COMMUNITY DEVELOPMENT ADVISORY COMMITTEE
MEETING PACKET
Thursday April 22, 2021

COMMUNITY DEVELOPMENT ADVISORY COMMITTEE
MEETING MINUTES
The Community Development Advisory Committee met virtually on March 26, 2021 at 6:00 PM via Zoom
Conference, Planning Conference Room of the Development Services Building (between City Hall and
the Community Center), 1522 Texas Parkway, Missouri City, Texas
1) Roll call:
Chairperson Monica Rasmus called the meeting to order at 6:00 PM
Committee Members Present:
• Lynn Clouser, Councilmember
• Jeffrey Boney, Councilmember
• Cheryl Sterling, Councilmember
• Bertha Eugene, Vice Chair
• Angie Young
• Zelia Brown
• Monica Rasmus, Chair
City Staff Present:
Ami Moore, Community Development Coordinator
Jennifer Gomez, Interim Director, Development Services
James Santangelo, Assistant City Attorney
Others Present:
George Johnson, George E Johnson Development, Inc.
Courtney Johnson Rose, George E Johnson Development, Inc.
Dr. Al Henson
Dr. Sheri Smith
Dr. Vickie McBride
2) Welcome Councilmember Lynn Clouser to the Committee:
Councilmember Clouser was welcomed to the committee.
3) Approval of the October 1, 2020 Meeting Minutes:
Chair Rasmus called for a motion to accept the October 1, 2020 meeting minutes.
Motion:

Approve the October 1, 2020 meeting minutes with a correction to Vice Chair
Eugene’s title.

Made By:
Second:

Councilmember Sterling
Councilmember Boney

Ayes:

Councilmember Clouser, Councilmember Boney, Councilmember Sterling, Vice
Chair Eugene, Committee member Young, Committee member Brown, Chair
Rasmus
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Nays:

None

Motion carried
4) Consider approving the Comprehensive Housing Study for Missouri City, Texas:
The consultant team from George E, Johnson Development, Inc. presented the final findings for the
Comprehensive Housing Study. Mr. George Johnson and Ms. Courtney Johnson Rose explained the
process and how they obtained the information for the study along with how the different phases worked
to their findings. Team members including Drs. Al Henson, Sheri Smith, and Vickie McBride took turns
explaining the findings on multiple parcels of land, interactions made with the public and possible
solutions to address the city’s housing needs. The committee expressed their appreciation to the
consultant team for the study.
Motion:

To accept the Comprehensive Housing Study as presented

Made by:
Second:

Councilmember Boney
Councilmember Sterling

Ayes:

Councilmember Clouser, Councilmember Boney, Councilmember Sterling, Vice
Chair Eugene, Committee member Young, Committee member Brown, Chair
Rasmus

Nays: None
Motion carried
5) Consider approving the acceptance of Emergency Rental Assistance funds administered by the
Texas Department of Housing and Community Affairs.
Community Development Coordinator Moore presented the item to accept funding in the amount of
$150,000 from the TDHCA. The funding would be used for a rental, mortgage, and utility program. The
funding could allow for payment of back rent unless the program garners a multitude of applicants
requesting funding on current rent obligations.
Councilmember Boney asked for clarification on back pay and how it would be provided. Ms. Moore
clarified that if there is a high amount of applications for the program then funding would not be used
for back payment of rent but would be focused on benefiting more members of the community. If a high
amount of applications are not received then back pay could be an option for those that might need the
resource.
Councilmember Boney asked what the funding would be tied to. Ms. Moore explained that the funding
is in addition to CDBG-CV (CARES Act) funding. This funding is being administered through the Texas
Department of Housing and Community Affairs and would be applied per their specific funding
guidelines.
Motion:

To accept the Emergency Rental Assistance funds from TDHCA

Made by:
Second:

Councilmember Sterling
Vice Chair Eugene

Ayes:

Councilmember Clouser, Councilmember Boney, Councilmember Sterling, Vice
Chair Eugene, Committee member Young, Committee member Brown, Chair
Rasmus
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Nays: None
Motion carried
6) Consider approving the reallocation of remaining Community Development Block Grant funds
from Program Year 2018 and 2019.
Community Development Coordinator Moore presented the item. There is funding remaining from
Program Year 2018 in the amount of $525.00 previously allocated to the Scholarships activity and

from Program Year 2019 in the amount of $304.13 previously allocated to the Code Enforcement
activity. Staff recommends reallocating these funds to the housing rehabilitation activity in the
associated program years. Remaining funds from the Program 2019 Administrative allocation in the
amount of $6257.80 will be considered for the creation of an internship program.
Motion:

To reallocate remaining funding from Program Year 2018 (PY18) Scholarships
activity in the amount of $525.00 to PY18 Housing Rehabilitation activity and to
reallocate $304.13 from Program Year 2019 (PY19) Code Enforcement activity to
PY19 Housing Rehabilitation activity

Made by:
Second:

Councilmember Boney
Councilmember Sterling

Ayes:

Councilmember Clouser, Councilmember Boney, Councilmember Sterling, Vice
Chair Eugene, Committee member Young, Committee member Brown, Chair
Rasmus

Nays: None
Motion carried
7) Consider accepting recommendations for Program Year 2020 scholarships from the Community
Development Advisory Committee Scholarship Subcommittee.
Community Development Coordinator Moore presented the item. The scholarship sub-committee has
provided its recommendation for scholarships to be awarded to Jun Hin Loi; Troy Mathis; Nautica
McCarther; Khacia Mitchell; and Angela Quayson in the amount of $2,600.00 each.
Motion:

To accept the decision of the scholarship sub-committee and award the five
residents stated scholarships in the amount of $2,600.00 each.

Made by:
Second:

Councilmember Sterling
Committee member Brown

Ayes:

Councilmember Clouser, Councilmember Boney, Councilmember Sterling, Vice
Chair Eugene, Committee member Young, Committee member Brown, Chair
Rasmus

Nays: None
Motion carried
8) Consider a timeline for Program Year 2021 and the establishment of a regular meeting schedule.
Community Development Coordinator Moore presented the item. A draft timeline was provided to the
committee for preparation of the Program Year 2021 Action Plan. The timeline includes dates when the
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plan should be presented to the City Council prior to approval. Staff has requested that the committee
establish a few regular meeting dates to allow for better preparation of the plan.
The committee discussed availability and set dates for April 22, 2021; May 20, 2021; and June 17, 2021
for regular meetings. The committee will revisit the schedule again in June to determine if additional
meetings are needed.
9) Consider submitting an application for the Older Adults Home Modification Program Grant to
the US Department of Housing and Urban Development.
Community Development Coordinator Moore presented the item. Ms. Moore provided an overview of
the Older Adults Home Modification Program Grant and how it could help residents and applicants of
the Owner Occupied Housing Rehabilitation program. Staff requested approval to apply for the grant.
Motion:

To allow staff to apply for the OAHMP grant.

Made by:
Second:

Councilmember Boney
Councilmember Sterling

Ayes:

Councilmember Clouser, Councilmember Boney, Councilmember Sterling, Vice
Chair Eugene, Committee member Young, Committee member Brown, Chair
Rasmus

Nays: None
Motion carried
10) Community Development Block Grant Program Year Updates.
Community Development Coordinator Moore presented updates on the CDBG program. Ms. Moore
discussed the delays to the housing rehabilitation program that have been caused due to the COVID19 pandemic. Contractors are beginning to restart work as more applicants are willing to allow workers
into their homes again.
Ms. Moore provided that both the First Time Homebuyers and the Residential Paint programs were
launched on March 1, 2021. A virtual information session on the First Time Homebuyers program was
provided to local realtors and HOA leaders in February. Staff is reviewing contractor proposals received
for the Residential Paint program. Staff has received positive responses on the program to date.
Ms. Moore provided that there are currently 35 persons on the housing rehabilitation wait list for
Program Years 2017, 2018, 2019, and 2020.
Ms. Moore discussed a communications campaign that she is developing to include postcards and
newsletters to keep the public involved in the CDBG program and to receive and distribute testimonials
on the benefits of the program for the City.
11) Public Comment
There were no public comments
12) Adjourn
Meeting Adjourned at 7:34 PM

Agenda Item Cover Memo
April 22, 2021
To:
Agenda Item:
Submitted by:

Community Development Advisory Committee
3A.) Consider reallocating remaining Program Year 2019 funding from
Code Enforcement to Housing Rehabilitation
Ami Moore, Community Development Coordinator
SYNOPSIS

During a recently held coordination meeting regarding the CDBG Code Enforcement activity, staff
discussed changes that had been made to the implementation of the activity as a result of the
COVID-19 pandemic. These changes included the assignment of a different Code Enforcement
officer to cover the CDBG area replacing the one previously assigned. This change has allowed
for a continuity of services and a cost savings of funds expended through this activity.
BACKGROUND
For Program Year 2019, $51,537 had been allocated for the Code Enforcement activity. Of this
amount $47,252.85 had been expended. The costs associated with the newly assigned Code
Enforcement Officer is a reduction from what was expended before. This change results in
$4,284.15 remaining from the Program Year 2019 Code Enforcement activity.
As of April 22, 2021, there are 31 persons on the wait list for housing rehabilitation for Program
Years 2017 to present. The balance remaining from the Code Enforcement activity can be better
utilized for funding the repairs of a home for a qualified applicant on the wait list.
On March 26, 2021, the CDAC approved the reallocation of $304.13 from the Program Year 2019
Code Enforcement activity to the Program Year 2019 Housing Rehabilitation activity based on
monies that had been expected to be spent on the formerly assigned Code Enforcement officer.
FISCAL ANALYSIS
All funding is provided from the U.S. Department of Housing and Urban Development. There is
no fiscal impact to the City’s general fund.
SUPPORTING MATERIALS

None.
STAFF’S RECOMMENDATION
Approve the reallocation of $4,284.15 from Program Year 2019 Code Enforcement activity to
Program Year 2019 Housing Rehabilitation activity.

Agenda Item Cover Memo
April 22, 2021
To:
Agenda Items:
Submitted by:

Community Development Advisory Committee
3B.) Consider reallocating remaining Program Year 2016 funding from
Housing Rehabilitation Activity Delivery Costs to Program Year 2017
Housing Rehabilitation to fully close Program Year 2016.
Ami Moore, Community Development Coordinator
SYNOPSIS

The balance remaining from monies allocated to the Program Year 2016 Housing Rehabilitation
activity delivery costs should be reallocated to Program Year 2017 Housing Rehabilitation activity.
BACKGROUND
For Program Year 2016, $14,077.46 was allocated to the Housing Rehabilitation activity delivery
costs. Of this amount, $4,260.36 has been expended. A balance of $9,817.10 is remaining and
is no longer needed for Program Year 2016 funding.
As of April 22, 2021, there are 31 persons on the wait list for housing rehabilitation for Program
Years 2017 to present. The balance remaining from the activity delivery costs can be better
utilized for funding the repairs of a home for a qualified applicant on the wait list.
If these monies are reallocated, this would complete the Program Year 2016 activities.
FISCAL ANALYSIS
All funding is provided from the U.S. Department of Housing and Urban Development. There is
no fiscal impact to the City’s general fund.
SUPPORTING MATERIALS
None
STAFF’S RECOMMENDATION
Approve the reallocation of $9,817.10 from Program Year 2016 Housing Rehabilitation activity
delivery costs to Program Year 2017 Housing Rehabilitation activity.

Agenda Item Cover Memo
April 22, 2021
To:
Agenda Items:
Submitted by:

Community Development Advisory Committee
4.) Discuss potential amendments to current Community Development
Block Grant Policies and Procedures
Ami Moore, Community Development Coordinator
SYNOPSIS

The Community Development Block Grant Program Policies and Procedures were last amended
in August of 2016.
Based upon updates made, better practices identified and the need to consolidate policies and
procedures, staff is considering updates to be made.
BACKGROUND
The Community Development Block Grant Program Policies and Procedures provides guidance
for the administration of the program including requirements for (1) citizen participation; (2)
acceptance of proposals for services; (3) contract preparation; (4) the review and monitoring
requirements for program activities; (5) technical assistance; and (6) program management.
The policies were created to ensure the highest level of performance and that projects are
operated in accordance with law.
These policies should be reviewed periodically to ensure that they remain up to date and relevant.
Staff has recently identified some areas within the housing rehabilitation policy that may need to
be updated to reflect better practices.
Staff will provide recommended updates to the CDAC over the next few months and will
summarize updates proposed later in the year.
FISCAL ANALYSIS
All funding is provided from the U.S. Department of Housing and Urban Development. There is
no fiscal impact to the city’s general fund.
SUPPORTING MATERIALS
1) City of Missouri City, Texas Compliance Policies & Procedure – Community
Development Block Grant Program
2) McKinney Texas Policies and Procedures for reference
i) https://www.mckinneytexas.org/DocumentCenter/View/246/Housing-RehabPolicy?bidId=
STAFF’S RECOMMENDATION
Discussion item only.
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I. Section 3 Guidance
J. Sample In-House Time Sheets
1.0 Purpose
These policies and procedures establish guidelines for the process by which the City of
Missouri City (the City) (1) meets citizen participation plan requirements, (2) solicits and
accepts proposals for assistance, (3) prepares contracts, (4) performs desk review,
monitoring, and post-monitoring tasks, (5) provides technical assistance, and (6)
performs general program management and administration as they relate to the
Community Development Block Grant (CDBG) program funded by the U.S.
Department of Housing and Urban Development.
2.0 Revision History
Date

Revision #

Change

Reference Section(s)

3.0 Departments and Others Affected
3.1 City departments affected: City Manager’s Office, Finance Department,
Development Services Department, Public Works Department, Parks and
Recreation Department and Legal Department
3.2 Others affected: subrecipient agencies and contractors, including Contracted Agent
4.0 Policy Statement
The policies and procedures of the City are to ensure:
4.1 That each subrecipient and contractor achieves the highest level of performance.
4.2 That the projects operate in accordance with all applicable laws and regulations
relating to the Community Development Block Grant program (Title 24, Part 570.)
4.3 That the City staff perform administrative and fiduciary responsibilities in
accordance with all the applicable laws and regulations relating to the Community
Development Block Grant program (Title 24, Part 570) and all other applicable
federal laws and regulations as well as all City and State laws and ordinances.
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5.0 Definitions
5.1

Annual Action Plan – plan that is adopted annually and identifies the linkage
between the use of federal resources and the specific objectives developed to
address priority needs identified in the strategic plan.

5.2

Certifications – set of federally required City and subrecipient certifications. Refer
to Appendix C.

5.3

City Manager—the person appointed by the City Council of the City of Missouri
City to serve as city manager and the person or persons that the city manager
designates to act in the city manager’s place and stead.

5.4

Community Development Advisory Committee – a committee comprised of
elected City officials and/or residents appointed by the Mayor and the citizen
members are confirmed by the City Council to provide oversight to the CDBG
process, approve funding plans and represent the residents in decision-making.

5.5

Community Development Block Grant (CDBG) Program – a Federal program
created under the Housing and Community Development Act of 1974. This
program provides grant funds to local and State governments to be used to
develop viable urban communities by providing decent housing with a suitable
living environment and expanding economic opportunities to assist low- and
moderate-income residents. Refer to CDBG regulation (Title 24, Part 570) located
in the Development Services Department.

5.6

Concern – potential finding or a program weakness that must be improved to
avoid future problems.

5.7

Consolidated Annual Performance & Evaluation Report (CAPER) – annual report
on the progress made in implementing the community’s Consolidated Plan
through the proposed actions identified in the one-year Annual Action Plan.

5.8

Consolidated Plan – document submitted to U.S. Dept. of Housing & Urban
Development that serves as the planning document of the jurisdiction and an
application for funding under any of the Community Planning and Development
formula grant programs.

5.9

Contract – agreement for services between the City and subrecipient. Refer to
Appendix D for sample contract.

5.10 Contracted Agent – outside consultant under contract with the City to
oversee/perform work identified in scope of services.
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5.11 Cost Control Worksheet – itemized list of expenditures by category. Refer to
Appendix G for a sample form.
5.12 Cost Principles for Nonprofit Agencies – OMB Circular A-122 outlining the
federal requirements for fiscal management of federal funds. Refer to Appendix E.
5.13 Cost Principles for State, Local and Tribal Governments – OMB Circular A-87
outlining the federal requirements for fiscal management of the City’s federal
funding. Refer to Appendix B.
5.14 Desk Review – major component of compliance which entails a careful and
systematic review of the documents and materials provided by a subrecipient to
determine whether the subrecipient is complying with Federal regulations and
statutes.
5.15 Entitlement Funds – allocation of grant amounts provided to a formula
county that is eligible to receive federal funds.

city or

5.16 Environmental Review Record – a file maintained in the Development Service
Department detailing the environmental review conducted for each CDBG-funded
project, the Finding of No Significant Impact, the Notice of Intent to Request the
Release of Funds from HUD, the Request for Release of Funds and HUD’s
response.
5.17 Exit Conference – process that presents preliminary results of the monitoring visit;
provides an opportunity for the subrecipient to correct any misconceptions or
misunderstandings; allows the Contracted Agent to secure additional information
from subrecipient staff to clarify or support position; and provides the subrecipient
the opportunity to correct any deficiency by stating the steps currently taken to
correct the matter.
5.18 Finding – program element that does not comply with a Federal statute or
regulation.
5.19 Grant – form of assistance authorized by statute in which a federal agency (the
grantor) transfers something of value to a party (the grantee) usually, but not
always, outside of the federal government, for a purpose, undertaking, or activity
of the grantee which the government has chosen to assist, to be carried out
without substantial involvement on the part of the federal government.
5.20 Individual Eligibility Form – document used to verify client’s eligibility for
program services. Refer to Appendix G for a sample form.
5.21 Integrated Disbursement & Information System (IDIS) – the draw down and
reporting system for CDBG.
Page
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5.22 Monitoring – ongoing process that assesses the quality of performance over time.
Process includes making informed judgments about program effectiveness
and management efficiency, as well as identifying instances of fraud, waste, and
abuse.
5.23 Monitoring Results Letter – letter that outlines in writing the result of the
monitoring visit along with any corrective actions that must be taken, the
recommendations for how to proceed with the corrective actions, the timeframe
for completing the corrective actions and the actions to be taken by the City if
concerns and findings are not corrected within the scope and timeframe required.
5.24 Monitoring Schedule – provides a basis for subrecipient monitoring throughout
the program year.
5.25 Monitoring Visit Letter – correspondence via letter to provide subrecipient with
written notification of a scheduled monitoring visit and to outline items to be
reviewed and discussed during the monitoring visit.
5.26 Personnel Cost Worksheet – document that lists line-item personnel expenses.
Refer to Appendix G for a sample form.
5.27 Project Abstract
5.28 Purchase Order – authorizes actions to be taken under the approved, contractual
agreement.
5.29 Reimbursement Request – transmittal of request for payment to The City’s
Contracted Agent and/or CDBG Administrator. Refer to Appendix G for sample
form.
5.30 Risk Assessment – process or procedure performed in assessing the relative risk
that a subrecipient poses to the City. Scoring is based on internal controls, budget
management, and performance history.
5.31 Scope of Services – description of subrecipient activities to be undertaken during a
specified period.
5.32 Single Audit Act – OMB Circular A-133 that outlines the requirements for separate
audit for agencies receiving $500,000 or more in federal funding. Applies to the
City and all subrecipients meeting the $500,000 threshold. Refer to Appendix F.
5.33 Subrecipient – non-federal entity that expends federal awards received from a
pass-through entity to carry out a federal program.
5.34 Subrecipient Client Data Report – documents subrecipient’s program participants.
Refer to Appendix G for a sample form.
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5.35 Subrecipient Employee Data Report – form that documents Equal Employment
Opportunity Compliance with regards to persons employed in a federally funded
program. Refer to Appendix G for a sample form.
5.36 Subrecipient Monitoring Checklist – tool used to ensure that subrecipient is
monitored in areas of program administration and regulatory compliance. Areas
include record-keeping systems, financial management systems, property
management, and procurement and bonding. Refer to Appendix H for a sample
form.
5.37 Technical Assistance – training and advice provided to subrecipient to help it
achieve organizational goals and objectives.
5.38 Uniform Administrative Requirements for Grants – Part 54 of CFR outlining the
federal requirements for the administration of CDBG and other federal grants.
Refer to Appendix A.
6.0 Responsibilities
6.1

The City Manager’s Office shall ensure compliance to federal requirements and
these procedures and serve as the department that will resolve any procedural
conflicts that might arise. CFR Part 84 – Uniform Administrative Requirements
for Grants will be the overarching regulations. Refer to Appendix A.

6.2

The CDBG Administrator and Finance Department shall ensure that
reimbursements and invoices are drawn from U.S. Treasury through IDIS and paid
in a timely manner and will serve as the fiduciary agent for the CDBG funds,
ensuring that all regulations outlined in OMB Circular A-87 – Cost Principles for
State, Local and Tribal Governments are followed. Refer to Appendix B.

6.3

The Contracted Agent and the City Manager are expected to adhere to the
guidelines of these procedures when performing citizen participation, contract
development, desk review, monitoring, post-monitoring, and technical assistance
tasks.

6.4

The Contracted Agent shall evaluate the subrecipient’s program which includes
developing and implementing monitoring instruments and methods, reviewing
files, goals and objectives, tracking procedures and program correspondence.

6.5

The Contracted Agent will report directly to the City Manager who will oversee the
Contracted Agent’s work and representations to HUD, elected officials and the
public.

6.6

The Community Development Advisory Committee, comprised of elected officials
and/or residents of Missouri City is appointed by the Mayor and the citizen
Page
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members are confirmed by City Council and meets regularly to discuss and
approve projects, funding, policies and strategic objectives. All Consolidated and
Action Plans, substantial amendments to Plans, and CAPERs shall go before the
CDAC for approval prior to submission to HUD.
7.0 Policies & Procedures
7.1

Citizen Participation Plan Process
The Citizen Participation Process was adopted by Missouri City City Council on
November 21, 2011, and is attached as Appendix K. The Process will be an ongoing element of the CDBG program. The process will provide and encourage
citizen participation during the development of the Consolidated Plan and Annual
Action Plans; when substantial amendments to the plans are made; when the
Environmental Review Record is performed; and when the Consolidated Annual
Performance and Evaluation Reports (CAPERs) are prepared. The City will
inform residents and interested parties of how it plans to allocate funds, what
activities will be funded, plans to minimize displacement and how the program
performed during the previous year. Citizens will be given an opportunity to
examine the Consolidated and Annual Action Plans, substantial amendments to
the plans and the CAPERs. At least two public hearings will be held during the
development of the Consolidated and Annual Action Plans and public notice will
be provided concerning the thirty-day public comment period for the plans and
substantial amendments. The City will provide public notice concerning the
eighteen-day public comment period for the Environmental Review Record and
the fifteen-day public comment period for the CAPER.
7.1.1 The Community Development Advisory Committee, comprised of elected
officials and/or residents of Missouri City is appointed by the City Council
and meets regularly to provide citizen input into the activities of the City
regarding CDBG. The CDAC shall approve all project priorities, funding
recommendations and actions to be taken on behalf of the City regarding
CDBG.
7.1.2

The City will post notice of the public hearings for the Consolidated Plan,
Annual Action Plans and substantial amendments to the plans in the main
news section of the local general circulation newspaper at least 72 hours prior
to the hearing. The notice will be in English and Spanish. In addition,
notices will be provided to local minority newspapers for posting. The
notice will explain the time and location of the hearing, the accessibility and
the topics to be discussed. The second public hearing will include notice
about the 30-day public comment period and the location of the plan(s) for
public review. The City will attempt to hold as many meetings as possible in
Community Development Target Areas during weekday evening hours so
that as many residents as possible can attend. The public hearings will be
Page
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located in a public facility that is ADA-compliant (Americans with
Disabilities Act). Every effort will be made to ensure that non-English
speakers, hearing impaired and vision impaired are able to participate. The
public notice will include contact information for the disabled or nonEnglish speakers to request accommodations. The public hearings will
consist of an introduction into the Community Development Block Grant
program; a forum for discussing community needs and priorities in the areas
of housing, homelessness, non-homeless special populations, and
non-housing community development; fair housing issues; proposed funding
allocations during the second Annual Action Plan public hearing; and
provide attendees with the opportunity to speak on any CDBG-related or
Fair Housing-related issues.
7.1.3 During the first public hearing for the Consolidated Plan, a survey, in English
and Spanish, will be handed out asking for fundable aspects of CDBG to be
rated by major category: housing, neighborhood improvement and social
services. The ratings from each survey will be averaged and the results used
in setting priorities and will be included in the Consolidated Plan and
subsequent Annual Action Plans.
7.1.4 The Consolidated Plan survey will be posted on the City’s web-site for at
least 30 days, with notice of the location posted in the public notice for the
first public hearing for the Consolidated Plan and posted in public places.
Paper copies will also be made available to social service agencies and other
interested parties and
7.1.6 A pre-application workshop will be conducted for those agencies desiring to
become subrecipients. The public is invited to the workshop and it will be
held in conjunction with the first public hearing or at another time within a
week of the first public hearing. The workshop will be publicized in the
public notice for the public hearing.
7.1.7 A second public hearing will be conducted each year immediately prior to or
during the 30-day public comment period. This public hearing will outline
the anticipated priorities finalized from the citizen input, consultations, staff
involvement and quantitative information; funding allocations and the
activities to be carried out during the upcoming year. If any projects will
involve housing activities or eminent domain taking of residential property
that will result in displacement or relocation, the hearing will address how the
City will minimize displacement of residents. A copy of the Consolidated
Plan and that year’s proposed Annual Action Plan will be available for review
and attendees will be informed as to the location and accessibility of the
plan(s) during the 30-day public comment period. The plan(s) will be
available at one or more City facilities and contact information will be
provided so that residents can easily request copies of the plan(s) or provide
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comments regarding the plan(s). The plan(s) will also be available for review
or download on the City’s website.
7.1.8 Any housing or public service providers present at either hearing will be
asked to explain their programs and contact information.
7.1.9 The funding recommendations of the Community Development Advisory
Committee will be presented to City Council prior to the release of the
Annual Action Plan. It will be part of the formal agenda and the public will
have the opportunity during the regular public comment session of City
Council to comment on the proposed allocations. During the 30-day
comment period, the City Council will be asked to approve the plan(s)
pending any changes due to public comment. At this meeting, the citizens
will again have the opportunity to speak before City Council during the
regular public comment session.
7.1.10The City will host one public hearing for substantial amendments to the
Consolidated and/or Action Plans. As with the plans themselves, the City
will give at least 72-hour notice of the hearing in the news section of the local
general circulation newspaper and will also notify the residents that the
amendments will be available for public review and comment for at least 30
days. All aspects of the public hearings for the plans will be fulfilled for the
substantial amendments also. Substantial amendments to the Consolidated
Plan will include downgrading priorities from high to medium or low or
from medium to low; upgrading priorities from low (not to fund) to medium
or high for funding; or changing the citizen participation planning process.
Substantial amendments to the Annual Action Plan will include any change
in the activities that will necessitate a reallocation of at least a 20 percent of
that year’s funding; will commence an activity not previously outlined in the
plan; or will commence an activity that previously was thought to need little
or no environmental assessment, but has been determined to not be exempt
or categorically excluded and will need an environmental assessment.
7.1.11The Consolidated and Annual Action Plans will be sent to the City’s HUD
field office after the 30 day comment period ends and at least 45 days prior
to the start of the Program Year. The City will send substantial amendments
to the HUD office after the 30 day comment period ends and will assume a
45-day HUD review period also.
7.1.12In the event that the City opts to conduct activities that could result in the
displacement of residents or businesses or where the possibility of
displacement might be a concern for residents or businesses, the City will
proceed with its displacement and relocation plan.
7.1.13Each year, within 70 days of the close of the previous year, the City will
prepare a Consolidated Annual Performance and Evaluation Report
Page
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(CAPER) and will make the CAPER available for public review and
comment. The City will post notice of the availability in the local general
circulation newspaper as well as at City Hall and the review and comment
period will be for at least fifteen (15) days. Locations of the CAPER will be
noted as well as contact information for interested parties to request copies
or to ask questions or comment. The CAPER, with any changes resulting
from the public comments and with public comments included, will be sent
to the City’s HUD office within 90 days of the close of the year.
7.1.14Throughout the year, the City will provide technical assistance (TA) to any
appropriate group or agency that might be eligible for CDBG funding. The
TA can include assistance in completing the CDBG application for funding,
identification of other funding sources, board development and capacity
building. The City will also be available to facilitate collaboration-building
among groups of agencies and to assist in linking groups and agencies with
coalitions and larger organizations.
7.1.15Throughout the year, the City will entertain any complaints from
subrecipients, potential subrecipients, agencies denied funding or City
residents. The complaints may involve issues surrounding the Consolidated
Plan, Annual Action Plan, substantial amendments, CAPER or specific
projects, including those that might require displacement. Any other
questions, concerns or complaints regarding the CDBG program, its funding
allocations and the activities will be welcomed by the City. The City will
notify the complainant that the complaint must be in writing and will assist
the individual or group in completing the necessary formal complaint. The
City will then review the complaint within 14 days and will meet with the
complainant to discuss the issue. If at all possible, the City will rectify the
issue to the satisfaction of both parties. If that is not possible, the City will
provide the complainant with all of the necessary contact information and
reporting forms for filing a complaint with the HUD field office. The City
will be available for meetings with the HUD field office, Inspector General’s
office or HUD Headquarters and the complainant. The outcomes will be
documented and put in the appropriate City files.
7.2

Request for Proposal Process
The City has the authority to distribute CDBG funds to nonprofit recipients who
provide activities that meet the needs and priorities identified in the City’s
Consolidated Plan.
7.2.1 The City will solicit requests for proposals from prospective subrecipients in
January of each program year for the following program year. A notice of
the pending Request for Proposals and pre-proposal workshop will be
included in the public notice for the first public hearing and written notices
or telephone calls will be made to all known prospective subrecipients.
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7.2.2 The City Manager and/or Contracted Agent will conduct a pre-proposal
workshop in January to outline/discuss proposal contents with prospective
applicants. Each question in the proposal packet will be reviewed and the
attendees will be encouraged to ask questions and will be given contact
information so that they may receive one-on-one technical assistance in
completing their proposals.
7.2.3 Proposals for the upcoming program year are due to the City in February of
each program year. Proposals shall include signed HUD certification forms.
Refer to Appendix C.
7.2.4 The Contracted Agent will review proposals and make funding
recommendations to the City Manager and Community Development
Advisory Committee.
7.2.5 The Community Development Advisory Committee will be convened by
April 1 to set the funding plan for the upcoming program year.
7.2.6 The City Manager and/or Contracted Agent will prepare required paperwork
to submit selected projects to City Council for approval in March of each
program year. All proposal information including the subrecipient’s Scope of
Services and Budget information will be placed in files in the City Manager’s
Office and will be subject to the Texas Public Information Act.
7.3

Contract Development Process
The City will execute 12-month contracts for services with subrecipients to
facilitate the use of CDBG funds and ensure compliance with federal timeliness
requirements. The contract period begins July 1st and ends June 30th of each
program year. Refer to Appendix D for sample contract.
7.3.1 The Contracted Agent retrieves the subrecipient’s Scope of Services and
Budget from the files; reviews information for accuracy and any necessary
changes due to approved funding being different from requested funds.
7.3.2 Contracted Agent communicates with the subrecipient to create a contract
reflecting the modified scope of services and budget.
7.3.3 The Contracted Agent or City Manager forwards the contract for approval to
the City Attorney.
7.3.3.1 Once the Contract is developed, it is forwarded to the City Attorney
for review.
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7.3.3.2 The City Attorney and Purchasing Officer review and approve the
contract and forwards approval to the Contracted Agent.
7.3.3.3 The Contracted Agent notifies the subrecipient of approval; and sets
an appointment with the subrecipient to review the contract, all
required policies, procedures and documentation.
7.3.3.4 The Contracted Agent meets with the subrecipient, discusses all of
the requirements of the program, reviews the contract and leaves the
two (2) original contracts with the subrecipient for signature.
7.3.3.5 The Contract Agent prepares notes of the meeting and sends the
notes to the City Manager for filing.
7.3.3.6 The subrecipient’s Board President, CEO or Executive Director
signs the two (2) originals and returns them to the City Manager for
City signatures. The Mayor or his/her designee has signature
authorization on all contracts between the City and subrecipient.
7.3.3.7 The City Manager sends one executed copy to the subrecipient,
makes one copy for the Contracted Agent and retains one in the
project files in the City Manager’s office.
7.3.3.8 The Contracted Agent prepares the Project Abstract that will be
placed in each subrecipient’s file.
7.3.3.9 If the contract is not approved by any of the persons or departments
stated in this section, (1) items of concern are forwarded to the
Contracted Agent for review and resolution and (2) a revised contract
is developed and sent through the aforementioned approval process.
7.4

Monitoring Process
The City of Missouri City’s monitoring strategy is designed to assist staff in
fulfilling its regulatory obligation in monitoring approved subrecipients, including
City departments, as well as assist subrecipients in best serving their consumers.
The primary purpose for this monitoring strategy is to ensure proper program
performance, financial performance and regulatory compliance in accordance with
HUD Regulations. The secondary purpose is to ensure that the funded agencies
are providing the best and most cost effective services possible and that they are
positioned to access additional funding from non-HUD sources. The funded
agencies shall follow procedures set forth in the U.S. OMB Circular A-122, Cost
Principles for Non-profits. Refer to Appendix E.
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The Contracted Agent will have the responsibility to assess each subrecipient’s
overall agency budget and funding sources to determine the need for compliance
with the federal Single Audit Act as outlined in U.S. OMB Circular A-133. Refer
to Appendix F.
The Contracted Agent will have the responsibility to ensure that each subrecipient,
including each recipient City department, is adhering to its approved scope of
service, budget and schedule of service. Each subrecipient or City department
must also abide by the regulatory guidelines set forth by HUD in providing
benefits to low-moderate income persons and/or eliminating a slum or blighted
condition.
The monitoring process consists of on-going planning, implementation,
communication and follow-up. Under normal circumstances, monitoring is
conducted semi-annually. However, first-time activities and activities that may be
considered to have a high-risk of non-compliance, a more frequent monitoring
schedule is developed based on these factors and the nature of the activity being
performed. High risk programs include housing rehabilitation, economic
development or acquisition, multiple activities by the same agency, programs
undertaken by any one subrecipient or City department for the first time, and
programs undertaken by an agency or department with a history of staff turnovers,
reporting problems, or monitoring findings.
7.4.1 Desk Review
The Contracted Agent will conduct desk review activities to determine
subrecipient’s organizational ability to perform as outlined in the
subrecipient’s contract.
7.4.1.1 The Contracted Agent will conduct a Desk Review of the
subrecipient’s program to be monitored during the program year.
The Desk Review consists of a risk assessment tool that is used to
assign High, Medium, or Low Risk status to subrecipients.
7.4.1.2 The Contracted Agent receives the subrecipient’s monthly progress
reports by the 10th of each month. Documents used in the
assessment include: Subrecipient Client Summary Report,
Subrecipient Client Data Report, Subrecipient Project Tally Sheet,
Subrecipient Employee Data Report, Reimbursement Request Form,
Cost Control Worksheet, and Cost Report. (Bi-annual and annual
reports are due thirty (30) days after the period under review.) Refer
to Appendix G.
7.4.1.3 The Contracted Agent makes the decision to approve or disapprove
subrecipient’s monthly reports.
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7.4.1.3.1 If the subrecipient’s reports are approved, the Contracted
Agent notifies the City’s CDBG Administrator that the
reimbursement payment process can begin.
7.4.1.3.2 If the subrecipient’s reports are not approved, (1) items of
concern are reviewed and resolved and (2) the revised
documents are sent through the approval/disapproval
process until approved or further action is required.
(Contracted Agent notes any notable concerns for inclusion
in the monitoring process.)
7.4.1.4 The Contracted Agent assesses the current status of the
subrecipient—paying particular attention to the High, Medium, or
Low rating given the subrecipient—and develops the monitoring
schedule. (All subrecipients will be monitored at least quarterly the
first year of funding and no less than semi-annually in subsequent
years of funding.)
7.4.1.5 The Contracted Agent transfers information to the monitoring
schedule and coordinates the schedule with the subrecipient.
7.4.1.6 The Contracted Agent sets-up the onsite monitoring appointment
with subrecipient by preparing and sending a monitoring visit letter
at least fifteen (15) days prior to the onsite monitoring visit.
7.4.2 Onsite Monitoring Process
The Contracted Agent conducts monitoring activities to determine
subrecipient’s compliance with programmatic and financial guidelines.
During a monitoring visit the monitors have the right to view any and all files
that are related to a particular program or activity that is being funded with
CDBG funds.
All construction and housing activities that fall under the Davis Bacon Act
will be monitored for Davis-Bacon Wage Rate and other Equal Employment
Opportunity compliance. The Contracted Agent will conduct a pre-contract
meeting with the construction contractors, providing them with all DavisBacon and HUD-reporting requirements and forms.
Activities that provide any type of housing assistance will be monitored for
compliance with Fair Housing and Equal Opportunity (FHEO) laws. The
Contracted Agent will also review projects for compliance with the LeadBased Paint Ordinance, housing quality standards, City building codes and
other rules, as appropriate.
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7.4.2.1 Contracted Agent contacts the subrecipient to confirm the onsite
monitoring visit.
7.4.2.2 The Contracted Agent prepares for the monitoring visit as referenced
by the following procedures:
7.4.2.2.1 The Contracted Agent forwards to the subrecipient a list of
specific files to be reviewed during the monitoring visit.
7.4.2.2.2 The Contracted Agent prepares the On-site Monitoring
Checklist to be used during the site visit. Refer to
Appendix H.
7.4.2.3 The day of the monitoring visit, the Contracted Agent engages in the
following activities:
7.4.2.3.1 The Contracted Agent arrives at the subrecipient’s site.
7.4.2.3.2 The Contracted Agent conducts the Entrance Conference
with key subrecipient personnel to outline the scope of the
monitoring visit.
7.4.2.3.3 The Contracted Agent reviews the subrecipient’s
programmatic and fiscal items for completeness, accuracy
and comparability to submitted reimbursement requests
and scope of service and collects sample documents to
support the conclusions stated in the report.
7.4.2.3.4 Contracted Agent transfers notes to the Subrecipient
Monitoring Checklist and discusses findings and concerns.
7.4.2.3.5 The Contracted Agent conducts the Exit Conference with
key subrecipient personnel to discuss preliminary results of
the monitoring visit.
7.4.3 Post-Monitoring Process
Post-Monitoring activities occur when the Contracted Agent returns to the
office after conducting the monitoring visit.
7.4.3.1 The Contracted Agent reviews the Subrecipient Monitoring
Checklist, generating a monitoring letter based on the results of the
monitoring visit. The Contracted Agent forwards the letter to City’s
CDBG Administrator for signature and delivery.
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7.4.3.2 The City’s CDBG Administrator sends the monitoring letter to the
subrecipient, files a copy in the subrecipient’s file, and notifies the
Contracted Agent of the postmark date.
7.4.3.3 If the Contracted Agent uncovers programmatic and/or fiscal
finding(s) and/or concern(s) as a result of the monitoring visit, the
following procedure is followed:
7.4.3.3.1 The Contracted Agent notifies the subrecipient in the
monitoring letter that it has up to thirty (30) days to address
the finding(s) and/or concern(s).
7.4.3.3.2 If the subrecipient has responded properly and timely, the
Contracted Agent reviews the information and seeks to
clear the finding(s) and/or concern(s).
7.4.3.3.2.1 The Contracted Agent drafts a response letter
to the subrecipient concerning the status of the
subrecipient’s finding(s) and/or concern(s) and
forwards it to the City’s CDBG Administrator
for approval and signature.
7.4.3.3.2.2 If the finding(s) and/or concern(s) are cleared,
the Contracted Agent makes copies, files
documents in the subrecipient’s file, and
forwards a copy to the City’s CDBG
Administrator for filing in the City-maintained
subrecipient file.
7.4.3.3.2.3 If the subrecipient does not respond to requests
to provide information concerning the
finding(s) and/or concern(s), the Contracted
Agent drafts a letter and forwards the draft to
the City’s CDBG Administrator for approval
and signature.
7.4.3.3.2.4 The CDBG Administrator files a copy of the
letter in the subrecipient file, sends the original
to the subrecipient, and notifies the Contracted
Agent of the postmark date.
7.4.3.3.2.4.1If the subrecipient fails to respond
to the letter, the Contracted Agent
confers with the City’s CDBG
Administrator and City Manager,
drafts a letter notifying the
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subrecipient of possible contract
termination, and forwards the letter
to the City’s CDBG Administrator
for signing and mailing.
7.4.3.3.2.4.2If the subrecipient continues to
disregard notices, the Contracted
Agent will review the subrecipient’s
contract for termination and follow
all applicable laws and regulations.
During all aspects of the contract
termination process, the Contracted
Agent will consult with the City
Manager and City Attorney
regarding the issues and possible
courses of action.
7.4.3.3.2.4.3The Contracted Agent documents
all activities in the subrecipient’s file.
7.4.3.4 If the Contracted Agent has not uncovered finding(s) and/or
concern(s) as a result of the monitoring visit, the City-maintained
subrecipient file is documented accordingly.
7.4.4 Technical Assistance Process
Technical Assistance (TA) is provided to subrecipients on aspects of
program administration. The Contracted Agent provides Technical
Assistance (TA) that is either initiated by the subrecipient, Contracted Agent
or City Department.
7.4.4.1 The subrecipient initiates TA by phone, letter, e-mail, or during an
onsite monitoring visit.
7.4.4.2 The Contracted Agent or City Department initiates TA as a result of
a monitoring review of the subrecipient’s programs and/or based on
an assessment of the subrecipient’s monthly or annual reports.
7.4.4.3 The Contracted Agent documents TA activity in the subrecipient’s
file.
7.4.5 Data Entry Process
The City’s CDBG Program must meet all requirements set forth by the U.S.
Department of Housing and Urban Development and the Office of
Management and Budget.
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In addition to monitoring the activities of each subrecipient, the Contracted
Agency will enter accomplishments into the Integrated Disbursement and
Information System (IDIS) and will monitor the progress regularly. The
Contracted Agent will implement a performance measurement process to track
the performance of each subrecipient and the overall CDBG program. The
results of the performance measurement process will be reported each year in
the CAPER.
7.5 Displacement and Relocation Policy
7.5.1The City will hold a public hearing in the immediate area of the proposed
displacement, whether residential or commercial/industrial. As with the public
hearings for the plans and substantial amendments, the City will publish the notice
in the news section of the local general circulation newspaper at least 72 hours
prior to the hearing. The City will explain the activity, solicit comments and
concerns from the residents and outline the displacement process, if there will be
any. The activities will be such as to minimize displacement in any ways possible.
Should displacement be necessary, the City will provide details concerning its
implementation plan and will assure the residents that there will be no undue
burden placed on the displaced residents.
7.5.2 Prior to any residential or non-residential acquisition and relocation, the City will
contact the HUD Relocation Specialist serving the Houston area for guidance and
assistance.
7.5.3 In the case of residential properties, the City will ensure that there is a one-for-one
replacement of occupied and occupiable vacant units for the low- to moderateincome-affordable dwelling units to be demolished, abandoned, or converted. The
replacement units will meet current Housing Quality Standards.
7.5.3.1 If the residential occupant is a protected class under the Fair Housing Act
and the property is in a predominately minority area, the residents to be
relocated will be given the opportunity to move to an area of less minority
concentration.
7.5.3.2 If the residential occupant is disabled, the residents to be relocated will be
provided housing that meets the Americans with Disabilities Act.
7.5.4 Units that will undergo renovation, causing residents to be temporarily removed
will also follow one-to-one temporary replacement of occupied units under the
same policies as outlined in 7.5.3.1 and 7.5.3.2.
7.5.5 If the renovated or converted properties will no longer be affordable to low- to
moderate-income, then a permanent one-for-one affordable replacement will be
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provided for those that are occupied or are vacant but occupiable under the same
policies as outlined in 7.5.3.1 and 7.5.3.2.
7.5.6 The replacement units will be at least comparable to the current units and will not
be at a higher cost to the displaced residents than the current units. Any persons
not receiving a government rental housing subsidy before displacement will receive
a comparable unit available on the private market, unless the person is willing to
accept a unit with either project-based or tenant-based assistance. Comparable
units are defined in 49 CFR Part 24.2(a)(6) and the City will ensure that these
regulations are followed.
7.5.7 The displaced residents will be provided housing that does not present a housing
cost burden (30% or more of their household income). However, if no such units
are available, then the City or subrecipient must use the “last resort housing
provision” and provide additional financial assistance to ensure that there will not
be a housing cost burden to the displaced household.
7.5.8 When a person with disabilities is being displaced the City will ensure that the
project will adhere to Section 504 of the Rehabilitation Act and will provide
reasonable accommodations such as transportation assistance in locating
comparable housing.
7.5.9 The City will require that proper record-keeping and documentation, including
discussions with displaced persons, are maintained in appropriate files for
inspection and review by the City and HUD.
7.5.10 Prior to displacement, tenants will be notified at least 90 days prior to the
relocation and the project agency (City or subrecipient) will work with the residents
to assist in finding suitable housing and accommodations for moving. In the case
of urgent need as described in 49 CFR 24.203(c)(4), less than 90 days notice may
be given. For temporary displacement, at least 30 days notice must be given to the
resident.
7.5.11The following notices will be provided, following the regulations set forth in 49
CFR 24. Each notice will be written in plain, understandable language. Persons
who are unable to read and understand the notices will be provided appropriate
translation, interpretation or other services to assist in their understanding the
notice and processes. Each notice will include contact information of the City
and/or subrecipient who may be contacted for information and assistance.
7.5.11.1

Notice to Owner must be given as soon as the City or subrecipient
identifies a property to acquire. This notice must follow 49 CFR
24.102(b).
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7.5.11.2 Notice of Intent to Acquire is a commitment by the City or subrecipient to
the owner of the intent to acquire the property using HUD funds. This
notice must follow 49 CRF 24. 203(d).
7.5.11.3 General Information Notice (GIN) will be provided as soon as feasible
following 49 CFR 24.203(a).
7.5.11.4 Initiation of Negotiations (ION) will begin the process for determination of
person’s eligibility for relocation assistance (49 CFR 24.2(a)(15)).
7.5.11.5 Notice of Relocation Eligibility (NOE) will be specific to each
person/household to be relocated and will be provided promptly after the
ION process determines that the person is eligible. The NOE will describe
the type of assistance available, the estimated amount of assistance and the
procedures for obtaining the assistance.
7.5.11.6 Notice of Non-eligibility will be provided to all who do not qualify as a
displaced person under HUD regulations. This notice will include all
information regarding the timing and duration of the displacement and
resources the non-qualified person can access to assist in the process.
7.5.11.7 Ninety-day Notice will begin after the person receives his/her NOE or
notice of non-eligibility. Where time to begin work is critical, a combined
NOE and 90-Day Notice may be given. In urgent cases, a 30-day notice
may be given.
7.5.11.8 Following the HUD regulations set forth in 49 CFR 24.207, prompt
relocation payments to displaced residents will be made by the City or
subrecipient. In the case of a subrecipient project, the City will reimburse
the payments promptly.
7.5.11.9 In the case of non-residential displacement, the City will ensure that there is a
one-for-one replacement of occupied or occupiable vacant units for small
businesses and non-profits within commercial properties to be demolished,
abandoned, or converted and that meet the current gross receipts/income
classifications.
7.5.11.10 Units that will undergo renovation, causing tenants to be temporarily
removed will also follow one-to-one temporary replacement of occupied
units. If the renovated or converted properties will no longer be affordable
to the small business that qualifies for assistance, then a permanent one-forone replacement will be provided. The replacement units will be at least
29
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comparable to the current units and will not be at a higher cost than the
current units.
7.5.11.11 Payments for displaced businesses, farms, commercial tenants and nonprofit organizations are outlined in 49 CFR 24.2 and 49 CFR 24.401 and will
be adhered to by the City.
7.5.11.12 The City will require that proper record-keeping and documentation,
including discussions with displaced persons, are maintained in appropriate
files for inspection and review by the City and HUD.
7.5.11.13 Prior to displacement, commercial tenants will be notified at least 90 days
prior to the relocation and the project agency (City or subrecipient) will
work with the residents to assist in finding suitable housing and
accommodations for moving. In the case of urgent need as described in 49
CFR 24.203(c)(4), less than 90 days notice may be given. For temporary
displacement, at least 30 days notice must be given to the resident.
7.5.11.14 The following notices will be provided, following the regulations set forth in
49 CFR 24. Each notice will be written in plain, understandable language.
Persons who are unable to read and understand the notices will be provided
appropriate translation, interpretation or other services to assist in their
understanding the notice and processes. Each notice will include contact
information of the City and/or subrecipient who may be contacted for
information and assistance.
• Notice to Owner must be given as soon as the City or
subrecipient identifies a property to acquire. This notice must
follow 49 CFR 24.102(b).
• Notice of Intent to Acquire is a commitment by the City or
subrecipient to the owner of the intent to acquire the property
using HUD funds. This notice must follow 49 CRF 24.
203(d).
• General Information Notice (GIN) will be provided as soon as
feasible following 49 CFR 24.203(a).
• Initiation of Negotiations (ION) is to begin the process for
determination of person’s eligibility for relocation assistance (49
CFR 24.2(a)(15)).
• Notice of Relocation Eligibility (NOE) will be specific to each
person to be relocated and will be provided promptly after the
ION process determines that the person is eligible. The NOE
will describe the type of assistance available, the estimated
amount of assistance and the procedures for obtaining the
assistance.
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Notice of Non-eligibility will be provided to all who do not
qualify as a displaced person under HUD regulations. This
notice will include all information regarding the timing and
duration of the displacement and resources the non-qualified
person can access to assist in the process.
Ninety-day Notice will begin after the person receives his/her
NOE or notice of non-eligibility. Where time to begin work is
critical, a combined NOE and 90-Day Notice may be given. In
urgent cases, a 30-day notice may be given.

Following the HUD regulations set forth in 49 CFR 24.207, prompt
relocation payments to displaced businesses or non-profits will be
made by the City or subrecipient. In the case of a subrecipient project,
the City will reimburse the payments promptly.

7.6 Educational Cost Reimbursements
The City may include post-secondary educational scholarships as a public service
activity within the CDBG program. These scholarships will be for technical or trade
schools, colleges or universities. Applicants must comply with the City’s
requirements and regulations.
7.6.1 Scholarships are considered the funding of last resort and will be paid only
after proof is provided of payment of at least 50% of the total tuition,
required fees and, when applicable, on-campus housing.
7.6.2 Applicants must submit a receipt from the attending school showing that at
least 50% of the tuition, required fees and, when applicable, on-campus
housing have been paid; and at least $500 of the payments were made by the
applicant or his/her parent or guardian.
7.6.3 Scholarships for up to $500 will be paid for tuition and on-campus housing
only. This is a reimbursement and a receipt from the attended school
showing payment must be included with the application. Scholarship may be
for the current/upcoming term or the immediately prior term. For prior term
payments, transcripts for that term are required.
7.6.4 Only City of Missouri City residents are eligible.
7.6.5 No employee or family member of the City of Missouri City, the U.S.
Department of Housing and Urban Development, or Contracted Agent of the
City of Missouri City may apply for funds. Applicants will be required to sign
an affidavit stating that neither they nor their family members are employees
of the City, HUD or Contracted Agent.
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7.6.6 Applicants may be the student or his/her parent or guardian if he/she is
residing with the parent/guardian and the parent/guardian qualifies.
7.6.7 Households in which the applicants live must be low- to moderate-income
based on household size and total household income as set forth each year by
the U.S. Department of HUD.
7.6.8 Applicants must prove at least a 2.0 Grade Point Average (GPA) from the
semester or quarter immediately preceding that for which funding is
requested. If the applicant is entering a post-secondary school for the first
time, the applicant’s high school transcript and proof of graduation or GED is
required.
7.6.9 Applicants must agree to and sign a legal contract asserting that they will:
7.6.9.1 Provide an official transcript within 6 weeks of the end of term for
which the scholarship is received.
7.6.9.2 Reimburse the City of Missouri City the entire scholarship if the
transcript for the term for which the scholarship is received indicates
that 50% or more of the classes were dropped or the GPA was below
2.0.
7.6.9.3 The City will take legal action to recover the funds if the applicant
does not provide end-of-term documentation, does not complete at
least 50% of registered classes, or does not have a 2.0 GPA for that
term for which funding was provided.
7.7 Housing Rehabilitation Policy

(2nd Amendment: 08/15/2016; 1st Amended 04/21/2014)

The
TheCity
Citymay
mayprovide
includehousing
housingrehabilitation
rehabilitationactivities
activitieswithin
withinthe
theCDBG
CDBGprogram.
program.Refer to
Appendix
L for the
City
Owner-Occupied
Housing
Rehabilitation
guidelines.
These activities
may
involve
minor or major
rehabilitation,
energyProgram
efficiency
improvements and/or ADA retrofits for the disabled.

7.7.1 The City may contract the activities out to a qualified non-profit organization or
conduct the work in-house using contractors hired by the City.
7.7.2 The housing rehabilitation program is limited to owner-occupied homes.
7.7.3 Rehabilitation activity shall remedy violations of City codes before other
rehabilitation work is done.
7.7.3 Where major rehabilitation is concerned forcing displacement and relocation,
Section 7.5 of these Policies and Procedures will be followed.
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7.7.7.2.4 Exemptions include housing construction after 1978, housing
certified as lead-based paint free, housing where lead-based paint
has previously been removed, housing exclusively for the elderly
To the extent possible, the City will provide employment and economic opportunities to
or disabled, zero-bedroom units, or rehabilitation that does not
very low- and low-income residents and to business concerns which provide economic
disturb painted surfaces.
opportunities to very low- and low-income persons in connection with projects in their
neighborhoods. Refer to Appendix I for Section 3 guidance.
7.7.8 Prior to work beginning on a home, the applicant and contractor shall execute
such documents as are necessary to establish a valid lien on the real property in
7.8.1 The Section 3 requirements are applicable to the City when the amount of
an amount equal to the cost of the work done and funded by the Missouri City
assistance exceeds $200,000 and to all subrecipients receiving more than $100,000
CDBG program. The documents will include, among others, a real estate lien
per project in construction and rehabilitation grants or contracts from federal
note, mechanic’s lien deed of trust, and an assignment of each to the City of
funds.
Missouri City. The note shall bear no interest until default on the note. The
debt shall be forgivable over a period of four years, with one-fourth of the
7.8.2 Section 3 residents are residents of Public or Indian Housing or individuals whose
original principal sum of the debt being forgiven on the anniversary date of the
incomes do not exceed the local HUD income limits set forth for very low- and
completion of the work. Forgiveness of the debt is based on the applicant
low-income (50% or less of Area Median Income).
maintaining the home as the applicant’s primary residence for the four year
period. The debt shall be forgiven on the death of the applicant or on the
7.8.3 Section 3 businesses are those that are 51% or more owned by Section 3 residents;
applicant being compelled to vacate the residence due to circumstances that
or businesses that have 30% or more of their permanent, full-time employees
prevent continued occupation of the residence.
being Section 3 residents or within 3 years of the date of first employment with the
firm were Section 3 residents; or businesses that provide evidence of a
7.8 Section 3
commitment to subcontract in excess of 25 percent of the dollar amount of all
subcontracts to be awarded to businesses that meet the qualifications above.
To the extent possible, the City will provide employment and economic opportunities to
very low- and low-income residents and to business concerns which provide economic
7.8.4 The City and all applicable subrecipients shall attempt to reach the Section 3 goals
opportunities to very low- and low-income persons in connection with projects in their
of awarding 10% of the total dollar amount of all covered construction contracts
neighborhoods. Refer to Appendix I for Section 3 guidance.
to Section 3 businesses; and hiring Section 3 residents for 30 percent of new
employment opportunities. (Refer to Appendix I, Section 3 Compliance Plan.)
7.8.1 The Section 3 requirements are applicable to the City when the amount of
assistance exceeds $200,000 and to all subrecipients receiving more than $100,000
7.8.5 Individuals and business concerns will be notified of opportunities in accordance
per project in construction and rehabilitation grants or contracts from federal
with 24 CFR 135.32 (a-e).
funds.
7.8 Section 3

7.8.6 Section 3 contracts shall be awarded in priority order as provided in 24 CFR
7.8.2 Section 3 residents are residents of Public or Indian Housing or individuals whose
135.34(2)(b) and 24CFR 135.36(2)(b) and (c).
incomes do not exceed the local HUD income limits set forth for very low- and
low-income (50% or less of Area Median Income).
7.8.7 Section 3 contracts shall contain clauses are required by 24 CFR 135.38.

7.8.3 Section 3 businesses are those that are 51% or more owned by Section 3 residents;
7.8.8 Other economic opportunities shall be provided to Section 3 residents as
or businesses that have 30% or more of their permanent, full-time employees
appropriate.
being Section 3 residents or within 3 years of the date of first employment with the
firm were Section 3 residents; or businesses that provide evidence of a
7.8.9 Complaints under the Section 3 program shall be processed in accordance with 24
commitment to subcontract in excess of 25 percent of the dollar amount of all
CFR 135.76.
subcontracts to be awarded to businesses that meet the qualifications above.
7.8.10Section 3 reporting shall comply 24 CFR 135.90.
7.8.4 The City and all applicable subrecipients shall attempt to reach the Section 3 goals
of awarding 10% of the total dollar amount of all covered construction contracts
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to Section
7.9 Section
504 3 businesses; and hiring Section 3 residents for 30 percent of new
employment opportunities. (Refer to Appendix I, Section 3 Compliance Plan.)
7.9.1 The City will conduct an annual self-evaluation of public buildings and facilities to
7.8.5 Individuals
andlevel
business
concerns will
notified504
of of
opportunities
in accordance
determine the
of compliance
withbeSection
the Rehabilitation
Act of
with
24
CFR
135.32
(a-e).
1973 and the Americans with Disabilities Act to ensure that the buildings and
facilities are accessible to the physically disabled.
7.8.6 Section 3 contracts shall be awarded in priority order as provided in 24 CFR
24CFRa transition
135.36(2)(b)
and
7.9.2 135.34(2)(b)
The City willand
develop
plan
for(c).
any public buildings or facilities deemed
to not be in compliance with Section 504 of the Rehabilitation Act of 1973 or with
7.8.7 Section
3 contracts
contain Act.
clauses are required by 24 CFR 135.38.
the Americans
withshall
Disabilities
7.8.8
economic
shall
be providedthe
to Section
residentsthe
aspublic
7.9.3 Other
During
the City’sopportunities
monitoring of
subrecipients,
City will3evaluate
appropriate.
buildings and facilities of subrecipients to assess their compliance with Section 504
of the Rehabilitation Act of 1973 and the Americans with Disabilities Act to ensure
7.8.9 Complaints
under the
program by
shall
be processed
in accessible.
accordance with 24
that the buildings
andSection
facilities3 accessed
CDBG
clients are
CFR 135.76.
7.9.4 The City will require that any subrecipient using public buildings or facilities that
7.8.10Section
shall
comply
24 504
CFRof135.90.
are not 3inreporting
compliance
with
Section
the Rehabilitation Act of 1973 and the
Americans with Disabilities Act develop a transition plan for moving toward
7.9 Section
504
compliance
and submit the plan to the City within 90 day of being cited as not in
compliance.
7.9.1 The City will conduct an annual self-evaluation of public buildings and facilities to
determine the level of compliance with Section 504 of the Rehabilitation Act of
1973
and theA-133
Americans with Disabilities Act to ensure that the buildings and
7.10 OMB
Circular
facilities are accessible to the physically disabled.
7.10.1The City will require that each subrecipient comply with OMB Circular A-133 and
7.9.2 The
Citythat
willeach
develop
a transition
plan
anya Single
public Audit
buildings
facilities
deemed
require
subrecipient
agree
tofor
have
Act or
Audit
(OMB
A-133)
to
not
be
in
compliance
with
Section
504
of
the
Rehabilitation
Act
of
1973
or
completed for any year in which the subrecipient expends more than $500,000with
in
the
Americans
federal
funds. with Disabilities Act.
7.10.2The City will require that each prospective subrecipient submit a complete
7.9.3 During
City’s monitoring
of subrecipients,
Citywith
willits
evaluate
the public
financialthe
statement
or audit showing
source of the
funds
application
for
buildings
and
facilities
of
subrecipients
to
assess
their
compliance
with
Section
CDBG funding. The City will review the financial statement or audit of
each 504
of
the Rehabilitation
Act of
and the
with
Act A-133)
to ensure
prospective
subrecipient
to 1973
determine
if aAmericans
Single Audit
ActDisabilities
Audit (OMB
is
that
the
buildings
and
facilities
accessed
by
CDBG
clients
are
accessible.
required and will require that each prospective subrecipient expending $500,000 or
more in federal funds provide a copy of its most recent Single Audit Act Audit
7.9.4 The
will requirefor
that
any subrecipient using public buildings or facilities that
withCity
its application
funding.
are
not
in
compliance
with
Section
504Act
of the
Rehabilitation
Act of 1973
and the
7.10.3The City will review the Single
Audit
Audit
for each subrecipient
expending
Americans
with
Disabilities
Act
develop
a
transition
plan
for
moving
toward
more than $500,000 in federal funds to determine any findings and concerns and
compliance
andsubrecipient
submit the plan
to theas
City
90 dayof
ofthe
being
citedany
as not
in
will advise the
in writing
to within
the outcome
review,
required
compliance.
action, due date for subrecipient response, actions to be taken for unresolved
findings, referral of contested findings and final resolution of open findings.
7.10 OMB Circular A-133
7.10.1The City will require that each subrecipient comply with OMB Circular A-133 and
require that each subrecipient agree to have a Single Audit Act Audit (OMB A-133)
Page
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Page
2526ofof 28

City of Missouri City, Texas
Compliance Policies & Procedures
Community Development Block Grant Program

Adopted 03/19/2012

completed
for any
year in which the
subrecipient expends more than $500,000 in
7.11 In-house
Staffing
Reimbursement
Policy
federal funds.
7.10.2The
requireCDBG
that each
prospective
subrecipient
submitfringe
a complete
When CityCity
staffwill
conducts
activities
and their
salaries and/or
benefits are to
financial
statement
or
audit
showing
source
of
funds
with
its
application
for
be funded by CDBG, the City will ensure that staff submit the required documentation
CDBG
funding.
The
City
will
review
the
financial
statement
or
audit
of
each
of their time and effort. Refer to Appendix J for sample time and effort reporting
prospective subrecipient to determine if a Single Audit Act Audit (OMB A-133) is
documents.
required and will require that each prospective subrecipient expending $500,000 or
more
federal funds
provide
a copy
itsismost
recent
Act Audit
7.11.1 Eachinemployee
for whom
100%
of of
time
devoted
to Single
CDBGAudit
activities
must
with
its
application
for
funding.
complete an electronic timesheet as prescribed by the City and sign said timesheet
7.10.3The
City will
review the
Single
Act the
Audit
for activity/funding
each subrecipientaccount
expending
indicating
on-the-job
time
and Audit
leave and
major
more
than
$500,000
in
federal
funds
to
determine
any
findings
and
concerns
and
assigned.
will advise
the subrecipient
in writing
as to of
thetime
outcome
of thetoreview,
required
7.11.2Each
employee
for whom less
than 100%
is devoted
CDBGany
activities
action,
due
date
for
subrecipient
response,
actions
to
be
taken
for
unresolved
but for whom CDBG funds are expended for salaries and/or fringe must complete
findings,
referral
of contested
findingsby
and
of open
findings.
an electronic
timesheet
as prescribed
thefinal
Cityresolution
and sign said
timesheet
indicating
all on-the-job time and leave and the major funding category/account. In addition,
the employee must submit a signed time and effort report, detailing CDBG-funded
7.11 In-house
Staffing
Reimbursement
Policy
activities
performed
and remainder
of time.
7.11.2.1 Code enforcement personnel must submit a time and effort report
When City staffdifferentiating
conducts CDBG
activities
their salaries
and/orinfringe
benefits
between
codeand
enforcement
activities
CDBG
Targetare to
be funded by CDBG,
thewhich
City will
ensure
thatwill
staffbesubmit
the and
required
Areas for
CDBG
funds
allocated
code documentation
enforcement
of their time and
effort.
Refer
to
Appendix
J
for
sample
time
and
effort
activities outside of CDBG Target Areas for which generalreporting
or other funds
documents. will be allocated. In addition other duties and leave time must be included
in the report.
7.11.1 7.11.2.2
Each employee
for whom
time is devoted
to CDBG
must
Administrative
and 100%
other of
personnel
must submit
a timeactivities
and effort
report
completedetailing
an electronic
timesheet
as
prescribed
by
the
City
and
sign
said
timesheet
activities carried out that are CDBG eligible and will be paid for
indicatingwith
on-the-job
leaveasand
theitem
major
account
CDBG time
fundsand
as well
a line
foractivity/funding
other non-CDBG
activities
assigned. and a line item for each leave category.
7.11.2Each employee for whom less than 100% of time is devoted to CDBG activities
but forManager
whom CDBG
funds are expended
7.12 Contract
Reimbursement
Policy for salaries and/or fringe must complete
an electronic timesheet as prescribed by the City and sign said timesheet indicating
Theall
City
will provide
open
andand
fairthe
bid/proposal
process
for the management
on-the-job
timeanand
leave
major funding
category/account.
In addition,
consultant
in accordance
with City
ordinances
andeffort
Statereport,
law. Once
the management
the employee
must submit
a signed
time and
detailing
CDBG-funded
consultant
is selected
andand
a flat-fee
contract
has been executed based on estimated
activities
performed
remainder
of time.
effort
and
hourly
rate(s)
for
consulting
staff,
thesubmit
following
reimbursement
policy will
7.11.2.1 Code enforcement personnel must
a time
and effort report
apply:
differentiating between code enforcement activities in CDBG Target
7.12.1 Contract
Manager
will CDBG
submit monthly
by theand
10thcode
of each
month
Areas
for which
funds willinvoices
be allocated
enforcement
representing
1/12
of the
activities
outside
ofannual
CDBGflat-fee
Targetcontract.
Areas for which general or other funds
7.12.2 Contract
will submit
a cover
letter
detailing
CDBG
activities
willManager
be allocated.
In addition
other
duties
and leave
time
must be included
completed
during
the
month
to
fulfill
contract
obligations
and
to
justify
in the report.
payment.
7.11.2.2
Administrative and other personnel must submit a time and effort report
7.12.3 City will
reimburse
the Contract
Manager
check eligible
or electronic
transfer
within
detailing
activities
carried out
that areviaCDBG
and will
be paid
for
30 days
of
receipt
of
the
invoice.
with CDBG funds as well as a line item for other non-CDBG activities
and a line item for each leave category.

7.12 Contract Manager Reimbursement Policy
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provide
an open
and fair
bid/proposal
process
for the management
7.13 The
CityCity
Staffwill
and
Contract
Manager
Conflict
of Interest
Policy
consultant in accordance with City ordinances and State law. Once the management
consultant
is selected
flat-fee contract
hasactivities
been executed
based on
estimated
No City staff
memberand
or acontractor
providing
and services
in the
area of
effort
and
hourly
rate(s)
for
consulting
staff,
the
following
reimbursement
policy
will
CDBG administration, management or fiscal responsibility will be allowed to secure
apply:
employment or contract involving work related to City CDBG activities
or services
th
7.12.1
Contract
Manager
will
submit
monthly
invoices
by
the
10
of
each
with a current or pending subrecipient for at least six (6) months after themonth
termination
representing
1/12 of the annual flat-fee contract.
of employment
or contract.
7.12.2 Contract Manager will submit a cover letter detailing CDBG activities
completed
duringand
thecontractors
month to fulfill
contract
obligations and
to justifyand/or
All City
staff members
providing
administrative,
managerial
payment.and services to the CDBG program, for CDBG reimbursement or not,
fiscal activities
7.12.3
City
reimburse
thethat
Contract
Manager
via check
or electronic
transferposition
within
will sign
anwill
affidavit
stating
they will
not secure
employment
or a contract
30 days
receipttoofCity
the CDBG
invoice.activities or services with an existing or
involving
workofrelated

approved/pending subrecipient for at least 6 months after termination of current City
7.13 City
Staff and
Contract
Manager
Conflict of Interest Policy
of Missouri
City
employment
or contract.
No City staff member or contractor providing activities and services in the area of
CDBG administration, management or fiscal responsibility will be allowed to secure
employment or contract involving work related to City CDBG activities or services
with a current or pending subrecipient for at least six (6) months after the termination
of employment or contract.
All City staff members and contractors providing administrative, managerial and/or
fiscal activities and services to the CDBG program, for CDBG reimbursement or not,
will sign an affidavit stating that they will not secure employment or a contract position
involving work related to City CDBG activities or services with an existing or
approved/pending subrecipient for at least 6 months after termination of current City
of Missouri City employment or contract.
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APPENDIX L: CITY OF MISSOURI CITY OWNER-OCCUPIED HOUSING REHABILITATION
PROGRAM GUIDELINES
Section 1.
1.1

Program Objectives

The objectives of the City of Missouri City Owner-Occupied Housing Rehabilitation
Program (Program) are as follows:
a.

To prevent hazardous health conditions and code violations in owneroccupied homes in the City of Missouri City (the “City”).

b.

To prevent the deterioration of property and neighborhoods.

c.

To improve the quality of the owner-occupied housing stock for low- and
moderate-income persons.

d.

To provide rehabilitation assistance to low- and moderate-income persons for
housing rehabilitation activities.
Section 2.

Administration

The Program will be administered by the Director in conformance with the Program
guidelines established herein. The City may contract with a subrecipient or a contractor
to implement, administer or conduct, in whole or in part, the Program in accordance with
the guidelines set forth herein. These guidelines are established, and may be amended, by
the City Council. The administration and operation of the Program will conform to all City
ordinances, including the 2015 International Residential Code, City polices and regulations,
and all requirements established by the United States Department of Housing and Urban
Development (HUD) and the State of Texas pertaining to the Community Development
Block Grant (CDBG) Program.
Section 3. Funding
3.1

Rehabilitation assistance will be provided in the form of a grant and in accordance
with the provisions prescribed below:
a.

CDBG funds will be provided for the rehabilitation of owner-occupied singlefamily homes for low-and moderate-income households in the City. An
applicant’s total household income must not exceed HUD Section 8 income
limits for housing assistance to low- and moderate-income households
(income may not exceed 80 percent of the area median income) as established
for the Houston-Sugar Land-Baytown Labor Market Area (as such area is
described by the United States Bureau of Labor Statistics).

b.

An applicant meeting the requirements of the Program guidelines may

Housing Rehabilitation Policy 2016
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qualify for 100% CDBG assistance for rehabilitation of the applicant’s
property up to a maximum of $10,000, including the administrative activity
delivery cost of the Program related to the rehabilitation of the property.
Based on information and the recommendation provided by the Director, the
Community Development Advisory Committee (the “CDAC”) may approve, on
a case-by-case basis, rehabilitation assistance for an individual property, for
an additional amount, up to a maximum amount of $20,000, within the
Program guidelines.
3.2

CDBG funds may be provided for emergency assistance. Emergency assistance is
defined as assistance for repairs to a residence that, without the repairs, would be
uninhabitable. A residence is deemed to be uninhabitable if such residence appears
to present an immediate and serious danger to persons or property.
a.

A person seeking emergency assistance shall certify that an imminent threat
to health and safety exists and that no other funds are available to correct the
problem and shall submit any and all documentation requested by the Director
on the applicant’s need and ability to pay for corrections. Failure to submit
the requested documentation may result in the denial of emergency
assistance.

b.

Emergency assistance may be provided if the following conditions are met:
1.

an applicant’s household constitutes a low-income household, which
is a household having an income equal to or less than the Section 8
“very low-income” limit established by HUD;

2.

there is an imminent threat to health and safety;

3.

no other funds are available to the applicant to correct the problem;
and

4.

the nature and severity of the problem is documented by the Director.

c.

Based upon information and the recommendation provided by the Director,
the CDAC may approve, on a case-by-case basis, emergency assistance for an
individual property, up to a maximum of $20,000, within the Program
guidelines.

d.

Upon approval of emergency assistance by the CDAC, the City will
immediately expend funds to address the emergency, irrespective of whether
the applicant has been approved for rehabilitation assistance.

e.

If an applicant who has been approved for rehabilitation assistance requests
emergency assistance before rehabilitation of the applicant’s property is
underway, the CDAC may approve immediate emergency assistance for the
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applicant. All such emergency assistance will count towards the maximum
funds allocated for rehabilitation assistance, unless an additional amount is
approved by the CDAC as set forth in subsection 3.1(b) herein.
Section 4.

Definitions

The following words, terms, and phrases, when used in this Appendix L, shall have the
meanings ascribed to them in this section, except where the context clearly indicates a
different meaning:
4.1

BUILDING OFFICIAL means the City Building Official and his or her designee.

4.2

CONTRACTOR means an entity that receives a contract from the city to perform
services needed to carry out the Program.

4.3

DIRECTOR means the Director of the Development Services Department or his or
her designee.

4.4
4.5

HOUSEHOLD means all persons who occupy a housing unit.
INCOME: This subsection will define what is considered income and will be used in
the process of qualifying applicants for the Program. Income eligibility is based on
total household income for the twelve month period prior to the date of application
for Program benefits. For the purpose of this Program, “total household income”
shall include the combined annual income of all household members.
a.

“Annual income” shall have the meaning assigned by the Section 8 Housing
Assistance Payments program at 24 C.F.R§5.609. Annual income includes,
but is not limited to:
1.

The full amount, before any payroll deductions, of wages and
salaries, overtime pay, commissions, fees, tips and bonuses, and
other compensation for personal services;

2.

Interest, dividends, and other net income of any kind from real or
personal property;

3.

The full amount of periodic amounts received from Social Security,
annuities, insurance policies, retirement funds, pensions, disability
or death benefits, and other similar types of periodic receipts,
including a lump-sum amount or prospective monthly amounts for
the delayed start of a periodic amount (except as provided in
subsection 4.2.B.14);

4.

Payments in lieu of earnings, such as unemployment and disability
compensation, worker's compensation and severance pay (except
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as provided in subsection 4.2.B.3);

b.

5.

Welfare assistance payments;

6.

Periodic and determinable allowances, such as alimony and child
support payments, and regular contributions or gifts received from
organizations or from persons not residing in the dwelling;

7.

All regular pay, special pay and allowances of a member of the
Armed Forces (except as provided in subsection 4.2.B.7); and

8.

Any financial assistance in excess of amounts received for tuition.

“Annual income” does not include the following:
1.

Income from employment of children (including foster children)
under the age of 18 years;

2.

Payments received for the care of foster children or foster adults
(usually persons with disabilities, unrelated to the tenant family,
who are unable to live alone);

3.

Lump-sum additions to family assets, such as inheritances,
insurance payments (including payments under health and accident
insurance and worker's compensation), capital gains and settlement
for personal or property losses (except as provided in subsection
4.2.A.4);

4.

Amounts received by the family that are specifically for, or in
reimbursement of, the cost of medical expenses for any family
member;

5.

Income of a live-in aide;

6.

Subject to subsection 4.2.A.8, the full amount of student financial
assistance paid directly to the student or to the educational
institution;

7.

The special pay to a family member serving in the Armed Forces
who is exposed to hostile fire;

8.

Amounts received under training programs funded by HUD;

9.

Amounts received by a person with a disability that are disregarded
for a limited time for purposes of Supplemental Security Income
eligibility and benefits because they are set aside for use under a
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Plan to Attain Self–Sufficiency (PASS);
10.

Amounts received by a participant in other publicly assisted
programs which are specifically for or in reimbursement of out-ofpocket expenses incurred (special equipment, clothing,
transportation, child care, etc.) and which are made solely to allow
participation in a specific program;

11.

Amounts received under a resident service stipend;

12.

Incremental earnings and benefits resulting to any family member
from participation in qualifying State or local employment training
programs (including training programs not affiliated with a local
government) and training of a family member as resident
management staff;

13.

Temporary, nonrecurring or sporadic income (including gifts);

14.

Reparation payments paid by a foreign government pursuant to
claims filed under the laws of that government by persons who were
persecuted during the Nazi era;

15.

Earnings in excess of $480 for each full-time student 18 years old
or older (excluding the head of household and spouse);

16.

Adoption assistance payments in excess of $480 per adopted child;

17.

Deferred periodic amounts from supplemental security income and
social security benefits that are received in a lump sum amount or
in prospective monthly amounts;

18.

Amounts received by the family in the form of refunds or rebates
under State or local law for property taxes paid on the residence;

19.

Amounts paid by a State agency to a family with a member who has
a developmental disability and is living at home to offset the cost of
services and equipment needed to keep the developmentally
disabled family member at home; or

20.

Amounts specifically excluded by any other Federal statute from
consideration as income for purposes of determining eligibility or
benefits, including the value of the allotment provided to an eligible
household under the Food Stamp Act of 1977 (7 U.S.C. 2017 [b]);
amounts of scholarships funded under title IV of the Higher
Education Act of 1965, including awards under federal work-study
programs; and earned income tax credit (EITC) refund payments
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received on or after January 1, 1991, including advanced earned
income credit payments (26 U.S.C. 32[j]).
4.6

OWNER: “Owner” means a person vested with fee simple title, including a general
warranty deed or a special warranty deed, in a home and excluding a contract for
deed, quit claim deed, life estate, 99-year leasehold, and any other cloud to title.

4.7

PROPERTY OWNERS’ ASSOCIATION: “Property owners’ association” or
“association” means an incorporated or unincorporated association that: (a) is
designated as the representative of the owners of property in a residential
subdivision; (b) has a membership primarily consisting of the owners of the property
covered by the dedicatory instrument for the residential subdivision; and (c) manages
or regulates the residential subdivision for the benefit of the owners of property in
the residential subdivision.
Section 5. Applicant Eligibility

5.1

To be eligible for rehabilitation assistance under this Program, an applicant must meet
the following conditions:
a.

The applicant must be the owner (as defined in subsection 4.6 of these
guidelines) of a single-family house located within the corporate limits of
the City. A HUD-Code manufactured home or a mobile home are ineligible.
Title to the property must be in the applicant’s name. Title research may be
used to verify this requirement.

b.

The applicant must have owned and resided in the property proposed for
rehabilitation for at least 12 months prior to the date the applicant submits
an application for rehabilitation assistance under this Program. The
applicant must occupy the property as his or her primary residence.
Acceptable proof that supports that the applicant resides in the property,
includes, but is not limited to, utility bills with the applicant’s name for the
prior 12 months.

c.

An applicant must not be in arrears on mortgage payments. If applicable,
the applicant shall provide a copy of the applicant’s mortgage
statement for the prior three (3) months.

d.

An applicant must not be delinquent in real estate taxes. The applicant shall
provide the most current tax certificate or statement. If the applicant owes
delinquent taxes and is on a payment plan with the tax assessor-collector,
the applicant must provide the payment plan that shows the applicant is
current on the payment plan.

e.

The applicant must not be delinquent in the payment of property owners’
association assessments. The applicant shall provide the applicant’s most
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current association statement. If the applicant is delinquent in the payment
of assessments and is on a payment plan with the association, the applicant
must provide the payment plan that shows that the applicant is current on
the payment plan.
f.

The applicant must have sufficient insurance that would replace the property
if it were destroyed by fire or other means. If the property is within a
floodplain area, as identified on the Federal Emergency Management
Agency’s official flood plain map, the applicant must have flood
insurance. The applicant shall provide a copy of the homeowners’
insurance, and, if applicable, flood insurance.

g.

The applicant must be classified as low- and moderate-income pursuant to
HUD Section 8 income requirements (income may not exceed 80 percent of
the area median income). The applicant must submit complete and
accurate documentation of the applicant’s household composition and the
income of all household members, age 18 and older. Income may be
established in any reasonable manner, including, but not limited to, IRS tax
returns, W-2 forms, employment pay stubs, social security checks, court orders
for child support or spousal support, verification of employment, or bank
statements.

h.

An applicant must not have received rehabilitation assistance from the City
within the past five (5) years, except for emergency assistance.
Section 6.

6.1

6.3

Property Eligibility Criteria

To be eligible for rehabilitation assistance under the Program, the property proposed
for rehabilitation must require improvements in one or more of the following
categories:
a.

The proposed rehabilitation must bring the property into conformance with
applicable City ordinances and regulations incorporated in these Program
guidelines, i.e., building, housing, fire, electrical or plumbing codes;

b.

The proposed rehabilitation will provide access to persons with disabilities;
or

c.

The proposed improvement will result in the conservation or more efficient
use of energy.

The structures to which repairs are being proposed, must be economically repairable
as determined through an inspection of the property.
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Section 7. Eligible Repairs
7.1

Rehabilitation assistance provided through this Program shall address repairs in the
following order of priorities:
a.

to remedy violations of City ordinances.

b.

to remedy accessibility issues.

c.

to provide energy efficiency improvements.

7.2

Proposed repairs to the property must fall within the scope of the following general
categories: water, heating, electrical, plumbing and sewer; insect and rodent
extermination; repairs to deteriorated steps, walls, ceilings, floors, porches, roofs,
down spouts, chimneys and foundations; work on exterior walls, including painting,
siding, windows and insulation, and demolition of deteriorated structures for the
purpose of housing-related improvements to meet the special needs of handicapped
persons and the elderly; repair or replace principal features, specifically, a kitchen
stove or a refrigerator, if no such equipment exists in the residence, or if existing
equipment is unsafe or unsanitary because of its basic condition. If a potential code
violation exists at the time of inspection and it is thought that the physical condition
of an element in the structure will deteriorate due to an actual violation in the near
future, rehabilitation assistance may be used to correct the condition.

7.3

The proposed repairs must be in compliance with all applicable City ordinances,
including the 2015 International Residential Code, and must include the elimination
of lead-based paint conditions.

7.4

Rehabilitation assistance funded through this Program must provide for the purchase
and/or installation of smoke detectors in all properties proposed for rehabilitation,
which do not contain such devices. The location and installation of such devices shall
comply with all applicable City ordinances.
Section 8. Ineligible Repairs

8.1

Rehabilitation assistance may not be provided for the following:
a.

The purchase, installation, or repair of furnishings and appliances, except as
set forth in subsection 7.2.

b.

New construction or expansion of the size of a structure, unless such is
necessary to alleviate overcrowding.

c.

Nonessential repairs such as purely decorative, cosmetic, or remodeling
work are not eligible.
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d.

The rehabilitation of appurtenant structures not attached to the living unit
are generally ineligible unless deemed necessary under the provisions of
subsection 7.2.
Section 9.

General Application Process

9.1

When CDBG funds are available and when program capacity allows, the City will accept
applications for housing rehabilitation beginning on the first day of July of each year.
If the first day of July falls on a weekend or a City holiday, the next working day shall
be considered the first day on which applications will be accepted.

9.2

In order to maintain the confidentiality of certain applicant information, a separate
log of applicant numbers with names and addresses shall be maintained. Two files
will be kept on each application.
One file will contain Program service
(rehabilitation) information and the other will contain the applicant’s confidential
information such as income verification. All information submitted by the applicant
shall be retained in the applicant’s file.

9.3

The number of applicants whose properties will be rehabilitated during a Program Year
will be determined by dividing the amount of funding allocated for the Program year
by $10,000.

9.4

All applications will be considered in the order in which they are received by the City
(“first-come, first served”).
Section 10. Application for Rehabilitation Assistance

10.1

A person who is seeking rehabilitation assistance under this Program shall file an
application for housing rehabilitation with the Director on an application form provided
by the Director. The application shall be accompanied with all documentation
required to verify the applicant’s eligibility for rehabilitation assistance as set forth in
Section 5.

10.2

Failure to disclose information which may affect eligibility requirements under this
subsection may constitute fraud and result in denial of an application for rehabilitation
assistance. Applicants shall be required to make full restitution to the City in the event
rehabilitation assistance is provided to an applicant who provided inaccurate or
incomplete information in order to meet eligibility requirements. Requests for further
rehabilitation assistance will be denied unless restitution is made in full.
Section 11. Review and Approval of Application

11.1

Upon receipt of an application, the CDBG Grant Coordinator will conduct a preliminary
review of the application to determine whether the application is complete. To be
considered complete, an application must be fully filled out and signed by all owners
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of the property proposed for rehabilitation, and all documentation required to verify
applicant eligibility as set forth in Section 5 must be submitted with the application.
11.2

If the application is not complete, the Director will send a letter to the applicant
informing the applicant of the specific documents or information that is deemed
necessary for the application to be considered complete. An applicant whose
application is not complete will be placed on an incomplete list until the remaining
documentation or information is provided to the City.

11.3

Each complete application shall be assigned a number beginning with "(year)-01"
and a separate file shall be set up for each application. Numbers shall be assigned
consecutively from this sequence regardless of whether the application is approved
or denied for rehabilitation assistance under this Program. Once a number is
assigned, the number will not be reused.

11.4

The CDBG Grant Coordinator will review each complete application, in the order
received, to determine if the applicant meets the applicant eligibility requirements of
the Program guidelines. If the applicant fails to meet any of the applicant eligibility
requirements, the Director will deny the application for rehabilitation assistance, and
notify the applicant of such denial and the reason for the denial. An applicant who
meets the applicant eligibility requirements will be conditionally approved for
rehabilitation assistance, and will be notified in writing of such approval. Each
determination will be kept in the applicant’s file.

11.5

In the event that the number of conditionally approved applications exceed the
number of properties that may rehabilitated during a Program Year, the additional
applications will placed on a waiting list, in the order in which the applications were
conditionally approved, to be considered for rehabilitation assistance should funding
become available during that Program Year. Conditionally approved applications that
do not receive rehabilitation assistance during the current Program Year will be placed
at the top of the waiting list for rehabilitation assistance for the next Program Year in
the order in which the applications were conditionally approved. This process will be
followed for successive Program Years, until the number of conditionally approved
applications on the waiting list does not exceed the number of properties that may be
rehabilitated during the Program Year. At that time, the City will then accept
applications for rehabilitation assistance for the Program Year.

11.6

The Director will notify in writing each applicant who is placed on the waiting list of
the applicant’s position on the waiting list. Each applicant on the waiting list shall be
responsible for updating the applicant’s income information every six months, or,
sooner, when the applicant becomes aware of any significant change in the income
status of the any member of the applicant’s household.
Section 12. Property Assessment

12.1

The Building Official will contact an applicant whose application is conditionally
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approved to schedule a time and date to conduct an inspection of the applicant’s
property to determine whether the property is eligible for rehabilitation under the
provisions set forth in the Program guidelines. On the day of the inspection, the
applicant shall ensure that the property is fully accessible, allowing for full view of all
walls, floors, ceilings and other components in order to determine the condition of
the property and rehabilitation requirements. The Building Official may cancel
inspection appointments if, on the day and time of inspection, the applicant’s home
is not ready. The Director may revoke a conditionally approved application if an initial
inspection cannot be completed within 60 days of initial contact by the Building
Official.
12.2

The Building Official shall prepare an inspection report, which identifies whether the
property meets the property eligibility requirements and each deficiency that may be
corrected with rehabilitation of the property. The Building Official will ascertain
whether through the proposed rehabilitation, the property will conform to applicable
City ordinances, including the 2015 International Residential Code, city policies, and
state and federal law. If the property was built prior to 1978, the property must be
reviewed for applicability of the Lead Based-Paint regulations. A copy of the
inspection report will be kept on file with the Development Services Department.

12.3 If the applicant’s property meets the property eligibility requirements and the
proposed repairs are eligible for rehabilitation assistance as outlined in the Program
guidelines, the Director shall approve the applicant’s application for rehabilitation
assistance. If the applicant’s property is not eligible for rehabilitation assistance, the
Director will deny the application for rehabilitation assistance and provide the
applicant notice of the denial and a reason for such denial.
Section 13. Determining Work to Be Done
13.1

Work Write-up. The inspection report will serve as the basis for preparing a work
write-up and a cost estimate of the eligible repairs. The work write-up will include
all repairs necessary to bring the property into compliance with the City Code,
and repairs requested by the applicant that qualify as eligible repairs under
these guidelines. All repairs on the work write-up must conform to the eligible
repairs allowed under these guidelines. Any costs associated with lead-based paint
activities (e.g., testing, use of qualified contractors etc.) will be included in the workwrite up. The work write-up should not contain details that have no significant effect
on cost, such as color, style, or pattern.

13.2

Adjusting Work Write-Up. If the total estimated cost of the rehabilitation identified
in the work write-up exceeds the amount available to the applicant under this
Program, the Building Official will advise the applicant that additional funds
may be needed for all the items identified in the work write -up to be
completed. If the applicant is unable to provide supplementary funds to meet the
difference, the Building Official shall eliminate or modify items in the work writeup as necessary to reduce the estimated cost. However, items necessary to meet
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City code requirements and Program guidelines shall not be eliminated. If the total
estimated cost of the work cannot be reduced as necessary, the approval for
rehabilitation assistance may be revoked.
13.3

Scope of Work. The Building Official will consult with the applicant to finalize the
proposed rehabilitation scope of work and the amount of CDBG rehabilitation
assistance, which may be available. Any changes to the scope of work should be
completed before the rehabilitation project is put out for bid by the Director. The
scope of work will include performance standards applicable to the project.

13.4 Environmental Review. HUD regulations require the City identify specific
environmental factors that may be encountered at potential project sites and to
develop procedures to ensure compliance with regulations pertaining to these
factors. The CDBG Grants Coordinator will review the scope of work and determine
the level of environmental review that needs to be conducted. A complete
environmental review of all project activities must be complete prior to obligating
CDBG funds.
Section 14. Contracts for Rehabilitation Work
14.1

Solicitation of Bids and Proposals. The City shall solicit and select contractors to
perform rehabilitation services in accordance with all applicable local, state, and
federal laws. Only pre-selected contractors shall be eligible to submit quotes for
rehabilitation projects. In the event a subrecipient is used to administer the Program,
the subrecipient may solicit informal quotes from contractors and subcontractors for
repairs that require an expenditure of $50,000 or less.

14.2

Contractor Quote. Once an application is approved for rehabilitation assistance, the
City will invite each pre-selected contractor to submit an informal quote for
rehabilitation services outlined in the scope of work. The City may schedule a walkthrough of the eligible property with the applicant and the pre-selected contractor(s)
prior to the close of the quote period. Upon review of submitted informal quote(s),
the City will select the lowest, most responsible bidder to perform rehabilitation
services, provided that no contractor may be authorized to perform rehabilitation
services on more than three properties at any one given time.

14.3

Contract Documents. The City will prepare appropriate contract documents for
execution by the applicant, contractor, and the City. The contractor shall be required
to execute a written contract in a format prescribed by the City for each eligible
property the contractor is selected to provide rehabilitation services.
Each
specification in the contract shall be written so that it provides a clear understanding
of the nature and scope of the work to be done, the location of the work, the quantity
and type of materials, manufacturers' brand names or association standards to
identify the quality of materials and equipment required, and provisions for
acceptable or equivalent substitutes. If the scope of work is sufficiently
comprehensive, it may itself be used for the specifications.
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14.4

Subcontractors. Each contractor shall ensure that all subcontractors used on a
Program rehabilitation project have complied with the requirements of the Program
guidelines.

14.5

Applicant-Contractor Conference. The CDBG Grant Coordinator shall meet with the
applicant, the selected contractor, and any applicable subcontractor to review the
scope of work, the completion time, and warranties. The Applicant-Contractor
Conference shall allow the applicant and the selected contractor to negotiate
logistical arrangements needed to execute the scope of work, including, but not
limited to, the contractor’s use of utilities and other facilities at the applicant’s
property; moving or the offsite storage of furniture and personal belongings
needed to provide the contractor with ready access to identified work areas; and
any other matters related to steps necessary to ensure that the rehabilitation
work is completed in a timely manner. Both the contractor and the applicant shall
sign a copy of the scope of work, which shall include project details and
expectations. A copy of the signed scope of work must be provided to the Director
before a notice to proceed may be issued.

14.6

Notice to Proceed. The City will issue a notice to proceed upon receipt of all required
executed contracts.

14.7

Permits Required. The contractor must apply for residential building permits for all
work to be performed on a form provided by the Director. The Building Official shall
conduct a preconstruction meeting with the contractor in accordance with the City’s
standard permitting process.

14.8

Progress Reports. As work progresses, the Building Official shall conduct all required
inspections and provide progress reports of the rehabilitation services to the Director.
The CDBG Grant Coordinator will verify compliance with the contract work schedule
and compliance with general specifications.

14.9

Change Orders. If change orders are required or requested to the scope of work due
to additional findings while the rehabilitation work is underway, the contractor shall
notify the Director of such requested changes prior to commencing the work. Change
orders will not be authorized for additional work desired by the applicant unless it is
to include work, which is necessary to prevent further property damage. If a change
order is approved, a revised scope of work shall be signed by the applicant and the
contractor and provided to the Director.

14.10 Final Inspection. Upon notification by the contractor to the applicant and the Director
that the work is completed, the Building Official shall conduct a final inspection and
issue final certification of completion.
14.11 Project Closeout. The contractor shall provide the Director, prior to, or along with, a
request for final funds disbursement:
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a.

A letter of completion signed by the applicant;

b.

A guarantee of work;

c.

Manufacturers and supplies warranties; and

d.

Release of lien, if applicable.
Section 15. Procedures for Funds Disbursement

15.1

Payment in the amounts authorized, shall be made in accordance with the terms and
conditions of the contract between the contractor and the City.

15.2

In any project wherein the applicant is required to contribute funding toward the
cost of rehabilitation, said funds must be deposited in an escrow account prior to the
start of construction. The applicant's funds must be disbursed prior to the use of
CDBG funds approved for the project.

15.3

Prior to the disbursement of project funds, the contractor must submit an invoice
and a document that indicates the applicant’s approval of the work for which
project funds are requested, to the Director for final authorization.

15.4

Final payment to a contractor shall be made upon satisfactory completion of the
project work as determined through a final inspection conducted by the Building
Official and approval of the work by the applicant and upon completion of required
reporting documents.
Section 16. Terms and Conditions of Program Participation

16.1

Civil Rights. The applicant will be required to comply with Title VI of the Civil Rights
Act of 1964 and shall not discriminate on the basis of race, color, or national origin.

16.2

Use of Funds. All CDBG funds provided under this shall be used only for work
approved and identified in the Program documents.

16.3

Work to be performed by the applicant. An applicant approved for rehabilitation
assistance who wishes to perform rehabilitation services on his or her own
property, may do so, provided that the applicant has the necessary skill, equipment
and ability to satisfactorily perform the work. In such a case, labor costs, time and
effort expended by the applicant, shall not be eligible expenses. However, the
purchase of supplies and materials related to the authorized project work shall be
an eligible expense.

16.4

Inspections. Inspection of the property, the rehabilitation work, materials, and
equipment by the Director shall be a condition of participation in the Program.
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16.5

Supplementary Funds. In instances where the rehabilitation project costs exceed the
amount of rehabilitation assistance provided, the applicant shall be responsible for
providing whatever additional amount is needed to assure completion of the work or
project.

16.6

Conflict of Interest. The operation and administration of this Program shall comply
with all applicable local, state and federal requirements regarding conflict of interest.

16.7

Bonuses, Commissions, Fees, and Kickbacks. It shall be strictly prohibited for any
person having any connection with this Program to use their knowledge, position or
influence to secure any kind of a bonus, commission, or fee, including a finder's fee
or kickback.

16.8

Participating Contractors. The Director reserves the right to recommend to the CDAC
the debarment from this Program of any contractor or subcontractor on the basis
of unsatisfactory performance or impropriety relating to the contractor or
subcontractor's participation in the Program.

16.9

Section 3 compliance. All Section 3 covered contracts shall include the following
clause (referred to as the Section 3 clause):
a.

The work to be performed under this contract is subject to the requirements
of Section 3 of the Housing and Urban Development Act of 1968, as amended,
12 U.S.C. 1701u (Section 3). The purpose of Section 3 is to ensure that
employment and other economic opportunities generated by HUD assistance
or HUD-assisted projects covered by Section 3, shall, to the greatest extent
feasible, be directed to low- and very low-income persons, particularly persons
who are recipients of HUD assistance for housing.

b.

The parties to this contract agree to comply with HUD's regulations in 24 CFR
part 135, which implement Section 3. As evidenced by their execution of this
contract, the parties to this contract certify that they are under no contractual
or other impediment that would prevent them from complying with the part
135 regulations.

c.

The contractor agrees to send to each labor organization or representative of
workers with which the contractor has a collective bargaining agreement or
other understanding, if any, a notice advising the labor organization or
workers' representative of the contractor's commitments under this Section 3
clause, and will post copies of the notice in conspicuous places at the work
site where both employees and applicants for training and employment
positions can see the notice. The notice shall describe the Section 3
preference, shall set forth minimum number and job titles subject to hire,
availability of apprenticeship and training positions, the qualifications for
each; and the name and location of the person(s) taking applications for each
of the positions; and the anticipated date the work shall begin.
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d.

The contractor agrees to include this Section 3 clause in every subcontract
subject to compliance with regulations in 24 CFR part 135, and agrees to take
appropriate action, as provided in an applicable provision of the subcontract
or in this Section 3 clause, upon a finding that the subcontractor is in violation
of the regulations in 24 CFR part 135. The contractor will not subcontract with
any subcontractor where the contractor has notice or knowledge that the
subcontractor has been found in violation of the regulations in 24 CFR part
135.

e.

The contractor will certify that any vacant employment positions, including
training positions, that are filled (1) after the contractor is selected but before
the contract is executed, and (2) with persons other than those to whom the
regulations of 24 CFR part 135 require employment opportunities to be
directed, were not filled to circumvent the contractor's obligations under 24
CFR part 135.

f.

Noncompliance with HUD's regulations in 24 CFR part 135 may result in
sanctions, termination of this contract for default, and debarment or
suspension from future HUD assisted contracts.

g.

With respect to work performed in connection with Section 3 covered Indian
housing assistance, section 7(b) of the Indian Self-Determination and
Education Assistance Act (25 U.S.C. 450e) also applies to the work to be
performed under this contract. Section 7(b) requires that to the greatest
extent feasible (i) preference and opportunities for training and employment
shall be given to Indians, and (ii) preference in the award of contracts and
subcontracts shall be given to Indian organizations and Indian-owned
Economic Enterprises.
Parties to this contract that are subject to the
provisions of Section 3 and section 7(b) agree to comply with Section 3 to the
maximum extent feasible, but not in derogation of compliance with section
7(b).

16.10 Lead-Based Paint Notification. The applicant and the occupants of a property
requesting rehabilitation assistance must receive and sign a lead-based paint
notification form. The signed form for the applicant and occupants must be in the
Program file, with a copy to remain with the applicant.
16.11 Installation of Smoke Detectors. Properties assisted with HUD funds must comply
with the Fire Administration Authorization Act of 1992 regarding installation of fire
protection and safety devices.
16.12 The applicant, the contractor, and any applicable subcontractors, are required to
adhere to the provisions of the Program guidelines.
Section 17. Community Development Advisory Committee
17.1

The CDAC shall:
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a.

Recommend amendments and revisions to the Program guidelines;

b.

Review Program progress and operation;

c.

Review and act upon staff recommendations to debar contractors from
participating in the Program; and

d.

Serve as the Program review team. The review functions of the CDAC shall
be as follows:
1.

Review and determine eligibility for applicants requesting rehabilitation
assistance in excess of established Program limits and requesting
emergency assistance;

2.

Review program complaints; and

3.

Act on appeals of any decision of the Director regarding the Program
guidelines.
Section 18. Program Amendments

Amendments to the Program guidelines may be recommended by the Director and the
CDAC and amended by the City Council.
Section 19. Grievance Procedure
19.1

Purpose. This appeal and complaint procedure provides for the prompt review and
equitable disposition of disputes and complaints relating to the Program. These
procedures are used by the City and its Subrecipients or Contractors.

19.2

Procedure. An applicant may file the following with the CDAC:

19.3

a.

An appeal of a decision by the Director, a subrecipient, or a
contractor.

b.

A complaint relating to an alleged violation of the law, which is defined
as an individual or organization's allegation of a violation of the Housing
and Community Development Act of 1974, as amended; the CDBG
regulations; the City’s contract with the HUD; the City’s contracts with
its subrecipient or contractor agencies; certain laws because of
disability, race, color, national origin, age, sex, religion, sexual
orientation, gender identification, or marital status discrimination; and
the Inspector General Act of 1978, as amended.

Appeal and Complaint Process.
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a.

b.

An applicant may appeal the decision of the Director, a subrecipient,
or a contractor or a may file a complaint relating to an alleged violation
of the law by providing written notice of such appeal or complaint to
the City Secretary within ten (10) working days of receipt of notice of
the decision or the alleged violation. An applicant who is deemed
ineligible for rehabilitation assistance due to income may not appeal
such decision to the CDAC. A complainant may simultaneously pursue
resolution of the complaint through the internal complaint procedures
of the subrecipient or contractor or through the federal agencies having
jurisdiction over the substance of the complaint.
Upon receipt of the appeal or complaint by the City Secretary, the
applicant will be provided written notice that the appeal or complaint
has been received and the timetable under which it will be processed.

c.

If the appeal or complaint relates to a decision or complaint other than
a decision of or complaint against the Director, the Director will
attempt to reach an informal resolution of the appeal or complaint prior
to the hearing.

d.

The CDAC will hear the appeal or complaint within twenty (20)
working days of receipt of the applicant's appeal or complaint.

e.

The CDAC shall take the steps necessary to ensure each applicant is
given a fair and equal opportunity to present his or her case.

f.

The CDAC shall forward to the applicant a written decision within
fifteen (15) days of the date of the hearing.

g.

An applicant may appeal the decision of the CDAC by submitting a
written notice of such appeal to the City Secretary within ten (10)
working days of the receipt of the written decision of the CDAC. The
City Council shall hear the appeal within thirty (30) days of receipt of
the notice of appeal and shall issue a response within fifteen (15) days
of the date of the hearing.

h.

An applicant may appeal the decision of the City Council by submitting
a written notice of appeal to the Houston Field Office of the United
States Department of Housing and Urban Development Office of
Community Planning and Development (CPD) within ten (10) days of
receipt of the written response from the City Council. The Houston Field
Office Director of CPD shall have final authority to resolve the issue.

i.

The City will maintain written documentation of its investigation and
efforts involved in resolving an appeal or complaint.
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j.

19.4

The City will prepare and maintain a written summary of the outcome
of each appeal, complaint, investigation, and any hearing or other
resolution and will provide such summary to the applicant.

Complaints may be directed to:
Grantee Contact:
Director of Development Services
City of Missouri City
1522 Texas Parkway
Missouri City, Texas 77489
Telephone: (281)-403-8661
Section 20. Program Subrecipients and Contractors

Subrecipients and contractors contracted to administer or conduct the Program must adopt
these guidelines, including, but not limited to, any notification processes or procedures
established in these guidelines, and any application, letter, or document related to these
guidelines provided by the City for the administration of the Program.
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SYNOPSIS

This item is an update on key program activities that have been funded through multiple program
years.
BACKGROUND
A.) Housing Rehabilitation: None.
B.) First Time Homebuyers program: The program continues to solicit interest. To date,
staff has had conversations with four potential applicants.
C.) Residential Paint program: This program has continued to receive interest however no
applications have been received to date. Staff will increase efforts to provide information
to homeowners association representatives. Additionally staff continues the selection
process to identify contractors who can provide services through the program.
D.) Scholarships: All scholarship recipients have been notified of their awards. Recipients
will be recognized on the next regular City Council agenda, scheduled for May 3, 2021.
E.) Code Enforcement: Since the start of Project Year 2020 Code Enforcement has
conducted the following Actions:


390 Residential properties were inspected



69 Residential violations were observed



0 Residential violations were filed with municipal court



27 Residential violations were corrected



291 Residential properties were inspected with no violations observed



12 Commercial properties were inspected



3 Commercial properties were observed



0 Commercial property violations were filed with municipal court



1 Commercial property violations were corrected



12 Commercial properties were inspected with no violations observed



0 signs were removed from right of ways

The Top Violations Observed in this time were


Recreational Vehicle Parking



Fences



Trash Screening



Trash Placement



Junked Vehicles



Garbage



Trees



Address



Vegetation



Mildew

F.) Program Year 2021 Action Plan: Make considerations to either add an additional Code
Enforcement Officer for the large area that CDBG encompasses or remove the program
entirely. Ms. Cynthia Rex has stated the area is to large for just one Code Enforcement
Officer to handle alone.
FISCAL ANALYSIS
All funding is provided from the U.S. Department of Housing and Urban Development. There is
no fiscal impact to the City’s general fund.
SUPPORTING MATERIALS
1.

Final Program Year 2021 Action Plan Timeline for Preparation
STAFF’S RECOMMENDATION

Discussion item only.

Timeline for Preparation
FY 2022 CDBG Action Plan
City of Missouri City
April 5th

Applications Opened for CDBG Programs

April 5th

Applications Available

April 22nd

CDAC Meeting

May 20th

CDAC Meeting

May 25th

Pre–application information session (ZOOM)

Week of June 8th New Agencies – by appointment only (1st come 1st serve)
June 3rd

Deadline for all CDBG applications

June 17th

CDAC Meeting

June 20th

Action Plan preparation

June 27th

Public notice about Action Plan Public Hearing sent to
the Fort Bend Herald for publication. (Start Date for 30
day comment period on Action Plan summary)

July 5th

Public Hearing - First Reading of Ordinance -City
Council (Tells public the recommendation of
CDAC/Council and what’s in Draft Action Plan)

Date TBA

Second CDAC meeting (if needed)

July 19th

Second Reading - Adoption of FY 2020 Action Plan by
City Council

August 5th

End comment period on Action Plan summary

Date TBA

Complete Action Plan

August 16th

Action Plan due to HUD

Agenda Item Cover Memo
April 22, 2021
To:
Agenda Item:
Submitted by:

Community Development Advisory Committee
6.) Public Comment
Ami Moore, Community Development Coordinator
SYNOPSIS

This item allows the opportunity for the public to address the CDAC on agenda items or concerns
not on the agenda. Those wishing to speak must request permission from the Chair prior to the
beginning of the meeting and observe a three-minute time limit.
BACKGROUND
Per the Citizen Participation Plan, the City of Missouri City is committed to involving all residents
in the development of its programs, especially those utilizing federal or state funds. During the
first funding year of the Community Development Block Grant (CDBG) Program, the City of
Missouri City established a Community Development Advisory Committee, with members
appointed by the Mayor for the purpose of providing direction to the distribution of the CDBG
funds. The CDAC is generally comprised of at least 2 City Councilmembers, 2 former City
Councilmembers, and 4 City residents each representing a different quadrant of the City.
Pertinent City staff members and the contract CDBG management consultant serve as non-voting
members of the committee to provide information regarding CDBG and City regulations. Notices
for all CDAC meetings are posted at least 72 hours in advance and meetings, held on weekday
evenings, are open to the public.
FISCAL ANALYSIS
None
SUPPORTING MATERIALS
None
STAFF’S RECOMMENDATION
None

