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CDBG INCOME SURVEY GUIDE


Conducting an income survey for a Community Development Block Grant (CDBG) application may be necessary to determine the number and percentage of Low-to-Moderate Income (LMI) individuals living in the geographic area that will benefit from the project (i.e., the Service Area).  A survey is needed when local government or census block group/tract LMI Summary Data (LMISD) published by the U.S. Department of Housing and Urban Development (HUD) are not available or not sufficient.  The purpose of this guide is to provide the necessary information for conducting an income survey in the Service Area of a potential CDBG project and for submitting the required documentation for a CDBG Application to ensure the survey activity meets CDBG program standards and requirements.


[bookmark: _Toc19250478]1.0  Reasons for Conducting an Income Survey

Two key reasons for conducting an income survey are listed below.

1. Conduct a survey to provide data that the applicant believes are more accurate than the HUD LMISD.  
The HUD LMISD are based on data drawn from the U.S. Census American Community Survey (ACS) 5-Year Estimates.  Downloadable Microsoft Excel spreadsheets with the HUD LMISD for local governments and census block groups/tracts are available at:
https://www.hudexchange.info/manage-a-program/acs-low-mod-summary-data.  
Refer to the “Data Sets” section of this webpage for local government and census block group/tract data.  

If the HUD LMISD indicate the population is below but near 51.00% LMI, if the margin of error (MOE) of the HUD LMISD is very high, or if local social and/or economic factors have changed significantly in recent years, then it may be worthwhile to conduct an income survey to determine if the Service Area LMI percentage is higher than indicated by the HUD LMISD.

2. Conduct a survey to obtain LMI data otherwise not available for the Service Area of the potential CDBG project.  
If the Service Area is not coterminous with or does not include the majority of residents living within the area census block group(s)/tract(s) boundaries; or includes only a portion of residents living within the unit of general local government (UGLG) boundaries, then the HUD LMISD are not available or usable for the Service Area.  A survey is required to calculate the percentage of LMI persons among the beneficiaries living in the Service Area.  

If the Service Area includes an area for which HUD LMISD are available/usable, but also includes an area for which HUD LMISD are not available/usable, then the area for which no LMISD are available/usable must be surveyed.  The HUD LMISD and income survey data must be compiled in aggregate to calculate the LMI percentage for the full Service Area.  Refer to Appendix C and Form 8 in the Income Survey Data Forms document referenced in this guide for the required form and examples for tabulating the LMI percentage for a multi-jurisdictional Service Area using HUD LMISD for multiple jurisdictions and for using a combination of HUD LMISD and survey data for multiple jurisdictions.


[bookmark: _Toc19250479]2.0  Guidelines and Resources


[bookmark: _Toc19250480]2.01  DEHCR Acceptance of Data


For data from an income survey to be accepted by the Division of Energy, Housing and Community Resources (DEHCR) for calculating the LMI percentage for the Service Area, the following criteria must be met*:

* These terms are subject to change, contingent upon compliance with any policy updates released by the U.S. Department of Housing and Urban Development (HUD).  Consulting with DEHCR to check for updates prior to submitting documents with a CDBG Application is strongly advised.










FOR CDBG PUBLIC FACILITIES (CDBG-PF) COMPETITIVE APPLICATIONS ONLY: 

· The income survey data, results and related documentation must be pre-approved by DEHCR prior to application and a pre-approval/certification letter from DEHCR must be submitted with the UGLG’s CDBG-PF competitive application.  All required income survey documentation as specified in the most current Income Survey Guide (refer to Appendix E:  Income Survey Packet) must be submitted to DEHCR for review and pre-approval no later than February 15th of the year in which the UGLG seeks to apply for the CDBG-PF competitive application funds.  
· CDBG-PF Applicants that do not submit all required income survey documentation to DEHCR by the February 15th deadline will not be eligible to use the income survey results to qualify a project for the CDBG-PF competitive application round in that year.
· If DEHCR determines the survey data, results and/or documentation are invalid, incomplete, or not in compliance with the income survey requirements of the intended application year, then the UGLG will not be eligible to use the survey results to qualify a project for the CDBG-PF competitive application in that year.
· DEHCR strongly advises UGLGs to submit income survey documentation early to potentially allow for time to make adjustments and revisions as necessary based on DEHCR’s feedback from the review.  UGLGs that submit survey documentation on February 15th will not be given an opportunity to make any changes to the submission – DEHCR will make a determination on compliance and acceptance based on the materials received and as presented.  UGLGs that submit survey documentation prior to February 15th may be given an opportunity to make changes to the submission, contingent upon DEHCR’s availability to review the materials and provide feedback to the UGLG prior to February 15th, which will be dependent upon staff availability and the number of submissions received for pre-approval at that time. DEHCR will review income survey documentation on a first-come-first-served basis.

FOR ALL CDBG APPLICATIONS:

· The income survey must have been initiated (first distributed) no more than five (5) years prior to the intended application date, and completed within a reasonable period of time that is determined by DEHCR to be methodologically sound (generally within 3-6 months, and within the same HUD income limits year and calendar year when practical, depending on when the survey was first initiated – DEHCR will review alternative methods on a case-by-case basis);

· The HUD income limits in effect at the time the survey was initiated for the county in which the beneficiaries reside must be the income thresholds used/listed on the survey form;

· [bookmark: _Hlk499028273]No significant demographic, economic, and non-economic changes in the Service Area occurred since the survey was conducted;

· The survey data calculations must be deemed by DEHCR to be valid and methodologically sound, including but not limited to not exceeding margin of error (MOE) limits as specified by DEHCR and HUD; and following the guidance and requirements specified in the Income Survey Guide;

· All required survey data and documents must be submitted to DEHCR in the Income Survey Packet (Appendix E) format specified in this guide; and

· All requirements deemed applicable by DEHCR for verifying the survey results are valid and methodologically sound, as set forth in the most current Income Survey Guide (at the time of CDBG application submission), must be met. 

When conducting an income survey, important considerations with regard to the Service Area, survey types, margin of error/response rate requirements, LMI levels, survey content, survey publicity, and results data calculation and reporting must be made, as described in the sections that follow.


[bookmark: _Toc19250481]2.02  Determining the Service Area/Survey Area

To determine the Service Area, which will be the Survey Area, the impact of the project and the benefits to residents must be considered.  Service Area/Survey Area determinations must be made on a case-by-case basis with several factors considered.  Consultation with DEHCR staff is strongly advised prior to finalizing the Service Area/Survey Area determination.

Common considerations for determining if the project will have community-wide benefit (and therefore the Service Area/Survey Area encompasses the entire community) include:
· Does the project have a community-wide focus (e.g., creating a Comprehensive Plan, Economic Development Plan or Downtown Revitalization Plan; completing downtown business district infrastructure improvements; improving a wastewater treatment facility that serves the entire community; building a community center that can be presumed to be serving the entire community, etc.)?

· Is any area of the downtown/central location of the municipality, where goods/services generally utilized by all community residents as a whole are provided, impacted by the improvements being made?  If so, to what extent?

· Is a local government building, school, main hospital/medical facility, library, central community center, central park, or other similar facility generally utilized by all community residents as a whole either the focus of the proposed CDBG project or located in the area being improved as part of the proposed CDBG project?  If so, to what extent will users benefit from the improvements?

· Is the facility/are the facilities being built or improved for the proposed CDBG project of primary service/benefit to the entire community or only portions/sections of the community?

The extent of the impact and benefit to all residents in the community is considered when making a determination of whether the proposed CDBG project is deemed to have community-wide benefit.  

Common considerations for determining which residences/families will be primary beneficiaries of a project when the project is deemed to not have community-wide benefit (e.g., neighborhood-specific street, utility, sidewalk, park or other facility improvements that benefit only residents in the immediate area in which the work will be performed/improvements will be made [i.e., the Project Area]) include:

· Who are the users or customers of the facilities (e.g., utility customers, residences located in a fire district, residences in the immediate area of the neighborhood-specific facility, etc.)?

· How will the improvements impact the residences in the Project Area?

· Which residences and/or driveways are located on the street(s) being improved?  

· Which families/residences use the street(s) being improved as a primary route to/from their homes, and to what extent?

· Which residences are connected to the utility services or other infrastructure being improved?

· Will the street and/or utility service and/or other infrastructure improvements have a benefit to any residence that is not located on the section(s) of the street(s) being improved and/or is not directly connected to the utility service(s) or other infrastructure being improved?  If so, to what extent?

The extent of the impact and benefit to the residents living in or near the Project Area is considered when making a determination of whether the proposed CDBG project is deemed to have primary or secondary benefit to those area residents.


[bookmark: _Toc19250482]2.03  Families in Service Area

The U.S. Department of Housing and Urban Development (HUD) requires a measure of families and population (all individual residents) in the Service Area in order to meet the LMI National Objective.

· “Family” includes all definitions listed in 24 CFR 5.403.  The family may include but is not limited to the following, regardless of actual or perceived sexual orientation, gender identity, or marital status:
1) A single person who may be defined, in 24 CFR 5.403, as an elderly person, displaced person, disabled person, near-elderly person, or any other single person; or
2) A group of persons residing together, and such group includes but is not limited to:
(i) A family with or without children (a child who is temporarily away from the home because of placement in foster care is considered a member of the family); or
(ii) Person(s) living in a household for which the relationship is defined, in 24 CFR 5.403, as an elderly family; a near-elderly family; a disabled family; a displaced family; and, the remaining member of a tenant family.

· “Household” means all persons who occupy a housing unit.  A household may consist of persons living together or any other group of related or unrelated persons who share living arrangements, regardless of actual or perceived sexual orientation, gender identity, or marital status (pursuant 24 CFR 570.3).  A “housing unit” is an individual family residential living space or living unit, such as an individual house, one-half of a duplex housing structure, one condominium unit of a multi-family condominium structure, one apartment in an apartment building, one resident room in a nursing home, etc.  

· Multiple families may reside within a household (e.g., two persons without a familial relationship living in the same house or apartment, two persons without a familial relationship living in the same room at a nursing home, etc.).  Persons occupying the same household without a familial relationship are to be counted as separate families. 

· The HUD measure requires surveying families that will benefit from the proposed activity.

· The number of LMI individuals is extracted from the family data gathered through the survey.  The number of LMI individuals in the families that respond to the survey is used to determine  the LMI percentage in the Service Area. The LMI percentage must be at least 51.00% or greater to meet the LMI National Objective.

After the Service Area is defined, the number of families living in the Service Area must be determined or estimated to estimate the number of surveys that must be conducted/distributed.  If the exact number of families in the Service Area is not known, methods must be incorporated to obtain or estimate the number of families.  Estimating the total population (the number of persons living in the Service Area) may also be necessary when tabulating the survey results.   The method of determining the number of families and the total population in the Service Area will depend upon the data available.

· Estimating Number of Families:  An initial estimate of the number of families living in the Service Area may be based on the number of households in the Service Area.  Resources for determining or estimating the number of households in the area include U.S. Census data (use the most recent U.S. Census American Community Survey 5-Year Estimates number of occupied households data); area maps of residential neighborhoods; other records such as utility service customer lists, tax rolls, and telephone directories; and/or going door-to-door.  Each of these methods for determining or estimating the number of families in an area has some limitations associated with it (e.g., census data only allow for estimations and are limited to a past point in time; area maps do not show how many families are living in each residence; telephone directories exclude people without phones or who exclusively use cell phones; tax rolls identify property owners, but not residents, etc.).  The characteristics of the Service Area need to be considered when choosing a resource.  Using multiple sources for estimating the number of families in the Service Area is typically necessary.

· Distribution to Families:  While a list of households may be used to compile an estimate of the number of families in the Service Area for the purpose of estimating the overall survey numbers and sample size, the survey itself needs to be addressed to families.  Each family in each household should complete a survey.

· Vacant and/or Non-Residential Properties:  Vacant residential living units and properties that are non-residential in nature, such as those with only business/commercial structures and/or governmental operations/services buildings, are not counted as families in the Service Area and are not surveyed.  If a property is both residential and commercial, such as a home-based business, the property remains counted as a family in the Service Area and must be surveyed.

· Part-time/Seasonal Residents:  Part-time/seasonal residents do not need to be ‘counted’ as beneficiaries and be included in the income survey if the proposed project is deemed by DEHCR to have “incidental” benefit to the part-time/seasonal residents.  If the part-time/seasonal residents are deemed to receive more than incidental benefit, then they must be surveyed.  Refer to HUD CPD Notice 14-013 for additional guidance at:  https://www.hudexchange.info/resources/documents/Notice-CPD-14-013-Guidelines-for-Conducting-Income-Surveys-LMI-CDBG-Activity.pdf.  
If the part-time/seasonal residents are included in the survey, the survey should be distributed to both their local part-time/seasonal residence and their permanent residence to help ensure the survey is received.  Applicants are strongly advised to seek approval from DEHCR regarding determinations for part-time/seasonal residents prior to proceeding with a survey.  

· Documenting Family Population Methodology:  Demonstrate in the survey methodology a concerted effort to identify the actual number of families in the Service Area.


[bookmark: _Toc19250483]2.04  Survey Types

[bookmark: _Toc19250484]Census Survey

A Census Survey includes the entire population that will benefit from the proposed activity (i.e., 100% of the families in the Service Area).    

· The survey must be distributed to all families deemed to be the primary beneficiaries of the proposed project or to be living in the Service Area (i.e., all beneficiary families must be given the opportunity to respond to the survey – none can be excluded).

· To calculate the LMI percentage of the Service Area using Census Survey results data, the number of persons in all LMI families among respondents is divided by the estimated total number of persons in the entire Service Area (i.e., all persons in the responding families plus the estimated number of persons in all non-responding families); then multiplied by 100.  Non-responding families must be presumed to be non-LMI persons.  If the response rate is less than 100%, then the total population of the Service Area must be estimated.  The methodology specified on the Form 1A:  Census Survey: Income Survey Results Income Tabulation Form (in Appendix C and the Income Survey Data Forms document referenced in this guide) for calculating the LMI percentage and estimating the total population must be used.

· Maintain all records of survey distribution and the results of follow-up survey solicitation attempts, including denoting which families were contacted and their responses (whether they responded, did not respond, etc.).  Refer to Form 1A through Form 8 in the Income Survey Data Forms document for guidance on the data tracking and recordkeeping required. 


[bookmark: _Toc19250485]Random Sample Survey

A Random Sample Survey uses a subset of the population chosen on a random basis to make assumptions about the entire population in the Service Area. 

· To calculate the LMI percentage for the Service Area using Random Sample Survey results data, the number of persons in all LMI families among respondents is divided by the total number of persons in all responding families; then multiplied by 100 to get the LMI percentage of the survey sample.  The LMI percentage of the survey sample is applied to the entire Service Area population.  The total population of the Service Area must be estimated.  The methodology specified on the Form 1B:  Random Sample Survey: Income Survey Results Income Tabulation Form (in Appendix C and the Income Survey Data Forms document referenced in this guide) for calculating the LMI percentage and estimating the total population must be used.

· Maintain all records of survey distribution and the results of follow-up survey solicitation attempts, including denoting which families were contacted and their responses (whether they responded, did not respond, etc.).  Refer to Form 1B through Form 8 in the Income Survey Data Forms document for guidance on the data tracking and recordkeeping required. 

[bookmark: _Toc19250486]2.05  Margin of Error / Response Rate

The minimum margin of error/response rate standard for income surveys is based on the margin of error (MOE), i.e., the confidence interval.  For the survey response rate and data to be accepted, the MOE of the survey results must be no greater than +/-10.00 or no greater than the MOE of the HUD LMISD for the Service Area (if HUD LMISD are available for the Service Area), whichever is lower.  The confidence level standard of 90% must be applied when calculating the MOE/confidence interval.  

To determine the MOE for the HUD LMISD (if available for the Service Area/Survey Area) access the following HUD LMISD websites and documents:

Local Governments (community-wide municipality data):  https://www.hudexchange.info/programs/acs-low-mod-summary-data/acs-low-mod-summary-data-local-government/  
[Document Name:  ACS 2011-2015 Low-Mod Margin of Error for Places. Filter data first by State (Column B: Stusab) to see only Wisconsin data.  Refer to Column H: moe_lowmod_pct for MOE.]

Census Blocks/Tracts (census block/tract data):  https://www.hudexchange.info/programs/acs-low-mod-summary-data/acs-low-mod-summary-data-block-groups-places/  
[Document Name:  ACS 2011-2015 All Block Groups. Filter data first by State (Column C: Stusab) to see only Wisconsin data.  Refer to Column P: MOE_LowmodPct for MOE.]


The Sample Size Calculator and Margin of Error Calculator provided by Survey Monkey may be accessed on the following websites:  

Sample Size Calculator:
https://www.surveymonkey.com/mp/sample-size-calculator/ 

Margin of Error Calculator:
https://www.surveymonkey.com/mp/margin-of-error-calculator/ 

The SurveyMonkey.com calculators are to be used for estimating and calculating the MOE for an income survey.  The Sample Size Calculator is used to make an initial estimate of the sample size needed for the survey responses when initiating a survey.  Both the Sample Size Calculator and Margin of Error Calculator are used for estimating the MOE of responses to date while conducting the survey and upon verifying the total number of families in the Service Area and finalizing the survey results.

Refer to Examples #1-#3 [Figures 1-3] that follow for using the Survey Monkey Sample Size Calculator and Survey Monkey Margin of Error Calculator to estimate and calculate the minimum response rate required and MOE for an income survey.

Example #1 below depicts using the Sample Size Calculator to determine the minimum number of responses needed for a survey of 100 families in a Service Area for which no HUD LMISD exists.  The user enters the Population Size (estimated number of families in the Service Area), and Confidence Level (minimum 90% allowed) and the MOE percentage of 10.00 (i.e., the maximum MOE allowed for income surveys in a Service Area for which no LMISD exists).  The number of responses required is automatically calculated and appears. Example #1 reflects 41 families must be in the survey sample (i.e., 41 responses must be received) for a population of 100 families to not exceed a +/-10.00 MOE.

Example #1 (Figure 1) – Survey Monkey Sample Size Calculator used to determine the response rate required using the most precise margin of error (to two decimal places) required per HUD LMISD standards when no HUD LMISD exists for the Service Area [and therefore the MOE of the income survey must be no greater than 10.00%]:

[image: ]
Figure 1:  Survey Monkey MOE Calculator Example #1Census Survey
https://www.surveymonkey.com/mp/sample-size-calculator/  




Example #2 on the next page depicts using the Sample Size Calculator to determine the minimum number of responses needed for a survey of 100 families in a Service Area for which HUD LMISD does exist and the MOE for the applicable HUD LMISD is +/-7.45.  The MOE for the income survey results must not exceed the MOE of the HUD LMISD for the Service Area.  The user enters the Population Size (estimated number of families in the Service Area), and Confidence Level (minimum 90% allowed) and the MOE percentage of 7.45 (i.e., the MOE of the HUD LMISD for the Service Area, which sets the standard for the income survey).  The number of responses required is automatically calculated and appears. Example #2 reflects 56 families must be in the survey sample (i.e., 56 responses must be received) for a population of 100 families to meet a +/-7.45 MOE.



Example #2 (Figure 2) – Survey Monkey Sample Size Calculator used to determine the response rate required using the most precise margin of error (to two decimal places) required per HUD LMISD standards when HUD LMISD does exists for the Service Area and the MOE of the HUD LMISD is 7.45% [and therefore the MOE of the income survey must be no greater than 7.45%]:
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Figure 2:  Survey Monkey MOE Calculator Example #2Census Survey
https://www.surveymonkey.com/mp/sample-size-calculator/  




Example #3 below depicts using the Margin of Error Calculator to estimate the MOE to the nearest whole number percentage for the number of surveys received for a survey of 100 families in a Service Area.  This calculation is not precise in that it does not provide the exact margin of error to two decimal places.  The Sample Size Calculator must be used to verify that the survey results meet the HUD MOE standards.  The user enters the Population Size (estimated number of families in the Service Area), and Confidence Level (minimum 90% allowed) and the Sample Size (number of responding families), and the MOE percentage is automatically calculated and appears.  Example #3 reflects responses from 22 families out of 100 families total in the Service Area would result in a +/-16 MOE, which does not meet the HUD standards.

Calculations for Example #3 (Figure 3) – Used to estimate the margin of error (rounded to the nearest whole number percentage) of the responses to date for an income survey [Note:  The number of responses required will be based on the HUD LMISD MOE standard percentage factored to two decimal places as shown in Examples #1 and #2]:
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Figure 3:  Survey Monkey MOE Calculator Example #3Census Survey
https://www.surveymonkey.com/mp/margin-of-error-calculator/ 




When initiating the survey, the number of families in the Service Area is estimated based on the number of residential living units or addresses in the Service Area.  

As survey responses are received, the population number may change due to discovering some units are vacant or non-residential and/or discovering more than one family lives in a residential living unit.  The Population size in the Survey Monkey Sample Size Calculator and Margin of Error Calculator must be adjusted accordingly to determine the sample size needed and estimated margin of error.


MOE/RESPONSE RATE CONSIDERATIONS FOR CENSUS SURVEYS:

· Additional responses may be needed for Census Surveys because per HUD standards and as reflected in the Form 1A:  Census Survey: Income Survey Results Income Tabulation Form (example shown in Appendix C and the Income Survey Data Forms document referenced in this guide), for Census Surveys all non-respondents are presumed to be non-LMI; and the LMI percentage for the Service Area is based on the ratio of LMI persons among respondents in comparison with the total population of respondents and non-respondents.

· In addition, for Census Surveys, DEHCR must also review and approve the results as having acceptable representation from throughout the Service Area among the responses received, in addition to ensuring the margin of error standard is met.  


Additional responses beyond the sample size number generated with the Sample Size Calculator and Margin of Error Calculator are typically necessary for Census Surveys, particularly for large populations, to meet the requirements for broad service area representation among survey respondents and to reach the 51.00% LMI threshold (due to non-respondents for Census Surveys being presumed to be and counted as non-LMI).













MOE/RESPONSE RATE CONSIDERATIONS FOR RANDOM SAMPLE SURVEYS:

· A limit of oversampling (i.e., surveying more than the minimum number of families required to be in the survey sample) of up to 20% is allowed for a Random Sample Survey.  Using Example #1 shown previously in this guide, 41 families are selected as the original sample, only an additional 8 families, may be included in the survey [calculation:  41 x .20 = 8, rounding down to not exceed 20%], and those 8 oversample families’ responses may only be used in calculating the survey results if there are non-respondents among the original survey sample group.  Scientific methodology must be used in replacing non-responding families in the original sample with responding families in the oversample (i.e., the lowest numbered non-responding family in the original sample is replaced with the response of the lowest numbered responding family in the oversample; the second lowest numbered non-responding family in the original sample is replaced with the response of the second lowest numbered responding family in the oversample; etc.).  Refer to the example in Appendix C and in the Income Survey Data Forms document referenced in this guide.

The sample of families to survey must be randomly selected for Random Sample Surveys.  To randomly select the sample, numbers must be assigned to all families/housing units in the Service Area.  Use the random number assignment generator by Research Randomizer at https://www.randomizer.org/ to randomly select the families for the original sample and oversample groups.  Form 6 – Part 1-2 and Form 6 – Part 3:  Random Sample Methodology Forms in the Income Survey Data Forms document must be completed and submitted to DEHCR for all Random Sample Surveys.  Refer to the example in Appendix C and in the Income Survey Data Forms document referenced in this guide.  

[Note:  The example provided in this guide and the Income Survey Data Form for using Randomizer.org is for generating random numbers for all families/living units in the Service Area/Survey Area.  Another option is to generate random numbers for the original sample and oversample separately.  However, additional random number generator operations may be required when using that option if residences in the original sample or oversample are vacant and additional residences need to be added to either sample.  The example provided by DEHCR allows for one operation of randomizing numbers and expanding the samples without additional operations.]

· Distributing the survey to the oversample families/housing units only after the distribution and results from surveying the original sample are complete is recommended.  However, distributing the survey to both the original sample and oversample at the same time is acceptable as long as the responses/data from the oversample are only used upon the determination that oversample responses are needed to replace the original sample non-responding families.  The methodology summarized in this section of this guide for using the data from oversample respondents in place of original sample non-respondents must be followed.

· No additional surveying beyond the original sample and oversample may be conducted except when during the surveying process a housing unit in the original sample or oversample is verified as vacant or the estimated number of families in the Service Area increases to a level that allows for increasing the sample size.  

· If a housing unit is verified as vacant, then an additional family/housing unit may be added from the randomized number list to the overall survey sample, given a vacant housing unit is not counted as a family in the population or survey sample numbers.  Using Example #1 shown previously, if the housing unit assigned #1 was verified as vacant, then the family/housing unit assigned #42 from the oversample replaces housing unit #1 in the original sample; and then another family/housing unit may be added to the oversample (i.e., family/housing unit assigned #50, the first number assigned beyond the oversample, would be moved to the oversample group).  Adjustment to the total estimated number of families living in the Service Area would also then need to be made.  

[Note:  Unlike vacant housing units, occupied housing units that are non-respondent are still counted as families in the population and survey sample numbers.  Occupied housing unit non-responses from the original sample may be replaced by occupied housing unit oversample responses for the data results tabulation, but this replacement does not constitute adding another family to the oversample.]

· If one or more housing units among the original sample (or among the oversample, if oversample data are to be used) is/are verified as having multiple families living in the unit(s), adjustment to the total estimated number of families living in the Service Area needs to be made.  An increase in the estimated number of families in the Service Area (i.e., the population number in the MOE calculation) may potentially increase the sample size and oversample numbers.  Contact DEHCR for guidance on making adjustments to the sample size (if deemed necessary) and data results tabulation when multiple families are living in a household among the original sample and/or oversample groups.

· Efforts to distribute the survey to all families/households in the original sample (and oversample, if used/needed as replacement for any families in the original sample) and the methods used (e.g., door-to-door interviews, telephone calls, survey mailing, web-based distribution, etc.) must be documented.  Refer to Form 1B through Form 8 in the Income  Survey Data Forms document for guidance on the data tracking and recordkeeping required. 

[bookmark: _Toc19250487]2.06  Survey Content

The survey content required for Wisconsin CDBG Community Development project grants is presented in the Income Survey Template in Appendix A in this guide. 

· At a minimum, the survey must include the questions about family size, total family income, and race/ethnicity.  

· Avoid language that refers to the CDBG program, or “low-income” or “low- and moderate-income” based requirements in the survey instrument, cover sheet, cover letter, and publicity about the survey.

· A listing of survey respondents and non-respondents must be maintained with survey records.  Apply a survey code system to allow for tracking the respondents while maintaining confidentiality.  Apply the random sample randomizer number assignment to each survey form for Random Sample Surveys or assign a random numeric or alpha-numeric code to each Census Survey or Random Sample Survey form, which cannot be easily decoded by someone viewing the completed surveys.  Do not collect street address information on the Income Survey Form.

· Note that survey responses must be maintained as confidential information but survey responses cannot be “anonymous.”  No language in the income survey form or correspondence should suggest anonymity.  The raw survey data for individual families and addresses are reported to DEHCR (as reflected in the required Income Survey Data Forms document referenced in this guide).  Suggested language regarding the confidentiality of responses is provided in the Income Survey Template in Appendix A.

[bookmark: _Toc19250488]2.07  Income Limits/LMI Levels

To collect income data from survey respondents, the HUD Section 8 income limits for the particular county must be added in the income table on the survey form.  These change each year and are specific to each county.  The income limits in effect on the date the survey is first distributed/administered must be used.  If the Service Area covers more than one county, a survey instrument for each county listing the appropriate income levels must be used.  Each family included in the survey is to receive an Income Survey Form with the income table for the county in which the family lives. 

Access the limits for counties in Wisconsin on the HUD website by following these seven steps:
1. Go to http://www.huduser.org/portal/datasets/il.html
2. Locate and select the current or most recent year that appears
3. Select the "Click Here for FY <most recent publication year> IL Documentation" icon
4. On next page: Under “First select a state” select "Wisconsin - WI;" then select the county in which the Service Area resides
5. Click the "View County Calculations" icon when it appears as the county is selected.
6. The income summary appears for the County/Area.  The "Low (80%) Income Limits" are the threshold limits for low-to-moderate income (LMI) to include in the income table on the Income Survey Form.


[bookmark: _Toc19250489]2.08  Income Defined

Income earned by all adult family members residing at the address (including any related, dependent persons over 65 or working dependent children over age 18) must be counted in the annual family income determination.  An individual’s Adjusted Gross Income (AGI), as defined for purposes of reporting under Internal Revenue Service (IRS) Tax Form 1040 for individual Federal annual income tax purposes, from the most recent tax year, is used for income reporting.  The income may be self-reported by the family and the collection of income documentation is not required.


[bookmark: _Toc19250490]2.09  Survey Publicity and Distribution 

The survey may be conducted through mail, telephone, in-person door-to-door interviews, and/or web-based methods.  Each type of survey distribution has limitations, which should be corrected by using more than one method of distribution (e.g., distribute the survey using web-based and/or mail services; then follow up with telephone and/or door-to-door interviews).  Refer to Form 2 through Form  8 in the Income  Survey Data Forms document for guidance on the data tracking and recordkeeping required.

Publicizing when the survey will be conducted, how it will be conducted, and why it will be conducted can significantly increase the response rate.  Providing information regarding the reason for conducting the survey also can make people less hesitant about answering questions regarding personal income information.  Be aware of the following guidelines and restrictions for publicizing the survey initiative:

· Stating the survey is being conducted to apply for CDBG funds specifically or to find out how many low-to-moderate income (LMI) persons are in the area is prohibited. 

· Providing some general information is acceptable, such as indicating that a current estimate of incomes in the Service Area is necessary in order to apply for grant funds. 

· Avoid creating any bias in the survey results by including information that could lead respondents to answer the survey questions in a particular way. 

· An example of an introductory letter that may be sent prior to conducting a survey is provided in Appendix B.  It may be adapted to fit the needs of the survey plan (for mailing, telephone calls, door-to-door interviews, etc.), and may be adapted to be sent in the same mailing with the survey.


[bookmark: _Toc19250491]2.10  Surveying Residential Facilities Exclusively Housing Limited Clientele

· [bookmark: _Hlk4064505]For residential living facilities exclusively housing persons in one or more Low- and Moderate-Income Clientele (LMC) groups, which are groups presumed to be at least 51.00% LMI according to HUD guidelines, the UGLG may obtain a letter on facility letterhead signed by or an email directly sent from an authorized representative of the facility, with verification that the facility exclusively serves one or more LMC groups and with the required resident/family and housing unit information, in lieu of surveying residents individually in the facility.  Qualifying LMC groups are listed below:
· Abused children
· Elderly persons (age 62 and older)
· Battered spouses
· Homeless persons
· Severely disabled adults
· Illiterate adults
· Persons living with AIDS
· Migrant farm workers
· LMI individuals/families

Acceptance of a letter/email from the residential facility in lieu of individual income surveys of the families/living units is contingent upon the required documentation and information being provided; and a determination that it may be reasonable to presume that, based on the nature of the facility and typical status of residents, the residents of the facility are among the presumed 51.00% LMI persons in their associated LMC group(s).*

· The resident/family and housing unit information that must be obtained from the residential facility to be accepted in lieu of individual resident/family surveys includes the following:
1. A letter from an authorized representative from the facility with a description of the nature of the facility and the clientele housed/served, to verify that the facility exclusively houses/serves persons in one or more LMC groups;
2. The occupancy data of the facility through completion of Form 7:  Limited Clientele Residential Living Facility Family Data in the Income Survey Data Forms document (refer to the example in Appendix C and the Income Survey Data Forms document); and
3. The basis for the income limits used for housing subsidy qualification (to verify consistency with the HUD Section 8/CDBG LMI income limits) only if the LMC group(s) housed/served include(s) LMI persons/families who are receiving housing at the facility contingent upon low-income-based qualification.

NOTE:  The data reported in Form 7 must also be incorporated/reported in Forms 2-6 in the Income Survey Data Forms document.  Form 7 is used to report the facility data while Forms 2-6 are designed to report family data for ALL families in the Service Area/Survey Area, including those in residential facilities for Limited Clientele and all other residences.

· Each family, including one-person families, living in the residential facility are counted as one family in the Service Area population calculation and listed individually on the income survey distribution and response tracking records.  

· Generally, families living in residential facilities exclusively housing/serving persons in LMC groups are presumed to be and recorded as LMI families, as it is generally reasonable to presume they are among the presumed 51.00% LMI persons in their associated LMC group.*


*LMC CONDITIONAL NOTE:  Typical facilities exclusively housing members of LMC groups are nursing homes (serving seniors and severely disabled adults), HUD Section 8 housing, and transitional housing for homeless persons.  Residents in these types of facilities generally may be presumed to be LMI persons.  If the residential facility is of a different nature that caters to high-income clientele and requires a high personal income to qualify for housing (e.g., luxury senior housing), then it cannot be reasonably presumed that the residents living in the facility are among the 51.00% LMI persons in their associated LMC group, and therefore an income survey of the residents would be required to verify income status.


[bookmark: _Toc19250492]2.11  Tabulating Survey Results

· The Form 1A:  Census Survey: Income Survey Results Income Tabulation Form and Form 1B:  Random Sample Survey: Income Survey Results Income Tabulation Form are provided in the Income Survey Data Forms document referenced in this guide.  Examples are provided in Appendix C in this guide and the Income Survey Data Forms document.  Select the appropriate form based on the type of survey conducted.

· Determine the percentage of LMI individuals/persons in the Service Area through calculations using the family survey data and the appropriate tabulation form.
If the survey did not include 100% of the Service Area and have a 100% response rate, then the total Service Area population (i.e., number of all persons living in the Service Area) must be estimated.  The population may be determined or estimated using one of the methods listed on the survey results tabulation forms in Appendix C and Income Survey Data Forms document referenced in this guide, contingent upon being deemed methodologically sound by DEHCR.  Refer to the survey results tabulation forms to determine which method may be most appropriate for the survey tabulation.

· If combining income survey data with HUD LMISD to determine the LMI percentage of a multi-jurisdictional Service Area, then the number of LMI persons and total population for each jurisdiction must be compiled in aggregate to calculate the LMI percentage.  Refer to the Form 7: Multi-Jurisdiction LMI Calculation Form and examples in the Income Survey Data Forms document and the examples in Appendix C in this guide for guidance on tabulating the LMI percentage for a multi-jurisdictional Service Area using a combination of survey data and HUD LMISD.  Form 7 and the jurisdiction maps referenced in the Income Survey Packet (Appendix E) and in the Income Survey Data Forms document must be submitted to DEHCR. 


[bookmark: _Toc19250493]2.12  Income Survey Area Mapping

Maps of the Project Area and the income Survey Area (i.e., Service Area) must be submitted to DEHCR.  More than one map may be required to illustrate the boundaries of the Project Area, location of the project activities, boundaries of the Survey Area, location of the residential addresses included in the income survey, and identification of responding and non-responding family residences,  vacant residences, and business/non-residential properties.*  

*Survey responses should be recorded on the Survey Area Map when practical.  For surveys involving a large number of residences, tracking responses on the Survey Area map may not be practical.  At minimum, the Survey Area Map(s) must show the boundaries of the Survey Area(s) and location in relation to the Project Area.  Refer to the Project Area Map and Service Area/Survey Area Map guidance and examples in Appendix D in this guide.

[bookmark: _Toc19250494]3.0  Income Survey Recordkeeping and Document Submissions


[bookmark: _Toc19250495]3.01  Submission to DEHCR for Pre-Approval and/or with CDBG Application

The income survey documents specified in Appendix E:  Income Survey Packet in this guide must be submitted to DEHCR for any pre-approval/certification and with the CDBG Application if the documents were not pre-approved prior to CDBG Application submission. 
· Applicable documents listed in Items #1 and #2 in the Income Survey Packet are required for ALL CDBG Applications, regardless of pre-approval/certification.  
· The DEHCR certification letter is submitted in lieu of documents listed in Items #3 and #4 in the Income Survey Packet if the UGLG received pre-application certification of the survey documents. 
· The survey documents must be submitted to DEHCR in the Income Survey Packet format with the cover sheets provided.  Review additional important notices regarding submission below and in Appendix E:  Income Survey Packet  and the Income Survey Data Forms document referenced in this guide.

Important Notices regarding Submissions to DEHCR:

· UGLGs are required to submit all income survey documentation to DEHCR on/in 8 ½” x 11” sized pages/format, regardless if the submission is for a pre-approval or with the CDBG Application.

· If the complete packet of income survey documentation was submitted and approved by DEHCR prior to application, only the applicable documents listed for Income Survey Packet Items #1-#2 and the DEHCR approval/certification letter need to be submitted with a CDBG Application.  

· Applicants for the CDBG-PF annual  competitive awards must have income surveys pre-approved/certified prior to application, due to DEHCR no later than February 15th of the application year.  Pre-approval/certification is strongly advised for all other CDBG program applicants.

· The UGLG must submit the Income Survey Data Forms in PDF or hardcopy format (depending on whether the survey documentation is submitted for pre-approval or with a CDBG Application via email or mail) and in Microsoft Excel format via email to DOACDBG@wisconsin.gov.

































[bookmark: _Toc19250496]3.02  Additional Documents to Maintain in the Income Survey File

The following income survey documents must be maintained in the UGLG’s income survey file, available for review during the project or monitoring activities upon the UGLG receiving a CDBG award:

· Copies of all completed income surveys returned by responding families
· Copies of all income surveys and related correspondence returned as “undeliverable” due to residential vacancy or a move
· Copies of all correspondence with DEHCR regarding the review of the income survey documentation and methodology prior to submittal of the CDBG Application
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[bookmark: _Toc19250498]5.0  Appendices


The documents  referenced in this section include templates and examples of documents that must be used for CDBG income surveys or may be applicable and modified as needed.  The templates provided by DEHCR may only be modified as specified in this guide and the template instructions.


[bookmark: _Toc19250499]5.01  Appendix A
[bookmark: _Toc19250500]Income Survey Template
<Survey Number>
Dear Community Resident:

The <Municipality> is conducting a survey of its citizens to obtain income information which will help us decide whether to apply for grant funds to make infrastructure improvements.  If we do not receive adequate survey responses, we will not be eligible to apply for this assistance.  Your participation in this survey is voluntary.
Please complete one survey per family in the household.  If there is more than one family in the household, contact <Contact Name, Title, Department/Firm> at <Contact Phone Number> or <Contact Email> to request additional copies of the survey.  Return this survey by <Due Date> by <Instructions for Returning Survey [e.g., Returning Survey Using a Postage Paid Envelope Provided, and/or Other Method(s)]>.  Survey data will be collected and compiled by <Contracted Firm Name or “the” Municipality Employee Title and Municipality Name>.  Survey results will be tabulated in summary form for <Municipality Type> officials.   Individual responses will be kept confidential.
Sincerely,

<Chief Elected Official’s Signature>					
<Chief Elected Official’s Name and Title>		<Date>

[MUNICIPALITY NAME]
INCOME SURVEY

Does more than one family live in this household?		_____ Yes	_____ No

	FAMILY ANNUAL INCOME INFORMATION

	Locate your family size in the left.  Use an “X” to indicate if you are below or above the income level for your family size.

	FAMILY SIZE
	FAMILY ANNUAL INCOME LEVEL
	BELOW
	ABOVE

	1
	$00,000 [add income limit]
	
	

	2
	$00,000 [add income limit]
	
	

	3
	$00,000 [add income limit]
	
	

	4
	$00,000 [add income limit]
	
	

	5
	$00,000 [add income limit]
	
	

	6
	$00,000 [add income limit]
	
	

	7
	$00,000 [add income limit]
	
	

	8 or More
	$00,000 [add income limit]
	
	

	FAMILY RACE/ETHNICITY INFORMATION
Indicate the race/ethnicity information for each family member or select the “Prefer Not to Answer” option below.

	
	Number in Family with Race/Ethnicity Shown on the Left:
	Number in Family with Race/Ethnicity Shown on the Left Who are Hispanic:

	White
	
	

	Black/African American
	
	

	Asian
	
	

	American Indian/ Alaskan Native
	
	

	Native Hawaiian/ Pacific Islander
	
	

	Amer. Indian/ Alaskan Native & White
	
	

	Asian & White
	
	

	Black/African Amer. & White
	
	

	Amer. Indian/ Alaskan Nat. & Black/ African Amer.
	
	

	Other Multi-Racial
	
	

	Prefer Not To Answer
	
	


<Survey Return Instructions (Repeated) and Due Date>

[bookmark: _Toc19250501]5.02  Appendix B

[bookmark: _Toc19250502]Income Survey Announcement Letter Template (Optional)

[Municipality Letterhead]

<Date>



<Resident Full Name>
<Resident Street Address>
<Resident City, State, Zip>

RE:  	Community Income Survey for Grant Application - <Optional: Add Project Focus, e.g., “Sanitary Sewer Main Upgrades and Street Reconstruction on Wisconsin Street”>
	Resident of:  <Resident Street Address (In Project Area), City, State, Zip>
	

Dear Resident:

The <Municipality> plans to apply for a grant to help fund <Project Focus, e.g., “sanitary sewer main upgrades and street reconstruction on Wisconsin Street.”>  A grant can help reduce the burden of the costs at the local level for the project.

The grant application process includes an income survey of <Municipality> residents in the Project Area.  Each family in the area in which we will be conducting the improvements is asked to complete a survey.  The information gathered from the survey will help determine if the <Municipality Type, e.g., Town/Village/City/County> will apply for grant funds.  The <Municipality> is required to obtain completed surveys from a high percentage of families, so your participation is very important. 

You will soon receive the survey in the mail.  Please complete your survey and mail it to the <Municipality Type> in the envelope provided by <Date>.  If you have more than one family in your household, you may contact <Contact Name>, <Contact Title>, at <Contact Information (Mailing Address, Phone, and/or Email Address) >, to request additional copies of the survey.

The response to individual surveys will be strictly confidential.  If you have any questions, please contact <Contact Name>, <Contact Title>, at <Contact Information (Mailing Address, Phone, and/or Email Address)>. 

Thank you for your assistance with this important survey.

Sincerely,

<Add CEO Signature>

<Chief Elected Official Full Name>, <Title>
<Municipality>



[bookmark: _Toc19250503]5.03  Appendix C

[bookmark: _Toc19250504]Income Survey Data Forms


The Income Survey Data Forms #1-8 referenced in this guide and the Income Survey Packet (Appendix E) are on the pages that follow.  The forms are found in the Income Survey Data Forms document (in Microsoft Excel) provided by DEHCR on the Bureau of Community Development website at:
https://doa.wi.gov/Pages/LocalGovtsGrants/CommunityDevelopmentPrograms.aspx [under the “Resources” section].






[bookmark: _Toc19250505]Form 1A: Census Survey: Income Survey Results Income Tabulation Form – EXAMPLE

If the UGLG administered a Census Survey, the UGLG must complete Form 1A in the Income Survey Data Forms (Microsoft Excel) document on the Bureau of Community Development website (under the “Resources” section).  Submit Form 1A within the Excel document provided (send in Excel format) via email to DEHCR with the other required income survey documentation listed in the Income Survey Packet (Appendix E in this guide).

The example of the contents of Form 1A are shown on the following pages; and in Form 1A Ex. in the Income Survey Data Forms (Microsoft Excel) document.


[image: ]

(continued on next page)
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[bookmark: _Toc19250506]Form 1B: Random Sample Survey: Income Survey Results Income Tabulation Form – EXAMPLE

If the UGLG administered a Random Sample Survey, the UGLG must complete Form 1B in the Income Survey Data Forms (Microsoft Excel) document on the Bureau of Community Development website (under the “Resources” section).  Submit Form 1B within the Excel document provided (send in Excel format) via email to DEHCR with the other required income survey documentation listed in the Income Survey Packet (Appendix E in this guide).

The example of the contents of Form 1B are shown on the following pages; and in Form 1B Ex. in the Income Survey Data Forms (Microsoft Excel) document.



[image: ]
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[bookmark: _Toc19250507]Form 2: Income Survey Income Level Responses Form – EXAMPLE


The example of the contents of Form 2 are shown below; and in Form 2 Ex. in the Income Survey Data Forms (Microsoft Excel) document.


[image: ]









[bookmark: _Toc19250508]Form 3: Income Survey Race/Ethnicity Responses Form – EXAMPLE

The example of the contents of Form 3 are shown below; and in Form 3 Ex. in the Income Survey Data Forms (Microsoft Excel) document.

[image: ]
[bookmark: _Toc19250509]Form 4: Income Survey Distribution Contact List Form – EXAMPLE

The example of the contents of Form 4 are shown below; and in Form 4 Ex. in the Income Survey Data Forms (Microsoft Excel) document.

[image: ]

This example is representative of survey distribution made through a combination of mailings, door-to-door/in-person, telephone and email.  If the survey distribution method is another form, the contact information used for the alternative method must be on record.



[bookmark: _Toc19250510]Form 5: Income Survey Distribution Efforts Tracking Form – EXAMPLE

The example of the contents of Form 5 are shown below; and in Form 5 Ex. in the Income Survey Data Forms (Microsoft Excel) document.

[image: ]

[bookmark: _Toc19250511]Form 6:  Random Sample Survey Methodology Forms - EXAMPLE

If the UGLG administered a Random Sample Survey, the UGLG must complete and submit Form 6 (Part 1-2 and Part 3) in the Income Survey Data Forms (Microsoft Excel) document.

The example of the contents of Form 6 – Part 1-2 and Form 6 – Part 3 are shown below and on the next page; and in Form 6 – Part 1-2 Ex. and Form 6 – Part 3 Ex. in the Income Survey Data Forms (Microsoft Excel) document.


Form 6 – Part  1-2 Example:


[image: ]



Form 6 – Part 3 Example (Partial – Page 1 of 5):

[image: ]



[bookmark: _Toc19250512]Form 7:  Limited Clientele Data Form – EXAMPLE

The example of the contents of Form 7 are shown below; and in Form 7 Ex. in the Income Survey Data Forms (Microsoft Excel) document.

[image: ]

[bookmark: _Toc19250513]Form 8:  Multi-Jurisdiction LMI Calculation Form – EXAMPLES


For Calculating LMI Percentage for Service Area using a Combination of Income Survey Data and HUD LMISD(Multiple Survey Areas or Jurisdictions ONLY)

The content and examples for Form 8 are shown below and on the following pages; and in Form 8 Ex. in the Income Survey Data Forms (Microsoft Excel) document.

Form 8 (Blank):
[image: ]





Form 8 (Example 1):
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Form 8 (Example 2):
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[bookmark: _Toc19250515]Service Area/Project Area Map Examples

Maps of the Project Area (i.e., the area in which the project activities/construction will occur) and Service Area (i.e., the area in which all primary beneficiaries reside; also known as the Survey Area) must be submitted with the CDBG Application.  More than one map may be required to illustrate the Project Area, location and types of the project activities, location of the residential addresses included as primary beneficiaries (i.e., families included in the income survey), and identification of income survey respondents, non-respondents, and vacant and business/non-residential properties.  

Examples #1-#6 on the following pages illustrate the types of information to include on the Project Area Map(s) and Service Area/Survey Area Map(s).

Maps of water and sanitary sewer mains/systems in the Project Area and Service Area are required for water/sanitary sewer projects to allow DEHCR to confirm the primary beneficiaries of the project.

Note:  Income survey responses are recorded in the Income Survey Data Forms provided by DEHCR, and when practical, recorded on the Survey Area Map(s).  For surveys involving a large number of residences, tracking responses on the Survey Area Map(s) may not be practical.  However, DEHCR must be able to associate family residences and non-residential properties listed on the Income Survey Data Forms with the locations on the Survey Area Map(s).  At minimum, the Service Area/Income Survey Area boundaries must be clearly marked on the Service Area/Survey Area Map(s).   Refer to Appendix C in this guide for Income Survey Data Forms guidance.





Map Example #1:  Project Area/Survey Area Map with Response Type Tracking

Combination Map:  Project Area Map with Project Activity Locations and Survey Area Map with Residential Address Locations and Response Type Tracking.

[bookmark: _Hlk4142944]Mark respondents, non-respondents, and confirmed vacant and business/non-residential properties on the Survey Area map.  Track the data from the responses (i.e., income and race/ethnicity data) on a separate tracking sheet.  Refer to Appendix C in this guide for the required Income Survey Data Forms that must be completed and submitted.  Mark the types of work being completed in the Service Area on the Project Area Map(s) and/or the Survey Area Map.]

	
[image: ]


Map Example #2:  Survey Area Map – Aerial View

Survey Area Map with Survey Area Boundaries Identified in Satellite View

This Survey Area Map illustrates the boundaries around the Service Area/Survey Area.  The Income Survey Data Forms referenced in Appendix C must also be submitted with this map.

[image: ]

[bookmark: _Hlk4136342]
Map Examples:  Project Area Maps – Utility Systems


Utility system maps must be submitted with the Project Area Map(s) and Service Area/Survey Area Map(s) for projects involving wastewater treatment facility, lift station, well, water main and/or sanitary sewer main upgrades to illustrate the system components, facility locations, water/sewer main sizes, main connections, etc., which are reviewed to verify the scope of work and the primary beneficiary households (i.e., families to be surveyed).  

Wastewater treatment facility, lift station, and well projects are often deemed to have community-wide benefit unless multiple treatment facilities/lift stations/wells are serving the community residences.  Various factors are considered such as main sizes, flow direction, looping and other system components when determining the primary beneficiaries of a water/sanitary sewer main improvements project.  

One or more Project Area Maps illustrating utility components, similar to Examples #3-#6 on the following pages in this guide, are to be submitted with the Income Survey Packet and the applicant’s CDBG Application Attachments.


Map Examples #3:  Project Area Map – Utility System

Project Area Map:  Illustration of Utility System Showing System Components, Wastewater Treatment Facility and Lift Station Locations, and Sanitary Sewer Mains

[image: ]
     
[bookmark: _Hlk4136372]

Map Example #4:  Project Area Map – Water & Sanitary Sewer Systems

Project Area Map:  Illustration of Water and Sanitary Sewer Mains/Services in Project Area

[image: ]

        




Map Example #5:  Project Area Map – Water Distribution System

Project Area Map:  Illustration of Water Distribution System in Project Area

[image: ]
Map Example #6:  Project Area Map – Sanitary Sewer Distribution System

Project Area Map:  Illustration of Sanitary Sewer Distribution System in Project Area

[image: ]



[bookmark: _Toc19250516]5.05  Appendix E

[bookmark: _Toc19250517]Income Survey Packet


The income survey documentation that must be submitted to DEHCR for review and approval (either as pre-approval/certification or with the CDBG Application) is to include all items listed on the packet cover pages that follow (excluding items specified as not applicable to some types of surveys or survey methodology/efforts).  Submit all items in the format specified with the cover pages provided in this packet template.  The Income Survey Data Forms must be emailed in both hardcopy or PDF format (depending on whether the submission is by mail or email) and Microsoft Excel format to DEHCR (printable on 8 ½” x 11” paper).


INCOME SURVEY PACKET


UGLG Name:						Survey Distribution Start Date:		
								Survey Distribution End Date:			


1. PROJECT DESCRIPTION / SERVICE AREA DESCRIPTION

Required for all income survey document submissions for income survey pre-approvals/ certifications and with CDBG Applications.

· If the survey documentation is for a specific project (such as with a CDBG Application submission), then check the appropriate box and enter the Project Description on the next page.  The Project Description in the Income Survey Packet must be consistent with the project description listed in the UGLG’s CDBG Application (if this packet is being submitted with/for a CDBG Application).  

· If no specific project is identified and the UGLG seeks approval of the income survey data for a specific Service Area only, then check the appropriate box and enter the Service Area Description on the next page, describing the location and the boundaries of the Service Area for which the survey data are being submitted.  

· An income survey pre-approval/certification from DEHCR will be accepted with a CDBG Application to verify the LMI National Objective is being met only if the Service Area for the proposed project in the UGLG’s CDBG Application is deemed to be identical to the Service Area/Survey Area on which DEHCR’s income survey pre-approval/certification was based.  The determination will be made based on  the project descriptions (in the CDBG Application and Income Survey Packet), Project Map(s), and Survey Area/Service Area Map(s).

Click on the box to check the applicable option.

☐  Project Description with the scope of work and identification of the primary beneficiaries for the proposed project, including:
· Type(s) of activities that will be completed for the proposed project;
· Geographic location(s) of the activities that will be completed for the proposed project; and
· Factors considered in determining the Service Area/Survey Area (i.e., the residents considered to be primary beneficiaries of the proposed project).

OR

☐  Service Area Description with location and boundary details [for submissions for pre-approval of the income survey data and documents for a specific Service Area only – not for a specific project].



INCOME SURVEY PACKET


UGLG Name:					


PROJECT DESCRIPTION / SERVICE AREA DESCRIPTION:

[Enter Text Here]




INCOME SURVEY PACKET


UGLG Name:					


2. SERVICE AREA/SURVEY AREA MAP(S)

Required for all income survey document submissions for income survey pre-approvals/ certifications and with CDBG Applications.

Click on the box to check items included within this Income Survey Packet.

☐  Map(s) of Project Area with project location, type of work being completed on each street (if applicable), and Service Area/beneficiary area boundaries marked (Project Area Map examples are provided in Appendix D of the Income Survey Guide) [Required if the income survey documentation submission is for a specific project or CDBG Application.]

☐  Map(s) of Income Survey Area/Service Area with Survey Area boundaries marked.  If practical, mark the residences surveyed; and responding, non-responding and vacant residences and business/non-residential properties. At minimum the Survey Area boundaries and location in relation to the Project Area must be marked on the Survey Area/Service Area Map(s), and the survey response information for each residential address must be provided in the required Income Survey Data Forms shown in Appendix C in the Income Survey Guide.  Survey/Service Area Map examples are provided in Appendix D in the Income Survey Guide)  [Required for ALL income survey documentation submissions.]



INCOME SURVEY PACKET


UGLG Name:					


3. INCOME SURVEY FORM & LETTER/CORRESPONDENCE/NOTICES

Required for income survey pre-approval submissions to DEHCR; and for all CDBG Applications unless the UGLG has received an income survey pre-approval/certification letter from DEHCR for the income survey.  Submit the DEHCR certification letter with the CDBG Application in lieu of the other documents listed for this packet item (Packet Item #3).

Click on the box to check items applicable and included within this Income Survey Packet.


☐  DEHCR Income Survey Certification Letter [Submit with CDBG Application] 

OR

☐  Income Survey Form used to conduct the survey 

☐  Income Survey Letter and/or other related correspondence sent to or made available to residents regarding the survey distribution and/or collection process [Applicable ONLY IF letters, notices and/or announcements were used to advertise the income survey initiative]


[bookmark: _Hlk14248833]Note:  The Income Survey Template in Appendix A of the Income Survey Guide is to be used to develop the income survey form.  An Income Survey Announcement Letter Template is provided in Appendix B of the Income Survey Guide.


INCOME SURVEY PACKET


UGLG Name:					


4. INCOME SURVEY DATA FORMS

Required for income survey pre-approval submissions to DEHCR; and for all CDBG Applications unless the UGLG has received an income survey pre-approval/certification letter from DEHCR for the income survey.  Submit the DEHCR certification letter with the CDBG Application in lieu of the other documents listed for this packet item (Packet Item #4).

Income Survey Data Forms submissions prior to CDBG application for DEHCR pre-approval/certification:

· Submit all applicable Income Survey Data Forms contained in the Income Survey Data Forms document (in Microsoft Excel) provided by DEHCR on the Bureau of Community Development website at:
https://doa.wi.gov/Pages/LocalGovtsGrants/CommunityDevelopmentPrograms.aspx 
[under the “Resources” section].

These forms are also listed on the pages that follow. Submission for pre-approvals must include emailing PDF copies of the forms within this Income Survey Packet in the format specified (using the cover pages) and also the complete Microsoft Excel version of the Income Survey Data Forms to DOACDBG@wisconsin.gov.

· If the Income Survey Packet is approved, the UGLG will receive an approval/certification letter from DEHCR.  The DEHCR certification letter must be submitted with the CDBG Application in lieu of Packet Items #3 and #4.  The UGLG should not resubmit documents in Packet Items #3 and #4 if the UGLG received DEHCR’s approval/certification letter for the survey.

Pre-application approval is required for all CDBG Public Facilities (CDBG-PF) annual competitive applications for which an income survey is used to verify meeting the LMI National Objective.  The pre-application submission is due no later than February 15th of the application year.  Later submissions will not be considered for the application year.  Early submissions will be reviewed on a first-come-first-served basis.

For all other CDBG programs, pre-application approval is optional/recommended.  Submissions will be reviewed on a first-come-first-served basis and pre-approvals are contingent upon staff availability and the number of submissions made at the same time.  If time does not allow for DEHCR’s full review prior to application, the UGLG must submit the complete Income Survey Packet with the CDBG Application and DEHCR will review the documentation as part of the full CDBG Application review.



Income Survey Data Forms submissions with the CDBG Application (without DEHCR pre-approval/certification):

This option is not available to CDBG-PF annual competitive applications (for which pre-approval/certification is required).  It is an option for all other CDBG programs.

· Submit the documents listed on the next page as part of the full Income Survey Packet with the CDBG Application, including hardcopies or PDFs (depending on whether the CDBG Application is submitted by email or by mail) of the documents with the Income Survey Packet; and also submitting the complete Income Survey Data Forms Microsoft Excel document via email to DOACDBG@wisconsin.gov.



INCOME SURVEY PACKET

 4.   INCOME SURVEY DATA FORMS		UGLG Name:				

INCOME SURVEY DATA FORMS INCLUDED IN INCOME SURVEY PACKET:

Click on the box to check items applicable and included within this Income Survey Packet.

☐  DEHCR Income Survey Certification Letter (with CDBG Applications only) 

OR

☐  Form 1A:  Census Survey Income Survey Income Results Tabulation Form  (required for Census Surveys only)

☐  Form 1B:  Random Sample Survey Income Results Tabulation Form  (required for Random Sample Surveys only)

☐  Form 2:  Income Level Responses Form  (required for ALL surveys)

☐  Form 3:  Income Survey Race/Ethnicity Responses Form  (required for ALL surveys)

☐  Form 4:  Income Survey Distribution Contact List Form  (required for ALL surveys)

☐  Form 5:  Income Survey Distribution Efforts Tracking Form  (required for ALL surveys)

☐  Form 6 Part 1-2: Random Sample Survey Methodology – Methodology Summary and Randomizer.org Screenshots  (required for Random Sample Surveys only)

☐  Form 6 Part 3:  Random Sample Survey Methodology  – Original Sample/Oversample Records  (required for Random Sample Surveys only)

☐  Form 7:  Limited Clientele Residential Unit/Family Data Form  (required only for surveys that included obtaining Limited Clientele data from the authorized facility representative in lieu of surveying the residents of the facility.  Refer to Section 2.10 Surveying Residential Facilities Exclusively Housing Limited Clientele in this guide for the specifications.)

☐  Form 7 Attachment – Facility Letter:  Letter from the Limited Clientele residential facility  (required only for surveys that included obtaining Limited Clientele data from the authorized facility representative in lieu of surveying the residents of the facility.  Refer to Section 2.10 Surveying Residential Facilities Exclusively Housing Limited Clientele in this guide for the specifications.)

☐  Form 7 Attachment - Income Qualification Information:  The income limits or basis for income qualification used for housing subsidy qualification (to verify consistency with the HUD Section 8/CDBG LMI income limits) only if the LMC group(s) housed/served include(s) LMI persons/families who are receiving housing at the facility contingent upon low-income-based qualification.

☐  Form 8:  Multi-Jurisdictional Service Area LMI Calculation Form  (required only for UGLGs combining income survey data for some jurisdictions with HUD LMI Summary Data for other jurisdictions to calculate the LMI percentage for a multi-jurisdictional Service Area.  Note:   The jurisdiction map(s) must be provided as part of the Service Area/Survey Area Map(s) section.)
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(FORM 1A EXAMPLE) Census Survey: Income Survey Results Income Tabulation Form

Survey Start Date [date first survey was conducted/distributed).
survey Completion Date (date last survey was conducted/collected):

[Number of families in the project service area. [All families in the service area must be
Jgiven the opportunity to complete the survey for a Census Survey. Refer to the “Families in
the service Area” section in the Income Survey Guide for guidance on estimating and

[Minimum number of families needed to respond to meet HUD Margin of Error (MOE)
standard. [Refer to the “Margin of Error/Response Rate” section in the Income Survey Guide

[Number of families that completed a survey (1., SUrvey responaents). [calculate using
urvey responses

[Maximum Margin of Error (MOE) for Survey Allowed. [Refer to "Margin of Error/Response
[Rate" section of income survey Guide for uidance in determining maximum MOE allowed.]

[Actual Margin of Error (MOE) of Survey. [Refer to "Margin of Error/Response Rate" section
Jof Income survey Guide for guidance on using SurveyMonkey.com to determine MOE.]

[Number of LM families among survey respondents, [calculate using survey responses]

[Number of LM persons among survey respondents (this number is a1so considered the total
[number of LI persons living in the project service area). [calculate using survey responses]

[Average size of LMl families in sample/among respondents. [value of Entry 7 divided by
valu
[Number of Non-IMI families among survey respondents. [calculate using survey responses]

e of Entry 6]
[Number of Non-LMI persons among survey respondents. [calculate Using survey responses]
[Average size of Non-LMI families in sample/among respondents, [value of Entry 10 divided
by value o Entry 9

[Number of all persons in all families among survey respondents. [value of Entry 7 + Entry 10]
[Average family size among all survey respondents. [value of Entry 12 Gided by valde of
entry 3

[Number of non-responding families (families that did not return survey or returned invalia
fsurvey). [value of Entry 1 minus value of Entry 3]

[Estimated number of persons in non-responding families. [value of Entry 13 multiplied by
Jvalue of Entry 14 rounded to nearest whole number]
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(FORM 1A EXAMPLE) Census Survey: Income Survey Results Income Tabulation Form

Survey Start Date (date first survey was conducted/distributed)
survey Completion Date (date last survey was conducted/collected):

[Number of persons Iving In the Service Area (L., SErvice Area pOpUIaIon). [ENter the eXact. | smrer mamper

population if known (ie., if a 100% survey response rate was achieved) for 16(a) Option 1 cllbelow
Jbelow. 1 the survey response rate was less than 100%, then the population must be corresponding to
estimated. Refer to the “Tabulating Survey Results” section in the Income Survey Guide and.
the items below for guidance on estimating population. Select one of the methods below for
estimating the population.]

‘method/option

STANDARD Calculated estimate by multiplying the average family
size of survey respondents by the number of all families n the service area. [value of
Entry 1 multiplied by value of Entry 13].

‘Option 3 - Estimate: Calculated estimate by adding the estimated number of persons in
non-responding families to the number of persons in responding families. [value of Entry
12+ Entry 15] - May be appropriate option when the average family size of the LMI
families varies signficantly from the average family size of the non-LMi families among
survey respondents.

"Option 4- Estimate: Total population based on the most recent U.5. Census American
Community Survey 5-Year Estimates data available and in effect at the time of the survey
distribution end date. [May be considered/allowed for service areas that are community-
wide, contingent upon being approved by DEHCR as methodologically sound prior to
application, upon review of survey response data. Typically Option 2 or Option 3 above
using survey data to estimate the population in the income survey tabulation is more
methodologically sound.]

"Option 5 - Estimate: Total population based on HUD LMISD for local government(s)
and/or census block group(s)/tracts(s). [May be considered/allowed for service areas for
which HUD LMISD are available, contingent upon being approved by DEHCR as
‘methodologically sound prior to CDBG application, upon review of survey response
data. Typically Option 2 or Option 3 above using survey data to estimate the population in
the income survey tabulation is more methodologically sound.]

‘Option 6 - Estimate: OTHER - CONTACT DEFCR. [An alternative method may be
considered/used to adjust for the statistical impact of significant outliers and/or data
‘anomalies if pre-approved by DEHCR prior to final submission to DEHCR. Contact DEHCR
for guidance on other options for calculating population to adjust for the statistical impact|
of significant outliers and/or data anomalies.]

[0V Percentage for Service Area/Survey Area [value of Entry 7 diided by the population
Inumber entered for the value in Entry 16; then multiplied by 100] This value must be at
Jeast 51.00% for the Service Area/Survey Area to meet the LM National Objective.
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: Income Survey Results Income Tabulation Form

(FORM 1B EXAMPLE) Random Sample Surve

Survey Start Date (date first survey was conducted/distributed):
Survey Completion Date (date last survey was conducted/collected):

‘Number of families in the Service Area. [Refer to the “Families in the Service Area”
section in this Income Survey Guide for guidance on estimating and determining the
number of families in a Service Area

Sample Size. (L., number of families needed to respond to meet HUD Margin of Error
(MOE) standard). [Refer to the “Margin of Error/Response Rate” section in the Income
Survey Guide for guidance on meeting applicable HUD Margin of Error standard.]

‘Number of families in randomized sample (1.., number of famiies to Which the survey
‘was distributed). [Refer to the “Random Sample Survey” section in the Income Survey

Guide to review the terms for oversampling for a randomized sample survey (value of

Margi of Error (MOE) required. [Refe to Marginof rror/Respanse Fate” secton of
Income Survey Guide for guidance in determining the MOE standard that must be met.]

Number of famil

responses in Oversample that were not needed - only use Oversample responses to
reach the Sample Size number in Line 2 required and replace non-respondents from the
Original Sample with respondents from the Oversample using random sample survey
‘methodology in selecting replacements. Refer to the "Random Sample Section’ of the

"Actual Margin of Error (MOE) of Survey. [Refer to "Margin of Error/Response Rate
section of Income Survey Guide for guidance on using SurveyMonkey.com to determine

MOE]
‘Number of LM famiies amOng survey responaants. [calculte using survey responses]
‘Number of LM persons among survey respondents. [calculate using survey responses]
"Average size of LM families In sample/among survey respondents. [value of Entry &
divided by value of Entry 7
‘Number of Non-LMI families among survey respondents. [calculate using Survey.
responses]
‘Number of Non-LMI persons among survey respondents. [calculate using Survey
responses
"Average size of Non-LMI families In sample/among respondents. [value of Entry 11 N
divided by value of Entry 10]
‘Number of all persons in all families among survey respondents. [value of Entry 8 +
Averoge Ty S s S ey Teporae ealee o Evty 13 AT By e -
of Entry 5]
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(FORM 1B EXAMPLE) Random Sample Survey: Income Survey Results Income Tabulation Form

Survey Start Date (date first survey was conducted/distributed):
Survey Completion Date (date last survey was conducted/collecte

Entry
15 LI ratio of sample/respondents. [value of Entry 8 diided by value of Entry 13] py—

(g Non- Wi Tatio f sample/respondents. [vale of Entry 11 dided by value of ntry 13] | o -——
T Extimated LV Percentage for Service Area/Survey Area [percentage of LM persons
the project service area). [value of Entry 15 mulitiplied by 100. The LM percentage of
survey sample is applied to the entire service area population when the Random 5378
‘Sample Survey methodology is used. The percentage must be at least 51.00 to meet
the LM National Objective,
[ 'Number Of persons IVing In the Service ATea (1.2, SETVIce Area pOPUISTION) FOT il | exer ramoer
Random Sample Surveys, the total population of the Service Area must be estimated. | _ ibeiw
Refer to the “Tabulating Survey Results” section in the income Survey Guide and the | 7oy "2
items below for guidance on estimating population. Select one of the methods below | wsedts

to estimate the population. dmieor

popuiation:

180) ‘Option 1: STANDARD: Calculated estimate using survey Gata - Method L [value of Entry 1
‘multiplied by value of Entry 14; then rounded to nearest whole number]

1800) Option 21 Calculated estimate Using survey data~ Method 2. My be us<d to reduce the
statistical impact of outliers. [(value of Entry 1 multipled by Entry 15, and then multiplied by
Entry ) added to (value of Entry 1 multplied by Entry 16 and then multiplied by Entry 12);
then rounded to nearest whole number].

180 “Option 3: Total population based on the most recent U.S. Gansus American Community
Survey 5-Year Estimates data. [Allowed for service areas that are community-wide,
contingent upon being pre-approved by DEHCR as methodologically sound for the service:
area population calculation prior to CDBG application.]

18(0) ‘Option 4 Total population based on HUD LMISD for local gavernmentls and/or census
block groupls)tracts(s). [Allowed for service areas for which HUD LMISD are available,
cantingent upon being pre-approved by DEHCR as methodologically sound for the service:
area population calculation prior to CDBG application.]

T8 “Option 51 GTHER - CONTACT DERCR [An alternative method may be considered/used Fpre-
pproved by DEHCR prior to CDBG application. Contact DEHCR for guidance on other
options for alculating population to adjust for the statisticalimpact of significant outliers
and/or data anomaies |

(g Estimated total number of LMI persons in the project service area. [value of Entry 18
multiplied by value of Entry 15; then rounded to the nearest whole number] 1282
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(FORM 2 EXAMPLE) Income Survey Income Level Responses Form Survey End Date: _1/24/2020
VILLAGE OF YOURVILLE

z Size Income Level
H (Enter # of persons in family in
H s column associated with their
2| 8 income fevel)
$ife2 Family BELOW| ABOVE LWI
€183 LMI Threshold | Threshold
g3 83 (enter Family | (enter Family
Survey # g3 s3] 1 2 | s | a]| s | 6|7 28 Size #) Size )
Insert/Delete Rows Below As Needed.
1 3 3
2 il
3 1 1
4 1 1
5 2 2
6 i
7 1 1
8 2 2
9 i
10 2 2
11 2
12 1 1
13 1 1
14 1 1
15 2 2
16 3 3
17 1 1
18 2 2
19 7 1
20 1 1
TOTALS:
|# FAMILIES
RESPONDING
FAMILIES: 9 6 2 o o 0 o o 17 1 6
|# PERSONS IN
RESPONDING
FAMILIES: 9 12 6 0 0 0 0 0 27 14 13
|# VACANT OR'
INON-
RESPONDING 1| 2
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Survey End Date: 1/24/2020

(FORM 3 EXAMPLE) Income Survey Race/Ethnicity Responses Form

Village of Yourville

27

Family Race/ Ethnicity Information

& Black/African Amorican |
HISPANC|

Amorican Indian/ Alaskanl
Nativo
& BlackiAfrcan Amorican|

Black
African American|
& Whito + HISPANIC|

o
African American|
& Whito]

Asian 8|
Whito + HISPANIC|

Asian & Whit|

‘Amorican Indiani
Alaskan Nativo & Whito +
HISPANC|

Pacic Islandor

‘Amorican Indiani
Alaskan Nativo + HISPANIC|

“Amorkcan Indiani
Alaskan Nativel

Asian + HISPANIC|

Asian)

Black/
African Amorican +|
HISPANC|

o
African Amorican|

Whito + HISPANIC|

H

7

Vacant

12
cable)

Non-

Respon
dent

Happi-

(enter 1| fenter 1|

1

Survey #| cabie)

InsertDelete Rows Below As Needed.

10
11
2
13
14
15
76
17
18
19
20

TOTALS:
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(FORM 4 EXAMPLE) Income Survey Distribution Contact List Form
VILLAGE OF YOURVILLE

Survey End Date: 1/24/2020

[Reson-

ot |Vacant

fenter Jenter

Frrie [rrmir [properey sueet adaress [Properywaing aserss e [ [rtephone #

i ((Propery Locaionnservice JLocation) [Diernt tha Propety e) (s |(ony iy Usd o mait adress (ony
survey cabie) [rabie) [pvea: eropery tocsontcive: |7 |rocation Adaess: | siting) iy sate: _fing s comtor): | to ot
insertDelete Rows Below As Nesded. InsertDelete Columns As Needed:

[ 123 Wisconsin Ave. [Vourvie

2 [T {24 Wisconsin Ave- [Vourvie 725 Washingion Ave._|ForiWyers _[FL__| seeeg]

8 125 Wisconsin Ave_ [Vourvie

o 1126 Wisconsin Ave. [Vourvie

g 27 Wisconsin Ave- [Vourie

| I8 Wisconsin Ave. Vot e e e e e P
7 725 Wisconsin Ave. [Vounie

a 130 Wisconsin Ave. [Vourvie

a [T {151 Wisconsin Ave- [Vourvie

[i0 132 Wisconsin Ave_ [Vourvie

it 133 Wisconsin Ave. [Vourvie

12 T34 Wsconsin Ave- [Vourie

[z T35 Wsconsin Ave- [Vourvie

[ia [T Wsconsin Ave- [Vourvie

[ 57 Wisconsin Ave. [Vounie

[ie 138 Wisconsin Ave_ [Vourvie

[i7 135 Wisconsin Ave.(Unt 1) _[Vourle ]
[ie 135 Wisconsin Ave.(Unt2) _[Vourvle e ez
i [T Wisconsin Ave_ [Vourte ]
20 [ Wisconsn Ave- [Vourie

[ToTALs]
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(FORM 5) Income Survey Distribution Efforts Tracking Form
ENTER UGLG NAME HERE, e.g. VILLLAGE OF YOURVILLE

Add ALL distribution efforts. Must provide details shown for each effort made.

Survey End Date: 1/24/2020

Note: The contact information used (e.g., residential location address, mailing address(es), phone number(s), email

address(es), etc.) MUST be included on Form 4 (Contact List Form) in this Excel document).

Page1of1

InPerson | In-Person
INon- Date Isurvey lsurvey survey Contact/ Contact/ [Phone Contact/  [Phone Contact/

Isurvey [Respon- Confirmed ~|Response Date |Mailing #1  |Mailing#2 [Email #1  |Email#2 |Attempt#1  |Attempt#2 |Attempt #1Date & |Attempt #2 Date &

#  |dent: |Vacant |vacant: |(ifresponded): |pate: pate: pate: Date:  |Date&Time: |Date & Time: |Time: [rime:
InsertiDelete Rows Below As Needed. InsertiDelete Columns As Needed.

1 1172212019 | 11152019

2 1 11202019 | Vacant _| 11/152019

3 1172312019 | 111152019

g 172612019 | 117162019

g 271412019 | 117162019 | 1252018

6 |t No Response | 11/15/2019 | 12/52019 | 1/6/2020] 1/23/2020 | 17672020 - PM | 111412020 - AM|12/20/2019 - PM [1/16/12020 - AM

7 1272812019 | 11/15/2019 | 12/52019

g 1122020 _| 1171512019 | 1252019 17512020 -PM

g i 1222019 | Vacant | 11162019

10 1172312019 _| 11152019

11 1172212019 _| 11/15/2019

12 1173012019 | 111152019

13 1272012019 | 11/16/2019 | 12512018

14 1282019 _| 11/15/2019 | 12/52019

15 12/872019 [ 111522019 | 12/572019

16 12/1812019_| 11/15/2019 | 12/52019

17 12412020 _| 1111512019 | 1252019 17512020 - PM | 171412020 - AM[12/20/2019 - PM [1/16/2020 - AM

18 /1472020 | 1171512019 | 1252019 7572020 - PMI [ 171412020 - AM[12120/2019 - PM

19 17672020 | 1171512019 | 12512019 17572020 - PN 121202019 -PM

20 12/1712019_| 11/15/2019 | 12/52019
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(FORM 6 - PART 1-2 EXAMPLE) Random Sample Survey Methodology:

VILLAGE OF YOURVILLE

PART 1 - Summary of Randomization Proces:

Survey End Date: 1/24/2020

Used Randomizer.org. Randomized 100 families. Selected families for Original Sample and Over Sample through
corresponding Family #s to p1-p49 in Randomizer.org Results. Results are below.

PART 2 - Randomizer.org Random Number Generator Criteria Entered and Results Screenshots:

GENERATE NUMBERS

S —
Fowmany numbers perset?

[Ar——y

thenumbers thatare penes st

o s

RESULTS

DOWNLOAS

1 Setof 100 Unique Numbers.

Range: From 10100

Sat#1

p1=29,p2=7, p3:
p11=64,p12=53,

esults. Although every e

bide by the SPN User
#fharmlessin the event that you e

ResearchR.
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(FORM 6 - PART 3 EXAMPLE) Random Sample Survey Methodology
VILLAGE OF YOURVILLE

PART 3 - Random Number Assignments, Original Sample & Oversample

Pagelof5

Survey End Date: 1/24/2020

inal sample #
Non-Respondent
Oversample replaced by

Family # Assigned (additional 8 fa Oversample
for Randomization Street/Residential Unit Address: families) Assigned Assigned Respondent:
Insert/Delete Rows Below As Needed.

1 123 wisconsin Ave. p6

2 124 Wisconsin Ave. 24

3 125 wisconsin Ave.

4 126 Wisconsin Ave. Rm 1 Friendship Nursing Care 45 p21

s 126 Wisconsin Ave. Rm 2 Friendship Nursing Care

3 126 Wisconsin Ave. Rm 3 Friendship Nursing Care

7 126 Wisconsin Ave. Rm 4 Friendship Nursing Care P2

8 126 Wisconsin Ave. Rm 5 Friendship Nursing Care

9 126 Wisconsin Ave. Rm 6 Friendship Nursing Care

10 132 wisconsin Ave.

11 133 wisconsin Ave. P21 (non-respondent)

12 134 wisconsin Ave.

13 135 wisconsin Ave.

14 136 wisconsin Ave.

15 137 wisconsin Ave. 28 (non-respondent)

16 138 Wisconsin Ave.

17 135 Wisconsin Ave. Unit 1 P4

18 135 Wisconsin Ave. Unit 2 30

15 141 wisconsin Ave.

20 142 Wisconsin Ave. p31

21 143 Wisconsin Ave. 36

144 Wisconsin Ave.
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Page1of1

(FORM 7 EXAMPLE) Limited Clientele Residential Living Facility Family Data Survey End Date: 1/24/2020
lage of Yourville
Friendly Services Convalescent Center Address:_100 Riverdale Avenue, Yourville, Wi 53333

“Must record family occupancy (# of families and family size in each living unit) for ALL living units. Married or related persons in the same living unit may be
counted as 1 family. Unrelated persons who are not family living in the same living unit are separate families. Enter the # of persons in the family under the
corresponding race/ethnicity (if available) or under the "Not Available” option.) Also incorporate/report this data in Forms 2-6 in the data for all families in the
Service Area/Survey Area.

*A letter from the the facility must be provided with this form. Refer to Income Survey Guide for guidance.

Family Race/ Ethnicity Information
5
i g > P
H NI 2 i) 8 ¢
5| |2 H ElE| S, s | x |52 (EE|ZE |2
£z g SF1eFpERE 2F| EF 2 | 2 OBEFoz |8 oz B
ko BT s EiEPilaaSelsan s | 3D 2z EE 2 |E
Tl VB afEe |, B |55|E: |E|8E [22[BEz]s [Brlnia|E0alies (BRa|T, |5, B
ae |2 2135128 BB E is|25 352353 |28|508 558 558 58 22 |2
Unit# |cae) | 5 |§|52]|82 [5 |5 |58 83155 |5815%8|8 |5als22|582|838 |5358 58 |3
Insert/Delete Rows Below As Needed.
Room 1 1 1
Room 2 2 2|
Room 3 1 1
Room 4A 1 1
Room 4B 1 1
Room 5 1 1
Room 6 1 0|
Room 7A 1 1
Room 7B 1 1
Room 8 1 0|
Room 9 1 1
Room 10 2 2|
Room 11 1 0|
Room 12 1 0|
TOTALS: 4 8 2 1 o 0|0 1 o 0 o o o oj o o 0 0 0 o o o 12
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(FORM 8) Multi-Jurisdictional Service Area LMI Calculation
ENTER UGLG NAME HERE, e.g. VILLLAGE OF YOURVILLE

Survey End Date: ADD DATE

Maps of the entire Service Area as well as each individual Survey Area and/or Census Tract (as applicable)
must be submitted with the Income Survey Packet in the Service Area/Survey Area Maps section.

Page 10f1

Beneficiaries/Service Area

Data Source**

#LMI Persons
[LOWMOD]

# Persons Total
Population

ADD JURISDICTION 1 NAME*

ADD JURISDICTION 2 NAME*

ADD JURISDICTION 3 NAME*

ADD JURISDICTION 4 NAME*

ADD JURISDICTION 5 NAME*

ADD JURISDICTION 6 NAME*

ADD JURISDICTION 7 NAME*

[INSERT ROWS AS NEEDED]

TOTALS [formula pre-entered here]

ololololololololo

olofololelololole

SERVICE AREA (ALL) LMI %

[formula pre-entered here]***

#DIV/0!

*For Jurisdiction Name, add ULGLG name (e.g., Town of Yourville) or Census Tract #-Block # (e.g., Census
Tract 100.01 Block 3) and if only a portion of the jurisdiction is included in the survey, make the notation,

“(Partial)".

**For Data Source, enter 1 of 4 options:

1) HUD LMISD Community-Wide

2) HUD LMISD Census Tract (ADD Tract # and Block #)

3) Income Survey-Census Survey

4) Income Survey-Random Sample Survey

*#£|MI Percentage Calculation for complete Service Area (formula entered in table above):
(## TOTAL LOWMOD) + (## TOTAL LOWMODUNIV) x 100
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(FORM 8 EXAMPLES) Multi-Jurisdictional Service Area LMI Calculation
TOWN OF YOURVILLE Survey End Date: 1/24/2020

Maps of the entire Service Area as well as each individual Survey Area and/or Census Tract (as
‘applicable) must be submitted with the Income Survey Packet in the Service Area/Survey Area Maps
section.

EXAMPLE 1
LMi calculation for a project benefitting/serving multiple jurisdictions, for which HUD LMISD Census
Tract data are used for two jurisdictions (portions of 2 UGLGs); HUD LMISD Community-Wide for 1
jurisdiction (LMISD for 1 entire UGLG); and income survey data for 2 jurisdictions (census survey of 1
entire UGLG and census survey for a portion of 1 UGLG)

¢t persons | Persons Total
Beneficiaries/Service Area [Data Source ownron, . [Population
[LOWMODUNIV]
Town of Adamsville Parial) |10 tMISD Census Tract 100.20- 340 1000
Block 1
[ Town of Hillside (partial) |10 LMISD Census Tract 100.20 - 1740| 3000)
Block 2
[Town of Yourvlle [HUD LMISD Community-Wide. 260] 500
Villsge of Cantonville Census survey 250] 00|
Villge of Madisontown
iy lcensus survey 50| 100
[Torats 2680 S000]
SERVICE AREA (ALL) LVI %€ 53.60%
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EXAMPLE 2

LMi calculation for a project benefitting/serving multiple Census Tracts, for which HUD LMISD are used.
for 2 Census Tracts and Random Sample Survey data are used for 1 Census Tract:

% LM Persons

[# Persons Total

Beneficiaries/Service Area |Data Source Population
1OWMOPT | nowmopunivy

U LVISD Censis Tract |HUD LVISD Census Tract 100.20

100.20-Block 1 Block 1 = 1000)
HUD LVISD Censis Tract |HUD LVISD Census Tract 100.20

100.20-Block 2 Block 2 200 2000)
HUD LVISD Census Track

e e IRandom Sample Survey 1000 2000
[Totais 7580] 5000
SERVICE AREA [ALL] (VI % S1.60%]
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PROJECT AREA: W. WALNUT ST. WATER,
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