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CHAPTER 9:  REPORTING 

INTRODUCTION 
This chapter provides overview of the federal and state reporting requirements related to 
Community Development Block Grant (CDBG) Program.  It is important to use the correct 
reporting forms.  Contact the assigned Division of Energy, Housing and Community Resources 
(DEHCR) Project Representative for the most current forms. 
CDBG programs must report certain accomplishments semi-annually, while other 
accomplishments are reported annually (e.g. the Annual Section 3 Report and the Annual 
Single Audit Statement).  The Grant Agreement will designate document submission due dates 
and activity completion benchmarks for the project.  UGLGs are required to follow the Grant 
Agreement Time Table.  See Attachment 9-G for a sample Grant Agreement Time Table. 

IMPORTANT REMINDER! 
Reporting requirements are subject to change at any time during 

the performance period per HUD and DEHCR requirements. 
 
Review the Reporting Requirement Checklist (Attachment 9-F) for more information on required 
reporting forms and deadlines. Refer to the other chapters in this Handbook to confirm 
compliance with reporting requirements. 
The timeliness of reporting is critical to maintain project compliance and avoid disruption in the 
CDBG payment approval process.  Lack of timely reporting will impact the processing of 
payment requests. 
 

IMPORTANT REMINDER! 
Failure to complete and submit all required reports in a timely 

manner will impact the processing of payment requests. 

SUBMITTAL 
Reports are to be submitted electronically via email to the DEHCR.  The reports should be 
emailed to the DEHCR staff member assigned as the CDBG Project Representative or to the 
DEHCR CDBG Program email address (if the CDBG Project Representative email address is 
unknown) at DOACDBG@wisconsin.gov. 

Disclaimer: Reporting requirements are subject to change at any time during the 
performance period per HUD and DEHCR requirements.  

SEMI-ANNUAL REPORTS 
Semi-Annual Reports are required to provide updates on the status of the project to DEHCR.  In 
addition, HUD monitors the states to report accomplishments promptly to Congress.  The UGLG 
is required to follow their Grant Agreement Time Table and scope of work to provide accurate 
and timely information about the project. 

mailto:DOACDBG@wisconsin.gov
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The semi-annual reporting requirement begins when the UGLG receives a copy of the fully 
executed (i.e. “fully signed”) Grant Agreement from DEHCR, and continues until the UGLG has 
submitted the Project Completion Report and all supporting documents for the project. 
The reporting periods and due dates for the Semi-Annual Reports are as follows: 

• For the period of April 1st through September 30th – the report is due no later than 
October 15th!  Reports received after this date will be considered late and may impact 
the approval of CDBG payment requests. 

• For the period of October 1st through March 31st – the report is due no later than April 
15th!  Reports received after this date will be considered late and may impact the 
approval of CDBG payment requests. 

DEHCR reserves the right to modify reporting periods and due dates for the Semi-Annual 
Reports, as needed. 
 

IMPORTANT REMINDER! 
The semi-annual reporting requirement begins upon CDBG 
Award or when the Grant Agreement is fully executed (i.e. 

signed by DOA), whichever is specified in the Award Letter; and 
continues until the UGLG has submitted the Project Completion 

Report and all supporting documents for the project. 
 
The following required Semi-Annual Report Forms are attached to this chapter:  

• Semi-Annual Summary Narrative Report (Attachment 9-A) and Instructions (Attachment 
9-B); 

• Semi-Annual CDBG Data Report (Attachment 9-C), comprised of: 
o Semi-Annual Labor Standards data reporting;  
o Semi-Annual MBE/WBE data reporting; and 
o Semi-Annual and Annual Section 3 data reporting;  

• Semi-Annual CDBG Jobs Project Self Certification Report (ED/PFED only) (Attachment 
9-F). 

If the assigned DEHCR Project Representative has provided additional instruction or updated 
forms, please use that guidance.  
It is the responsibility of the UGLG to monitor and report on the performance of sub-recipients 
and contractors during the contractual performance period.  The UGLG must submit complete 
reports to DEHCR in a timely manner. 

LABOR STANDARDS REPORT 
The U.S. Department of Labor (USDOL) requires federal agencies administering programs 
subject to Davis-Bacon and Related Acts (DBRA) and Contract Work Hours and Safety 
Standards Act (CWHSSA) to furnish a labor standards enforcement reporting form.  For CDBG 
projects the Semi-Annual Labor Standards data reporting form (Attachment 9-C), even if 
the number of hours worked for the reporting period are equal to zero.  If the assigned 
DEHCR Project Representative has provided additional instruction or updated forms, use that 
guidance. 
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The Semi-Annual Labor Standards data reporting form (Attachment 9-C) is due to DEHCR per 
the Grant Agreement Time Table.  This report is often due prior to the end of the reporting 
period. If there is additional activity between the report due date and the end of the reporting 
period, the UGLG may include the previously unreported information with the next report. 
The reporting periods and due dates for the Semi-Annual Labor Standards data reporting are as 
follows unless the UGLG is notified by the DEHCR Project Representative of another 
submission date: 

• For the period of April 1st through September 30th – the report is due no later than 
September 25th.  Reports received after this date will be considered late and may 
impact the approval of CDBG payment requests.  

• For the period of October 1st through March 31st – the report is due no later than 
March 25th.  Reports received after this date will be considered late and may impact the 
approval of CDBG payment requests. 

DEHCR reserves the right to modify reporting periods and due dates for the LSER as needed. 

EQUAL OPPORTUNITY 
Chapter 6 of the BCD CDBG Implementation Handbook describes the requirements related to 
Civil Rights Laws, including Equal Opportunity, Fair Housing and Section 3.  Please refer to 
Chapter 6 for more detailed information. 
Reporting for Equal Opportunity compliance includes: 

• Semi-Annual MBE/WBE data reporting (Attachment 9-C); and  
• Fair Housing Actions with supporting documentation.  

The reporting periods and due dates for the Semi-Annual MBE/WBE data reporting are as 
follows unless the UGLG is notified by the DEHCR Project Representative of another 
submission date: 

• For the period of April 1st through September 30th – the report is due no later than 
September 25th.  Reports received after this date will be considered late and may 
impact the approval of CDBG payment requests.  

• For the period of October 1st through March 31st – the report is due no later than 
March 25th.  Reports received after this date will be considered late and may impact the 
approval of CDBG payment requests. 

The reporting periods and due dates for Fair Housing are: 

• Fair Housing Actions – follow the Grant Agreement Time Table for due date.  Report 
progress on Fair Housing Actions on the Semi-Annual Summary Narrative Report; and  

• Fair Housing Report – follow the Grant Agreement Time Table for due date.  Report 
completed Fair Housing Actions on the Semi-Annual Summary Narrative Report and 
submit required supporting documentation. 

Completion of Fair Housing Actions and submission of supporting documentation must be 
completed by the dates stated in the Grant Agreement and must be submitted to DEHCR with 
the associated Semi-Annual Summary Narrative Report. 
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SECTION 3 REPORT 
The Section 3 provisions require that recipients of CDBG funding, to the greatest extent 
feasible, provide job training, employment and contracting opportunities for low- or very low-
income residents and businesses in connection with projects and activities in their communities.  
Section 3 data reporting (Attachment 9-C) is required semi-annually for the period of October 1st 
– March 31st and annually for the period of October 1st – September 30th each year.  The 
Section 3 Employee Income Certification Form template for employees working on the CDBG 
project to complete are in Attachment 9-K1 (for projects awarded prior to November 30, 2020) 
and Attachment 9-K2 (for projects awarded on or after November 30, 2020).  The Section 3 
Business Concerns Certification Form for businesses to complete to certify they are a a Section 
3 Business Concern) is Attachment 9-L.  The Individual Contractor’s Semi-Annual Section 3 
Report Form for contractors is Attachment 9-M. 

More information on Section 3 requirements is included in Chapter 6:  Equal Opportunity, Fair 
Housing and Section 3. 

CDBG JOBS PROJECT EMPLOYEE SELF CERTIFICATION REPORT 
UGLGs overseeing a project funded with CDBG-Economic Development (CDBG-ED), CDBG-
Public Facilities Economic Development (CDBG-PFED), CDBG CLOSE Economic Development 
(CDBG-CL-ED), and/or CDBG CLOSE PFED (CDBG-CL-PFED) and/or other similar LMI job 
creation project funding are required to submit the CDBG Jobs Project Employee Self 
Certification Report (Attachment 9-F) per the executed Grant Agreement Time Table.  The 
Report is a summary of all Employee Self Certification Forms submitted by employees at the 
point of hire during the reporting period.  CDBG Jobs Project Employee Self Certification 
Reports are required semi-annually for the period of October 1st – March 31st and April 1st – 
September 30th each year, and upon Project Completion.  The Employee Self Certification 
Forms are linked under the Resources section of the Bureau of Community Development 
website and an example of the template is provided in Attachment 9-F3.  Refer to Attachment 9-
F1 for a a completed CDBG Jobs Project Employees Self Certification Report Sample 
completed form, and Attachment 9-F2 for the CDBG Jobs Project Employee Self Certification 
Report Instructions. 
 

CLIENT INCOME CERTIFICATION REPORT 
UGLGs overseeing a project funded with CDBG Public Services (PS) funds [and certain Public 
Facilities (PF) or other projects for which beneficiary income data must be collected during or 
after a project, under very limited circumstances and only if specified in the UGLG’s Grant 
Agreement] are required to submit a Client Income Certification Report (Attachment 9-I).  The 
Report is a summary of all Client Income Certification Forms (Attachment 9-J) received during 
the reporting period, completed by clients at the point of first receiving services.  Client Income 
Certification Reports are generally required annually based on the grant Award Date and as 
listed in the Attachment A: Time Table in the UGLG’s Grant Agreement, and with the 
submission of the Project Completion Report (refer to Chapter 9 of the BCD CDBG 
Implementation Handbook for project completion documentation requirements). 
 

https://doa.wi.gov/Pages/LocalGovtsGrants/CommunityDevelopmentPrograms.aspx
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SINGLE AUDIT REPORTING 
In addition to semi-annual reports, the UGLG must establish whether the Single Audit 
requirements listed in Uniform Guidance 2 CFR 200 apply.  The UGLG must submit a Single 
Audit Statement letter (Attachments 9-G if a Single Audit is required or Attachment 9-H if a 
Single Audit is not required for the previous calendar year) to DEHCR by January 15th of each 
calendar year for the duration of the Grant Agreement. 
A Single Audit Report is due for each calendar year in which the UGLG expends $750,000 or 
more in federal funds for the duration of the Grant Agreement and through the final year in 
which the CDBG funds were expended.  The UGLG must submit a Single Audit Report using 
Form SF-SAC to the Federal Audit Clearinghouse (FAC) within 30 days of the Single Audit 
being completed, and no later than September 30th of each year in which the UGLG was subject 
to completing a Single Audit.  The UGLG must submit to DEHCR the record of submission of 
the Single Audit Report to the FAC (i.e., a copy of the FAC email confirmation of submission) 
upon report submission.  Further information regarding Annual Single Audit requirements and 
instructions on how to submit a Single Audit Report are listed below. 
The UGLG must maintain all Single Audit Statements, Single Audit Reports (if Single Audits 
were required), SF-SAC forms (if Single Audits were required), and copies of FAC emails 
confirming Single Audit Report submissions (if Single Audits were required) in the CDBG project 
file. 
 

DOCUMENTS ESTABLISHING REQUIREMENTS 
The Office of Management and Budget establishes uniform audit requirements for non-federal 
entities, including state and local governments that administer federal awards, Uniform 
Guidance 2 CFR 200 Subpart F.  The Act requires non-federal entities that expend a total 
amount of federal awards, whether received directly from federal awarding agencies or indirectly 
from pass-through entities, equal to or more than $750,000 in any fiscal year, to have either a 
single audit or a program-specific audit, available from the OMB internet web site at 
https://www.gpo.gov/fdsys/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-part200.pdf or 
from the Government Printing Office at the following address: 

 Government Printing Office 
 Superintendent of Documents 
 Washington, D.C.  20402-9325. 

The State Single Audit Guidelines (Guidelines) issued by the Wisconsin Department of 
Administration (DOA) establishes standardized procedures and guidelines for the 
implementation of single audit requirements for non-federal entities. The State Single Audit 
Guidelines (SSAG) are found at: https://doa.wi.gov/Pages/StateFinances/State-Single-Audit-
Guidelines.aspx.  The Guidelines require non-federal entities subject to the requirements of the 
Act to include selected state financial assistance programs in the scope of the single audit.  
These programs, and related compliance supplements, are identified in appendices to the 
Guidelines.   

DETERMINING THE ENTITY(IES) TO BE AUDITED 
The non-federal entity or government unit to whom a grant is awarded and with whom DOA 
contracts may be subject to an audit in accordance with the Uniform Guidance 2 CFR 200 (See 
“III.  Determining the Type of Audit Required”).  This government unit is responsible for 
submission of its single audit reporting package to DOA as described more fully below, whether 
or not the entity has sub-granted the award to another governmental unit. 

https://www.gpo.gov/fdsys/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-part200.pdf
https://doa.wi.gov/Pages/StateFinances/State-Single-Audit-Guidelines.aspx
https://doa.wi.gov/Pages/StateFinances/State-Single-Audit-Guidelines.aspx
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In addition to the above, if the governmental unit to whom a grant is awarded and with whom 
DOA contracts passes some or all of the funds through to another general purpose unit of 
government or a special purpose unit of government such as a sanitary district, that unit of 
government may also be subject to a single audit in accordance with the Uniform Guidance (see 
“III. Determining the Type of Audit Required”). To determine whether the second general 
purpose unit of government, special purpose unit of government, or sub-grantee/sub-recipient 
must conduct an audit of its own or its auditing requirement may be fulfilled through the audit of 
the Department of Administration’s Grantee, review the Governmental Accounting Standards 
Board (GASB) Statement No. 14, “The Financial Reporting Entity”, or consult an independent 
CPA. 

DETERMINING THE TYPE OF AUDIT REQUIRED 
The federal law requires non-federal entities that “expend” a combined total of $750,000 or 
more of federal funds in a year to have a single audit conducted for that year in accordance with 
the requirements of Uniform Guidance 2 CFR 200 Subpart F.  The single audit should cover the 
operations of the entire local government or, at the option of the local government, the audit 
may include a series of audits that cover departments, agencies, and other organizational units 
which expended or otherwise administered federal awards.  Non-federal entities that expend 
$750,000 or more on one federal program only in any fiscal year may elect to have a program-
specific audit conducted in accordance with the Uniform Guidance.  [Attachment 9-G: Single 
Audit Statement (Audit Required)] 
Non-federal entities that expend less than $750,000 in total federal awards in a year are exempt 
for that fiscal year from compliance with the audit requirements of the Uniform Guidance.  The 
exemption does not, however, relieve a non-federal entity from compliance with any provision of 
a federal statute or regulation that requires the entity to maintain records concerning federal 
awards, or permits a federal agency, pass-through entity, or the Comptroller General access to 
such records.  [Attachment 9-H:  Single Audit Statement (Audit Not Required)] 

AUDITEE RESPONSIBILITIES 
Uniform Guidance 2 CFR 200 clearly identifies the responsibilities of the auditee (the local 
government) with respect to federal awards.   
The auditee is required to: 

1. Identify in its accounts the federal awards received and expended.  The identification 
should include the Catalog of Federal Domestic Assistance (CFDA) title and number, 
name of the federal agency, and name of the pass-through entity.  The CFDA for the 
Small Cities CDBG State Program passed through the Department of Administration is 
14.228, and the federal agency is the U.S. Department of Housing and Urban 
Development.  Each similar source or cluster should be subtotaled. 

2. Maintain internal control over federal programs.  To gain an understanding of the 
concepts of establishing effective internal control structure policies and procedures, 
consult the independent auditor or refer to the appendix of the AICPA Audit and 
Accounting Guide, Audits of State and Local Governmental Units. 

3. Comply with laws, regulations, and the provisions of contracts or grant agreements 
related to each of its federal programs.  These requirements may be found in the award 
agreement, this handbook, and Uniform Guidance 2 CFR 200 Compliance Supplement 
(Compliance Supplement).  A copy of the Compliance Supplement is available from the 
OMB internet web site at the Government Printing Office or  
https://www.whitehouse.gov/sites/whitehouse.gov/files/omb/circulars/A133/2017/Compli
ance_Supplement_2017.pdf and https://www.whitehouse.gov/wp-
content/uploads/2018/05/2018-Compliance-Supplement.pdf .  

https://www.whitehouse.gov/sites/whitehouse.gov/files/omb/circulars/A133/2017/Compliance_Supplement_2017.pdf
https://www.whitehouse.gov/sites/whitehouse.gov/files/omb/circulars/A133/2017/Compliance_Supplement_2017.pdf
https://www.whitehouse.gov/wp-content/uploads/2018/05/2018-Compliance-Supplement.pdf
https://www.whitehouse.gov/wp-content/uploads/2018/05/2018-Compliance-Supplement.pdf
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4. Prepare appropriate financial statements, including the schedule of expenditures of 
federal awards. 

5. Arrange for and ensure that audits required by the Uniform Guidance are properly 
performed.  See Procuring Governmental Audit Services at:  
https://www.aicpa.org/interestareas/governmentalauditquality/resources/auditeeresource
center/downloadabledocuments/rfppracticeaid.pdf.  
When procuring professional services, the UGLG must follow Chapter 66 of the Wisconsin 
Statutes regarding procurement.  In addition, the UGLG must comply with Uniform 
Guidance 2 CFR 200 because federal funds are being used to pay for the services. 
In procuring audit services, the auditee must follow the Circular’s procurement 
procedures, which accommodate Chapter 66 of Wisconsin Statutes and comply with 
OMB Circular A-102.  Requests for proposals should clearly state the objective and 
scope of the audit.  Factors to consider in evaluating proposals include: 

a. Responsiveness to the Request for Proposals (RFP); 
b. Relevant experience in the performance of Single Audits; 
c. Availability of staff with professional qualifications and technical abilities; 
d. The result of external peer review; and 
e. Price. 

6. Follow up and take corrective action on audit findings, including preparation of summary 
schedule of prior audit and corrective action plan. 

7. Execute the Data Collection Form and submit it, together with the audit reporting 
package, when due.  Audits must be completed and submitted within 30 days after the 
issuance of the auditor’s reports to the auditee, but no later than nine (9) months after 
the end of the audit period. 

SINGLE AUDIT REPORTING PACKAGE 
The required elements of a single audit reporting package are as follows: 

1. Financial statements of the non-federal entity, notes to the financial statements and 
auditor’s opinion; 

2. Schedule of expenditures of federal and, if applicable, state awards, notes to the 
schedule, and auditor’s opinion; 

3. Report on the internal control structure related to the financial statements and major 
programs; 

4. Report on compliance with laws, regulations, and provisions of contracts or grant 
agreements, noncompliance with which could have a material effect on the financial 
statements; 

5. Schedule of findings and questioned costs using a reference numbering system to 
facilitate audit follow-up.  One option is to use an identifying prefix of the last two digits of 
the year under audit, then the sequence number of issues listed; 

6. Summary schedule of prior audit findings.  The auditee may prepare a summary 
schedule that indicates that there were no reportable prior year findings; and 

7. Corrective action plan for all audit findings and recommendations or an explanation as 
to why an action plan was not necessary. 

https://www.aicpa.org/interestareas/governmentalauditquality/resources/auditeeresourcecenter/downloadabledocuments/rfppracticeaid.pdf
https://www.aicpa.org/interestareas/governmentalauditquality/resources/auditeeresourcecenter/downloadabledocuments/rfppracticeaid.pdf
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PROGRAM-SPECIFIC AUDIT REPORTS 
The required elements of a program-specific audit, for eligible non-federal entities, are 
dependent on whether a program-specific audit guide is available from the Office of the 
Inspector General of the federal agency.  If a program-specific audit guide is available, the 
auditor must follow the guide and Generally Accepted Government Auditing Standards.  In the 
absence of a program-specific audit guide, the following is required: 

1. Financial statements of the federal program, notes to the financial statements and 
auditor’s opinion; 

2. Report on internal control related to the federal programs; 
3. Report on compliance with laws, regulations and provisions of contracts or grant 

agreements; 
4. Schedule of findings and questioned costs for the federal program that includes a 

summary of the auditor’s results and findings and questioned costs; 
5. Summary schedule of prior audit findings; and 
6. Corrective action plan for all audit findings or explanation as to why one was not 

necessary. 

SUBMISSION TO CLEARINGHOUSE 
All auditees must submit to the Federal Audit Clearinghouse (FAC) the data collection form and 
one (1) copy of the reporting package described above and the Data Collection Form (Form SF-
SAC) to the FAC.  The auditee must electronically submit to the FAC at 
https://harvester.census.gov/facweb/. 

SUBMISSION TO PASS-THROUGH ENTITIES 
Sub-recipients should review the most current version of the State Single Audit Guidelines for 
submission requirements: (https://doa.wi.gov/Pages/StateFinances/State-Single-Audit-
Guidelines.aspx). 

REPORT RETENTION REQUIREMENTS 
One (1) copy of the Form SF-SAC data collection form and one copy of the complete reporting 
package must be kept on file for three (3) years from the date of submission to the Federal Audit 
Clearinghouse. 

AUDIT COSTS 
The costs of audits made in accordance with the provisions of 2 CFR 200 Subpart E are 
allowable charges to the CDBG program unless the non-federal entity expended less than 
$750,000 of federal awards and is, therefore, exempted by the Act from having an audit 
conducted.  In accordance with 2 CFR 200 Subpart E, “Special Considerations for States, Local 
Governments and Indian Tribes,” the percentage of costs charged to the CDBG program for a 
single audit shall not exceed the percentage derived by dividing federal funds expended by total 
funds expended by the recipient or sub-recipient (including program matching funds) during the 
fiscal year. 

QUALITY CONTROL REVIEWS 
The Guidelines require state cognizant agencies to conduct quality control reviews (QCRs) of 
the work of independent auditors performing single audits to ascertain they have adhered to 
required auditing standards and guidelines, and the scope of the audit was sufficient to provide 
a reasonable chance of detecting material errors, deficiencies, or irregularities, if any.  Annually, 
a minimum number of single audits are randomly selected by DOA for quality control review.  
DOA may also judgmentally select audits for quality control review based on the results of a 
desk review. 

https://harvester.census.gov/facweb/
https://doa.wi.gov/Pages/StateFinances/State-Single-Audit-Guidelines.aspx
https://doa.wi.gov/Pages/StateFinances/State-Single-Audit-Guidelines.aspx
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The chief elected official of a non-federal entity selected for QCR will be asked to authorize its 
independent auditor to allow the DOA Auditor to review audit work papers supporting the audit.  
Written results of the review are provided to the non-federal entity, independent auditor, and 
DOA within two (2) weeks of completion of the QCR.  The non-federal entity is expected to work 
with its independent auditor to correct deficiencies, if any, noted during the QCR. 
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ATTACHMENTS 
Attachments for this chapter are listed below: 
 
ATTACHMENT 9-A: SEMI-ANNUAL SUMMARY NARRATIVE REPORT 

(TEMPLATE)  
ATTACHMENT 9-A1: SEMI-ANNUAL SUMMARY NARRATIVE REPORT 

(SAMPLE) 
ATTACHMENT 9-B: SEMI-ANNUAL SUMMARY NARRATIVE REPORT 

(INSTRUCTIONS) 
ATTACHMENT 9-C: SEMI-ANNUAL CDBG DATA REPORT (TEMPLATE) 
ATTACHMENT 9-C1: SEMI-ANNUAL CDBG DATA REPORT 

(INSTRUCTIONS) 
ATTACHMENT 9-D: REPORTING REQUIREMENTS CHECKLIST 
ATTACHMENT 9-E: GRANT AGREEMENT TIME TABLE (SAMPLE) 
ATTACHMENT 9-F: CDBG JOBS PROJECT EMPLOYEE SELF 

CERTIFICATION REPORT (TEMPLATE) 
ATTACHMENT 9-F1: CDBG JOBS PROJECT EMPLOYEE SELF 

CERTIFICATION REPORT (SAMPLE) 
ATTACHMENT 9-F2: CDBG JOBS PROJECT EMPLOYEE SELF 

CERTIFICATION REPORT (INSTRUCTIONS) 
ATTACHMENT 9-F3: CDBG JOBS PROJECT EMPLOYEE SELF 

CERTIFICATION FORM (TEMPLATE) 
ATTACHMENT 9-G SINGLE AUDIT STATEMENT [AUDIT REQUIRED] 

(TEMPLATE) 
ATTACHMENT 9-H SINGLE AUDIT STATEMENT [AUDIT NOT 

REQUIRED] (TEMPLATE) 
ATTACHMENT 9-H1 SINGLE AUDIT STATEMENT [AUDIT NOT 

REQUIRED] (SAMPLE) 
ATTACHMENT 9-I: CLIENT INCOME CERTIFICATION REPORT 

(TEMPLATE) 
ATTACHMENT 9-I1: CLIENT INCOME CERTIFICATION REPORT 

(SAMPLE) 
ATTACHMENT 9-J: CLIENT INCOME CERTIFICATION FORM 

(TEMPLATE) 
ATTACHMENT 9-K1: SECTION 3 EMPLOYEE INCOME CERTIFICATION 

FORM (TEMPLATE) [Projects Awarded prior to 
11/30/2020] 

ATTACHMENT 9-K2: SECTION 3 EMPLOYEE INCOME CERTIFICATION 
FORM (TEMPLATE) [Projects Awarded on or after 
11/30/2020] 

ATTACHMENT 9-L: SECTION 3 BUSINESS CONCERN CERTIFICATION 
FORM (TEMPLATE) [Projects Awarded on or after 
11/30/2020] 
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ATTACHMENT 9-M: INDIVIDUAL CONTRACTOR’S SEMI-ANNUAL 
SECTION 3 REPORT FORM FOR CONTRACTOR 
(TEMPLATE) 
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ATTACHMENT 9-A: SEMI-ANNUAL SUMMARY NARRATIVE REPORT 
(TEMPLATE) 
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ATTACHMENT 9-A1: SEMI-ANNUAL SUMMARY NARRATIVE REPORT 
(SAMPLE) 
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ATTACHMENT 9-B: SEMI-ANNUAL SUMMARY NARRATIVE REPORT 
(INSTRUCTIONS) 

 
 



BCD CDBG Implementation Handbook 
 

Page 26 Chapter 9:  Reporting 
 Revised:  September 2021 

 
  



BCD CDBG Implementation Handbook 
 

Chapter 9:  Reporting Page 27 
Revised:  September 2021  

ATTACHMENT 9-C: SEMI-ANNUAL CDBG DATA REPORT (TEMPLATE) 
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ATTACHMENT 9-C1: SEMI-ANNUAL CDBG DATA REPORT 
(INSTRUCTIONS) 

  
Instructions: 
The Unit of General Local Government (UGLG) must submit this Semi-Annual CDBG Data Report 
form in accordance with the reporting schedule established in the UGLG’s CDBG Grant Agreement.   

1. Fill-in the Semi-Annual CDBG Data Report “Grantee/UGLG Name” and the “DEHCR Grant 
Agreement/Contract Number” fields found at the top of the form on the first page. 

2. Refer to your CDBG Award Letter (specifically, the date issued) to answer the “Grant Awarded 
BEFORE or AFTER 11/30/2020” field.  HUD issued new Section 3 reporting requirements as of 
11/30/2020.  The date of your CDBG Award will determine what Section 3 information you are 
required to report. 

3. Beneath the “Grantee/UGLG Name” field, you must identify the 6-month timeframe for which you 
are reporting data.  Type an “X” into the appropriate Oct.-March or April-Sept. reporting period, 
and then fill-in the “Year” associated with either the March 31st or September 30th selection. 

4. Beneath the “DEHCR Grant Agreement/Contract Number” provide the “Name” and (job) “Title” 
for the UGLG’s designated approver that has reviewed and approved this report information for 
submission to DEHCR.  If the Report Preparer is not an authorized UGLG Approver, then the 
UGLG Approver information must be entered.  The Report must be approved by the UGLG.  The 
UGLG Approver must be the Chief Elected Official (CEO) or a person authorized/designated by 
the CEO on the Signature Certification Form (submitted with the pre-agreement documents for 
the project) or authorized/designated by the UGLG’s governing body to approve CDBG project 
documents.  If the person submitting this document is not the UGLG Approver, then the 
submitter must copy (‘cc’) the UGLG Approver when emailing it to DEHCR. 

5. Beneath the “Approver” information, provide the “Name,” (job) “Title,” “Phone [Number],” and 
“Email [Address]” for the individual compiling and preparing this report information for 
submission to DEHCR.  In the event of follow-up questions or concerns, the assigned DEHCR 
program representative will contact this “Preparer.”  

 

 
PART 1:  CONSTRUCTION PERIOD 

a) Enter the “Construction Start Date.”  If construction has not yet started, enter the contracted 
start date as listed in the executed Grant Agreement/Contract Time Table (agreement 
between the UGLG and DOA-DEHCR).  If construction has started, please enter the actual 
start date. 

b) Enter the “Construction End Date.”  If construction has not yet ended, enter the contracted 
end date as listed in the executed Grant Agreement/Contract Time.  If construction has 
ended, please enter the actual end date. 
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PART 2:  CONSTRUCTION CONTRACTS AWARDED 

The report information must include any construction contract awards made (for both Prime and 
Sub-Contractor awards, reported separately) during the 6-month reporting period listed at the top 
of the first page of the report form.  Responses are required from ALL UGLGs with open/active 
CDBG Projects (i.e. projects not yet certified by DEHCR as being “completed”).  All 
construction Prime contracts awarded will be listed/reported first (on Pages 1-2), followed by all of 
the related construction Sub-Contractors’ awards (on Page 3). 

 
Construction Prime Contracts Awarded 

a) If there are no new construction Prime contracts awarded during the 6-month reporting 
period, enter “None” or “No New Contracts” for the Prime Contractor #1 under column 2(a).  
Otherwise, begin by individually listing the business/firm name for each Construction 
PRIME Contractor awarded contracts (funded in whole or in part with program dollars) for 
the project during the reporting timeframe listed.  The information entered under column 2(a) 
on Page 2 should match (line-by-line) the information appearing under column 2(a) on Page 
3. 

b) For each business (i.e. construction Prime Contractor) listed in the table, enter the “Total 
Awarded Contract Amount” related to eligible activities associated with the CDBG project’s 
Scope of Work (SOW).  Report the eligible project cost (which includes any budget activities 
that will be funded using CDBG dollars and that are eligible to be counted as Match towards 
this CDBG project) for each Prime Contract awarded during this 6-month reporting period. 

• If a portion of a Prime Contractor’s total award amount does not apply to the 
CDBG project, deduct the non-CDBG project-eligible amount from the contract 
award to calculate the Project-Related Contract Amount(s) that should be listed in 
Column 2(b). 

• If the total award amount for each Prime Contract applies to the CDBG project, 
then the total of the values listed in Column 2(b) should equal (or be less than) the 
total CDBG Project Budget (per the executed Grant Agreement/Contract). 

c) Provide the eligible contracted dollar amount for the construction Prime’s services and 
materials, minus all associated Sub-Contractor award amounts (i.e. the funding amount the 
Prime will retain for work directly performed by the Prime).  DO NOT DOUBLE-COUNT 
overlapping contract amounts.  Funds awarded by a Prime Contractor for sub-contracted 
work to Sub-Contractor(s) should be listed with the Sub-Contractor(s) information (see Page 
3 of the Semi-Annual CDBG Data Report), NOT with the Prime Contractor’s awarded dollar 
amount. (Refer to the examples provided below for further clarification.) 

EXAMPLE #1:  A project has awarded $100,000 in funds to each of two (2) construction 
Prime Contractors, for a total of $200,000 during the current reporting period.  Neither 
Prime sub-contracts any work to Sub-Contractor(s).  A portion of the Report form would 
be completed as follows: 
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EXAMPLE #2:  A project has awarded $100,000 in funds to each of two (2) Contractors, 
for a total of $200,000 during the current reporting period.  The first Contractor (ABC 
Construction) does not sub-contract any work to Sub-Contractor(s).  The second 
Contractor (XYZ Construction) sub-contracts a total of $25,000 (of their $100,000 
contract) to two (2) Sub-Contractors (DEF Plumbing and GHI Paving).  A portion of the 
Report form would be completed as follows: 

 

 
d) Enter the “Street Address” (physical) for each construction Prime Contractor. 

e) Enter the “City” (associated with the physical address) for each construction Prime 
Contractor. 

f) Enter the “State” and “ZIP [Code]” (associated with the physical address) for each 
construction Prime Contractor. 

g) Enter the “Prime’s FEIN Number” for each construction Prime Contractor.  If the Prime does 
not have an FEIN and employs only a single person, you can provide the Owner’s/Worker’s 
Social Security Number (SSN). 

h) Provide the Trade Code (1-0) using the drop-down list provided for the type of work that 
each construction Prime Contractor 2(a) was hired to perform.  (Refer to the list of Trade 
Codes provided near the center of Page 1.)  List only one Trade Code per construction 
Prime. 

i) Indicate whether each construction Prime is a Minority-owned Business Enterprise (MBE) 
by listing the applicable Race/Ethnicity Code (1-6) designation for each construction Prime.  
(Refer to the definition of an MBE listed below.  A list of Race/Ethnicity codes is provided 
near the center of Page 1.)  List only one Race/Ethnicity per construction Prime. 

A Minority-owned Business Enterprise (MBE) is a business that is both owned and 
controlled by minorities.  This means that there must be not less than 51% minority 
ownership of the business (a business in which more than 50% of the ownership or 
control is held by one or more minority individuals, and more than 50% of the net profit 
or loss which accrues is to one or more minority individuals), and that the minority 
ownership must control the management and daily operations of the business.  When 
51% or more of the business is not owned and controlled by any single racial/ethnic 
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category, enter the race/ethnicity code which best classifies the majority of employees 
working for the construction Prime Contractor.   

PLEASE NOTE:  If 51% or more of the business is not owned and controlled by any 
single racial/ethnic category, input the race/ethnicity code which best classifies the 
majority of minority employees working for the individual business. 

j) Indicate whether each construction Prime is classified as a Woman-owned Business 
Enterprise (WBE). (Refer to the definition of a WBE listed below.) 

A Woman-owned Business Enterprise (WBE) is a business that is both owned and 
controlled by women.  This means that there must be not less than 51% women 
ownership of the business (a business in which more than 50% of the ownership or 
control is held by one or more female individuals, and more than 50% of the net profit 
or loss which accrues is to one or more female individuals), and that the women 
ownership must control the management and daily operations of the business. 

k) Indicate whether each construction Prime is classified as a Section 3 Business.  (Refer to 
the definition of a Section 3 Business listed below.) 

A Section 3 Business (or ‘Section 3 Business Concern’) is a business that provides 
economic opportunities (i.e., employment or service contracts) to low-income and very 
low-income persons.  A Section 3 Business must be able to provide documentation to 
support at least one of the following situations: 

For CDBG projects awarded 
PRIOR to 11/30/2020 

For CDBG projects awarded 
ON or AFTER to 11/30/2020 

• 51% or more of the business is 
owned by Section 3 residents (i.e., 
a business in which 51% or more of 
the ownership is held by one or 
more Section 3 residents, and 51% 
or more of the net profit or loss 
which accrues is to one or more 
Section 3 residents); OR 

• 30% or more of the full-time 
employees of the business include 
persons that are currently Section 3 
residents, or were Section 3 
residents within three (3) years of 
their date of first hire by the Section 
3 business (Employee Income 
Certifications required to verify 
employees’ Section 3 status); OR 

• The business provides a 
commitment in writing to sub-
contract more than 25% of the 
dollar amount awarded of all sub-
contracts to Section 3 business 
concerns. 

• 51% or more of the business is 
owned by low- or very low-income 
persons; OR 

• 75% or more of the labor hours 
are performed by low- or very low-
income persons; OR 

• 51% or more of the business is 
owned by current residents of 
public housing or Section 8-
assisted housing. 

 

l) The construction Prime Contractors listed on Page 1 should auto-copy to Page 2.  If not, 
make sure that the Primes are listed in a consistent order.  Report the date of contract award 
for each of the construction Prime Contractors.  If bids have been received, but the contract 
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has not yet been officially awarded, please refrain from reporting the Prime until the next 
reporting period after the award has been officially made. 

m) Provide the applicable Davis-Bacon Wage Decision(s) used/contracted for each of the 
construction Prime Contractors listed.  Up to four (4) Wage Decisions can be listed per 
construction Prime.  You must provide the Wage Decision Number, Modification Number, 
and the Date Published (i.e. effective).  (Refer to the example provided on the reporting 
form.) 

n) Report the date of Bid Opening for each of the construction Prime Contractors. 

The applicable Wage Decision Lock-In Date for each Prime Contractor is either the Bid 
Opening Date or the Contract Award Date. 

• If a contract is awarded within ninety (90) days of the bid opening, the Bid Opening 
Date is the date when the wage decision is considered to be locked-in for the 
project. 

• If a contract is awarded more than ninety (90) days after the bid opening, the Wage 
Decision must be double-checked for updates (i.e. additional modifications), and the 
current published Wage Decision would be applicable to the CDBG project.  In this 
scenario, the Contract Award Date is the date when the wage decision is considered 
to be locked-in for the project. 

o) Report the “Construction Start Date” for each of the contracted construction Prime 
Contractors listed. 

 
Construction Sub-Contracts Awarded  

p) If there are no new construction Sub-Contractor contracts awarded during the 6-month 
reporting period, enter “None” or “No New Sub-Contracts” for the construction Sub-
Contractor #1 under column 2(p).  Otherwise, begin by individually listing the business/firm 
name for each Construction Sub-Contractor awarded contracts (funded in whole or in part 
with program dollars) for the project during the reporting timeframe listed. 

q) Provide the eligible contracted dollar amount for the construction Sub-Contractor’s services 
and materials, minus all further associated Sub-Contractor award amounts (i.e. the funding 
amount this Sub-Contractor will retain for work directly performed by this Sub-Contractor).  
DO NOT DOUBLE-COUNT overlapping contract amounts.  Funds awarded by a Sub-
Contractor for sub-contracted work to lower-level Sub-Contractor(s) should be listed with the 
subsequent Sub-Contractor(s) information (further down on Page 3 of the Semi-Annual 
CDBG Data Report), NOT with the higher-level Sub-Contractor’s awarded dollar amount. 

r) Enter the “Street Address” (physical) for each construction Prime Contractor. 

s) Enter the “City” (associated with the physical address) for each construction Prime 
Contractor. 

t) Enter the “State” and “ZIP [Code]” (associated with the physical address) for each 
construction Prime Contractor. 

u) Provide the higher-level “Prime Contractor’s FEIN Number” (i.e. the FEIN for the firm 
overseeing the Sub-Contractor’s work on the project) for each construction Sub-Contractor 
listed.  If the Prime does not have an FEIN and employs only a single person, you can 
provide the Owner’s/Worker’s Social Security Number (SSN). 

Also make sure to indicate whether each construction Prime is classified as a Section 3 
Business.  [Refer to the definitions provided for 2(k) above.] 

v) Provide the “Sub-Contractor’s FEIN Number” for each construction Sub-Contractor listed.  If 
the Sub does not have an FEIN and employs only a single person, you can provide the 
Owner’s/Worker’s Social Security Number (SSN). 
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w) Provide the Trade Code (1-0) using the drop-down list provided for the type of work that 
each construction Sub-Contractor 2(p) was hired to perform.  (Refer to the list of Trade 
Codes provided near the center of Page 1.)  List only one Trade Code per construction Sub-
Contractor. 

x) Indicate whether each construction Sub-Contractor is a Minority-owned Business 
Enterprise (MBE) by listing the applicable Race/Ethnicity Code (1-6) designation for each 
construction Sub.  (Refer to the definition of an MBE listed below.  A list of Race/Ethnicity 
codes is provided near the center of Page 1.)  List only one Race/Ethnicity per construction 
Sub. 

A Minority-owned Business Enterprise (MBE) is a business that is both owned and 
controlled by minorities.  This means that there must be not less than 51% minority 
ownership of the business (a business in which more than 50% of the ownership or 
control is held by one or more minority individuals, and more than 50% of the net profit 
or loss which accrues is to one or more minority individuals), and that the minority 
ownership must control the management and daily operations of the business.  When 
51% or more of the business is not owned and controlled by any single racial/ethnic 
category, enter the race/ethnicity code which best classifies the majority of employees 
working for the construction Prime Contractor.   

PLEASE NOTE:  If 51% or more of the business is not owned and controlled by any 
single racial/ethnic category, input the race/ethnicity code which best classifies the 
majority of minority employees working for the individual business. 

y) Indicate whether each construction Sub-Contractor is classified as a Woman-owned 
Business Enterprise (WBE). (Refer to the definition of a WBE listed below.) 

A Woman-owned Business Enterprise (WBE) is a business that is both owned and 
controlled by women.  This means that there must be not less than 51% women 
ownership of the business (a business in which more than 50% of the ownership or 
control is held by one or more female individuals, and more than 50% of the net profit 
or loss which accrues is to one or more female individuals), and that the women 
ownership must control the management and daily operations of the business. 

z) Indicate whether each construction Sub-Contractor is classified as a Section 3 Business.  
(Refer to the definition of a Section 3 Business listed below.) 

A Section 3 Business (or ‘Section 3 Business Concern’) is a business that provides 
economic opportunities (i.e., employment or service contracts) to low-income and very 
low-income persons.  A Section 3 Business must be able to provide documentation to 
support at least one of the following situations: 

For CDBG projects awarded 
PRIOR to 11/30/2020 

For CDBG projects awarded 
ON or AFTER to 11/30/2020 

• 51% or more of the business ownership 
is by Section 3 residents (i.e., a 
business in which 51% or more of the 
ownership is held by one or more 
Section 3 residents, and 51% or more 
of the net profit or loss which accrues is 
to one or more Section 3 residents); 
OR 

• At least 30% of the full-time employees 
of the business include persons that 
are currently Section 3 residents, or 
were Section 3 residents within three 
(3) years of their date of first hire by the 

• 51% or more of the business 
is owned by low- or very low-
income persons; OR 

• 75% or more of the labor 
hours are performed by low- 
or very low-income persons; 
OR 

• 51% or more of the business 
is owned by current residents 
of public housing or Section 8-
assisted housing. 
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Section 3 business (Employee Income 
Certifications required to verify 
employees’ Section 3 status); OR 

• The business provides a commitment in 
writing to sub-contract more than 25% 
of the dollar amount awarded of all sub-
contracts to Section 3 business 
concerns. 

 
 
PART 3:  NON-CONSTRUCTION CONTRACTS AWARDED 

Just as you reported Construction Contracts Awarded (above), you’ll now repeat the process to 
report Non-Construction Contract Awards made (for both Prime and Sub-Contractor awards, 
reported separately) during the 6-month reporting period identified at the top of the page.  Again, 
responses are required from ALL UGLGs with open/active CDBG Projects (i.e. projects not 
yet certified by DEHCR as being “completed”).  All non-construction Prime contracts awarded 
will be listed/reported first (on Page 4), followed by all of the related non-construction Sub-
Contractors’ awards (also on Page 4). 

 
Non-Construction Prime Contracts Awarded 

a) If there are no new non-construction Prime contracts awarded during the 6-month reporting 
period, enter “None” or “No New Contracts” for the Non-Constr. Prime #1 under column 
3(a).  Otherwise, begin by individually listing the business/firm name for each Non-
Construction PRIME awarded contracts (funded in whole or in part with program dollars) for 
the project during the reporting timeframe identified.   

b) For each business (i.e. non-construction Prime) listed in the table, enter the “Total Awarded 
Contract Amount” related to eligible activities associated with the CDBG project’s Scope of 
Work (SOW).  Report the eligible project cost (which includes any budget activities that will 
be funded using CDBG dollars and that are eligible to be counted as Match towards this 
CDBG project) for each non-construction Prime Contract awarded during this 6-month 
reporting period. 

• If a portion of the Prime’s total award amount does not apply to the CDBG project, 
deduct the non-CDBG project-eligible amount from the contract award to calculate 
the Project-Related Contract Amount(s) that should be listed in Column 3(b). 

• If the total award amount for each Prime applies to the CDBG project, then the 
total of the values listed in Column 3(b) should equal (or be less than) the total 
CDBG Project Budget (per the executed Grant Agreement/Contract). 

c) Provide the eligible contracted dollar amount for the non-construction Prime’s services and 
materials, minus all associated Sub-Contractor award amounts (i.e. the funding amount the 
non-construction Prime will retain for work directly performed by this Prime).  DO NOT 
DOUBLE-COUNT overlapping contract amounts.  Funds awarded by a non-construction 
Prime Contractor for sub-contracted work to Sub-Contractor(s) should be listed with the Sub-
Contractor(s) information (see Page 3 of the Semi-Annual CDBG Data Report), NOT with 
the non-construction Prime’s awarded dollar amount. [Refer to the examples provided above 
for 2(c) for further clarification.] 

d) Enter the “Street Address” (physical) for each construction Prime Contractor. 

e) Enter the “City” (associated with the physical address) for each construction Prime 
Contractor. 
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f) Enter the “State” and “ZIP [Code]” (associated with the physical address) for each 
construction Prime Contractor. 

g) Enter the “Prime’s FEIN Number” for each non-construction Prime Contractor listed.  If the 
Prime does not have an FEIN and employs only a single person, you can provide the 
Owner’s/Worker’s Social Security Number (SSN). 

h) Provide the Trade Code (1-0) using the drop-down list provided for the type of work that 
each non-construction Prime 3(a) was hired to perform.  (Refer to the list of Trade Codes 
provided near the center of Page 1.)  List only one Trade Code per non-construction Prime. 

i) Indicate whether each non-construction Prime is a Minority-owned Business Enterprise 
(MBE) by listing the applicable Race/Ethnicity Code (1-6) designation for each.  (Refer to 
the definition of an MBE listed below.  A list of Race/Ethnicity codes is provided near the 
center of Page 1.)  List only one Race/Ethnicity per non-construction Prime. 

A Minority-owned Business Enterprise (MBE) is a business that is both owned and 
controlled by minorities.  This means that there must be not less than 51% minority 
ownership of the business (a business in which more than 50% of the ownership or 
control is held by one or more minority individuals, and more than 50% of the net profit 
or loss which accrues is to one or more minority individuals), and that the minority 
ownership must control the management and daily operations of the business.  When 
51% or more of the business is not owned and controlled by any single racial/ethnic 
category, enter the race/ethnicity code which best classifies the majority of employees 
working for the construction Prime Contractor.   

PLEASE NOTE:  If 51% or more of the business is not owned and controlled by any 
single racial/ethnic category, input the race/ethnicity code which best classifies the 
majority of minority employees working for the individual business. 

j) Indicate whether each non-construction Prime is classified as a Woman-owned Business 
Enterprise (WBE). (Refer to the definition of a WBE listed below.) 

A Woman-owned Business Enterprise (WBE) is a business that is both owned and 
controlled by women.  This means that there must be not less than 51% women 
ownership of the business (a business in which more than 50% of the ownership or 
control is held by one or more female individuals, and more than 50% of the net profit 
or loss which accrues is to one or more female individuals), and that the women 
ownership must control the management and daily operations of the business. 

k) Indicate whether each non-construction Prime is classified as a Section 3 Business.  (Refer 
to the definition of a Section 3 Business listed below.) 

A Section 3 Business (or ‘Section 3 Business Concern’) is a business that provides 
economic opportunities (i.e., employment or service contracts) to low-income and very 
low-income persons.  A Section 3 Business must be able to provide documentation to 
support at least one of the following situations: 

For CDBG projects awarded 
PRIOR to 11/30/2020 

For CDBG projects awarded 
ON or AFTER to 11/30/2020 

• 51% or more of the business ownership is 
held by Section 3 residents (i.e., a 
business in which 51% or more of the 
ownership is held by one or more Section 
3 residents, and 51% or more of the net 
profit or loss which accrues is to one or 
more Section 3 residents); OR 

• 30% or more of the full-time employees of 
the business include persons that are 

• 51% or more of the 
business is owned by low- 
or very low-income persons; 
OR 

• 75% or more of the labor 
hours are performed by 
low- or very low-income 
persons; OR 
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currently Section 3 residents, or were 
Section 3 residents within three (3) years 
of their date of first hire by the Section 3 
business (Employee Income Certifications 
required to verify employees’ Section 3 
status); OR 

• The business provides a commitment in 
writing to sub-contract more than 25% of 
the dollar amount awarded of all sub-
contracts to Section 3 business concerns. 

• 51% or more of the 
business is owned by 
current residents of public 
housing or Section 8-
assisted housing. 

 

 

Non-Construction Sub-Contracts Awarded  

l) If there are no new non-construction Sub-Contractor contracts awarded during the 6-month 
reporting period, enter “None” or “No New Sub-Contracts” for the Non-Constr. Sub #1 
under column 3(l).  Otherwise, begin by individually listing the business/firm name for each 
Non-Construction Sub-Contractor awarded contracts (funded in whole or in part with 
program dollars) for the project during the reporting timeframe listed. 

m) Provide the eligible contracted dollar amount for the non-construction Sub-Contractor’s 
services and materials, minus all further associated Sub-Contractor award amounts (i.e. the 
funding amount this Sub-Contractor will retain for work directly performed by this Sub-
Contractor).  DO NOT DOUBLE-COUNT overlapping contract amounts.  Funds awarded by 
a Sub-Contractor for sub-contracted work to lower-level Sub-Contractor(s) should be listed 
with the subsequent Sub-Contractor(s) information (further down on Page 4 of the Semi-
Annual CDBG Data Report), NOT with the higher-level Sub-Contractor’s awarded dollar 
amount. 

n) Enter the “Street Address” (physical) for each non-construction Sub-Contractor. 

o) Enter the “City” (associated with the physical address) for each non-construction Sub. 

p) Enter the “State” and “ZIP [Code]” (associated with the physical address) for each non-
construction Sub. 

q) Provide the higher-level “Prime Contractor’s FEIN Number” (i.e. the FEIN for the firm 
overseeing this Sub-Contractor’s work on the project) for each non-construction Sub-
Contractor listed.  If the Prime does not have an FEIN and employs only a single person, you 
can provide the Owner’s/Worker’s Social Security Number (SSN). 

Also make sure to indicate whether each non-construction Prime is classified as a Section 3 
Business.  [Refer to the definitions provided for 3(k) above.] 

r) Provide the “Sub-Contractor’s FEIN Number” for each non-construction Sub-Contractor 
listed.  If the Sub does not have an FEIN and employs only a single person, you can provide 
the Owner’s/Worker’s Social Security Number (SSN). 

s) Provide the Trade Code (1-0) using the drop-down list provided for the type of work that 
each non-construction Sub 2(p) was hired to perform.  (Refer to the list of Trade Codes 
provided near the center of Page 1.)  List only one Trade Code per non-construction Sub-
Contractor. 

t) Indicate whether each non-construction Sub-Contractor is a Minority-owned Business 
Enterprise (MBE) by listing the applicable Race/Ethnicity Code (1-6) designation for each.  
(Refer to the definition of an MBE listed below.  A list of Race/Ethnicity codes is provided 
near the center of Page 1.)  List only one Race/Ethnicity per non-construction Sub. 
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A Minority-owned Business Enterprise (MBE) is a business that is both owned and 
controlled by minorities.  This means that there must be not less than 51% minority 
ownership of the business (a business in which more than 50% of the ownership or control is 
held by one or more minority individuals, and more than 50% of the net profit or loss which 
accrues is to one or more minority individuals), and that the minority ownership must control 
the management and daily operations of the business.  When 51% or more of the business 
is not owned and controlled by any single racial/ethnic category, enter the race/ethnicity 
code which best classifies the majority of employees working for the construction Prime 
Contractor.   

PLEASE NOTE:  If 51% or more of the business is not owned and controlled by any single 
racial/ethnic category, input the race/ethnicity code which best classifies the majority of 
minority employees working for the individual business. 

u) Indicate whether each non-construction Sub-Contractor is classified as a Woman-owned 
Business Enterprise (WBE). (Refer to the definition of a WBE listed below.) 

A Woman-owned Business Enterprise (WBE) is a business that is both owned and 
controlled by women.  This means that there must be not less than 51% women ownership 
of the business (a business in which more than 50% of the ownership or control is held by 
one or more female individuals, and more than 50% of the net profit or loss which accrues is 
to one or more female individuals), and that the women ownership must control the 
management and daily operations of the business. 

v) Indicate whether each non-construction Sub-Contractor is classified as a Section 3 
Business.  (Refer to the definition of a Section 3 Business listed below.) 

A Section 3 Business (or ‘Section 3 Business Concern’) is a business that provides 
economic opportunities (i.e., employment or service contracts) to low-income and very 
low-income persons.  A Section 3 Business must be able to provide documentation to 
support at least one of the following situations: 

For CDBG projects awarded 
PRIOR to 11/30/2020 

For CDBG projects awarded 
ON or AFTER to 11/30/2020 

• 51% or more of the business ownership 
by Section 3 residents (i.e., a business in 
which 51% or more of the ownership is 
held by one or more Section 3 residents, 
and 51% or more of the net profit or loss 
which accrues is to one or more Section 3 
residents); OR 

• 30% or more of the full-time employees of 
the business include persons that are 
currently Section 3 residents, or were 
Section 3 residents within three (3) years 
of their date of first hire by the Section 3 
business (Employee Income Certifications 
required to verify employees’ Section 3 
status); OR 

• The business provides a commitment in 
writing to sub-contract more than 25% of 
the dollar amount awarded of all sub-
contracts to Section 3 business concerns. 

• 51% or more of the 
business is owned by low- 
or very low-income persons; 
OR 

• 75% or more of the labor 
hours are performed by 
low- or very low-income 
persons; OR 

• 51% or more of the 
business is owned by 
current residents of public 
housing or Section 8-
assisted housing. 
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PART 4:  LABOR STANDARDS COMPLAINTS 

a) Report the Contractors [prime contractor(s), sub-contractor(s), or lower-tier sub-
contractor(s)] for which complaints were filed or investigations or §5.11 hearings occurred 
during this 6-month reporting period.  Responses are required from ALL UGLGs with 
open/active CDBG Projects (i.e. projects not yet certified by DEHCR as being 
“completed”). 
If no complaints were filed during the reporting period, enter “None” or “No Complaints” for 
the Contractor’s Name(s) under column 4(a) and skip to PART 5. 

b) Report the “HUD”, “DOL”, or “Both” (make the selection using the provided drop-down menu) 
to indicate the agency(ies) to which complaint(s) were filed, or that conducted hearing(s) or 
investigation(s) on the Contractor(s) listed in this row in column 4(a): 

• U.S. Dept. Housing and Urban Development (HUD) and/or 

• U.S. Dept. of Labor (DOL). 

c) Enter “I”, “H”, or “Both” to indicate if an Investigation (I), a Hearing (H) or both was/were 
conducted by HUD and/or DOL for complaint(s) filed against each contractor listed in column 
4(a) during the reporting period. 

 

PART 5:  LABOR STANDARDS MONITORING – PAYROLL UNDERPAYMENTS 

a) Report the Contractors [prime contractor(s), sub-contractor(s), or lower-tier sub-
contractor(s)] for which payroll underpayments were made during this 6-month reporting 
period. 

If no underpayments were made during the reporting period, enter “None” or “No 
Underpayments” for the Contractor’s Name(s) under column 5(a) and skip to PART 6. 

b) Report the “Total Number of Workers PAID Underpayment Wage Restitution” per 
Contractor. 

c) Report the “Total Straight-Time Wage Restitution Paid” per Contractor.  If none (or not 
applicable), enter $0. 

d) Report the “Total Overtime Wage Restitution Paid” per Contractor.  If none (or not 
applicable), enter $0. 

e) Report the “Total Liquidated Damages Collected…” per Contractor.  If none (or not 
applicable), enter $0 and provide an explanation of why no damages were collected under 
PART 9. 

f) Indicate whether or not a Section 5.7 form is attached/submitted with this Semi-Annual 
CDBG Data Report.  A Section 5.7 Enforcement Report (Attachment 7-O) must be 
submitted with the LSER for each Contractor with underpayments restitution of $1,000 or 
more during the reporting period in which it was paid. 

 

PLEASE NOTE:   If any new contracts are awarded or any wage restitution payments are 
collected after the submittal of this report to DEHCR for the reporting period 
covered on this report, the contract award and restitution payment 
information must be included on the next Semi-Annual CDBG Data Report 
submission to DEHCR.   
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PART 6:  SECTION 3 – NEW HIRING (Applicable to CDBG projects awarded PRIOR to 
11/30/2020.) 

Federal regulation 24 CFR 135 requires the Grantee (i.e., Unit of General Local Government, Non-
Profit, Housing Authority, etc.) and each of its contractors/sub-contractors/service providers that 
receives or are contracted for a project that is paid for with federal funds must complete and submit 
Section 3 reporting information.  The Grantee will compile all contractors’/sub-contractors’/service 
providers’ data and submit the cumulative Section 3 Report information to the Division of Energy, 
Housing and Community Resources (DEHCR) for each executed contract/Grant Agreement with 
DEHCR. 

a) Report any new full-time hires and trainees (working full-time in permanent, temporary or 
seasonal positions) who are hired/trained in connection with the project funded under the 
DEHCR Grant Agreement/Contract listed above during the specified reporting period.  For 
each Job Category listed in the table [6(b) – 6(m)], indicate how many full-time: 

• New Hires were completed during the specified reporting period, along with the 
number of  

• New Hires that are/were Section 3 Residents (determination based on the county 
where the work is being performed), and the total number of  

• Section 3 Trainees (that completed training during the specified reporting period) as 
it relates to the DEHCR Grant Agreement/Contract.   

If there were no new full-time hires or trainees in connection with the CDBG project, enter “0” 
(zero) in the spaces. If the New Hire(s) or Trainee(s) does not fall into the pre-populated list 
of Job Categories, then enter the job title(s) in the two (2) “Specify Job Type Here” field(s) 
[6(l) and 6(m)] and appropriately report the hire(s) and trainee(s) counts. 

 

PART 7:  SECTION 3 – WORKER HOURS ON THIS CDBG PROJECT (Applicable to CDBG 
projects awarded ON or AFTER 11/30/2020.) 

Federal regulation 24 CFR 75 requires the Grantee (i.e., Unit of General Local Government, Non-
Profit, Housing Authority, etc.) and each of its contractors/sub-contractors/service providers that 
receives or are contracted for a project that is paid for with federal funds must complete and submit 
Section 3 reporting information.  The Grantee will compile all contractors’/sub-contractors’/service 
providers’ data and submit the cumulative Section 3 Report information to the Division of Energy, 
Housing and Community Resources (DEHCR) for each executed contract/Grant Agreement with 
DEHCR. 

For each worker/employee that works on the CDBG-funded project, it will be necessary to determine 
each worker’s/employee’s Section 3 status.  The Section 3 Worker’s status should be determined 
(and certified) as of when the employee began work on this CDBG-funded project OR when they 
began working for the contractor/firm (whichever came first after 11/30/2020), and may not be more 
than 5-years prior to beginning worker on the project.  For employees that have worked for a 
contractor/firm for more than 5 years, their individual Section 3 Worker status should be determined 
based on the date the individual began working on the CDBG-funded project. 

Section 3 Workers are those individuals that currently fit (or when hired fit) at least one (1) of the 
following categories as documented within the past five (5) years: 

• Employed by a Section 3 business concern, OR 

• A low- or very low-income resident (i.e., local person living within the Section 3 service area 
as defined in 24 CFR 75.5), OR 

• A YouthBuild participant. 
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Targeted Section 3 Workers are those individuals: 

• Employed by a Section 3 business concern, OR 

• That currently fit (or when hired fit) at least one (1) of the following categories as 
documented within the past five (5) years: 

o Living within the Section 3 service area or the neighborhood of the project (as 
defined in 24 CFR 75.5), OR 

o A YouthBuild participant. 

A Section 3 business concern is a business that fits at least one (1) of the following categories: 

• 51% or more owned by low- or very low-income persons, OR 

• 75% or more of the labor hours are performed by low- or very low-income persons, OR 

• 51% or more owned by current residents 
of public housing or Section 8-assisted 
housing. 

The Service Area (as defined in 24 CFR 75.5) is: 

• An area within one (1) mile of the Section 
3 project’s location (i.e., street address),  

OR 

• An area within a circle centered around 
the Section 3 project site that 
encompasses 5,000 people [if less than 
5,000 people live within a one (1) mile 
radius of the Section 3 project site]. 

 

 

Construction Prime Contractors 

a) List ALL Construction Prime Contractors (CPC) 
currently working (or that have previously worked) 
on this project.  This list should provide a 
comprehensive history of all the Construction Prime 
Contractors that have touched this project to date. 

b) Report the “Total Hours Worked” by ALL the CPC’s 
employees that have directly worked on this project. 

c) Report the “Total Hours Worked” by ALL the CPC’s 
Section 3 employees that’ve directly worked on this 
project. 

d) Report the “Total Hours Worked” by ALL the CPC’s 
Targeted Section 3 employees that’ve directly 
worked on this project. 

 

Construction Sub-Contractors 

e) List ALL Construction Sub-Contractors (CSC) currently working (or that have previously 
worked) on this project.  This list should provide a comprehensive history of all the CSCs 
that have touched this project to date. 

ALL
Project 

Workers

Section 3 
Workers

Targeted 
Section 3 
Workers
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f) Report the “Total Hours Worked” by ALL the CSC’s employees directly working on this 
project. 

g) Report the “Total Hours Worked” by ALL the CSC’s Section 3 employees directly working 
on this project. 

h) Report the “Total Hours Worked” by ALL the CSC’s Targeted Section 3 employees directly 
working on this project. 

 

Non-Construction Prime Contractors 

i) List ALL Non-Construction Prime Contractors (NCPC) currently working (or that have 
previously worked) on this project.  This list should provide a comprehensive history of all 
the NCPCs that have touched this project to date. 

j) Report the “Total Hours Worked” by ALL the NCPC’s employees directly working on this 
project.  Hours for positions requiring an advanced degree or a professional certification are 
not required to be reported but may be reported to demonstrate “best efforts” in meeting the 
HUD Section 3 Safe Harbor benchmarks. 

k) Report the “Total Hours Worked” by ALL the NCPC’s Section 3 employees directly working 
on this project. 

l) Report the “Total Hours Worked” by ALL the NCPC’s Targeted Section 3 employees 
directly working on this project. 

 
Non-Construction Sub-Contractors 

m) List ALL Non-Construction Sub-Contractors (NCSC) currently working (or that have 
previously worked) on this project.  This list should provide a comprehensive history of all 
the NCSCs that have touched this project to date. 

n) Report the “Total Hours Worked” by ALL the NCSC’s employees directly working on this 
project.  Hours for positions requiring an advanced degree or a professional certification are 
not required to be reported but may be reported to demonstrate “best efforts” in meeting the 
HUD Section 3 Safe Harbor benchmarks. 

o) Report the “Total Hours Worked” by ALL the NCSC’s Section 3 employees directly working 
on this project. 

p) Report the “Total Hours Worked” by ALL the NCSC’s Targeted Section 3 employees 
directly working on this project. 

PART 8:  SECTION 3 – OUTREACH/PROMOTION & BEST EFFORTS  
Based on when your project was awarded, you’ll be required to indicate which applicable 
Outreach/Promotion & Best Efforts have been completed as qualitative actions to support the hiring, 
retention, and promotion of Section 3 Workers employed in conjunction with the CDBG project. 

Place an “X” next to each action that has been completed by the Grantee and its related Prime 
Contractors, Sub-Contractors, and lower-tier Contractors.  If applicable, additional 
information/explanations can be reported under PART 9.  The Grantee must retain supporting 
documentation to confirm completion of the selected Outreach/Promotion & Best Efforts, which must 
be available for review upon request. 

 

PART 9:  COMMENTS 
Use this space to provide additional comments or explanations for the data reported. 
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ATTACHMENT 9-D: REPORTING REQUIREMENTS CHECKLIST 
SEMI-ANNUAL REPORTING 
Form: Due Date: 

9-A/B 
Semi-Annual Report Summary Narrative with 
Certification 

Due April 15 & Oct. 15, as listed in Grant Agreement 
Time Table, unless otherwise directed by DEHCR. 

9-C Semi-Annual CDBG Data Report: 
Labor Standards / MBE/WBE / Section 3 

Due Mar. 25 & Sept. 15, as listed in Grant Agreement 
Time Table, unless otherwise requested by DEHCR. 

9-F CDBG Jobs Project Employee Self Certification 
Report and Certification Forms (if required – for ED, 
PFED and other similar LMI Job Creation Projects) 

Due Mar. 25 & Sept. 15, as listed in Grant Agreement 
Time Table, unless otherwise requested by DEHCR. 

9-I Client Income Certification Report and Certification 
Forms (if required – for PS projects and other similar 
projects, only as specified as required by DEHCR) 

Due in accordance with Grant Agreement Time Table, if 
required for the project. 

 

ANNUAL REPORTING 
Form: Completed 

by: Submit to: Due: 

9-C 
Annual Section 3 
Report 

Grant 
Administrator DEHCR 

Due Sept. 25, if required for 
the project per Grant 
Agreement Time Table 

9-G/ 
9-H 

Single Audit 
Statement (Letter) 

Grant 
Administrator DEHCR January 15 

 Single Audit Report External auditor 

1)  Federal Audit Clearinghouse (FAC) 
2)  Copy of FAC email confirmation to 
DEHCR 

Per the Grant Agreement 
Time Table 

 

 

All reports are due to the assigned DEHCR Project Representative unless otherwise indicated.  Electronic 
submission of reports via email is required.  Any additional required documents listed in the BCD CDBG 
Implementation Handbook (but which are not listed above) may be requested by the DEHCR Project 
Representative at any time.  

FINANCIAL MANAGEMENT 
Form: Due: 
8-A Depository Certification (if specified as required by DEHCR for project) Prior to 

executing the 
CDBG 
Agreement 

8-B/C DOA 6456 Authorization for Direct Deposit or DOA-6457 Address Update Form 
8-D Financial Management Contact Person 
8-E Signature Certification 
8-F CDBG Payment Request Form 

With each 
request for 
CDBG funds 

8-G Cash Control Register (Up-to-date as submission date) 
8-H CDBG Disbursements Journal (Up-to-date as of submission date) 
8-I Matching Funds Journal (Up-to-date as of submission date) 
 Supporting documentation (Invoices, cancelled checks, bank statements, etc.) 

LABOR STANDARDS 
Form: Completed by: Due: 
7-C Labor Standards Officer Designee Grant Administrator Upon execution of CDBG Agreement 
7-D Record of Wage Decision Selection Labor Standards Officer Prior to advertising for bids 

7-F Advertisement for Bids Chief Elected Official Upon request from DEHCR (for 
monitoring) 

7-H Notice of Contractor Award Labor Standards Officer Upon awarding contract(s) 

7-O Section 5.7 Enforcement Report Labor Standards Officer 
Upon finding any labor violations 
where underpayment is greater than 
$1,000 
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ATTACHMENT 9-E: GRANT AGREEMENT TIME TABLE (SAMPLE) 
 
This Time Table is based on a July 23, 2021 – December 31, 2023 PF Performance Period. 

Due Date Activity 
Prior to Construction 
and Acquisition 
 

• Execute Grant Agreement. 
• Establish record keeping system. 
• Establish financial management system. 
• Procure engineering and administrative services, if contracting with 

third-party firm(s) for these services. 
• Enter into the grant administration contract, if contracting with a 

third-party for grant administration. Submit executed contract to 
DEHCR CDBG Project Representative. 

• Complete Environmental Report and obtain official approval from 
DEHCR Environmental Desk.  Submit copy of approval from 
DEHCR Environmental Desk to DEHCR CDBG Project 
Representative. 

• Submit “Notice of Acquisition/Relocation to DEHCR” form, if any 
acquisition (including easements) and/or relocation will be required 
for the CDBG project. 

• Complete acquisition and relocation requirements for property 
purchase, easement(s), etc., if applicable to project. 

• Obtain federal Davis-Bacon wage rates, if federal labor standards 
are applicable to project. 

• Complete Record of Wage Decision Selection Form prior to 
bidding, if federal labor standards are applicable to project; and 
submit to DEHCR CDBG Project Representative for review. 

• Prepare and solicit construction and/or demolition related bids. 
• Check for wage decision updates prior to bid opening and inform 

potential bidders of updates, if federal labor standards are applicable 
to project. 

• Submit Notice of Contractor Award form(s) for prime contract(s) 
awarded to DEHCR CDBG Project Representative. 

• Submit detailed bid tabulation summary to DEHCR CDBG Project 
Representative. 

• Obtain all necessary permits. 
• Hold pre-construction meeting (pre-construction meeting is optional 

but strongly recommended).  Submit meeting minutes/notes to 
DEHCR CDBG Project Representative, if a pre-construction 
meeting was held. 
 

January 15, 2022 • Submit Single Audit Statement for CY2021 to DEHCR CDBG 
Project Representative.  Arrange for Single Audit, if required 
(Single Audit Report will be due to Federal Audit Clearinghouse 
within 30 days of Single Audit being completed or September 30, 
2022, whichever date is earlier). 
 



BCD CDBG Implementation Handbook 
 

Page 50 Chapter 9:  Reporting 
 Revised:  September 2021 

Due Date Activity 
March 25, 2022 • Submit Semi-Annual Labor Standards, MBE/WBE and Section 3 

Report for the period of October 1, 2021 through March 31, 2022 
[reporting activities July 23, 2021 (the CDBG Award Date) through 
March 31, 2022], unless notified by DEHCR CDBG Project 
Representative of another submission date. 

 
April 15, 2022 • Submit Semi-Annual Report and supporting documentation for the 

period of October 1, 2021 through March 31, 2022, [reporting 
activities July 23, 2021 (the CDBG Award Date) through March 
31, 2022].  Reporting must follow the guidance provided in the 
CDBG Implementation Handbook. 
 

July 1, 2022 • Begin Construction.  Document and report progress and/or delays to 
DOA. 

 
September 25, 2022 • Submit Semi-Annual Labor Standards, MBE/WBE and Section 3 

Report for the period of April 1, 2022 through September 30, 2022, 
unless notified by DEHCR CDBG Project Representative of 
another submission date. 
 

September 30, 2022 • Complete the Fair Housing Actions described in the Attachments of 
the Grant Agreement. 

• Complete Single Audit and submit Single Audit Report for CY2021 
to Federal Audit Clearinghouse [FAC] (submit within 30 days of 
Single Audit completion or September 30, 2022, whichever date is 
earlier).  Submit copy of FAC email confirmation of submission to 
DEHCR CDBG Project Representative, if the Grantee was required 
to complete a Single Audit for CY2021.  Reporting must follow the 
guidance provided in the CDBG Implementation Handbook. 

 
October 15, 2022 • Submit Semi-Annual Report and supporting documentation to 

DEHCR CDBG Project Representative for the period of April 1, 
2022 through September 30, 2022.  Reporting must follow the 
guidance provided in the CDBG Implementation Handbook.  

• Report Fair Housing Actions completed (in the Fair Housing 
section of the Semi-Annual Report) and submit supporting 
documentation to DEHCR CDBG Project Representative. 

January 15, 2023 • Submit Single Audit Statement for CY2022 to DEHCR CDBG 
Project Representative.  Arrange for Single Audit, if required 
(Single Audit Report will be due to Federal Audit Clearinghouse 
within 30 days of Single Audit being completed or September 30, 
2023, whichever date is earlier). 

 
March 25, 2023 • Submit Semi-Annual Labor Standards, MBE/WBE and Section 3 

Report for the period of October 1, 2022 through March 31, 2023, 
unless notified by DEHCR CDBG Project Representative of 
another submission date. 
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Due Date Activity 
March 31, 2023 • Conduct second Public Hearing to report project progress to, and 

receive input from, local community regarding the CDBG project.   
 

April 15, 2023 • Submit Semi-Annual Report and supporting documentation for the 
period of October 1, 2022 through March 31, 2023.  Reporting must 
follow the guidance provided in the CDBG Implementation 
Handbook. 

• Report status of second Public Hearing completion (in the 2nd 
Citizen Participation Public Hearing section of the Semi-Annual 
Report) and submit second Public Hearing meeting notice, 
attendance list, and minutes to DEHCR CDBG Project 
Representative.  
 

September 25, 2023 • Submit Semi-Annual Labor Standards, MBE/WBE and Section 
Report for the period of April 1, 2023 through September 30, 2023, 
unless notified by DEHCR CDBG Project Representative of 
another submission date. 
 

September 30, 2023 • Complete Single Audit and submit Single Audit Report for CY2022 
to Federal Audit Clearinghouse [FAC] (submit within 30 days of 
Single Audit completion or September 30, 2023, whichever date is 
earlier).  Submit copy of FAC email confirmation of submission to 
DEHCR CDBG Project Representative, if the Grantee was required 
to complete a Single Audit for CY2022.  Reporting must follow the 
guidance provided in the CDBG Implementation Handbook. 

 
October 15, 2023 • Submit Semi-Annual Report and supporting documentation to 

DEHCR CDBG Project Representative for the period of April 1, 
2023 through September 30, 2023.  Reporting must follow the 
guidance provided in the CDBG Implementation Handbook.  
 

October 31, 2023 • Complete all Construction Activities. 
• End of Construction Period.  No construction expenses incurred 

after this date. 
 

December 31, 2023 • Submit Final Payment Request and supporting documents. 
• Submit Project Completion Report and supporting documents. 
• Submit Final Summary Narrative and supporting documents for the 

period of October 1, 2023 through December 31, 2023 (with the 
Completion Report).  Reporting must follow the guidance provided 
in the CDBG Implementation Handbook. 

• Submit Semi-Annual Labor Standards, MBE/WBE and Section 3 
Report for the period of October 1, 2023 through March 31, 2024 
(with Completion Report). 

• Submit Final Labor Standards Compliance Report (LSCR) for each 
prime contractor (with Completion Report). 
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Due Date Activity 
January 15, 2024 • Submit Single Audit Statement for CY2023 to DEHCR CDBG 

Project Representative.  Arrange for Single Audit, if required 
(Single Audit Report will be due to Federal Audit Clearinghouse 
within 30 days of Single Audit being completed or September 30, 
2024, whichever date is earlier). 
 

Within 60 Days of 
Receipt of Final 
CDBG Payment 

• Submit Project Completion Financial Certification. 
• Submit updated/final Cash Control Register, Disbursements 

Journal, Matching Funds Journal, and final CDBG bank account 
statement (or other account record(s), if the account is not 
exclusively used for the CDBG project or the bank did not issue a 
final statement due to the account having a $0 balance), showing the 
deposit and disbursement of the final CDBG payment. 

• Submit payment record(s) for any invoice(s) with a pending 
payment status at the time the final CDBG payment request was 
submitted to DEHCR. 
 

September 30, 2024 • Complete Single Audit and submit Single Audit Report for CY2023 
to Federal Audit Clearinghouse [FAC] (submit within 30 days of 
Single Audit completion or September 30, 2024, whichever date is 
earlier).  Submit copy of FAC email confirmation of submission to 
DEHCR CDBG Project Representative, if the Grantee was required 
to complete a Single Audit for CY2023.  Reporting must follow the 
guidance provided in the CDBG Implementation Handbook. 

 



BCD CDBG Implementation Handbook 
 

Chapter 9:  Reporting Page 53 
Revised:  September 2021  

 
ATTACHMENT 9-F: CDBG JOBS PROJECT EMPLOYEE SELF CERTIFICATION 

REPORT (TEMPLATE) 
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ATTACHMENT 9-F1: CDBG JOBS PROJECT EMPLOYEE SELF CERTIFICATION 

REPORT (SAMPLE) 
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ATTACHMENT 9-F2: CDBG JOBS PROJECT EMPLOYEE SELF CERTIFICATION 
REPORT (INSTRUCTIONS) 
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ATTACHMENT 9-F3: CDBG JOBS PROJECT EMPLOYEE SELF CERTIFICATION 
FORM (TEMPLATE) 

 
The Employee Self Certification Forms for all Counties in Wisconsin are posted annually 
(when HUD issues new Income Limits) on the Bureau of Community Development website.  
Use the Employee Self Certification Forms link under the Resources section on the 
homepage or this direct link: 
https://doa.wi.gov/Pages/LocalGovtsGrants/EmployeeSelfCertificationForms.aspx  

 

 

https://doa.wi.gov/Pages/LocalGovtsGrants/CommunityDevelopmentPrograms.aspx
https://doa.wi.gov/Pages/LocalGovtsGrants/CommunityDevelopmentPrograms.aspx
https://doa.wi.gov/Pages/LocalGovtsGrants/EmployeeSelfCertificationForms.aspx
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ATTACHMENT 9-G: SINGLE AUDIT STATEMENT [AUDIT REQUIRED] 

(TEMPLATE) 
 
 
 

PLACE THE FOLLOWING ON THE UGLG’S LETTERHEAD: 
 
 
 

SINGLE AUDIT STATEMENT (AUDIT REQUIRED) 
 
 
[Date] 
 
 
 
[Name (First and Last Name) of Assigned DEHCR Project Representative] 
Wisconsin Department of Administration 
Division of Energy, Housing and Community Resources  
Bureau of Community Development 
P.O. Box 7970 
Madison, WI  53707-7970 
[Email Address of Assigned DEHCR Project Representative] 
 
I hereby attest, under penalties of perjury, that during the calendar year ending  

December 31, 20[YY], the [UGLG Name] has expended $750,000 or more in total federal 

funds and will comply with the federal Single Audit Act and the requirements of Uniform 

Guidance 2 CFR 200. 

 
 
 (Chief Elected Official (CEO) Signature)    
 [CEO First and Last Name], [CEO Title] 
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ATTACHMENT 9-H: SINGLE AUDIT STATEMENT [AUDIT NOT REQUIRED] 
(TEMPLATE) 

 
 
 

PLACE THE FOLLOWING ON THE UGLG’S LETTERHEAD: 
 
 

SINGLE AUDIT STATEMENT (AUDIT NOT REQUIRED) 
 
[Date] 
 
[Name (First and Last Name) of Assigned DEHCR Project Representative] 
Wisconsin Department of Administration 
Division of Energy, Housing and Community Resources  
Bureau of Community Development 
P.O. Box 7970 
Madison, WI  53707-7970 
[Email Address of Assigned DEHCR Project Representative] 
 
 
I hereby attest, under penalties of perjury, that during the calendar year ending  

December 31, 20[YY], the [UGLG Name]: 

1. Expended less than $750,000 in total federal funds and therefore is not required to 
complete a Single Audit or submit a Single Audit Report, meeting the requirements of 
the Federal Single Audit Act and Uniform Guidance 2 CFR 200. 

 
2. Expended the following amount(s) of federal funds, including funds from the Wisconsin 

Department of Administration (DOA) Division of Energy, Housing and Community 
Resources (DEHCR) and the other source(s) listed below. 

 
CFDA #* GRANT CONTRACT # SOURCE AGENCY  AMOUNT EXPENDED 
______ __________________ ________________ __________________ 
______ __________________ ________________ __________________ 

 
 

 (Chief Elected Official (CEO) Signature)    
 [CEO First and Last Name], [CEO Title] 

 
----------------------------------------------------------- 
 
 
* The CFDA # for all CDBG projects is 14.228. 
** For any non-CDBG funds, please contact the granting agency directly to determine if funds 

are  considered federal. 
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ATTACHMENT 9-H1: SINGLE AUDIT STATEMENT [AUDIT NOT REQUIRED] 
(SAMPLE) 

 
 
 

VILLAGE OF YOURVILLE 
123 Main Street  •  P.O. Box 100  •  Yourville, Wisconsin  •  54441 

YourvilleVillage@gmail.com  •  (608) 222-3333 
 
 
 

SINGLE AUDIT STATEMENT (AUDIT NOT REQUIRED) 
 
 

January 13, 2022 
 
 
Jane Doe, Grants Specialist – Advanced  
Wisconsin Department of Administration 
Division of Energy, Housing and Community Resources 
Bureau of Community Development 
P.O. Box 7970 
Madison, WI 53707-7970 
Jane.Doe@wisconsin.gov  
 
 
I hereby attest, under penalties of perjury, that during the calendar year ending  

December 31, 2021, the Village of Yourville: 

1. Expended less than $750,000 in total federal funds and therefore is not required to 
complete a Single Audit or submit a Single Audit Report, meeting the requirements of 
the Federal Single Audit Act and Uniform Guidance 2 CFR 200. 

 
2. Expended the following amount(s) of federal funds, including funds from the Wisconsin 

Department of Administration (DOA) Division of Energy, Housing and Community 
Resources (DEHCR) and the other source(s) listed below. 

 
CFDA #* GRANT CONTRACT # SOURCE AGENCY  AMOUNT EXPENDED 
14.228 CDBG PF 21-40 DOA/HUD  $308,375.00   
14.268 CDBG Housing 21-48 DOA/HUD               $23,118.27   
21.019 CARES ACT RR 21901 DOA/US Dept. of Treasury  $95,203.12   
66.458 SDWL 210014 DNR/EPA                $108,302.89   
 

Jane Doe     

Jane Doe, Village President 

  

mailto:YourvilleVillage@gmail.com
mailto:Jane.Doe@wisconsin.gov
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ATTACHMENT 9-I: CLIENT INCOME CERTIFICATION REPORT (TEMPLATE) 
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ATTACHMENT 9-I1: CLIENT INCOME CERTIFICATION REPORT (SAMPLE) 
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ATTACHMENT 9-J: CLIENT INCOME CERTIFICATION FORM (TEMPLATE) 
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ATTACHMENT 9-K1: SECTION 3 EMPLOYEE INCOME CERTIFICATION FORM 
(TEMPLATE) [Projects Awarded prior to 11/30/2020] 

 

 



BCD CDBG Implementation Handbook 
 

Page 68 Chapter 9:  Reporting 
 Revised:  September 2021 

 
  



BCD CDBG Implementation Handbook 
 

Chapter 9:  Reporting Page 69 
Revised:  September 2021  

 
ATTACHMENT 9-K2:  SECTION 3 EMPLOYEE INCOME CERTIFICATION FORM 

(TEMPLATE) [Projects Awarded on or after 11/30/2020] 
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ATTACHMENT 9-L: SECTION 3 BUSINESS CONCERN CERTIFICATION FORM 
(TEMPLATE) [Projects Awarded on or after 11/30/2020] 
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ATTACHMENT 9-M: INDIVIDUAL CONTRACTOR’S SEMI-ANNUAL SECTION 3 REPORT FORM (TEMPLATE) 
 

 



BCD CDBG Implementation Handbook 
 

Page 74 Chapter 9:  Reporting 
 Revised:  September 2021 

 

 



BCD CDBG Implementation Handbook 
 

Chapter 9:  Reporting Page 75 
Revised:  September 2021  



BCD CDBG Implementation Handbook 
 

Page 76 Chapter 9:  Reporting 
 Revised:  September 2021 

 

ADDITIONAL NOTES: (optional) 
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