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CHAPTER 2. MANAG NG THE ENTI TLEMENT CGRANT CYCLE

2-1 OVERVIEW The objective of the Entitlenment Programis to
provi de benefits through CDBG funded activities to | ow and
noderate i ncone persons, citizens affected by slum or
blighted conditions, and citizens affected by a serious and
imediate threat to public health or welfare. Staff
responsi ble for reviewi ng and responding to information
submitted by grantees nust understand the actions which they
nmust take to ensure that grantees are pronptly advi sed of
the acceptability of the information they subnmit and of any
further requirements which nust be net.

2-2 FIELD OFFI CE RESPONSI BI LI TI ES
A. The Field Ofice is responsible for the day-to-day

managenent of the block grant program During the
program year for each grantee, the Field Ofice conducts
the annual performance review, approves the

Conpr ehensi ve Housing Affordability Strategy (CHAS),
processes the final statenent and reviews the G antee
Performance Report (GPR). Field Ofice responsibilities
al so include oversi ght of grantee performance through
on-site nmonitoring, responding to inquiries from
grantees and the general public, training of grantees,

di ssem nati on of policy, provision of technical

assi stance, and coordi nation with other divisions

within the Field Ofice on matters of interest to CPD.

B. The Regional Ofice provides oversight of Field Ofice
performance. Requests sent by the Field Ofice to
Headquarters for a policy determ nation or approval of a
recomrended action rmay need to be routed through the
Regi onal office for concurrence or the provision of
addi tional coments, information, or recomendations, as
determ ned by the applicabl e Region.

2-3 DELEGATION OF AUTHORITY. Certain responsibilities are
del egated to Field Ofices, while other actions and
deci si ons nust be nade by the Regional Ofices or
Headquarters.
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A Regi onal or Field Ofices are authorized to:

1. Approve the CHAS;
2. Process final statenents;

3. Execute Grant Agreenents;
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4. Make judgenents concerning a grantee's perfornance;

5. Inpose corrective and renedial actions except
term nating, reducing, conditioning, or otherw se
limting the availability of the grant;

6. Approve the release of funds; and

7. Make determinations of the I egal authority of an
urban county to carry out CDBG and housi ng
activities.

8. Make determ nations of non-conpliance under Section
109 of the HCD Act of 1974, as anmended (Regi ona
Ofice only).

9. Gant exceptions to the section 104(d) requirenent
for one-for-one replacenent of | ow and
nmoder at e-i nconme dwel | i ng units.

B. Headquarters. Authority to take the foll ow ng
actions has not been del egated bel ow the | evel

of the Assistant Secretary for CPD

1. Disapprove final statenents;

2. Term nate, reduce, or otherw se adjust or
limt the availability of entitlenent grants;

3. Determine who qualifies for entitlenment grants and
basic entitlenment grant anounts;

4. \Wive the general terns and conditions of the
communi ty devel opnent bl ock grant agreenent;

5. Issue rules and regul ati ons;

6. Waive any requirement of 24 CFR Parts 570, 571
85 and 91; and
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7. Determine that a grantee | acks the | ega
capacity to assune or carry out environnental
review responsibilities.

2-4 ENTI TLEMENT CYCLE. Funds are allocated to entitlenent
cities and urban counties on an annual basis by a statutory
formula. The grantee nust apply for the funds by subnitting
a final statenment, generally for a twelve nonth period
This twelve nonth period, or programyear as it is generally
call ed, may be shortened or |engthened by the grantee,
provided HUD i s given adequate notification in accordance
with the regulations (see 570.302(b)(2)).



Conpr ehensi ve Housing Affordability Strategies.

Al though the entitlement grant cycle is generally
perceived to begin on the programyear start date
specified in the Gant Agreenent, it initially begins
when the conmunity submits its CHAS. The CHAS is due by
Cctober 1 and no later than Decenber 31. A grantee
cannot receive entitlenent funding w thout an approved
CHAS which is in effect for the year in which the fina
statement is subnitted. The Conprehensive Housi ng
Affordability Strategy is a five year docunent which
estimates the housi ng assi stance needs of very

| owi ncome, |owincone, and noderate incone famlies and
assesses the availability of unassisted housing,

assi sted housing, and other resources for addressing
these needs. Each year, the jurisdiction will decide
how t he avail able resources will be used to provide

af f ordabl e housing for needy famlies and supportive
housi ng for homnel ess persons and others with specia
needs. The CHAS Perfornmance Report is due by Decenber
31 of each year. Chapter 3 provides detailed
instructions for review ng the CHAS perfornmance report.

Final statement. The grantee's final statenent is
submitted follow ng approval of the CHAS by the Field
O fice, although there may be several nobnths between
these two events since the CHAS will generally be
submitted in Cctober, while a grantee may submt its
final statenment anytine during the period beginning
Decenber first and ending on the first working day in
Septenber. The final statenment, which a grantee should
submit at least 30 days prior to the start of its
program year, briefly describes the grantee's comunity
devel opment program obj ectives and how it plans to use
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the CDBG funds which will be available (new grant funds
and programincone) during the next programyear. The
final statenment submnission nmust include certifications
satisfactory to the Secretary covering all of the itens
required by statute and the regul ations, including those
related to civil rights. The G ant Agreenent which is
sent to the community for execution follow ng processing
of the final statement contains the terns and conditions
whi ch govern acceptance of the CDBG funds. Chapter 4
contains detailed instructions for processing fina
statenments.

Grantee Performance Report. Each year the comunity
must subnit a report describing howit carried out its
Entitlement Program during the nost recently conpleted
program year. This is the grantee perfornance report
(GPR), which is due no later than 90 days after



conpl etion of the programyear. The GPR provi des HUD
the nobst concise description of the activities for which
the grantee obligated or expended funds during the
program year. The GPR provi des the npbst conprehensive

i n-house information concerning whether the grantee's
activities are eligible and neet a national objective.

It is also a primary source of information for selecting
activities to be nonitored on-site. Chapter 7 includes
the checklists and instructions for GPR reviews.

D. On-site Mnitoring. Monitoring of the grantee on-site
provi des val uabl e additional information about the
grantee's performance. Based on infornmation obtained
fromthe GPR, final statements, prior nmonitoring visits,
citizen conplaints, risk analysis, audits, and
correspondence, the Field Ofice deternines which
grantees to nonitor on-site and which aspects of the
grantee's program and which particular activities need
to be so monitored. Cuidance for conducting on-site
nonitoring is included in the Mnitoring Handbook
6509. 2 REV-4.

E. Annual Performance Review (APR). The information
gathered as a result of all of the previous steps in the
entitlement cycle are used to nake an annua
conpr ehensi ve assessnment of the grantee's perfornmance in
preparation for the grant award for the next year
Chapter 9 includes detailed instructions on documenting
a grantee's performance prior to making the next grant
award as required by section 104(e)(1) of the HCD Act of
1974, as anended and Subpart O of the regul ations.
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2-5 TIMNG

A. Coordinating the work schedule. The timng of grantee
submi ssions and tinme franes required for adequate
reviews by Field staff are inportant factors in
coordi nating the office work schedul e t hroughout the
year. This Handbook provi des guidance on the tim ng of
various submi ssions, including due dates and the tinme

franes for the Field Ofice response. In order to
adequately fulfill our oversight responsibilities, it is
i mportant that we neat these dates to the maxi num extent
f easi bl e.

B. The key elenents in the review of entitlenment grantees,
performance are the grantee perfornmance report, on-site
moni toring (where applicable), and the Annua
Performance Review. To be nost effective, these three
nmust be used together. Review of the GPR may revea
activities that are questionable and in need of further
information in order to determ ne whether they neet



program requirenents. Since the GPRis received early in
the grantee's next programyear, it should be revi ened
pronptly so that HUD can identify and advi se the grantee
of problemsituations before they develop into nore

serious concerns. |If the community has been sel ected for
on-site nmonitoring, it should be scheduled to closely
follow conpl etion of the GPR substantive review. In any

event, a letter should be sent to the grantee

i medi ately following the GPR review, identifying all
questionabl e activities, what additional information HUD
will need to receive in order to nake a determ nation
concerning eligibility and national objective
compl i ance, which of that information is to be conveyed
inwiting, and, if applicable, which will be revi ewed
during the on-site visit. The GPRreviewis a prinmary
source of information for selecting activities to be
nmonitored on-site.

C. Objectives. To the extent workl oad considerations
permit, the conpletion of activity reviews in the early
stages of the grantee's programyear will also assist us
in our goal of providing guidance and assi stance to
grantees rather than sinply notifying themthat
activities already underway or conpleted do not neet
program rul es.
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D. Annual Performance Review. The Annual Perfornmance
Revi ew shoul d be staged to occur rmuch later in the
program year. Since this is the nechani sm HUD uses to
consider a grantee's performance against the full array
of programrequirenents and concerns, it should be held
ideally just prior to the awardi ng of the next annua
grant. Again, in cases where performance deficiencies
are still in question, the additional tine may be
extrenmely useful. This will facilitate consideration of
the |l atest available data on all aspects of a grantee's
performance just before being faced with a decision on
whet her a grant reduction or condition should be inposed
or whether a certification should be challenged. By
conducting GPR reviews, on-site nonitoring, and the
Annual Performance Review in a carefully planned and
coordi nated manner, we should be able to fully resolve
t he maxi mum nunber of identifiable concerns about a
grantee's performance at the nost advantageous point in
time.

2-6 DEVELOPI NG AND NMAI NTAI NI NG SYSTEMS. Adequate interna
systens which alert appropriate staff to due dates for
subm ssi ons, responses, and actions to be taken are an
essential element in the managenent of the Entitlenent
Programby Field Office CPD staff. Certain actions nust
occur within dates established by the regul ations,



managenent plan or other policy docunents, while others are
dependent on actions by the grantee (e.g., requests for

rel ease of funds). Still others are controlled by Field
Ofice staff, such as due dates for responses to nonitoring
findi ngs.

A. Systens for Tracking Due Dates and Responses. Systens
should be in place in each Field Ofice to track the
dates listed below. A sanple form which may be used by
Field Ofices for tracking CHASs is included as Exhibit
2-1 and a sanple GPR review tracking log is included as
Exhi bit 2-2.

1. Due dates for subm ssions of CHASs, fina
statenents, GPRs and audits.

2. Target dates for conpletion of reviews of CHASs and
GPRs.

3. Gantee responses to findings. Findings resulting
fromnonitoring reviews and GPR revi ews should be
tracked using FORMS\CPD. |f the initial grantee
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response to a finding (nmonitoring, GPR, or audit) is
not adequate, the Finding Sunmary Sheet (Exhibit
2-3) should be naintained to record progress of
efforts to resolve the finding.

B. Logs. Each Field Ofice should al so have in place |ogs
whi ch track the follow ng:

1. Programincone

a. Activities which are (or are likely to be)
i ncome producing for the grantee should be
recorded in a log to assure that incone is not
|l ost to the CDBG program The regul ations
require that programincone as defined in
570.500(a) mnust be recorded as part of the
financial transactions of the Entitlenent
Program and that programincone is treated as
addi tional CDBG funds subject to all applicable
requi renents governing the use of CDBG funds.

b. For these reasons as well as the fact that the
i ncone may not be received for several years
after the initial expenditure of CDBG funds for
the activity, it is inportant that each office
track potential income producing activities for
each grantee. A sample programinconme log is
i ncluded as Exhibit 2-4. There should be a
separate log for each grantee which identifies



grantee and subrecipient activities which
generate or are likely to generate program
i ncone, such as:

(1) Loans (rehabilitation, econonic devel opnent,
etc.) nmade with CDBG funds;

(2) Real property acquired by the grantee or a
subrecipient with CDBG funds, where it
appears likely fromthe description or
nature of the activity that the property
will not remain in public ownership;

(3) Real property owned by the grantee or a
subreci pi ent that was inproved with CDBG
funds t hrough cl earance, denolition, site
i mprovenents, rehabilitation, or
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construction, where it appears likely from
the description or nature of the activity
that the property will not remain in public
owner shi p.

Requests for Rel ease of Funds. Field Ofices should
keep track of the requests for rel ease of funds.
See Exhibit 6-3 for a sanple |og.

Citizen Conplaints. Field Ofices shall maintain a
citizen conplaint |og which tracks receipt of the
conmplaint, the date the conplaint was sent to the
grantee for direct response, and the date a copy of
the grantee's response was reviewed by the Field
Ofice, and whether additional reviewis needed to
determne if there has been non-conpli ance.

Conpl aints alleges violation of civil rights

requi renents, crimnal wongdoing or violation of
HUD st andards of conduct are to be referred to the
appropriate offices as specified in the CPD
Conpl ai nt s Handbook, 5552.0 Rev.-2. The |og should
note the date of referral and the office to which
the conplaint was referred. See Chapter 6

par agr aph 6-6A, for procedures to be followed for
handl i ng compl aints related to Environnental
Requests for Rel ease of Funds.

Cost Allocation Plans for which HUD is the cogni zant
agency, listed by grantee and entity within the
gr ant ee.

M scel | aneous 1 ogs. Logs should be established and
mai nt ai ned by CPD staff whenever necessary to track
referrals to other offices or Headquarters, to or to



ensure that actions are taken at the appropriate
time or information is provided in a tinmely manner

C. Files. The official files should enable the Field
Ofice to carry out its review functions efficiently and
to adequately support concl usions reached on any aspect
of grantee performance. The file system should be
updat ed as necessary to incorporate new requirements or
i nformati on, such as one-for-one replacenent subm ssions
from grant ees

2-7 CLOSEQUTS. As the termis used in the CDBG regul ations, a
grant closeout for entitlement grantees will take place
sometine after a grantee ceases to receive entitlenent
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funds. As described at 570.509(a), a grant cl oseout occurs
when HUD determines, in consultation with the grantee, that:

A. Al costs to be paid with CDBG funds have been incurred
with the exception of closeout costs and costs of
contingent liabilities;

B. The work has been completed for activities financed by
means of escrow accounts, |oan guarantees, or simlar
mechani sns; and

C. Oher responsibilities under the grant agreenent,
appl i cable | aws, and regul ati ons appear to have been
carried out satisfactorily, such as achi evenent of
nati onal objectives, or there is no further Federa
interest in keeping the grant agreenent open for the
pur pose of securing perfornance.

2-8 ADDITIONAL EXHI BITS. The following exhibits will assist CPD
staff in neeting the responsibilities of the Field Ofice.

A.  Ceneric Cal endar of Subni ssion Dates and Revi ew
Deadl i nes, Exhibit 2-5.

B. List of Key CPD Reference Materials, Exhibit 2-6

C. List of docunents or itens related to the entitlenent
program which are to be submitted to Headquarters,
Exhi bit 2-7.
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Exhibit 2-1



Conpr ehensi ve Housing Affordability Strategy Log
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Exhibit 2-1
I NSTRUCTI ONS FOR COVPLETI NG
COVPREHENSI VE AFFORDABI LI TY STRATEGY LOG
1. List all grantees in advance.
2. I f an abbreviated strategy is to be subnmitted by the

grantee, place an asterisk by the nane of the grantee.

3. Subnmit a copy of the log to the Ofice of Affordable Housing
in Headquarters on the first of each nmonth during the first
two quarters of the Federal Fiscal Year
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GPR Revi ew Log
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Exhibit 2

3

CDBG
Fi ndi ng Summary Sheet
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| nstructions

khkhkkhkhkhkhhhhhhdhhhhhhhhhhhdhhhdhdhdhdhddhdddhddhddhhddrdhdddhddrdrdrdrddrddrddrdx*

* *
* *
* *
* *
* *
* *
* *
* *
* *
* GRAPHICS MATERIAL [N ORI G NAL DOCUMENT OM TTED *
* *
* *
* *
* *
* *
* *
* *
* *
* *
* *

E R I R R I I R SR R O kR R O O R SRR I o b O

9/ 92 2

6513. 01

Exhibit 2-4

CDBG Program | ncone Log
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EXH BIT 2-5

GENERI C CALENDAR OF SUBM SSI ON DATES AND REVI EW DEADLI NES

FI NAL STATEMENT

CHAS

CHAS PERFORVANCE

TI' M NG

General |l y, due 30
days prior to
start of program
year. (In no event
may it cone in

| ater than the
first working day

i n Septemnber.)

Due 90 days
foll owi ng end of
program year.

Due between 10/ 1
and 12/ 31 each
year.

Due Decenber 31

HUD ACTI ON

Revi ew shoul d be
conpl eted within
30 days of receipt
(or sooner if
necessary to award
grant by program
year start date).

Revi ews shoul d be
conducted within
90 days of
receipt.

Revi ew nmust be
conpl eted within
60 days of receipt

or CHAS is
automatically
appr oved.

Revi ew nust be



REPORT

MONI TORI NG

ANNUAL PERFORVANCE
REVI EW

each year.

Preferably,
cl osely follow ng
revi ew of GPR

Conduct ed j ust
prior to the start
of the program
year.

conpl eted within
90 days

Letter to grantee
shoul d be

di spatched within
30 days of |ast
day of visit.

Revi ew nmust be
conpleted at tine
O fice Manager
signs the G ant
Agr eenent,

(HUD- 7082) .
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1. Housi ng and Community Devel opnment Act of 1974, as anended.

2. Conmuni ty Devel opnent Bl ock Grant Program Regul ati ons, HUD

Handbook 6500

3. Guide to CDBG Eligible Activities (Publication HUD CPD-89-01,
i ssued Septenber 1988)

4. CDBG Entitlenent Policy Gui dance Notebook and Updated | ndex
(CPD Notices 89-02 and 89-45)

5. Program I nconme Training Bulletin (Publication HUD CPD 90-1,

i ssued April 1990)

6. Subreci pient Training Bulletin (Publication HUD 1267- CPD,
i ssued August 1990)

7. Entitl ement G antee Performance Report (GPR)

HUD Handbook 6510.2 Rev-1 and changes 1 and 2

I nstructions,

B. Conmuni ty Pl anni ng and Devel opnent Mbnitoring Handbook
6509. 2 REV-4 and changes 1 through 4

9. Communi ty Pl anning and Devel oprment Conpl ai nt s Handbook

5552. 0 REV-4

10. 24 CFR Part 85, Uniform Adm nistrative Requirenents for
Grants and Cooperative Agreenents to State & Local
(Comon Rul e)

Gover nmrent s.

11. OVMB Circular A-87, Cost Principles for State & Local

Gover nnent s;

and A-122, Cost Principles for

Non- Profit



organi zati ons

12. OVMB Circular A-110, Uniform Admi nistrative Requirenents for
Grants and Agreenments with Non-Profit Organizations

13. OVMB Circular A-128, Audit Requirenents for State and Local
Governments; and OMB Circular A-133, Audit Requirenents for
Nonprofit organizations
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DOCUMENT

Fi nal St atenent

Di scl osure of
Lobbyi ng
Activities,
Form SF-LLL

HUD Noti fication
( HUD- 7028)

G ant ee
Per f or mance Report
(GPR)

Copi es of GPR
substantive revi ew
letters

Annual schedul e of
on-site nonitoring
visits

CDBG ENTI TLEMENT PROGRAM

SUBM SSI ONS TO HEADQUARTERS

ANNUAL DUE DATE

When t he
substantive revi ew
is conpl eted.

Di scl osure
submitted by
grantee with Final
St at ement and

i medi ately sent
by FOto HQ
Subsequent forns
are batched and
submtted at the
end of each
quarter

When the grant
transmttal letter
is signed

When t he
substantive revi ew
is conpl eted

When i ssued

Cct ober 31 and as
revised during the
year
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Exhi bit 2-7

HEADQUARTERS
OFFI CE

Pol i cy
Coordi nati on Unit,
CPD

O fice of Ethics,
Adm ni stration

O fice of

Legi sl ation and

I nt ergover nnent al
Rel ations (CI R

Pol i cy
Coordi nati on Unit,
CPD

Entitl enent
Communi ti es

Di vi si on, OBGA,
CPD

Fi el d Coordi nati on
Unit, CPD



Copi es of CHAS | og

Fi rst of each
month for first
two quarters of FY

1

Ofice of
Af f ordabl e
Housi ng, CPD
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Copies of initial
monitoring letters
di scussi ng
programati c

revi ews and/ or
teamvisits

Copies of letters
reporting results
of relocation or
acqui sition

noni toring revi ew
and each foll ow up
letter

Wor kl oad

| dentification/
Trai ni ng and
noni tori ng
Schedul e

( HUD- 4025)

Annual Rel ocati on
and Acqui sition
noni tori ng
Schedul e

Seni - Annua
Reports of

Rel ocati on, Tenant
Assi st ance and
Acqui sition

i ncl udi ng

HUD- 4047,

HUD- 4048,
description of
training and TA
provi ded, and
expl anati on of
significant
probl ers
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When i ssued

When i ssued

Cct ober 31 and
April 30 of each
year

Cctober 31. An
updat ed schedul e
is included in the
Sen - Annual Report
due April 30

Cct ober 31 and
April 30 of each
year

Exhi bit 2-7

Entitl ement
Communi ti es

Di vi si on, OBGA,
CPD

Rel ocati on and
Real Estate

Di vi si on, OAHP
CPD

Rel ocati on and
Real Estate

D vi si on, QAHP
CPD

Rel ocati on and
Real Estate

Di vi si on, OAHP
CPD

Rel ocati on and
Real Estate

Di vi si on, OAHP,
CPD




Copies of initial
nonitoring letters
witten by the
Envi r onment al
Speci al i st

Reconmendat i ons
dealing with

fi ndi ngs which
have been open for
a year or nore

Recomrendat i ons
for grant

condi tions,
reductions, or
other restrictions

Copi es of grant
approval letters
and agreenents

i mposi ng speci al
condi tions

aut hori zed by
Headquarters

When

Year

Year

When

i ssued

round

round

i ssued
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O fice of
Envi ronment and
Energy, CPD

Fi el d Coordi nati on
Unit, CPD

Fi el d Coordi nati on
Unit, CPD

Entitl enent
Communi ti es

Di vi si on, OBGA,
CPD
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