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Division of Energy, Housing and Community Resources (DEHCR)
Community Development Block Grant – File Checklist


FILE CHECKLIST
FOLDER:   GRANT APPLICATION
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Application with signed Eligibility Certification, as submitted to DEHCR

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Adopting Resolution (or Signed Certification of Adoption) of the Citizen Participation Plan

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Adopted Citizen Participation Plan

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	CDBG Application Public Hearing Notice

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	CDBG Application Public Hearing Meeting Minutes or Sign-In Sheet

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	CDBG Application Public Hearing Certification Form

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Project/Service Area Map(s)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Fair Housing Actions Checklist (specifying the 3 actions that the local community will undertake)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Adopting Resolution (or other Certification or Verification of Adoption) of the Fair Housing Ordinance

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Copy of the Fair Housing Ordinance

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Residential Anti-Displacement and Relocation Assistance Plan (RADRAP)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Acquisition/Relocation/Demolition Questionnaire (not applicable to PLNG)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Authorizing Resolution (for application submission)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Statement of Assurances

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Lobbying Certification (signed by the UGLG)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Policy for Non-Violent Civil Rights Demonstrations/Prohibiting the Use of Excessive Force and the Barring of Exits and Entrances

	 FORMCHECKBOX 

	
	
	Application correspondence

	
	
	
	Income Survey Documentation (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Map(s) of the Income Survey Area

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Income Survey methodology, including documentation of survey distribution process, randomization (for Random Sample Surveys only), and “best efforts” follow-up communications/activities for tracking responses

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Income survey response tracking record(s)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Income Survey Results Tabulation Form (for Income)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Income Survey Results Race/Ethnicity Demographics Tabulation Form

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Copy of the Income Survey Form used and related correspondence sent with the survey

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Completed/returned Income Surveys

	 FORMCHECKBOX 

	
	
	Income Survey correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.
ADDITIONAL NOTES:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   GRANT AGREEMENT
	UGLG Files
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	
	Award Letter, including the UGLG’s signed Acceptance of Award

	 FORMCHECKBOX 

	
	Grant Agreement (fully executed)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Grant Agreement amendment(s) (fully executed) (if applicable)

	 FORMCHECKBOX 

	
	Grant Agreement correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
FOLDER:   PROCUREMENT & CONTRACTING
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	UGLG’s Procurement Policy

	 FORMCHECKBOX 

	
	
	Documentation of efforts to promote potential conflict of interest disclosures (e.g. disclosure statements, Board/Council meeting minutes, UGLG’s conflict of interest/ethics policy, etc.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Record(s) of Conflict of Interest Reviews and Request for Waiver/Exception Processes (if applicable)

	 FORMCHECKBOX 
 
	
	
	Documentation of efforts to promote open, free, and fair procurement practices related to the recruitment and hiring of contractors and professional services providers, including:

	 FORMCHECKBOX 

	
	
	Project specifications as listed in request(s) for quotes/bids/proposals/qualifications (simplified acquisition/RFBs/RFPs/RFQs);

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Request(s) for quotes (simplified acquisition), including the list of recipients/contacts;

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Bid Packet(s);

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Request(s) for Bids (RFBs), associated advertisement(s) for bids, and publisher’s affidavit(s);

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Request(s) for Proposals (RFPs) and associated published advertisement(s);

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Request(s) for Qualifications (RFQs), including the list of recipients/contacts;

	 FORMCHECKBOX 

	
	
	Copies of quotes/bids/proposals/qualifications submitted;

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Method of quote/bid/proposal/qualifications evaluation (e.g., quote records, bid tabulation(s), proposal scoring, qualifications review records);

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Minutes from meeting(s) in which the Board/Council accepted successful quote(s), bid(s), and/or proposal(s)/selected qualifications;

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Notice(s) of Contractor Award;

	 FORMCHECKBOX 

	
	
	Record of debarment status checks on the System for Award Management (SAM) https://www.sam.gov/portal/public/SAM/;

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Federal employer identification number (FEIN) for each prime contractor and sub-contractor for construction;

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Signed Lobbying Certification for all contractors [e.g. prime contractor(s), sub-contractor(s), and professional services provider(s)];

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Completed Disclosure of Lobbying Activities Forms (if applicable); and

	 FORMCHECKBOX 

	
	
	Executed contracts for goods and services (all contractors), with the applicable required language for Labor Standards, Davis-Bacon, Civil Rights/Equal Opportunity and Section 3 compliance.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Record of submission of Grant Administration contract to DEHCR for review (if applicable)

	 FORMCHECKBOX 

	
	
	Procurement/Contracting correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
FOLDER:   ENVIRONMENTAL REVIEW (ER)
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Statement of Activities

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Determination of Exemption (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Environmental Report (ER)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Request for Release of Funds (HUD 7015.15 if applicable) 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Authority to Use Grant Funds (HUD 7015.16 if applicable)

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Environmental Certification Letter from DEHCR

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Environmental Letter of Concurrence from DEHCR (CDBG-Planning projects only)

	 FORMCHECKBOX 

	
	
	Environmental Review (or related) correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   ACQUISITION/RELOCATION (if applicable)
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Acquisition/Relocation Monitoring Checklists

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Documentation of real property acquisition and relocation, including correspondence, notices, appraisals, fair market value records, payments, condemnation proceedings, etc. (as listed on the Acquisition/Relocation Monitoring Checklists)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Relocation Plan

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Record of DEHCR Approval of the Relocation Plan

	 FORMCHECKBOX 

	
	
	Acquisition/Relocation correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   EQUAL OPPORTUNITY (EO)
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Demographic profile

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Affirmative Action Plan notice posted in conspicuous place (applicable to non-governmental sub-recipients only; UGLGs exempt from this requirement)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Accessibility Self-Evaluation Checklist or DSPS Approval Record (if applicable)

	 FORMCHECKBOX 

	
	
	Equal Opportunity correspondence

	All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

Refer to the “Reporting” section for EO-related reports (MBE/WBE, Section 3, Fair Housing).


ADDITIONAL NOTES:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   LABOR STANDARDS
[Files must be organized by contractor, including prime contractor(s) and sub-contractor(s)]
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Labor Standards Officer Designee Form

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Force Account Affidavit (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Record of Wage Decision Form, and copy of applicable wage decision(s)

	 FORMCHECKBOX 

	
	
	Statement of applicable federal wage rates from the federal Department of Labor (https://beta.sam.gov)

	 FORMCHECKBOX 

	
	
	Contractors’ applicable construction certifications and licenses

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Notice to Proceed Letter(s)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Pre-Construction Report/Minutes

	 FORMCHECKBOX 

	
	
	Work start and end dates for each contractor and sub-contractor

	 FORMCHECKBOX 

	
	
	Separate file(s) for each prime contractor and sub-contractor

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Form 4230A, for additional classifications (if applicable)

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Written notification(s) of contractors’/sub-contractors’ “no work” weeks (if applicable)

	 FORMCHECKBOX 

	
	
	Weekly certified payrolls (numbered and dated) for each contractor/sub-contractor

	 FORMCHECKBOX 

	
	
	Weekly certified payroll Statement of Compliance for each contractor/sub-contractor

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Fringe benefits deductions documentation [i.e. itemized list and hourly rate value(s) of fringe benefits paid to each employee, and certified by the authorized contractor’s representative]

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Authorized “other” deductions documentation [i.e. itemized list and hourly rate value(s) of “other” benefits paid to each employee, and certified by the authorized contractor’s representative]

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Apprenticeship documentation (if applicable)

	 FORMCHECKBOX 

	
	
	Employee Interview Records [i.e., HUD-11 Form(s)], record(s) of discrepancies, and resolution efforts for noted discrepancies

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Record(s) of underpayments (if any), record(s) of correction/resolution by the contractor(s), and corresponding corrected Certified Payroll Record(s)

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Calculations and payment records for overtime underpayment liquidated damages (penalty fees) per HUD/CWHSSA (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Photo documentation of posted CDBG project sign at the project location

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Photo documentation of posted wage decision(s)/rate(s) at the project location

	 FORMCHECKBOX 

	
	
	Labor Standards correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   FINANCIAL MANAGEMENT
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Financial Management Contact Person Form 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Depository Certification Form

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Signature Certification Form

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Taxpayer Identification Number Certification (W-9) Form

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Authorization for Electronic Deposit Form (DOA-6456 STAR Form)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Request for CDBG disbursement(s) to UGLG be paid via mailed paper check (DOA-6457 STAR Form)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	SAM.gov verification of the UGLG’s active DUNS registration status

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	CDBG Request(s) for Payment (i.e. Drawdown Requests)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Cash Control Register (CCR) for each drawdown

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	CDBG Disbursements Journal (DJ) for each drawdown

	
	
	
	Supporting documentation for CDBG-eligible project costs incurred to document expenditures: 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Invoices (including approved contractor pay applications for construction, and other vendor billing statements)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Processed/bank-issued checks and receipts (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Matching Funds Journal (MFJ) for each drawdown

	
	
	
	Supporting documentation for Match-eligible project costs incurred to document expenditures:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Invoices (including approved contractor pay applications for construction, and other vendor billing statements)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Processed/bank-issued checks and receipts (if applicable)

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Checks/payment records from other Match funding sources (if applicable), specify: __________________

	 FORMCHECKBOX 

	
	
	Record of Deposits/Payments/Transfers (e.g. bank statements, deposit slips, etc.)

	 FORMCHECKBOX 

	
	
	Financial correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   REPORTING & SINGLE AUDIT
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Signed Semi-Annual Certifications and Narrative Reports on project accomplishments (reporting accomplishments toward Project Scope of Work, as outlined in the Grant Agreement’s Time Table):

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Environmental Review Certification status reporting

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Fair Housing Actions Checklist and documentation of activities completed

Due Date: __________          Completion Date: __________

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Second Citizen Participation Public Hearing documentation of activities completed

Due Date: __________          Completion Date: __________

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Public Hearing Notice, including affidavit of publication

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Public Hearing Meeting Minutes

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Public Hearing Sign-In Sheet (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Semi-Annual Labor Standards Enforcement Reports (LSERs)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Section 5.7 Enforcement Reports (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Semi-Annual MBE/WBE Reports

	 FORMCHECKBOX 

	
	
	Contractors’/Sub-Contractors’ Semi-Annual Section 3 Reports

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Semi-Annual Section 3 Reports (UGLG’s summary data submitted to DEHCR)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Annual Section 3 Reports (UGLG’s summary data submitted to DEHCR)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employee Self-Certification Report(s) documenting employment and training accomplishments (if applicable, ED and PFED projects only)

	 FORMCHECKBOX 

	
	
	Reporting correspondence 

	
	
	
	

	
	
	
	Single Audit Documentation

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Annual Single Audit Statement(s)/Letter(s)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Annual Single Audit Report Correspondence to DEHCR (submission of Single Audit Report management letter only) (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Annual Single Audit Report(s) and record(s) of submission to the DOA Audit Bureau (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Documentation of resolution of Single Audit finding(s) (if applicable)

	 FORMCHECKBOX 

	
	
	Single Audit correspondence

	
	
	
	

	
	
	
	Monitoring Documentation

	 FORMCHECKBOX 

	
	
	Notification of monitoring (letter from DEHCR)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Self-Monitoring Checklist

	 FORMCHECKBOX 

	
	
	DEHCR’s Monitoring Report (letter from DEHCR)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	UGLG’s response(s) to the DEHCR Monitoring Report (if applicable)

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	DEHCR’s certification confirming that the monitoring finding(s)/concern(s) are resolved (if applicable)

	 FORMCHECKBOX 

	
	
	Monitoring correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.
ADDITIONAL NOTES:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOLDER:   PROJECT COMPLETION
	UGLG Files
	Record of Submission to DEHCR
	N/A
	DOCUMENTS:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Signed Completion Report and supporting documents, as submitted to DEHCR

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final Labor Standards Compliance Report (LSCR)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final Section 5.7 Enforcement Report (if applicable)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final Semi-Annual MBE/WBE Report

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final Semi-Annual Section 3 Report

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final Annual Section 3 Report

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final Employee Self-Certification Report (if applicable, ED and PFED projects only)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final Cash Control Register showing deposit and disbursement of the final CDBG payment within 3 business days of receipt

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final CDBG Disbursements Journal showing disbursement of the final CDBG payment within 3 business days of receipt

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final Matching Funds Journal

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Final bank statement/record showing deposit and disbursement of the final CDBG payment within 3 business days of receipt

	 FORMCHECKBOX 

	
	
	Project Completion Approval Letter and signed Completion Certification from DEHCR

	 FORMCHECKBOX 

	
	
	Project Completion correspondence


All documents applicable to the project file(s) may be requested for review by DEHCR or other monitoring entities.

ADDITIONAL NOTES:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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