steps to:

 Use of local, small businesses (other factors beyond location must also be 
considered)

 Use of minority‐owned and/or women‐owned enterprises MBE/WBE)

 Use labor surplus area firms

 Award contracts to eligible businesses located in or owned by residents of 
the area to ensure that economic opportunities generated from the 
project shall, to the greatest extent feasible, be directed toward low‐ and 
very‐low income persons

35

EQUAL OPPORTUNITY AND AFFIRMATIVE 
ACTION IN PROCUREMENT (CONTINUED)
Strategies:
• Incorporate eligible businesses (e.g., MBE, WBE, DBE) in solicitation 
whenever they are potential sources

• Ensure eligible businesses are solicited when identified as potential sources
• Divide procurement requirements, when economically feasible, to permit 
maximum participation of eligible businesses

• Require prime contractors, when subcontracts are let, to take affirmative 
steps to select eligible firms

36
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VENDORNET

UGLG Procurement Resource

https://vendornet.wi.gov/

Use for Goods/Services 
Bidding

37

MBE/WBE SEARCH

https://doa.wi.gov/Pages/DoingBusiness/SupplierDiversity.aspx

MBE/WBE 
Vendor/Firm Search & Registration:

38
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PROCUREMENT:  
LOBBYING CERTIFICATION

ALL Contractors 
Must Complete 

Lobbying Certification

39

PROFESSIONAL SERVICES PROCUREMENT:
PROHIBITED PRACTICES
 No Loss‐Leader Arrangements:

No discounted or free grant application preparation or preliminary engineering 
estimates in exchange for contract award if application is funded

 No Multiple‐Services Procurement and Contracting

 Exception 1: Use same firm for preliminary engineering planning and project 
engineering (PF/PFED)

 Exception 2:  Use same firm for grant preparation and administration (PF/PFED)

 Exception 3: Use same firm for planning grant application and implementation 
(PLNG)

40
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PROFESSIONAL SERVICES PROCUREMENT:
MULTIPLE‐SERVICES PROCUREMENT & CONTRACTING
 Exceptions still require separate procurement and contracting 
processes:

PF/PFED:  One (1) contract for preliminary and project 
engineering

PF/PFED:  One (1) contract for grant application and 
administration

PLNG:  One (1) contract for planning application and 
implementation 41

TYPES OF PROCUREMENT
Small Purchase / Simplified 

Acquisition Competitive Sealed Bid Competitive Proposal

Non‐Competitive 

Proposal / Sole‐Source
 Provision of 24 CFR 85.36(d)(1)

 Allowed for contracts $50,000 or 

less ($25,000 or less for 

construction contracts)

 Typically for small quantity of 

supplies or other small contracts

 Written quotes from a minimum of 

3 providers required

 Solicit in writing; quotes submitted 

in writing (Exception for contracts 

>$500 may be obtained and 

recorded by solicitor)

 Select lowest responsible quote

 Inform all responders in writing of 

decision/selection

 May require approval by governing 

body (subject to local procurement 

policy requirements)

 Provision of 24 CFR 85.36(d)(2)

 Required for contracts 

>$50,000 (>$25,000 

construction)

 For construction contracts, 

other large contracts, or large 

quantity of supplies

 Principally based on price; 

fixed‐price contract

 Open public bidding required: 

public advertisement, 

adequate time to respond, and 

bids opened publicly

 Receive 2 or more responsible 

bids

 Award in writing to lowest 

responsible bidder

 Approval by governing body 

required

 Provision of 24 CFR 85.36(d)(3)

 Most appropriate for professional 

services

 Request for Qualifications [RFQ] 

(permitted for 

engineering/architectural services 

only) or Request for Proposals [RFP]

 Use pre‐established evaluation 

criteria/scoring method

 Committee review/evaluation to 

select provider

 Most qualified competitor selected, 

subject to negotiation of 

compensation

 Awarded as fixed price or not‐to‐

exceed contract

 May require approval of governing 

body (subject to local procurement 

policy requirements)

 Provision of 24 CFR 

85.36(d)(4)

 Solicitation from one (1) 

source

 Generally prohibited for 

CDBG projects

 May be allowed under 

certain circumstances (e.g., 

under urgency or limited 

supplier provisions within the 

Code of Federal Regulations)

 DOA‐DEHCR approval of 

method required before 

contracting

42
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COMPETITIVE SEALED BID
 Advertise the invitation for bids; provide sufficient time to respond 
(note Conflict of Interest considerations)

 Invitation for bids must include:
 Accurate specifications
 Pertinent attachments (per CDBG procurement, labor, environmental, 
and EO standards)

 Clearly defined items or services needed, in sufficient detail for bidder to 
properly respond

 Bids opened publicly at time and place stated in invitation for bids
43

COMPETITIVE SEALED BID
Must receive 2 or more responsive and responsible bids for each 
procurement transaction

 Select lowest responsive and responsible bid*

 Check for debarment

 Upon award, enter fixed‐price contract

*UGLG may opt to not make award to any bidders and re‐bid 
project under certain conditions 

(e.g., bids not responsive and responsible; bids too high, etc.)
44
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COMPETITIVE PROPOSAL:  
PROFESSIONAL SERVICES

Request for Proposals (RFP) & Request for Qualifications (RFQ)

 CDBG Funded (in whole or in part):

UGLG must follow local procurement policy and meet state and 
federal requirements

 Non‐CDBG Funded:

UGLG must follow local procurement policies

45

PROFESSIONAL SERVICES:
COMPETITIVE PROPOSAL EVALUATION CRITERIA

Expertise

Past Record of 
Performance

Capacity to 
Perform

Familiarity with 
Type of Project

• Specialized experience

• Technical expertise

• Quality of work

• Timeliness

• Cost control

• Within time limitations

• Current & planned 
workload

• Nature of work

• Problems associated with 
it

46
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PROFESSIONAL SERVICES:
COMPETITIVE PROPOSAL RFP CONTENT

 Technical requirements for goods/services required
 Scope of services
 Type of Contract (reimbursement, fixed, etc.) 
 Cost and pricing data
 Start/completion dates
 Evaluation criteria for ranking proposals
 Project information (e.g., reports, maps, site plans)

47

STEPS FOR COMPETITIVE PROPOSAL RFP
1. Prepare and publicize Request for Proposals (RFP)
2. To maximum extent practicable, honor reasonable requests to give 

opportunity to compete
3. Access adequate number of qualified sources, consistent with nature and 

requirements of the procurement
4. Conduct technical evaluation of proposals to identify responsible offers
5. Evaluate price and other factors through scoring the proposals according to 

predetermined criteria
6. Check for debarment
7. Award contract to most responsive and responsible contractor/most 

advantageous source (e.g., highest score)
48
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PROFESSIONAL SERVICES:
COMPETITIVE PROPOSAL RFQ
ARCHITECTURAL/ENGINEERING (A/E) SERVICES ONLY

 Request for Qualifications (RFQ) from qualified sources

 Review and rank Statements of Qualifications

 Select most qualified source

 Price is NOT used as a selection factor

 Subject to fair and reasonable compensation

 Geographic location is allowed as a selection criterion, provided it results in 
appropriate number of qualified firms allowed to submit qualifications for 
consideration

49

CONTRACTING LANGUAGE/DOCUMENTS

See Chapter 3 of Handbook 50
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PROCUREMENT MONITORING
PROCESS REVIEW CONSIDERATIONS
 Local policies and applicable state/federal regulations followed?

 Open and free competition?

 Fair process?

 “Best efforts” were made to access qualified sources, provide equal opportunity, and 
solicit an adequate number of proposals?

 Bidding/RFP/RFQ documents include the required content for competitors to 
appropriately respond?

 Conflicts of interest disclosed and reviewed/addressed?

 Record(s) of debarment check(s) on file?

 ALL required bidding/proposal documents on file?
51

PROCUREMENT MONITORING: 
CDBG FILE CONTENTS
 Local procurement policy

 Procurement method descriptions 

 Copies of quote request, RFBs, RFQs, RFPs and 
related documents

 Ad(s) for bids and/or proposals and proof of 
publication

 Quotes/bids/qualifications/proposals received and 
evaluation method(s) 

 Cost and pricing data; bid tabulations

 Record of contract approval(s) by the governing 
body 

 Contract(s) for goods/services

 Conflict of Interest related documentation

 Records of SAM.gov debarment searches

 Signed Lobbying Certifications for all contractors

 Completed Disclosure of Lobbying Activities forms 
(as applicable)

52
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HELPFUL WEBSITES
 HUD 24 CFR Part 85.36 (Federal Procurement Regulations):

http://www.hud.gov/offices/lead/library/lead/24_CFRPART_85.pdf

 Wisconsin VendorNet (State Procurement Resource/Guidance):

https://vendornet.wi.gov/Home.aspx

 Wisconsin Supplier Diversity Program (MBE/WBE Resource):

https://doa.wi.gov/Pages/DoingBusiness/SupplierDiversity.aspx

 HUD Information on Cost and Price Analysis:

http://portal.hud.gov/hudportal/HUD?src=/program_offices/cpo/grantees/cstprice#who

 Wisconsin State Statutes:

http://legis.wisconsin.gov/rsb/stats.html

(see 66.0901, 59.03‐59.04, 59.06, 60.47, 61.50,  61.54‐61.57, 62.15)
53

QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

54
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PROCUREMENT & CONTRACTING 
SUMMARY QUESTIONS
1. What procurement guidance must an UGLG follow if CDBG funds are 

not being used for professional services contracts?

2. What is the name of the website where MBE/WBE firms may be found?

3. Where do you find the list of required language and attachments for 
construction and professional services contracts?

4. Who must complete a Lobbying Certification form?

5. What are the two letters the UGLG must send to DEHCR if a potential 
conflict of interest is disclosed by a potential contractor?

55

CHAPTER 4:  ENVIRONMENTAL
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

55
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WHAT IS AN ENVIRONMENTAL REVIEW?

• An environmental review is the process of reviewing a project 
and its potential environmental impacts to determine whether 
it meets federal, state and local environmental standards. 

• The environmental review process is required for all HUD-
assisted projects to ensure that the proposed project does not 
negatively impact the surrounding environment and that the 
property site itself will not have an adverse environmental or 
health effect on end users.

57

WHY IS ENVIRONMENTAL REVIEW PART 
OF THE ADMINISTRATIVE PROCESS?

• It satisfies the requirements of the National 
Environmental Policy Act (NEPA); 

• It improves the decision-making process; and

• It results in an improved environment for 
citizens.
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IMPORTANT REMINDERS
• The Unit of General Local Government (UGLG) must prepare an ER file 

that includes all activities related geographically or functionally, regardless of 
the source of funding [24 CFR 58.32].

• The ER must meet all federal, state and local requirements.
• The UGLG may not commit any HUD assistance funds or non-HUD funds 

until an award is approved, and the ER has been approved (no new 
construction, excavation, demolition, rehabilitation, repair, modification or 
property acquisition or commitment to undertake such activities) [24 CFR 
58.22].  Exceptions may be granted for “pre-agreement”, i.e. pre-award costs 
if approved by DEHCR.

59

IMPORTANT REMINDERS
• Funds may be committed after an award has been made without 

certification for activities that are classified as ‘exempt’ [24 CFR 58.34] or 
‘categorically excluded’ not subject to the statutory checklist [24 CFR 
58.35(b)].  

• DEHCR cannot release funds until the environmental review process is 
complete and an award and Grant Agreement are in place.
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HOW TO COMPLETE AN ENVIRONMENTAL 
REVIEW

• Four (4) Step Process:
1. Project Classification
2. Project Review
3. Public Notice
4. Document Submittal

• Environmental Review Process Flowchart (Attachment 4-A)
• Environmental Report (Attachment 4-I)

61

Exempt Activities [24 CFR 58.34 (a)(1) through (12)]
• Primarily administrative/design costs, planning only projects and public services that have no 

physical impacts.  

• Includes certain disaster recovery projects, if the project does not alter environmental 
conditions and is limited to the repair or replacement of damage to control the effects 
from disasters

Categorically Excluded Projects Not Subject to 58.5 [24 CFR 58.35(b)]
• Includes most economic development activities (as long as the project does not include 

construction or expansion, even under the project aggregation rule [24 CFR 58.32]; and 
new operating costs for other activities of physical facilities.) 

STEP 1:  PROJECT CLASSIFICATION

62

61

62



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

32

Categorically Excluded Activities Subject to 58.5 (Statutory Checklist) [24 CFR 
58.35(a)]

• Includes replacement or rehabilitation of facilities that do not significantly change land use 
or capacity by more than 20 percent, or that remove barriers to the handicapped.  

• Many public facilities projects fall into this category.

Activities Requiring an Environmental Assessment (EA) [24 CFR 58.36]
• Establishes new or significantly enlarged facilities or services.
• Cannot be clearly defined as either exempt or categorically excluded. 

STEP 1:  PROJECT CLASSIFICATION (CONT.)

63

STEP 2:  PROJECT REVIEW

All projects must complete a Statement of Activities 
• Each activity must be correctly classified
• Each activity must have the correct citation
• Most restrictive classification on the State of Activities determines a 

project’s overall classification

If a project is classified as Exempt or Categorically Excluded, Not Subject to 
58.5 (Statutory Checklist) then no in-depth review is required.

64
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STEP 2:  PROJECT REVIEW (CONT.)
If a project is classified as Categorically Excluded, Subject to 58.5 (Statutory Checklist) 
then an in-depth review is required and:

• Must complete Statutory Checklist (Attachment 4-C)
• Must complete Part 1 Environmental Review Record (ERR) [Attachment 4-I Environmental Report]  
• Allow 30 days for responses to requests for comment
• If no negative comments or circumstances requiring further compliance then project may be 

declared Exempt and no further review required
• If comments are received requiring compliance or further action then the UGLG must 

attempt to resolve the issue(s) and document actions taken
• If issue(s) is unresolved, contact DEHCR Environmental Desk as an Environmental Impact 

Statement (EIS) may be required

65

STEP 2:  PROJECT REVIEW (CONT.)
If a project is classified as requiring an Environmental Assessment then an in-depth review 
is required and:

• Must complete Statutory Checklist (Attachment 4-C)

• Must complete Part 1 Environmental Review Record (ERR) [Attachment 4-I Environmental Report]  

• Allow 30 days for responses to requests for comment

• Must complete Part 2 Environmental Assessment (EA) [Attachment 4-I Environmental Report]

• EA evaluates qualitatively and quantitatively the results of the ERR to determine significance 
of the effects of the proposed project

• If Finding of Significant Impact then an EIS may be required.  Contact DEHCR Environmental 
Desk immediately.

66
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STEP 3:  PUBLIC NOTICE REQUIREMENTS

Exempt Activities [24 CFR 58.34 (a)(1) through (12)]
• Not required to publish any public notices

Categorically Excluded Projects Not Subject to 58.5 [24 CFR 58.35(b)]
• Not required to publish any public notices

67

STEP 3:  
PUBLIC NOTICE REQUIREMENTS (CONT.)

• If negative comments received and/or compliance issues 
noted and comments/issues resolved then:
- Do not publish until all replies have been received or 30 day 

comment period has passed 
- Publish Notice of Intent to Request Release of Funds 

(NOI/RROF) [Attachment 4-F]
- 7 day notice period (published)/10 day notice period 

(posted/mailed)
• After publication send copy of NOI/RROF to all agencies 

consulted
• After notice period send NOI/RROF and supporting 

documentation to DEHCR Environmental Desk
• 15 day comment period

• If no negative comments received and 
no compliance issues then not 
required to publish any public notices

Categorically Excluded Projects Subject to 58.5 [24 CFR 58.35(a)]
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67

68



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

35

STEP 3:  
PUBLIC NOTICE REQUIREMENTS (CONT.)
Activities Requiring an Environmental Assessment (EA) [24 CFR 58.36]
• If Finding of No Significant Impact then UGLG must publish a Combined Notice of Findings/Notice of Intent to 

Request Release of Funds (Attachment 4-G)

- Do not publish until all replies have been received or 30 day comment period has passed 
- Publish Combined Notice of Findings/Notice of Intent to Request Release of Funds
- 15 day notice period (published)/18 day notice period (posted/mailed)

• After publication send copy of NOI/RROF to all agencies consulted
• After notice period send NOI/RROF and supporting documentation to DEHCR Environmental Desk
• 15 day comment period

69

STEP 3:  
PUBLIC NOTICE REQUIREMENTS (CONT.)
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STEP 4:  
DOCUMENT SUBMITTAL REQUIREMENTS

All Environmental Reports must have:
• Cover page (Attachment 4-I)
• Project Description (Attachment 4 –I)
• Project Classification (Attachment 4-I)
• Summary (Attachment 4-1)
• Statement of Activities (Attachment 4-B)

All Environmental Reports must be complete and submitted to:
DEHCR Environmental Desk
DOAEnvironmentalDesk@Wisconsin.gov
Division of Energy, Housing and Community Resources
Wisconsin Department of Administration – 9th Floor
P. O. Box 7970
Madison, WI  53707-7970 

71

STEP 4:  
DOCUMENT SUBMITTAL REQUIREMENTS (CONT.)

Exempt Activities
[24 CFR 58.34 (a)(1) through (12)]

• Additional documents/forms:
Determination of Exemption (Attachment 4-E)

Categorically Excluded Projects Not Subject to 58.5 [24 CFR 58.35(b)]
• Additional documents/forms:

Determination of Exemption (Attachment 4-E)
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STEP 4:  
DOCUMENT SUBMITTAL REQUIREMENTS (CONT.)
Categorically Excluded Projects Subject to 58.5
[24 CFR 58.35(a)]
• Additional documents/forms:

• Part 1 Environmental Review Record (Attachment 4-I)
• Statutory Checklist (Attachment 4-C)
• If no negative comments/compliance issues:

- Determination of Exemption (Attachment 4-E)
• If negative comments and/or compliance issues which have been resolved:

- Notice of Intent to Request Release of Funds (Attachment 4-F) with signed/notarized 
affidavit of publication 

- Request for Release of Funds and Certification (Attachment 4-H) 73

Activities Requiring an Environmental Assessment (EA)

[24 CFR 58.36]

• Additional documents/forms:

• Part 1 Environmental Review Record (Attachment 4-I)
• Statutory Checklist (Attachment 4-C)
• Part 2 Environmental Assessment (Attachment 4-I)
• Combined Notice of Findings and Notice of Intent to Request Release of Funds (Attachment 4-G) 

with signed/notarized affidavit of publication
• Request for Release of Funds and Certification (Attachment 4-H)

STEP 4:  
DOCUMENT SUBMITTAL REQUIREMENTS (CONT.)
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ENVIRONMENTAL REPORT APPROVAL 
Upon receipt and approval of a complete Environmental Report, the DEHCR 
Environmental Desk will send:

• Letter of Concurrence – Planning projects

• Letter of Certification – All Public Facilities projects 

• Authority to Use Grant Funds (HUD 7015.16) – Any Public Facilities 
project required to publish either a Notice of Intent to Request Release of Funds
(NOI/RROF) or a Combined Notice of Intent to Request Release of Funds –
Notice of Finding of No Significant Impact (NOI/RROF-FONSI) 

75

IMPORTANT AREAS FOR REVIEW

Chapter 4:  Environmental Review provides summary of the applicable 
laws and authorities.  All environmental reports should pay close 
attention to:  

• Historical and Archeological Review
• Floodplains/Wetlands
• Manmade Hazards
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HISTORICAL AND ARCHEOLOGICAL REVIEW
IMPORTANT NOTE

• Historical and Archeological Reviews are carried out under a 
Programmatic Agreement between the WI DOA and the WI 
Historical Society.

• Reviews can be quite lengthy.  

• Therefore, it is important to review these requirements early on to 
make sure that these issues do not unnecessarily delay projects.

77

IMPORTANT INFORMATION:  HISTORIC 
AND ARCHEOLOGICAL REVIEW(S):

• An Archeological Survey is required on previously undisturbed parcels 
of land 0.5 acres in size or larger.  Farming is not considered to be an 
activity that disturbs archeological sites.

• The re-use of older buildings is commended; however buildings that 
are listed on, or eligible for listing on, the National Register of 
Historic Places may be subject to extensive review by WHS architects. 

• Contact Doug Brethauer: DOAEnvironmentalDesk@Wisconsin.gov
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• New construction within the Special Flood Hazard Area (aka 100-year 
floodplain) is discouraged by HUD regulations and may require additional 
permitting, public notices, and/or engineering studies.  Consult with the 
DEHCR Environmental Desk before proceeding.

• Current HUD policy for projects located in Special Flood Hazard Areas 
requires that flood insurance must be maintained for the life of the loan 
or the life of the building.

FLOODPLAIN MANAGEMENT

79

• The reuse of industrial sites may present special hazards in terms of 
public health and safety, as well as legal liability.  

• In such cases completing Part 1 Environmental Review Record of the 
Environmental Report may be useful in determining the suitability of a 
specific site for its intended use.  

• The decision to complete Part 1 Environmental Review Record of the 
Environmental Report is the property developer’s or owner’s, not DOA’s.

MANMADE HAZARDS
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• The environmental review process is a 4 step process

• Use the Environmental Review Process flowchart (Attachment 4-A)

• Document all actions/decisions and maintain all records

• No CDBG funds can be committed or requested prior to the UGLG 
obtaining a Letter of Concurrence or a Letter of Certification and Authority 
to Use Grant Funds (HUD 7015.16)

IN CONCLUSION…..

81

CONTACT INFORMATION:
Miriam G. Anderson/Doug Brethauer
Environmental Desk
Wisconsin Department of Administration
Division of Energy, Housing and Community Resources
101 E. Wilson Street, 9th Floor
P.O. Box 7970
Madison, WI 53707-7970

Email:  DOAEnvironmentalDesk@Wisconsin.gov
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

83

CHAPTER 9:  REPORTING
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

83
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Required Reports

85

REPORTING PROCESS
Construction 

(Your 
Project)

Construction 
Manager

UGLG

DEHCR

HUD

Congress

86

85

86



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

44

UGLG: CITY OF 
LAWRENCE

PROJECT: WATER SYSTEM 
AND STORM 

SEWER IMPROVEMENTS

AWARD: $500,000

MATCH:  $500,000

PERFORMANCE PERIOD:
JULY 31, 2019 – DEC. 31, 2021

Grant Agreement 
Timetable

87
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GRANT AGREEMENT LANGUAGE

KEY Points:
SIGNATURE PAGE (Page 1)
 Performance Period reporting requirements will be automatically extended

if report submissions are incomplete
ARTICLE 3 – LEGAL RELATIONS AND INDEMNIFICATION 
 The UGLG is responsible for complying with and observing all applicable 

federal and state laws, ordinances, and regulations which are in effect during 
the Performance Period of the Grant Agreement

89

GRANT AGREEMENT LANGUAGE
KEY Points:
ARTICLE 11 – FAILURE TO PERFORM
 Payment (“Draw”) Requests will not be processed until all report submissions are up-

to-date
- Payment (“Draw”) Requests will not be processed until all report submissions are up-

to-date for this Public Facilities (or Planning) project
- Payment (“Draw”) Requests will not be processed until all report submissions are up-

to-date for any other concurrent (or previous & not-yet-completed) Energy, Housing 
and Community Resources Grant project(s)

 Unresolved Single Audit Exceptions (i.e. “findings”) and Monitoring Findings may impact 
DOA determinations, and could result in a payment being withheld or termination of 
the Grant Agreement
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GRANT AGREEMENT LANGUAGE
KEY Points:

ARTICLE 30 – RECORDS AND REPORTS 

 Reporting Due Dates are listed in the TIMETABLE
(Grant Agreement – Attachments A, E and F)

 Financial Reports must be submitted with each request
for CDBG funds

 Copies of the Financial Reports will be retained in the 
UGLG’s Grant File(s)

91

GRANT AGREEMENT LANGUAGE
KEY Points:

ATTACHMENT A – SCOPE OF WORK
 The Timetable lists the reporting due dates in relation to all other project 

activities and deadlines
 States specific time frames for reports
ATTACHMENT E – REPORTING REQUIREMENTS
 Reiterates due dates and links back to Timetable
 Contains the full list of reports by title
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91

92



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

47

GRANT AGREEMENT LANGUAGE
KEY Points:

ATTACHMENT F – PROGRAM RULES & SPECIAL CONDITIONS
 Fair Housing Actions
‐ Specific due date is set for when completion is required
‐ Document progress via Semi-Annual Narrative Reports
‐ Submit supporting documentation with Semi-Annual Narrative Reports

 Record Keeping

93

GRANT AGREEMENT LANGUAGE
KEY Points:
ATTACHMENT F – PROGRAM RULES & SPECIAL CONDITIONS
 Amendment requests received by DEHCR less than 30-days prior to the Grant Agreement’s 

performance period end date will not be considered.  
 Amendment requests must:
‐ Be written on the UGLG’s letterhead
‐ Include a detailed list of changes
‐ Include a brief explanation of why the amendment is needed
‐ Be supported by previous Semi-annual Narrative Reports (if applicable)
‐ Be signed by the CEO
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IMPORTANT DOCUMENTS FOR REPORTING
Grant Agreement

- Attachment A (Timetable)  
- Attachment E (Reporting Schedule)
- Attachment F (Program Rules)

 Implementation Handbook

- Templates (check DEHCR website)

 Payment Requests

- Ledgers/Journals are Financial Reports
95

REPORTING PERIODS AND DUE DATES

 Initial reports must cover the time period from the award date to the end 
of the current required reporting period!

 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 April 15th!

IMPORTANT REMINDER!

The semi-annual reporting requirement begins when the Grant 
Agreement is fully executed (i.e. signed by DOA), and it continues until 

the UGLG has submitted the Project Completion Report and all 
supporting documents for the project.
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Audit Reporting

Labor Standards Report

GRANT AGREEMENT
TIMETABLE

97

* The October 15 Semi-Annual Reports 
will include the Annual Section 3 Report

Audit Reporting

Labor Standards Report

Semi‐Annual Report Packet

Fair Housing Actions

2nd Citizen Participation 
Public Hearing

98

97

98



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

50

End of Construction period

Final payment and project 
completion report 
submission

99

REMINDER:  FINAL CDBG PAYMENT REQUEST

 Final CDBG payment requests received after the due 
date listed in the Grant Agreement will not be 
processed
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COMMON 
REPORTING 

ISSUES

101

REQUIRED REPORTS/ACTIONS/LANGUAGE
 Semi-Annual Report Certification

 Summary Narrative Performance Report
 Labor Standards Enforcement Report
 MBE/WBE Report

 Section 3 Report

 Fair Housing Actions

 Equal Opportunity Language

 Employee Self-Certification Report
102
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NOTE: Several Reports will require the signature of the UGLG (either the Chief Elected Official 
or the Clerk).

9-I/J

103

SEMI-ANNUAL REPORTS

 Semi-Annual Report Certification
 Summary Narrative Performance Report
 Labor Standards Enforcement Report*
 MBE / WBE Report*
 Section 3 Report**
 Employee Self-Certification Report

*These reports are always submitted March 25th & Sept. 25th (prior to the Semi-
Annual Reports on April 15th & Oct. 15th)
** Both Semi-Annual and Annual reports apply 104
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Example:  Village of Bishop’s Falls  
(1st reporting period)

Detailed narrative for 
each accomplishment

Taken 
directly from 
CDBG 
Agreement 
Timetable

107

Example:  Village of Bishop’s Falls  
(1st reporting period)

NEW
Environmental 
Report Status 

NEW
Fair Housing 

Actions

NEW
2nd Citizen 

Participation  
Public Hearing
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FAIR HOUSING ACTIONS
• At least THREE (3) actions

• Refer to “Potential Fair Housing Actions” list in CDBG Application

• Publicly share (publish, post, etc.)

• Include details and documentation with Semi-Annual Report 
Summary Narrative

109

CDBG Project
Employee Self-Certification Report

SEMI-ANNUAL JOBS REPORTING:

110
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SEMI-ANNUAL JOBS REPORTING:
CDBG Project Employee Self-Certification Report

Page 1:
 Baseline Jobs
 Created Jobs To Date
 Race/Ethnicity Data

111

SEMI-ANNUAL JOBS REPORTING:
CDBG Project Employee Self-Certification Report

Page 1 (continued):
 Job Classifications
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EMPLOYEE SELF-CERTIFICATION REPORT

Page 2:
 Questions on:

– Health care benefits 
of new hires

– Job postings at 
WDW/local 
employment agency

– Unemployment status 
of new hires

 Income Level data           
(# new hires at each level) 113

Page 2 (continued):
 Certification by 

UGLG (Chief 
Elected Official)

EMPLOYEE SELF-CERTIFICATION REPORT

Refer to CDBG Project Employee Self-Certification Report Instructions 
for guidance.

114

113

114



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

58

 UGLG enters highlighted fields
 Form completed by new hires
 Submitted with the Semi-Annual 

Employee Self-Certification Report
(completed by UGLG)

 Must use most current Self-Certification 
Form (at time of hire)
– income limits updated annually typically 

in March/April

SEMI-ANNUAL JOBS REPORTING:
Employee Self-Certification Form
(Page 1)

115

 Submit BOTH pages of completed form
 Only include forms completed during 

reporting period
 Reconcile data on Certification Forms 

and Certification Report

Employee Self-Certification Form master 
document (for all counties) linked at:

https://doa.wi.gov/Pages/LocalGovtsGrants/
EmployeeSelfCertificationForms.aspx

SEMI-ANNUAL JOBS REPORTING:
Employee Self-Certification Form
(Page 2)

116

115
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Semi-Annual 
Labor Standards Enforcement Report 

(LSER)

LABOR STANDARDS REPORTING:

117

Page 1:
 Reporting Period
 Prime Contracts Awarded
 Bidding & Wage Decision 

Information
 Construction Dates

LABOR STANDARDS ENFORCEMENT REPORT:

118

117

118
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Page 2:
 Complaints & 

Investigations
 Wage Restitution
 Liquidated Damages
 Labor Standards Officer

LABOR STANDARDS ENCFORCEMENT REPORT

Refer to 
Labor Standards 

Enforcement Report 
Instructions 

for guidance. 119

MBE/WBE
 Minority Business Enterprise (MBE)/Woman Business Enterprise (WBE)

 Placing qualified small and minority businesses and women's business 
enterprises on solicitation lists (see Chapter 7, Attachment 7‐R)

 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 businesses, 
and women's business enterprises

120

119
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MBE/WBE

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

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

 Requiring the prime contractor, if subcontractors are to be let, to take the 
affirmative steps listed above

121

122

121
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123

Typed names will 
serve as electronic 
signatures of 
approval by the 
Preparer & the 
UGLG/Grantee

124

123
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Indicate the 
Section 3 status 
of the listed 

Sub‐Contractor 
and its higher‐
level Prime 
Contractor

(if applicable)

Clearly indicate 
the Prime 

Contractor or 
Sub‐Contractor 
status of the 
listed firm.

The Prime/Sub 
status will 

determine which 
additional fields 
are applicable.

125

SEMI-ANNUAL REPORTS

 Semi-Annual Report Certification
 Summary Narrative Performance Report
 Labor Standards Enforcement Report*
 MBE / WBE Report*
 Section 3 Report**
 Employee Self-Certification Report

*These reports are always submitted March 25th & Sept. 25th (prior to the 
Semi-Annual Reports on April 15th & Oct. 15th)
** Both Semi-Annual and Annual reports apply

126
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• 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) – Refer to Chapter 6, page 7 
of the Implementation Handbook

SECTION 3

127

SECTION 3 OBJECTIVES

To ensure that economic opportunities resulting 
from HUD financial assistance are directed to 
low‐ and moderate‐income (LMI) persons

“Opportunity” involves 
reasonable access and 

fair notification. 128

127
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SECTION 3 DEFINITIONS
(CHAPTER 6)

Section 3 Residents:
 Low‐income individuals (in 80% or lower category 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 contract dollar value goes to subcontracting with the 
Section 3 eligible businesses 129

SECTION 3 COMPLIANCE

 Public Construction

 Housing Construction

 Housing Rehabilitation

 Reconstruction/Demolition

 Operations

 Infrastructure Development Projects

UGLG/ 
GRANTEE

• ALL

Contractors/ 
Subcontractors

• DEHCR requires ALL that 
are working on 
components of the CDBG 
project must report

130

129
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SECTION 3 GOALS

Activities

Job 
Training

Employment Contracting

10% of 
building 
trades, and

3% of all 
other non‐
construction 
contracts

30% NEW 
HIRES 
Section 3 
businesses 
or residents

30% 
Section 3 
residents

131

SECTION 3 RESPONSIBILITIES
Include “Section 3 Clause” in all covered solicitations and contracts 
(24 CFR 135.38)
Notify contractors of Section 3 responsibilities
UGLGs 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

132

131
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Section 3 non‐compliance 
may result in debarment, 
suspension, or denial of 

participation.

133

Refer to the Bureau of Community Development website for the most recently 
updated version of the report form and instructions each reporting period.

134
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135

136

135
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Included Section 3 language in bid documents and contracts.  Contractors 
conducted outreach to DBE businesses to promote Section 3 contracting.

137

• 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

Failure to meet Section 3 goals 

requires explanation from the UGLG.

SECTION 3 COMPLIANCE:  BEST EFFORTS

138

137
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Contracting
• Include Section 3 goals and requirements in all contracts/subcontracts
• Require prime contractors to identify a plan for outreach efforts to MBE/WBE/DBE

Contractor Communications and Outreach
• Cover Section 3 in Pre‐Construction Meeting
• Send reminders to contractors regarding LMI hiring requirements
• Provide guidance to contractors for posting positions

Data Collection and Reporting
• Provide contractors Employee Self‐Certification Forms
• Collect New Hire and contracting Section 3 data (and Self‐Certification Forms) with weekly 
payrolls

• Collect Section 3 Reports while contractor is still on the job

SECTION 3 BEST PRACTICES

139

QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

140

139
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CHAPTER 8:  FINANCIAL
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

FINANCIAL MANAGEMENT

 CDBG recordkeeping requirements are set in accordance with 24 CFR Part 
570.490, Recordkeeping Requirements

 CDBG funds must be maintained in a separate non‐interest‐bearing 
account or in a separate non‐interest‐bearing fund within an existing 
account

 Detailed records of receipts and expenditures of grant funds must be 
maintained at all times

 Records must be supported by source documents including but not 
limited to deposit receipts, invoices and payments, and contracts awarded142
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FINANCIAL MANAGEMENT (CONTINUED)

 Financial record‐keeping is the fundamental responsibility of 
UGLG’s Chief Financial Officer (CFO) such as the Treasurer or Clerk

 The UGLG’s financial management procedures must be consistent 
with Generally Accepted Accounting Principles (GAAP) and federal 
requirements

143

KEY STEPS TO ACCURATE FINANCIAL RECORDKEEPING:
 Designate the project’s financial manager

 Establish separate ledger accounts, and the accounting records for the project

 Establish procedures for:

• Approving invoices,

• Submitting CDBG payment requests, and

• Disbursing project funds (issuing payments to vendors and/or reimbursing the UGLG as 
needed)

 Review the Grant Agreement

144

143
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INCURRING COSTS
 The UGLG assumes full responsibility for the project, including 
payment of all project‐related contracts executed prior to the 
execution of the Grant Agreement

 No CDBG payment requests will be considered by DEHCR until 
the UGLG has executed the Grant Agreement and has obtained 
the Release of Funds letter from DEHCR’s Environmental Desk

 Two (2) types of project costs:

• Soft Costs

• Hard Costs
145

INCURRING COSTS (CONTINUED)
 Soft Costs, such as administration, engineering* services, architectural 
services, and other non‐construction related activities, may be incurred 
after the date of the Grant Award Letter

*Engineering costs for the project incurred 12 months prior to the submission of the application may be counted as Match.  

No other budget category qualifies for this credit.

 Hard Costs, such as construction, property acquisition, and the purchase of 
materials, may only be incurred following execution of the DEHCR Grant 
Agreement, completion of the Environmental Review process, and 
completion of the applicable Labor Standards process. 146
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IMPORTANT REMINDER!

Improperly procured professional 
services will not be paid
with CDBG funding.

147

REQUESTING CDBG FUNDS
CDBG funds for soft costs may only be requested upon completion of the following:

• Signed Grant Agreement with the Division of Energy, Housing and Community 
Resources (DEHCR)

• Signed and completed Signature Certification form

• Signed and completed Depository Certification form

• Signed and completed STAR forms (DOA‐6456 for electronic deposits, or DOA‐6457 
for paper checks)

• Signed and completed W‐9 Request for TIN Certification form

• Financial Management Contact Person form

• Signed and completed Request for Payment forms

RECENTLY UPDATED

RECENTLY UPDATED

148
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REQUESTING CDBG FUNDS
Hard costs may only be requested upon completion of the following:

• All required financial setup paperwork (refer to previous list for soft costs) is 
completed and submitted to DEHCR,

• Signed Environmental Certification letter and Release of Funds letter from 
the DEHCR Environmental Desk, and

• Applicable portions of the Labor Standards process:

• LSO Designee
(Attach. 7‐C)

• Bid Tab Summary

• Wage Decision Selection
(Attach. 7‐D)

• Advertisement for Bids
(Attach. 7‐F)

• Notice of Contractor Award 
(Attach. 7‐H)

• Pre‐Constr. Conference 
(Attach. 7‐I, 7‐J, and 7‐K)

RECENTLY UPDATED

149

REQUESTING CDBG FUNDS

The following items must be submitted to DEHCR with each CDBG payment 
request:

 Signed and completed Request for Payment form

(see Attachments 8‐F1 and 8‐F2 for a sample form and instructions)

 Up‐to‐date Cash Control Register

(see Attachments 8‐G1 and 8‐G2 for a sample form and instructions)

 Up‐to‐date CDBG Disbursements Journal

(see Attachments 8‐H1 and 8‐H2 for a sample form and instructions)

 Up‐to‐date Matching Funds Journal

(see Attachments 8‐I1 and 8‐I2 for a sample form and instructions)

 Supporting documentation justifying your request (invoices, receipts, checks, etc.)
150
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CDBG FUNDS
 CDBG funds can be:

• Received by paper check (STAR form DOA‐6457 for paper checks), or

• Received by electronic bank transfer (STAR form DOA‐6465 for electronic 
deposits)

 CDBG funds will be sent directly to the designated financial 
institution for deposit into the non‐interest‐bearing checking 
account that was specified on the Depository Certification form

 CDBG funds drawn must be disbursed within three (3) working 
days* 151

CDBG FUNDS
 Administrative funds should be requested in approximate proportion to 
requests made from project budget categories

• For example, if an overall average of twenty‐five percent (25%) of the 
project budget has been drawn, do not expect to receive ninety percent 
(90%) of the administrative budget

 Matching funds must be kept in an account or account register separate
from CDBG funds and are to be spent concurrently with, and in proportion 
to, CDBG funds

• This means that if the project comes in under budget, a portion of the 
local dollars are not spent, and a portion of CDBG funds are not spent

152
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CDBG FUNDS
Supporting documentation for CDBG funds requested must be 
submitted to DEHCR with each payment request:

This includes invoices*, canceled checks or copies, and bank 
statements

This documentation must clearly identify the items for which 
CDBG funds are going to be expended

* Clearly indicate the break‐down of funds that will be used to pay each invoice.

153

FINAL CDBG PAYMENT REQUEST

 DEHCR will withhold 10% of the total CDBG funds, up to $25,000, until 
the project completion reports and supporting documentation have been 
received, reviewed, and approved by DEHCR

 Final CDBG payment requests received after the due date listed in the 
Grant Agreement will not be processed

154
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FINAL CDBG PAYMENT REQUEST (CONTINUED)

 The Final Labor Standards Compliance Report (FLSCR) must be
submitted prior to, or with, the final request for payment form if 
Labor Standards are applicable to your project

 DEHCR reserves the right to withhold any and all payment 
requests until reporting requirements have been met and 
supporting documentation for expenditures is submitted and 
verified

155

FINANCIAL MANAGEMENT ATTACHMENTS
 Depository Certification

 STAR Authorization for Electronic 
Deposit (DOA‐6456)

 STAR Vendor Information for Paper 
Checks (DOA‐6457)

 Financial Management Contact 
Person Form

 Signature Certification

 Request for Payment Form

 Cash Control Register (CCR)

 CDBG Disbursements Journal (DJ)

 Matching Funds Journal (MFJ)

 W‐9 Request for Taxpayer 
Identification Number (TIN) and 
Certification

156
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DEPOSITORY 
CERTIFICATION

157

STAR FORM:

STAR AUTHORIZATION
FOR

ELECTRONIC DEPOSIT
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STAR AUTHORIZATION FOR ELECTRONIC DEPOSIT

159

Make sure to provide documentation confirming 
the Bank Account Number and the Bank’s Routing 
Number using one (1) of the following:

1. Copy of a cancelled check, 
2. Deposit slip, or
3. Letter from the bank.

STAR FORM:

VENDOR INFORMATION 
(FOR PAPER CHECKS)

160
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STAR FORM:

VENDOR INFORMATION 
(FOR PAPER CHECKS)

161

FINANCIAL MANAGEMENT 
CONTACT PERSON

162

161
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SIGNATURE 
CERTIFICATION

163

CDBG PAYMENT REQUEST DOCUMENTS

• CDBG Payment Request Form

• Cash Control Register (CCR) – Shows the movement of CDBG funds 
during the project

• CDBG Disbursements Journal (DJ) – Shows the payments & 
obligations of CDBG funds made throughout the project

• Matching Funds Journal (MFJ) – Shows the payments & obligations 
of Match funds made throughout the project

• Invoices, Checks, and Bank Statements

164
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CDBG
PAYMENT 
REQUEST
FORM

165

Depository
Cert. &

STAR form

Grant
Agreement
Budget

Support
Docs

Signature
Cert.

166
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CASH CONTROL REGISTER

167

168

167
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CDBG DISBURSEMENTS JOURNAL

169

EXAMPLE
BUDGET

170
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171

172

171
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MATCHING FUNDS JOURNAL

173

EXAMPLE
BUDGET

174

173
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175

MATCHING FUNDS JOURNAL

176
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INVOICES & MULTIPLE FUNDING STREAMS

177

If multiple fund sources are being used to pay 
an invoice, make sure to breakdown the costs 
(which should support the journal entries):
• CDBG‐Eligible Costs,
• Match‐Eligible Costs, and
• Ineligible Project Costs

(if applicable)

Invoices must support the journal entries:
• Total(s)
• Invoice Dates
• Invoice Numbers
• Eligible Expenses/Services

INVOICES & MULTIPLE 
FUNDING STREAMS

178
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

179

CHAPTER 9:  REPORTING (CONTINUED)

ANNUAL SINGLE AUDIT
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

179
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OFFICE OF MANAGEMENT AND BUDGET (OMB) GUIDANCE:  
UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT 
REQUIREMENTS FOR FEDERAL AWARDS  [2 CFR 200]

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

 The UGLG is responsible for submission of its Single Audit Statement  
(and Report if required) 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 requirements

181

FEDERAL LAW REQUIRES THAT UGLGS 
WITH…
 $750,000 or greater in federal expenditures

- Non-Federal entities that expend a total amount of federal awards of $750,000 or 
greater whether received directly from federal awarding agencies or indirectly from 
pass through entities in any fiscal year must have a single audit

 Less than $750,000 in federal expenditures

- Non-Federal entities that expend a total amount of federal awards of less than 
$750,000 whether received directly from federal awarding agencies or indirectly 
from pass through entities in any fiscal year are exempt for such fiscal year from 
compliance with the audit requirements of 2 CFR 200

182
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$750,000 
or more

Less than 
$750,000

TOTAL OF ALL FEDERAL FUNDS 
EXPENDED BY UGLG IN FISCAL YEAR

Audit 
Required

Audit 
NOT
Required

183

SINGLE AUDIT STATEMENTS

Less than 
$750,000

$750,000 
or more

184
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EXAMPLE OF SINGLE AUDIT STATEMENT 
(AUDIT NOT REQUIRED)

Statement must:

 Be placed on UGLG’s letterhead

 Be signed by UGLG’s CEO

 List all federal funds expended 
during the calendar year 

185

SINGLE AUDIT DOCUMENT SUBMISSION
 Annual Single Audit Statement (All UGLGs)
 Due January 15th

 Send to assigned DEHCR Project Representative

 Annual Single Audit Report (UGLGs Expending >$750,000)
 Due September 25th, three (3) months from end of state fiscal year
 Send full report to the Federal Clearinghouse (see Ch. 9)
 Send copy of the management letter to assigned DEHCR 

Project Representative
186

185
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HELPFUL WEBSITES
 Uniform Guidance 2 CFR Subpart F

https://www.gpo.gov/fdsys/pkg/CFR‐2014‐title2‐vol1/pdf/CFR‐2014‐title2‐vol1‐part200.pdf

 Uniform Guidance 2 CFR 200 Compliance Supplement (Compliance 
Supplement)
https://www.whitehouse.gov/sites/whitehouse.gov/files/omb/assets/OMB/circulars/a133_
compliance/2016/2016_compliance_supplement.pdf

 Single State Audit Guidelines
http://doa.wi.gov/Divisions/Budget‐and‐Finance/Financial‐Reporting/State‐Single‐Audit‐

Guidelines
187

QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

188
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CHAPTER 5:  ACQUISITION & RELOCATION
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

ACQUISITION & RELOCATION
 Federal Uniform Relocation Assistance and Real Property 

Acquisition Policies Act of 1970, as amended (URA)
 §104(d) of the Housing and Community Development Act of 1974, 

as amended
 State requirements 

- Ch. 32, Wis. Stats. (Eminent Domain)
- Adm. Code Ch. 92, (Relocation Assistance)

190
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URA APPLICABILITY
 Publicly funded projects

 Real property

- Acquisition (includes easements)

- Rehabilitation

- Demolition

 Displaced persons (persons/businesses/personal property)

191

URA OBJECTIVES
 Expeditious acquisition

 Uniform treatment

 Efficient, cost effective implementation

192
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RELEVANT LAWS & REGULATIONS
 42 U.S.C. ch. 61 - Uniform Relocation Assistance and Real Property Acquisition 

Policies Act (URA) of 1970, as amended

 49 CFR Part 24 – Uniform Relocation Assistance and Real Property Acquisition 
for Federal and Federally-assisted Programs (FHWA)

 Section 104(d) of the Housing and Community Development Act of 1974 
(Barney Frank)

 24 CFR Part 570 – Community Development Block Grants (HUD)

 Wis. Stat. Ch. 32:  Eminent Domain

Wis.  Admin. Code Ch. 92:  Relocation Assistance 193

TYPES OF ACQUISITION
Voluntary

‐ No threat of eminent domain (condemnation)

‐ A property owner’s willingness to cooperate with the acquisition does not constitute 
voluntary acquisition!

 Involuntary

‐ Use of eminent domain (condemnation)

 Easements

- Temporary

- Permanent
194
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VOLUNTARY ACQUISITION
All of the following must be true to qualify as “Voluntary”:

No specific site is needed and any of several properties could be acquired for project purposes

AND

 The property is not part of an intended, planned or designated project area where other 
properties will be acquired within specific time limits

AND

 The agency informs owner in writing that the property will not be acquired, through 
condemnation, if negotiations do not reach an amicable agreement

AND

 The agency informs the owner in writing of the property's market value

Displaced tenants MUST be provided notice of relocation rights and relocation assistance (cannot waive 
rights).  Owners do not qualify for relocation assistance under Voluntary Acquisition.

195

INVOLUNTARY ACQUISITION
Involuntary Acquisition Determination:

All other acquisitions that don’t meet all of the requirements for 
voluntary acquisition

Trigger full URA requirements

Displaced owners and/or tenants MUST be given notice of relocation rights and 
be provided relocation assistance (cannot waive rights).

196
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EASEMENTS
 Definition

- The right to use the real property of another for a specific purpose without profit

 Temporary

- Easements granted for a specific period of time

- Subject to URA Acquisition Requirements

 Exception: Sole benefit of the owner

 Draft Letter to DEHCR Project Representative

 Permanent

- Easements attached to a deed and continue to affect the land through subsequent 
changes in ownership

- Always subject to URA Acquisition Requirements
197

ACQUISITION PROCESSES

Voluntary Acquisition Process:
Attachment 5-C

Involuntary Acquisition Process:  
Attachment 5-D

198
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ACQUISITION PROCESSES OVERVIEW
 Planning

 Notice to DEHCR Project Rep.

 Relocation Order/Determination of 
Necessity of Taking (if applicable)

 Relocation Plan (if applicable)

 Notice to Owner 

 Appraisals/Determination of Fair Market 
Value

 Invitation/Offer to Owner

 Offer of Just Compensation (if applicable)

 Negotiations

 Administrative Settlement (if necessary)

 Summary Statement & Written 
Jurisdictional Offer to Purchase (if 
necessary)

 Purchase/Acquisition Transaction

 Maintain All Records

Requirements and sequence for items above will vary based on 
type of acquisition and applicable activities. 199

PLANNING
Determine type of acquisition

Determine acquisition/relocation needs

Consult/contract with Legal/Acquisition/Relocation 
Professional(s) as necessary

Conflict of interest applies to acquisition and relocation
200
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NOTICE TO DEHCR
 Notify DEHCR Project Representative of acquisition

 Notify prior to start of construction (if known) 

 On municipal letterhead and signed by the CEO, stating:

- Type(s) of acquisition (acquisition, acquisition with relocation, permanent/temporary 
easements);

- Location of acquisition(s) (with street address(es) and/or tax parcel ID #(s) if 
known);

- Estimated timeframe for acquisition; and

- Name and contact information of UGLG’s contact person for acquisition (mail, 
phone, email).

201

RELOCATION ORDER/DETERMINATION 
OF NECESSITY OF TAKING
 State requirement

 Must issue prior to acquisition occurring

 Relocation Order required for any transportation facility or 
sewer project if relocation is involved

 Determination of Necessity of Taking required for any other 
type of project if relocation is involved

202
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RELOCATION PLAN
 State and Federal Requirement

 Must prepare Plan if relocation “may be necessary” for the project

 Sample Plan provided on DOA Relocation website

 Prior to Initiation of Negotiations, must submit Plan to and receive 
approval of Plan from DOA Division of Legal Services

 Submit copy of approved Plan and record of Legal Services’ approval to DEHCR.

203

NOTICE TO OWNER
Manner of notice

- Personally served  - OR -
- Sent by certified or 

registered first-class mail
Plain, understandable language

Types of Notices
- General Information Notice
- 90 Day Notice
- Notice of Intent to Acquire
Brochures

- State (Required) and 
Federal/HUD (Optional)Refer to Attachments 

5‐C & 5‐D in Handbook 204

203
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APPRAISAL / DETERMINATION OF FMV
INVOLUNTARY:
 Appraisals required before initiation of 

negotiations
 Appraisal Waiver allowed:

- Under $10,000
- Between $10,000 - $25,000
- Over $25,000

 Waiver valuation
 Real property vs. personal property

(itemize separately)
 Trade fixtures vs. fixtures 

(itemize separately)
 Appraisal review

VOLUNTARY:

• Determination of Fair Market Value (FMV)

• Inform owner of FMV in Notice/Letter of 
Intent to Purchase

• Appraisal not required (owner may 
request appraisal)

205

OFFER OF JUST COMPENSATION
INVOLUNTARY:

Before Initiation of Negotiations

Cannot be less than the approved 
appraised Fair Market Value (FMV)

Agency Official must establish the 
amount of Just Compensation

VOLUNTARY:
• Not Required/Applicable

206
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NEGOTIATIONS
INVOLUNTARY:

 State requirement(s)

 BEFORE Jurisdictional Offer 
to Purchase

 Federal requirement(s)

 AFTER Written Offer of Just 
Compensation

VOLUNTARY:
• AFTER Notice/Letter of Intent 

to Purchase

207

ADMINISTRATIVE SETTLEMENT
INVOLUNTARY:

 Federal requirement

 May be a result when purchase price 
exceeds UGLG’s estimate of just 
compensation

 Must submit proper documentation to 
DEHCR to justify and support decision 
for an administrative settlement

 Subject to DEHCR and HUD review

VOLUNTARY:
• Not Applicable

208
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SUMMARY STATEMENT & 
JURISDICTIONAL OFFER TO PURCHASE

INVOLUNTARY:

 Amount offered

 Description and location of real property 
and interest in real property

 List of building(s), structure(s) and other 
improvements covered by offer

 List other separately held ownership 
interest in the property not covered by 
offer.

VOLUNTARY:
• Not Required/Applicable

209

PURCHASE/ACQUISITION TRANSACTION
INVOLUNTARY:

 State

 Record of Sale/Transaction including signed 
acceptance of sale (e.g., Purchase Agreement or 
similar record)

 Proof of Payment

 Federal

 Executed/Signed Acceptance of Written Offer of 
Just Compensation/Summary Statement

 Record of Sale/Transaction

 Proof of Payment

VOLUNTARY:

• Record of Sale/Transaction including signed 
acceptance of sale (e.g. Purchase Agreement or 
similar record)

• Proof of Payment

210
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RELOCATION PROCESS
1. Plan
2. Give Notice to DEHCR
3. Submit Relocation Plan to and receive approval from DOA Division of Legal 

Services (submit approved Plan to DEHCR)
4. Give Notice of Relocation Rights 

 No waiver when using federal funds
5. Provide relocation assistance and compensation
6. Ensure comparable property for relocation
7. Ensure replacement housing is decent, safe and sanitary
NOTE:   WI allows up to 2 years from date of displacement to file claim for relocation 
expenses.

Attachments
5‐F through 5‐J 
in Handbook

211

RELOCATION PAYMENTS
 Move expenses

 Search expenses

 Reestablishment expenses

 Replacement housing payment

 Replacement business payment

MUST ADHERE TO RELOCATION PAYMENT LIMITS 
WHEN USING CDBG FUNDS TO COVER COSTS

212

211

212



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

107

ACQUISITION & RELOCATION MONITORING 
AND RECORDKEEPING

Acquisition/Relocation Monitoring Checklist:

Attachment 5-K in Handbook

[Required to be submitted to DEHCR at time of DEHCR’s monitoring of project]

213

CORRECTIVE ACTION

 Monitoring finding

 Type of corrective action

 Timeframe for corrective action

NOTE:  Noncompliance with A&R requirements potentially can 
disqualify the entire CDBG project.

214
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APPEALS
 Acquisition appeal

- Condemnation Commission process
 Relocation appeal

- Agency must inform a displaced person before displacement of the person’s right 
to appeal

- How to appeal
 To Displacing Agency

 Agency must establish internal appeal procedure to resolve a complaint
 To Department of Administration 
 Wis. Stat. s. 32.20 215

HELPFUL WEBSITES
Federal: 
 HUD

http://portal.hud.gov/hudportal/HUD?src=/program_offices/comm_planning/library/
relocation

 FHWA
http://www.fhwa.dot.gov/real_estate/uniform_act/relocation/

Wisconsin/State:
DOA

https://doa.wi.gov/Pages/AboutDOA/RelocationAssistance.aspx
216
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BROCHURES
Federal:
http://portal.hud.gov/hudportal/HUD?src=/program_offices/comm_planning/
library/relocation/publications

Wisconsin/State:
https://doa.wi.gov/Pages/AboutDOA/RelocationAssistance.aspx

217

ACQUISITION & RELOCATION
SUMMARY QUESTIONS:
1. Who must be notified in DEHCR when Acquisition and/or Relocation is part of the 

CDBG project? 

2. Do temporary easements require following URA requirements?

3. When must the State and federal landowner rights brochures be provided with 
notices for acquisition?

4. To which State agency and division is the Relocation Plan submitted for state-level 
approval?

5. Which form is provided to assist UGLGs with tracking A&R activities for the CDBG 
project?

218
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

219

CHAPTER 7:  LABOR STANDARDS
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

219
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FEDERAL LABOR STANDARDS APPLICABILITY

Davis‐Bacon and Related Acts (DBRA)

 For CDBG and other federally funded construction projects

– Construction, alteration, or repair of a public building or 
public work

 Projects with other funding sources – follow applicable rules 
and regulations for that program

 Does not apply to Planning‐Only projects
221

APPLICABILITY:  EXCEPTIONS
 Force Account Work – completed by UGLG employees 

– Submit Force Account Affidavit (Attachment 7‐Q in Chapter 7 of CDBG 
Implementation Handbook) to DEHCR Project Rep.

There is no such thing as private "force account" work.

– For CDBG reimbursement, include:

 Employee name(s)

 Hourly rate(s) (wages plus benefits)

 Number of hours worked on CDBG project

 Pay period(s)

222
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APPLICABILITY:  EXCEPTIONS (CONTINUED)

 Residential rehabilitation in structures with fewer than 8 units

 Contract(s) that are part of a project <$2,000 value

223

APPLICABILITY:  EXCEPTIONS (CONTINUED)
 Construction activities assisted solely by means of loans 
guaranteed with interest‐bearing collateral accounts, where 

a) the interest rate is standard and customary rate on demand 
accounts; 

b) the account is subject to standard and customary terms and 
conditions for collateral accounts; and 

c) there is no "substantial likelihood" that the guarantee will be 
used

224
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APPLICABILITY:  EXCEPTIONS (CONTINUED)

 Economic Development projects where federal funds are used only 
for non‐construction activities such as:

– acquisition; 

– machinery and equipment purchase (not including installation); 

– stock (equity) purchase; and 

– operating capital loans where such funds cannot be used for 
construction

225

IMPORTANT UPDATES FOR CDBG PROJECTS

 Wisconsin Prevailing Wage Law

– Major changes effective 1/1/17  

 Must comply with federal, state and local labor standards 
and regulations

226
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WORD OF WARNING

 Failure to comply could result in:

– Loss of UGLG’s awarded grant 

– Jeopardizes UGLG from obtaining future grants

– Contractors being subject to fines, imprisonment, and/or 
debarment from future federally funded projects

227

RELEVANT LAWS 
DAVIS‐BACON ACT

 Workers must be paid:

 at least weekly 

 at least the federal wages for similar work in the locality

Federal wages per U.S. Department of Labor (USDOL) wage 
determinations

 Violation results in contractor being liable for unpaid wages, and 
potentially penalties, fines, suspension of payments, contract 
termination, and/or suspension or debarment

228
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RELEVANT LAWS (CONTINUED)
COPELAND "ANTI‐KICKBACK" ACT

 Workers must be paid without any deductions or rebates except 
permissible deductions:

– taxes, deductions the worker authorizes in writing, and those required 
by court processes

 Contractors must submit weekly payroll records and Statements of 
Compliance (certified payroll) to the contracting entity

 Violation is a felony and may result in termination of the contract or 
criminal prosecution by the U.S. Government, punishable by a fine, 
imprisonment, or both

229

RELEVANT LAWS (CONTINUED)

CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (CWHSSA)

 Workers must be paid 1 ½ times regular hourly pay rate after 40 hours 
worked in one week on CDBG/federally funded project(s)

– Rate is 1 ½ times hourly base rate on wage determination or 
worker’s normal pay rate, whichever is higher

 Applies to contracts >$100,000

– All subcontractors are included if prime contract is >$100,000

– For contracts ≤$100,000, the Fair Labor Standards Act (FLSA) wage 
and overtime requirements apply.

230
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RELEVANT LAWS (CONTINUED)
CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (CWHSSA)

 Contractor liable for unpaid wages, liquidated damages, fines, 
imprisonment, and/or debarment

– Underpayment/wage restitution to employee – record of restitution 
and correction payroll maintained in project file

– Liquidated damages penalty ($27/day per underpaid employee, eff. 
1/24/19) 

– Penalties and fines paid to federal government – may be waived* 
*Waiver for liquidated damages >$500 requires HUD/USDOL approval.

 Violation may result in termination of the contract

231

LABOR STANDARDS OFFICER DESIGNATION

 UGLG must act as Labor Standards Officer (LSO) unless a 
different person is appointed

 Submit Labor Standards Officer Designee form (Attachment 7‐C) 
prior to or at the time of submitting Record of Wage Decision 
Selection (Attachment 7‐D) to DEHCR

232
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LABOR STANDARDS OFFICER RESPONSIBILITIES
 Federal Wage Determination

Wage Decision Modifications 
prior to bid opening

 Additional Labor Classifications

 Bid Notifications

 Contractor Eligibility Clearance

 Construction Contract 
Notifications

 Pre‐Construction Conference

 Compliance Monitoring

 Compliance Enforcement

233

FEDERAL WAGE DETERMINATION

 Obtain the federal Davis‐Bacon wage decision(s) 

 Obtain prior to advertising for construction bids and include full 
decision(s) in bid packet

 Complete and submit a Record of Wage Decision Selection 
(Attachment 7‐D) to DEHCR

 Obtain again prior to bid opening and inform potential bidders 
of updates

234
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FEDERAL WAGE DETERMINATION (CONTINUED)

Modifications:

Modified by USDOL on Fridays at 10:00 a.m.

Must use the current wage rate(s) at time of bid opening for 
CDBG project and must inform potential bidders of any changes 
since bid advertisement

*Recommendation: 
Do Not have bid opening on Friday

235

FEDERAL WAGE DETERMINATION (CONTINUED)

90‐Day Rule:

If award contract >90 days after bid opening, 

then must check wage determination again and 

use most current modified decision 

if it has been updated since bid opening.

236
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FEDERAL WAGE DETERMINATION (CONTINUED)
Failing to Obtain Correct Federal Wage Determination for 
Bidding Process: 

 UGLG must correct error:

– Obtain the correct wage decision(s)

– Inform contractors they must pay those wage rates 
retroactively to the beginning of the project

– Verify wage restitution/underpayments are made; and 

– May be forced to reimburse the contractor
237

FEDERAL WAGE DETERMINATION (CONTINUED)
Use more than one determination if additional determination comprises more 

than 20% of project cost and/or costs $1 million.

1. Highway (WI10) – Roads streets, highways, sidewalks, parking areas

2. Heavy (WI8) – Sewer & Water Lines and Tunnel

3. Heavy (WI15) – Excluding Tunnel, Sewer & Water Lines [“Catch‐All”]

4. Building (WI11) – Sheltered enclosures for housing people, 
machinery, equipment or supplies

5. Residential (WI20) – Single family homes, apartment buildings ≤ 4 
stories

238
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New USDOL 
Wage Determination

Website
https://wdolhome.sam.gov/

Instructions 
in Chapter 7 of Handbook 

239

FEDERAL WAGE DETERMINATION (CONTINUED)

Where 
to 

enter 
search 
criteria
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Inactive/Past 
Determinations

Active/Current Determinations

FEDERAL WAGE DETERMINATION (CONTINUED)

241

Federal
Wage 

Determinations

Locations of the 
information 
needed.
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ADDITIONAL LABOR CLASSIFICATIONS

Worker job classification not on applicable wage decision:  

– Complete Additional Classification Report form (Attachment 7‐E 
in Ch. 7 of Handbook), Boxes 2 – 10 

– Submit to DEHCR

– DEHCR submits to HUD (HUD submits to USDOL)

 HUD/USDOL will not review or respond to requests prior to the 
contract(s) being awarded.

243

BID PACKET REQUIREMENTS
Notices in Bid Packets applicable to construction:

Inclusion by reference only is NOT acceptable.

 Conflict of Interest Disclosure form  (Attachment 3‐B – recommended form)

 Conflict of Interest Clause  (Attachment 3‐C)

 Lobbying Certification form  (Attachment 3‐D)

 Disclosure of Lobbying Activities form  (Attachment 3‐E) if applicable

 Section 3 Contract Language Requirements  (Attachment 6‐B)

 Davis‐Bacon and Related Acts (DBRA) language  (Attachment 7‐B) 

 Federal Labor Standards Provisions language (HUD‐4010)  (Attachment 7‐G) 

 Federal Davis‐Bacon wage decision(s)

Also see Advertisement For Bids form (Attachment 7‐F)

244
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BID PACKET REQUIREMENTS
Additional Notices Required for Bid Packets:

Inclusion by reference only is NOT acceptable.

 For or all construction contracts estimated to exceed $10,000

 Equal Opportunity Clause (EO 11246)  (Attachment 6‐A) 

 Affirmative Action Requirements (EO 11246)  (Attachment 6‐C)

 Federal Equal Employment Opportunity Clauses Construction Contract 
Specifications (EO 11246) (Attachment 6‐D) 

 MBE/WBE/DBE Web Resources  (Attachment 7‐R)

**Refer to Chapters 3, 6 & 7 in CDBG Implementation Handbook**

245

CONTRACTOR ELIGIBILITY CLEARANCE
 All contractors must be eligible for federally funded contracting

 UGLG must verify all prime contractors are eligible (not debarred)

 Prime contractor must ensure all subcontractors are eligible

– UGLG should also check all subcontractors’ eligibility 

 Record of debarment checks for all contractors (prime and subs) must be 
in CDBG project file

 Contact your DEHCR Program Rep. immediately if any contractor is or has 
become debarred

246
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CONTRACTOR ELIGIBILITY CLEARANCE
Debarment Check:  https://sam.gov/SAM

247

CONTRACTOR ELIGIBILITY CLEARANCE
Debarment Check:  

https://sam.gov/SAM
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CONTRACTOR ELIGIBILITY CLEARANCE
Debarment Check:  

https://sam.gov/SAM

249

CONSTRUCTION CONTRACT

Required for Prime Contract(s) and Subcontract(s):   

Inclusion by reference only is NOT acceptable.

 The same language, clauses, and wage decision(s) required for 

construction bid packet 

 Recommended – Pre‐Construction meeting documents 

(samples in Attachments 7‐I and 7‐J)

250
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Additional Subcontract Requirements:

 Must be in writing and include:

– Name of contractor/subcontractor

– Dollar amount of contract

– Goods/services to be provided

– Terms/conditions

 Copy of executed subcontracts (with any and all attachments and signed
addendums) must be in the CDBG project file

CONSTRUCTION CONTRACT (CONTINUED)

251

PRE‐CONSTRUCTION CONFERENCE
 Pre‐construction conference strongly advised

 Topics recommended: Pre‐Construction Meeting Items to be 
Discussed (Attachment 7‐I)

 Provide contractors Pre‐Construction Checklist for Contractors 
(Attachment 7‐J)

 Submit copy of notes/minutes/record of conference to DEHCR 
(Pre‐Construction Report Format (Attachment 7‐K) 
recommended) 252
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COMPLIANCE MONITORING
Weekly Payroll Monitoring by Labor Standards Officer:

 Weekly Payroll Records – check ALL contractors’ weekly payroll submissions

– USDOL form:  Payroll Template (Attachment 7‐L) (optional or use contractor’s record)

– USDOL form:  Statement of Compliance (Attachment 7‐M) (required) 

 Signed Payrolls – Signed by principal of firm or by an authorized agent

 Numbered Payrolls – Payrolls are numbered sequentially from first to final and/or dated 
sequentially

 No Work Records – If payrolls are numbered, “No Work” payrolls are not required.  However, 
it is recommended contractors and sub‐contractors that will not be working on the project 
for a period of time, inform the Labor Standards Officer in writing and provide an 
approximate date of return.   253

Verify with Weekly Payroll Monitoring:

 Base Wages – At least minimum base wage + fringe benefit rates are paid

 Overtime (OT) – Overtime wages are properly paid at required minimum overtime rates

 Fringe Benefits – Must be eligible and are properly documented (e.g., health insurance, 
retirement, life insurance, vacation, training funds, etc.  Excludes benefits required by 
law (e.g., Social Security, worker’s compensation, etc.)

– Contractor must provide record of itemized fringes with hourly dollar values for each 
employee on certified payroll record or as an attachment to payroll record

– Contractor must have supporting source documentation on file (e.g., labor union 
document, employee policy manual document, 401K plan document, etc.) – provide 
upon request from UGLG, DEHCR, HUD, etc.

COMPLIANCE MONITORING (CONTINUED)
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Verify with Weekly Payroll Monitoring:

 Deductions – Are allowable and properly documented; authorized by the employee and 
permitted by DOL Regulations 29 CFR Part 3, such as:

– Income taxes, Social Security, insurance, retirement, savings account, and any other 
legally‐permissible deduction authorized by the employee in writing

– Payments on judgments and other financial obligations legally imposed (e.g., child 
support, wage garnishment, etc.)

– Contractor must provide record of itemized deductions with hourly or total sum dollar 
values for each employee on certified payroll record or as an attachment to payroll 
record

– Contractor must have documentation verifying authorized deduction on file (e.g., 
labor union document, employee signed authorizations, court orders, etc.) – provide 
upon request from UGLG, DEHCR, HUD, etc.

COMPLIANCE MONITORING (CONTINUED)

255

Verify with Weekly Payroll Monitoring:

 Employee classifications

 Must be paid correct wage rate for job classification per USDOL wage decision

 Multiple classifications – workers may perform work in more than one trade/job 
classification

– Must pay applicable wage rate for each classification in which employee 
worked

– Each job classification and hours worked in each must be on payroll record 

– Worker must be paid the highest wage rate of all job classifications in which 
they worked if the hours working in each classification are not recorded on 
payroll record

COMPLIANCE MONITORING (CONTINUED)
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Verify with Weekly Payroll Monitoring:

 Apprentices and Trainees – Paid correct rate and indentured papers/training certifications 
are on file

– May be paid less than the full rate only if registered in bona fide program approved by 
and registered with the Employment and Training Administration of the USDOL or 
Wisconsin Dept. of Workforce Development (DWD)

– Ratio of journeymen to apprentices under the registered program is applicable to CDBG 
project site

COMPLIANCE MONITORING (CONTINUED)

257

COMPLIANCE MONITORING (CONTINUED)
Monitoring at Work Site:

 Interview Workers on the Job:

– Use Record of Employee Interview (HUD 11) (Attachment 7‐N)

– Address any discrepancies (verify with paystubs; ensure contractor underpayment 
resolution if applicable; etc.)

– Recommended: Conduct at least 1 interview for each job classification for each prime 
contractor and subcontractor

 Check the Work Site Signage:

– Wage rates and required labor standards notices posted in clearly visible and accessible 
location; CDBG sign posted (with accurate information)

 Maintain records of work site monitoring in CDBG project file
258
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COMPLIANCE ENFORCEMENT

 UGLGs must take the necessary steps to enforce 
the requirements when a contractor or 
subcontractor has not paid at least the minimum 
Davis‐Bacon wage and benefits or has violated 
other requirements.

259

COMPLIANCE ENFORCEMENT (CONTINUED)

Underpayment is less than $1,000:

 Ensure contractor makes restitution payment(s)

 Assess liquidated damages penalties ($27/day per employee) 
if underpayment involved CWHSSA overtime

– Reminder:  Penalty may be waived; waiver requires 
HUD/USDOL approval if >$500

260
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COMPLIANCE ENFORCEMENT (CONTINUED)
Underpayment is $1,000 or more:

 Investigate and submit Section 5.7 Enforcement Report 
(Attachment 7‐O)

 Assess liquidated damages penalties ($27/day per employee) 
if underpayment involved CWHSSA overtime

– Reminder:  Penalty may be waived; waiver requires 
HUD/USDOL approval if >$500

261

COMPLIANCE ENFORCEMENT (CONTINUED)
All enforcement actions shall be carried out in writing and have the following 
information in the file:

 Description of the violation

 Sources of information about the violation

 Complaints and other statements from employees should be in writing 
and signed

 Computation of the back wages due to each employee

 Computation of the liquidated damages, if any

 Actions taken by the contractor to correct the violation, if any

 Copies of supplemental payrolls and/or check stubs, if any
262
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COMPLIANCE ENFORCEMENT (CONTINUED)
 Required Reports:

– Semi‐Annual Labor Standards Enforcement Report (Attachment 9‐C)

– Section 5.7 Enforcement Report (Attachment 7‐O), if applicable

– Final Labor Standards Compliance Report (Attachment 7‐P)

 DEHCR must receive all applicable labor standards reports before the 
final Request for Payment will be processed

263

LABOR STANDARDS DOCUMENT  SUBMISSIONS
TO DEHCR

 Labor Standards Officer Designee form (Attachment 7‐C)

 Record of Wage Decision Selection (Attachment 7‐D)

 Additional Classification Report (Attachment 7‐E), if applicable

 Advertisement For Bids form (Attachment 7‐F) or the bid 
advertisement

 Bid Tabulation Summary

 Potential conflict(s) of interest review documentation if any 
disclosure(s) occurred

 Notice of Contractor Award form (Attachment 7‐H) 
264
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LABOR STANDARDS DOCUMENT  SUBMISSIONS
TO DEHCR
 Force Account Affidavit (Attachment 7‐Q), if applicable 

 Pre‐Construction Report (Attachment 7‐K) or similar record of Pre‐
Construction Conference, if applicable

 Semi‐Annual Labor Standards Enforcement Report (Attachment 9‐C)

 Section 5.7 Enforcement Report (Attachment 7‐O), if applicable

 Final Labor Standards Compliance Report (Attachment 7‐P)

265

LABOR STANDARDS FILE CONTENTS
 All bidding and labor standards related documents 

submitted to DEHCR

 All procurement/contracting and labor standards related 
documents listed on File Checklist (Attachment 2A) and Self‐
Monitoring Checklist (Attachment 2B)

Any and all bidding and labor standards related documents 
may be requested by DEHCR for review 
during monitoring and project reviews.
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HELPFUL WEBSITES
 HUD Labor Standards Enforcement Guidance: 
https://portal.hud.gov/hudportal/HUD?src=/program_offices/davis_bacon_and_labor_st

andards/OLRLibrary

 U.S. Department of Labor Wage and Hour Division:  
https://www.dol.gov/whd/

 WI Department of Workforce Development Prevailing Wage Overview: 
https://dwd.wisconsin.gov/er/labor_standards/prevailing_wage_rate/

 U.S. Department of Labor Wage Determinations Online:  
https://wdolhome.sam.gov/

 SAM.gov (Debarment Checks):  
https://sam.gov/SAM

267

FEDERAL LABOR STANDARDS 
SUMMARY QUESTIONS

1. When must the federal wage decisions be checked?

2. How often must contractors’ payrolls be submitted for review?

3. What are 3 examples of documents to check to verify the eligibility and 
cash value of a worker’s fringe benefits and deductions?

4. When must a worker be paid the overtime wage rate?

5. What form needs to be submitted if underpayments for a contractor are 
$1,000 or more?
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

269

MONITORING
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT
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MONITORING PROCESS

 On‐site Visit or Desktop Monitoring at least once during the 
Performance Period

 30 – Day Advance Notification Letter

 Logistics & Accessibility

 Entry and Exit Interview

 Follow‐Up Letter

 Corrective Actions (if applicable)

Monitoring Completion Letter 271

Self‐Monitoring 
Checklist

272
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Self‐Monitoring 
Checklist 
(cont’d)

273

Self‐Monitoring 
Checklist 
(cont’d)
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Self‐Monitoring Checklist (cont’d)

275

Self‐Monitoring Checklist (cont’d)

276

275

276



2019 BCD CDBG Training Slides September 19, 2019 – Rothschild, WI 
September 24, 2019 – Madison, WI

139

Self‐Monitoring Checklist (cont’d)

277

Self‐Monitoring 
Checklist 
(cont’d)
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Self‐Monitoring Checklist (cont’d)

279

Self‐Monitoring Checklist (cont’d)
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Self‐Monitoring Checklist (cont’d)

281

Self‐Monitoring Checklist (cont’d)
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Self‐Monitoring 
Checklist 
(cont’d)

283

Self‐Monitoring Checklist (cont’d)
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Self‐Monitoring Checklist (cont’d)

NEW FORMAT:
Complete For Each Prime Contractor and 

Sub‐Contractor

285

Self‐Monitoring 
Checklist 
(cont’d)

Complete for Each Prime Contractor and Sub‐Contractor
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Self‐Monitoring 
Checklist 
(cont’d)

Complete for Each Prime Contractor and Sub‐Contractor

287

Self‐Monitoring 
Checklist 
(cont’d)

Complete for Each Prime Contractor and Sub‐Contractor

288
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Self‐Monitoring Checklist (cont’d)

289

Self‐Monitoring Checklist (cont’d)
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Self‐Monitoring Checklist (cont’d)

291

Self‐Monitoring Checklist (cont’d)
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Self‐Monitoring Checklist (cont’d)

293

Self‐Monitoring Checklist (cont’d)
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Self‐Monitoring Checklist (cont’d)

295

Self‐Monitoring 
Checklist 
(cont’d)
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MONITORING REPORT
FINDING VERSUS CONCERN:

 Finding represents an issue of non‐compliance with CDBG policy or 
regulatory requirements

Concern represents an issue with documentation or procedure that 
does not necessarily represent non‐compliance with the CDBG 
policies, Implementation Handbook or regulations, but must be 
addressed to ensure compliance so the item does not rise to a later 
Finding

297

MONITORING REPORT
TIMELINE FOR REPORT AND CORRECTIVE ACTION:

 Monitoring report from DEHCR issued in a letter to Chief Elected Official 
(CEO) generally within 30 days of monitoring

 UGLG has 30 days to respond (on municipal letterhead; signed by CEO)

 Follow‐up items submitted to DEHCR by UGLG; summarized in UGLG’s 
response letter

 No response or delay in completing corrective actions may result in CDBG 
payments being withheld

 Refer to Grant Agreement regarding non‐compliance/failure to perform and 
cause for termination of CDBG agreement and award or denied payments 
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov

299

CHAPTER 10:  PROJECT COMPLETION
DEHCR – BUREAU OF COMMUNITY DEVELOPMENT

299
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PROJECT COMPLETION OVERVIEW
 General Requirements & Responsibilities

 Paperwork

 Submission, refer to your Grant Agreement’s Timetable 
(generally scheduled as 60 days after Construction Period ends)

 Resources

301

ADMINISTRATIVE WORKFLOW
• Submit Final CDBG Payment Request*

• Submit signed Project Completion documents

Project Completion Submission 
(UGLG)

•Review of Project Completion documents

•Review Project File

•Reply to UGLG

Project Completion Review 
(DEHCR)

• If approved, DEHCR processes Final Payment

•UGLG receives Final CDBG Payment

•UGLG updates & sends Final CCR**, DJ**, and bank statement(s) to DEHCR

Final CDBG Payment & Follow‐
Up Financial Documents

•DEHCR sends signed Certificate of Project Completion & completion letter to UGLG
Project Completion Certification 

& Completion Letter

•UGLG retains records until given approval from DEHCR to discard recordsRecords Retention

* Documents reflect project financials prior to receiving the Final CDBG Payment Request.
** Documents reflect project financials AFTER receiving the Final CDBG Payment Request.
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PROJECT COMPLETION DOCUMENTS
 Completion Report Certification

 Financial Certificate of Completion

 Final Summary Narrative

 Environmental Review Summary

 Fair Housing Actions Summary

 List published/posted/mailed documents, 
dates, etc.

 Affidavit(s) of Publication, if applicable

 2nd Citizen Participation Public Hearing

 Citizen Participation Public Hearing #2 
Notice

 Affidavit of Publication, and

 Meeting Minutes/ Sign‐In Sheet

 Final Labor Standards Compliance Report(s)

 Accessibility Self‐Evaluation Checklist, if applicable

 Lobbying Certification Form(s) for Contracts, 
Grants, Loans, & Agreements, if applicable

 Single Audit Statement

 Refund Check to DEHCR, if applicable

Project 
Completion 
Documents

303

PROJECT COMPLETION DOCUMENTS

Final 
Reports

• Final Semi‐Annual & Annual Reports:

– Semi‐Annual Labor Standards Report

– Semi‐Annual MBE‐WBE Report

– Annual Section 3 Report

304
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PROJECT COMPLETION DOCUMENTS

Final 
Payment 
Request

• Final Payment Request documents:

– Updated Cash Control Register (CCR)*

– Updated CDBG Disbursements Journal 
(DJ)*

– Updated Matching Funds Journal (MFJ)*

– Invoices, Checks, & Bank Statements*

* Final versions of these documents (showing that all funds have been disbursed, invoices have been paid, and account 
balances have been zeroed‐out where appropriate) are required to be submitted to DEHCR after the UGLG has received the 
Final CDBG Payment.

305

PROJECT COMPLETION CHAPTER ATTACHMENTS:

 Project Completion Report Certification

 Financial Certificate of Completion

 Final Summary Narrative
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PROJECT COMPLETION 
REPORT CERTIFICATION

307

Identify the 
Project

Indicate which
Supporting 
Documents

are also Included

Sign & Date

Will be 
completed
by DEHCR

PROJECT COMPLETION 
REPORT CERTIFICATION 

(CONTINUED)
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FINANCIAL CERTIFICATE
OF COMPLETION

309

FINANCIAL 
CERTIFICATE OF 
COMPLETION

Identify the Project

Final Project Financials
should back‐up the

Final Journals/Ledgers
&

All CDBG Payment
Requests

Sign & Date

Will be completed upon
approval/certification

by DEHCR
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FINAL SUMMARY 
NARRATIVE

311

FINAL SUMMARY
NARRATIVE 
(CONTINUED)

Identify the Project

Timeline
Actions
(since last

reporting period)
Report
Progress

Timeline
Actions

(delayed from last
reporting period)

Report
Progress
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Environmental 
Report Status
Summary

Fair Housing Actions 
Completed
Summary

2nd Citizen 
Participation Public 
Hearing Status
Summary

FINAL SUMMARY
NARRATIVE 
(CONTINUED)
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QUESTIONS?

Email:   DOACDBG@Wisconsin.gov
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CONTACTS
Division of Energy, Housing and Community Resources (DEHCR)

Bureau of Community Development:

Email: 

DOACDBG@wisconsin.gov

Website: 

http://doa.wi.gov/Divisions/Housing/Bureau‐of‐Community‐Development

315

CONSOLIDATED PLAN
Online Recording: 

http://www.doa.state.wi.us/Divisions/Housing/Consolidated‐Plan

Submit Inquiries via Email:

DOADEHCRHousing@wisconsin.gov
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THANK YOU FOR YOUR ATTENDANCE.

• ATTENDEES ARE REQUESTED TO COMPLETE THE EVALUATION(S).

• STAFF WILL BE AVAILABLE FOR FOLLOW‐UP QUESTIONS.
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