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GUIDELINES FOR INFORMATION TO BE SUBMIGUIDELINES FOR INFORMATION TO BE SUBMITTEDTTED  
 
I.    SUBMISSION REQUIREMENTS 

a. The CDBG application packet is available at the Department of Housing and Community 
Development (DHCD), CDBG Office, Room 1101, 417 E. Fayette Street, Baltimore, Maryland 
21202 during normal business hours from 8:30 a.m. to 4:30 p.m. The CDBG application can 
be viewed and downloaded from DHCD’s website at www.baltimorehousing.org.  
 

b. A separate proposal should be submitted for each project or activity, for which CDBG funding 
is requested (e.g., operating costs, acquisition or construction costs). ONE ORIGINAL AND 
ONE COPY OF EACH PROPOSAL SHOULD BE SUBMITTED TO THE DEPARTMENT OF 
HOUSING AND COMMUNITY DEVELOPMENT.  

 
c. Failure to provide all required information would result in a proposal being returned without 

review or comment. 
 
d. Applications for CDBG funding should be mailed or hand-delivered to: 

 
CDBG Office – Room 1101 
Department of Housing and Community Development 
417 E. Fayette Street 
Baltimore, Maryland 21202 
 

II. APPLICATION COMPONENTS 
a. Requests for funding must include the following documents: 
 

1. CDBG Checklist 
2. Proposal Cover Sheet 
3. Organizational Information 
4. Project Narrative 
5. Budget Forms 
6. Performance Measurement Form 
7. Conflict of Interest Statement 
8. Articles of Incorporation and Bylaws 
9. Federal Tax Exemption Determination Letter 
10. Current Certificate of Good Standing from the State of Maryland 
11. List of Current Board of Directors 
12. Board of Directors’ authorization to submit request 
13. Organizational chart 
14. Resume of program administrator 
15. Resume of fiscal officer 
16. Financial statement or most recent audit 
17. Housing Counseling Program (as applicable) 

 
b. Private non-profit organizations that have applied in the past three years or are currently 

receiving CDBG funds do not need to submit documents Nos. 8, 9, 11, 13, 14 and 15, if they 
are presently on file at DHCD and there have been no changes since initial submission. 
Documents Nos. 1, 2, 3, 4, 5, 6, 7, 10, 12, and 16 must be submitted every year with each 
annual request. City agencies should only submit documents 1, 2, 4, 5 and 6. 

 
c. Organizations applying for CDBG funds for the first time must submit all documents.  
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III. DUNS NUMBER REQUIREMENT 
All organizations applying for federal dollars must provide their Dun & Bradstreet (D&B) Data 
Universal Numbering System (DUNS) in the application for funding.  Organizations should verify 
that they have a DUNS or take steps needed to obtain one as soon as possible. Applicants may 
obtain a DUNS by calling 1-866-705-5711. 
 

IV. CDBG TENTATIVE TIMELINES 
 

TENTATIVE TIMELINESS 
November Notification of 1st public hearing regarding needs/performance and Request For Proposal 

(RFP’s) for Federal Fiscal Year 2012, City Fiscal Year 2013 
 

December 7, 
2011 

Needs/Performance Public hearing 
 

December 19, 
2011 

Deadline for submission of proposals and written comments on the Needs/Performance 
Hearing 
 

December – 
March 

Review and finalize proposals in order to prepare the Draft Annual Action Plan for public 
review and comment 
 

 April Public Hearing on Draft Annual Action Plan 
 

May Deadline for written comment on draft plan 
DHCD review of and response to public comments on the draft plan 
Submit Annual Action Plan to the City’s Board of Estimates approval 
 

May Submit Annual Action Plan to HUD 
 

June  Anticipated HUD approval of the Annual Action Plan 
 

July  Program Year begins 
 

 
NOTE: CDBG funds are limited. It is therefore important that applicants identify other resources for their programs and/or 
projects. Continuous CDBG funding is not guaranteed.   
 
 
V. ORGANIZATIONAL INFORMATION  

The information noted below must be provided, in a narrative form and attached to the application 
package, in order to allow the City to assess the organization’s capacity to complete the 
program/project.  

 
a. Experience/Organizational Capacity 

Provide a brief narrative on the types of activities undertaken by the organization, and, if 
appropriate, the success in carrying out the activity for which funding is requested. 

 
c. Financial Capacity supplement 

• Describe the organization’s projected budget and the major sources and uses of funding. 
• Describe the fiscal management, disbursement methods, financial reporting, 

recordkeeping and accounting procedures. 
• Indicate the ability to comply with the audit requirements specified under Section VI, (e) 

entitled “Contracting Requirements”. 
• Indicate whether or not the organization pays all payroll taxes and worker’s compensation 

as required by federal and state law.  Provide evidence (copies of most recent IRS Form 
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990 and quarterly tax forms) that the organization is current on federal and state taxes, or, 
the organization has an agreement in place to address any tax liability. 

• Indicate whether the organization has adequate insurance. The required coverage for 
general and automobile liability insurance, fidelity bonds and fire insurance is specified 
under Section VI, entitled “Contracting Requirements”. 

 
d. Personnel 

Indicate whether the organization has a written personnel policy, affirmative action plan and 
grievance procedure. 

 
e. Describe Staff Capacity 

List the staff, consultants, tutors and volunteer positions, as applicable, which will be involved 
in carrying out the proposed activity. Where known, describe the experience and expertise of 
the individuals who will be responsible for program implementation.  

 
f. Conflict of Interest  

1) The general rule is that no persons, as defined below, who exercise or have exercised any 
functions or responsibilities with respect to CDBG activities, or who are in a position to 
participate in a decision making process or to gain inside information with regard to such 
activities may obtain a financial interest or benefit from a CDBG-assisted activity, or have a 
financial interest in any contract, subcontract, or agreement with respect to CDBG assisted 
activity, or with respect to proceeds of the CDBG activity, either for themselves or those 
with whom they have family or business ties, during their tenure or for one year thereafter. 
(Section 24 CFR 570.611(b) – “Conflicts prohibited” of the CDBG regulations). 

 
Persons covered.  The conflict of interest provisions apply to any person who is an 
employee, agent, consultant, officer, or elected official or appointed official of the recipient, 
or of any designated public agencies, or sub-recipients who are receiving funds under this 
part.   

 
2) No employee, officer or agent of the grantee shall participate in selection, or in the award 

or administration of a contract supported by Federal funds, if a real or apparent conflict of 
interest would be involved.  Such a conflict would arise when any of the parties noted 
below have a financial or other interest in the firm selected for award. 

  
a. The employee, officer or agent; 
b. Any member of his immediate family; 
c. His or her partner; or 
d. An organization, which employs, or is about to employ, any of the above,  
 

The officers, employees or agents shall neither solicit nor accept gratuities, favors of 
anything of monetary value from contractors or parties to sub-agreements (24 CFR PART 
84.42 – “Codes of Conduct”).  

 
Conflict of interest situations that are not properly addressed can result in a loss of CDBG 
funding to the program and/or to the City, and in some cases can result in civil or criminal 
liability. City staff should be contacted immediately if you suspect that there may be a 
conflict of interest.  

 
To ensure compliance, please review the regulations noted above to determine whether an 
actual or perceived conflict of interest exists, and, if so, what action should be taken to 
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avoid a violation of the law. All applicants must complete the “Conflict of Interest 
Questionnaire” and submit with the proposal. 

 
VI. CONTRACTING REQUIREMENTS 

Organizations selected for funding will be required to enter into a contract with the City of 
Baltimore. At that time, organizations will be required to meet certain requirements. Applicants 
should state in their proposals whether or not they can comply with these requirements that 
include, but are not limited to: 

 
a. Insurance/Bond/Worker’s Compensation 

1) The City normally requires general liability insurance coverage with a minimum combined 
single limit of not less than $1,000,000, per occurrence, for all damages arising out of 
bodily injuries, death and property damage or a $2,000,000 single combined limit for bodily 
injury and property damage, and, automobile liability insurance coverage with a minimum 
of $1,000,000 combined single limit for bodily injury and property damage. 

 
2) Fire insurance at least equal to the amount of the grant must be procured for capital 

improvement projects and acquisition of property. 
 

3) Worker’s Compensation and Unemployment Insurance as required by the State of 
Maryland. 

 
4) Fidelity Bond Insurance – If approved, applicants will be required to obtain fidelity bond 

insurance equal to 1/6 of the CDBG award.  
 

5) Construction contractors are required to procure builder’s risk/course of construction 
insurance as well as fidelity, performance and payment bond coverage equal to at least 
50% of the grant award. In addition, if federal funds are used for a project, an 
environmental clearance & Release of Funds (ROF) must be completed prior to 
commencement of project. A ROF is completed by DHCD; however federal and non-
federal funds may not be expended for the project prior to a ROF being approved by HUD. 

 
b. Certification Regarding Debarment, Suspension and Other Matters 

The Office of Management and Budget (OMB) Circular A-133 Supplement, Part 3, Section I 
requires the City to ensure that subrecipients or contractors receiving awards greater than 
$100,000 are not suspended or debarred from participation in Federal award programs.  
Organizations that will be awarded a CDBG contract will be required to certify that to the best 
of their knowledge and belief they and their principals are not affected by this provision.  
 

c. Section 3 Requirements 
All housing construction, rehabilitation or other public construction projects receiving federal 
funds in excess of $200,000 must comply with Section 3 requirements. Section 3 is a provision 
of the Housing and Urban Development Act of 1968 that helps foster local economic 
development, neighborhood improvement and individual self-sufficiency. The purpose of 
Section 3 is to ensure that employment and other economic opportunities generated by certain 
HUD financial assistance shall, to the greatest extent feasible, and consistent with existing 
Federal, State and local laws and regulations, be directed to low- and very low-income 
persons, particularly those who are recipients of government assistance for housing, and to 
business concerns which provide economic opportunities to low- and very low-income 
persons.  
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For additional information regarding the Section 3 requirements, please contact Felecia Lewis 
Johnson at (410) 396-1969. 

 
d. Limited English Proficiency (LEP) 

Baltimore receives substantial federal funds to help support many innovative programs and 
services. In return for these funds, the City undertakes specific obligations imposed by federal 
law, including Title VI of the Civil Rights Act of 1964, and Executive Order 13166, signed by 
President Clinton in August 2000.  These two provisions mandate that recipients of federal 
financial assistance must take reasonable steps to provide persons with Limited English 
Proficiency (or “LEP”) meaningful access to their programs and activities. Non-governmental 
organizations, i.e., nonprofits, whose programs are supported by or assisted with federal 
funds, will be contractually obligated to comply with Title VI, which includes an obligation to 
provide language assistance to LEP individuals. 

 
e. Audit Requirements 

In accordance with OMB Circular A-133, the Federal Government requires that non- profit 
organizations receiving $500,000 or more in federal financial assistance in a fiscal year must 
secure an audit.  Agencies requesting $500,000 or more must select one of the three ways to 
meet this requirement and state in the narrative which method they choose: 

 
(1) If the organization currently conducts audits of all its funding sources including CDBG, 

a copy of the most recent audit must be submitted to DEPARTMENT OF HOUSING 
AND COMMUNITY DEVELOPMENT. 
 

(2) If the organization currently conducts audits of its other funding sources but has neither 
received nor included CDBG in the past, the scope of the audit would be modified to 
incorporate CDBG audit requirements. Augmentation could then be included in the 
CDBG project budget, accompanied by an auditor’s written cost estimate. 

 
(3) If the organization does not have a current audit process, the organization will be 

required to include a 10% set-aside in the CDBG project budget for an audit.  
 

f. Other requirements as applicable. 
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VII. NATIONAL ENVIRONMENTAL POLICY ACT (NEPA) – ENVIRONMENTAL CLEARANCE 

CDBG regulations require that all programs and projects proposed for funding must receive a 
National Environmental Protection Act (NEPA) clearance. The primary purpose of the NEPA 
clearance is to protect and enhance the quality of our natural environment.  

 
An Environmental Review Record (ERR) and clearance must be prepared before federal 
dollars are expended or costs incurred for any CDBG-approved program or activity. In 
addition, no work may start on a project awarded CDBG funds before the environmental 
review process is completed, even if that work is being done using non-HUD funds. In other 
words, environmental clearance must be obtained for each project prior to the firm commitment of 
federal or non-federal funds. A violation of this requirement may jeopardize federal funding to the 
project, and disallow all costs that were incurred before the completion of the Environmental 
Review. 

 
The City must also determine whether the project meets other applicable statutory and regulatory 
requirements such as those of the Baltimore City Commission for Historical and Architectural 
Preservation and the Maryland Historic Trust. Every project undertaken with CDBG funds and all 
activities related to that project, is subject to the provisions of the NEPA and the environmental 
review regulations at 24 CFR Part 58. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Organizations should not incur any costs, perform any work, purchase any goods or services nor make any commitments or sign any contracts 
with any person, organization or company related to the project for which CDBG funds are being requested until the funds have been appropriated by 
the City Council, the Environmental Review has been completed and a subrecipient agreement has been executed by the City of Baltimore. 

 
 

FEDERAL OBJECTIVES 
 AND MAYORIAL PRIORITIES 
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Applicants should ensure that each proposed program or project is designed to address one or more 
of the Federally-mandated Outcome-Based Performance Measurements implemented by the 
Department of Housing and Urban Development (HUD) [refer to Section entitled “Outcome-Based 
Performance Measurements” for additional guidance regarding HUD’s Outcome-Based Performance 
system]. Applicants should also indicate how proposed programs or projects would meet a Mayoral 
Priority.  
 
FEDERAL OBJECTIVES are: 
 
• Creating Suitable Living Environment  - relates to activities that provide benefit to communities, 

families or individuals by addressing issues in their living environment such as poor infrastructure, 
crime, literacy, etc. 

 
• Providing Decent Housing - relates to any housing activity designed to meet the housing needs 

of individuals and families. 
 
• Creating Economic Opportunities – applies to activities related to economic development, 

commercial revitalization or job creation. 
 
 
 
MAYORAL PRIORITIES that complement HUD objectives are: 
 
• Making Baltimore a Safer City – applies to activities that will provide long-term preventive 

measures to deter crime through job training/employment opportunities for ex-offenders, citizen 
patrol, comprehensive services for juvenile offenders, etc. 
 

• Building Strong, Healthy, and Educated Children and Families  - applies to services aimed at 
promoting economical, stable, safe environments that would assist in building strong, healthy and 
educated children and families. 

 
• Strengthening Baltimore’s Economy and Promote Economic and Cultural Opportunity for 

all its Residents – applies to activities aimed at promoting economic and cultural opportunities for 
City residents. 

 
• Cultivating Stable, Vibrant and Livable Neighborhoods – applies to promoting affordable 

housing and strong communities. 
 
• Making Baltimore a Cleaner, and more Sustainable City – applies to services that meet the 

current environmental, social and economic needs of the community. 
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INSTRUCTIONS FOR THE PROJECT NARRATIVE, PROPOSED BUDGET 
AND OUTCOME-BASED PERFORMANCE MEASUREMENTS 

 
1. PROJECT NARRATIVE 

 In completing the project narrative, provide enough detail that would allow a fair assessment of 
the program/project. Be realistic as to what can reasonably be achieved within one year. All 
programs/projects to be awarded CDBG funding must be in compliance with federal requirements 
and meet at least one of the three statutory objectives established under Title I of the Housing 
and Community Development Act of 1974, as amended.  An activity that fails to meet a 
national objective will not qualify for CDBG funding. See Sections II and I, which provides an 
overview of the CDBG program and a listing of eligible and ineligible uses. Applicants should 
review this information to ensure that the program/project will satisfy HUD requirements.  

 
• Describe fully the need for the proposed program/project within the community. Provide data 

that supports this need. Indicate the location in which the program/activity will be completed or 
carried out. 

 
• Any requests for an increase in CDBG funding over the prior year’s award must be justified.  

 
• Describe the services/activities to be provided or completed and estimate the number of 

persons to be assisted. Persons to be assisted should be described in terms of age, gender, 
ethnicity, and income level. Include any necessary data to support the clientele who will benefit 
from the program/project. 

 
• Indicate how the program/project will meet neighborhood needs and complement or support 

other physical development or services within the area. 
 

• Provide a schedule of when the activity will be completed. 
 

• Identify other sources of funds to assist with implementation of the program/project – this may 
include funds from private institutions, corporation and foundations. 

 
• Housing Counseling Program - In addition, applicants who intend to provide housing 

counseling services during the FY 2012-2013 program year must complete Section IV of the 
CDBG application. 

 
2. PROPOSED BUDGET 
      

a. The CDBG application includes a one-page budget form for operating costs and a one-page 
budget form for construction and/or acquisition projects. The supplemental budget form is to 
be used to describe the use of other resources for both operating costs and capital projects. 

 
b. Limitation on the use of CDBG funds: Before completing the Budget form, careful attention 

should be paid to the following limitations on the use of CDBG funds: 
 

• CDBG funds may not be used for acquisition of property used primarily for religious 
purposes or to promote religious interest regardless of the use of the property. 
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• A request for property acquisition should identify the proposed site and sales price as well 
as the estimated value based upon comparable market values. 

 
• Religious organizations or organizations that have religious affiliations may use CDBG 

funds only for minor repairs of a facility that is used exclusively for non-religious purposes 
and houses eligible public services. 

 
• A request for capital improvements should be supported by cost estimates. 

 
• If funds are awarded for construction, 10% of the grant amount will be retained for City 

inspection and monitoring costs.  
 

• Applications which requests CDBG funds for a combination of acquisition, construction as 
well as service costs should identify these costs separately by completing a separate 
application for each proposed activity. 

 
• Types of costs that are ineligible and unallowable under the CDBG Program include, but 

are not limited to: 
 

 Bad debts 
 Contingencies 
 Contributions and donations 
 Entertainment costs (including meals, awards, banquets, etc.) 
 Gifts or incentive awards to individuals 
 Fines and penalties resulting from violations of or noncompliance with   Federal, 

State and local laws 
 Interest on borrowed capital 
 Fundraising 
 Investment management 
 Losses on other awards 
 Litigation expenses. 

 
 
 
 
 
 
 
 
 
 
 
 
NOTE: A RESTRICTED PORTION OF THE CDBG FUNDS CAN BE EXPENDED FOR PUBLIC SERVICE ACTIVITIES AND PLANNING AND 
ADMINISTRATIVE COSTS. 
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FEDERAL OUTCOME-BASED PERFORMANCE  
MEASUREMENTS 

 
The Department of Housing and Urban Development (HUD) has implemented an Outcomes Based 
Performance Measurement system to provide a standardized methodology to demonstrate the 
outcomes of the CDBG, HOME, ESG and HOPWA Programs. This system has three specific 
OBJECTIVES and three specific OUTCOMES.  
 
 For each activity, applicants are required to select an objective and an outcome on the “Outcome and 
Performance Measurement form. Please note that certain types of CDBG activities are not subject to 
a specific OBJECTIVE or OUTCOME. These activities include Non-profit Organization Capacity 
Building, Planned Repayment of Section 108 Loan Principal, Planning, General Program 
Administration, Public Information, Indirect Costs, and Fair Housing Activities.  
 
 
IMPORTANT!! 
The CDBG application process is competitive! Performance Measurement will have a direct impact on an application. It is recommended 
that any applicant applying for CDBG funding take this requirement seriously. 
 
 
Definition of terms used in the Outcome & Performance Measurement form. 
 
GOALS describe future expected outcomes. They are not measurable and focus on ends, not means 
to an end. 
 
OBJECTIVES are based on the broad statutory purpose of the CDBG, HOME, ESG and HOPWA 
Programs and include –  
 

• Suitable Living Environment relates to activities that are designed to benefit communities, 
families or individuals by addressing issues in their living environment. This objective relates to 
activities that are intended to address a wide range of issues faced by low- and moderate-income 
persons, from physical problems with their environment, such as poor quality infrastructure, to 
social issues such as crime prevention, literacy or elderly health services. 

• Decent Housing covers the wide range of housing activities that are generally undertaken with 
HOME, CDBG or HOPWA funds. This objective focuses on housing activities whose purpose is to 
meet individual family or community housing needs. It does not include programs where housing 
is an element of a larger effort to make community-wide improvements, since such programs 
would be more appropriately reported under Suitable Living Environments. 

• Creating Economic Opportunities applies to activities related to economic development, 
commercial revitalization, or job creation. 

 
INPUTS are resources an agency uses to achieve objectives, e.g., staff, staff time, facilities, 
equipment, supplies, dollars. Inputs also include constraints on the program, such as laws, regulations 
and requirements for receiving funds. 
 

A program uses INPUTS to support ACTIVITIES 
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ACTIVITIES are the actual work or services provided to clients, residents, homeowners or renter. 
They may include construction or rehabilitation work, direct client services, or administrative functions 
carried out by an agency.  
 

ACTIVITIES are not OUTCOMES 
 
 
OUTPUTS are the direct products of an agency’s activities. They are measurements of the amount of 
work accomplished. Examples would include the number of households served, number of units 
constructed or rehabilitated, or linear feet of sidewalk. 
 

All OUTPUTS must have identified OUTCOMES 
 
 
OUTCOMES are closely related to the OBJECTIVES. The program outcome helps further refine the 
objective and is designed to capture the nature of the change or the expected result of the objective 
that an organization seeks to achieve. Outcomes correspond to the question “What is the type of 
change the project, program or activity is seeking? Or what is the expected result of the activity. 
HUD’s specific outcomes are –  
 
• Availability/Accessibility applies to activities that make services, infrastructure, public services, 

public facilities, housing or shelter available or accessible to low- and moderate-income people, 
including persons with disabilities. In this category, accessibility does not refer only to physical 
barriers, but also to the basics of daily living available and accessible to low-and moderate-income 
people where they live. 
 

• Affordability applies to activities that provide affordability in a variety of ways to low- and 
moderate-income persons. It can include the creation or maintenance of affordable housing, basic 
infrastructure hook-ups, or services such as transportation or day care. 

 
• Sustainability: Promoting Livable or Viable Communities applies to activities that are aimed at 

improving communities or neighborhoods, helping to make them livable or viable by providing 
benefit to persons of low- and moderate-income, or by removing or eliminating slums or blighted 
areas, through multiple activities or services that sustain communities or neighborhoods. 

 
 
 
OUTCOME MEASUREMENT – THE FINAL STEP 
 
What indicators, verifiable information or data will be used to measure an outcome to see if it was 
actually attained? 
 
These outcome measurements will vary depending on the project. In addition to traditional measures 
of OUTPUTS, i.e., number of persons served, services provided, etc.,  OUTCOME language 
describes the impact of the activity on the client. 
 
 
Outcomes are: 
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• Measurable 
• Simple, clear and understandable 
• Realistic 
• Specifies a time frame 
• Measures an end 

 
 
Brief Examples of how it works…. 
 

A HOUSING PROJECT 
 
OBJECTIVE 
Decent Housing 
 
GOALS 
Maintain existing housing occupied by low- and moderate-income persons 
 
INPUTS 
$85,000 budget  
Two housing inspectors 
 
ACTIVITIES 
Full house inspection 
Coordination with weatherization program 
 
OUTPUTS 
25 homes rehabilitated 
 
OUTCOMES 
Sustainability 
25 homes previously considered substandard will be brought to local city code and pass city 
housing code inspections 
 
OUTCOME MEASUREMENT 
Signed city code inspection record in project files 
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A PUBLIC FACILITIES/IMPROVEMENT PROJECT 
 
OBJECTIVE 
Suitable Living Environment 
 
GOALS 
Improve secondary roads to current city standards 
 
INPUTS 
$350,00 budget  
City project manager 
City Park staff 
 
ACTIVITIES 
Engineering bid; Construction bid 
Davis-Bacon oversight 
 
OUTPUTS 
1,850 linear feet of new asphalt, curb, gutter and sidewalk on one side of street, 20 trees 
planted for beautification 
 
OUTCOMES 
Availability/Accessibility 
At completion of project, 11,400 persons will have access to improved roads, providing ride 
ability, vehicle and pedestrian safety and improve drainage  
 
OUTCOME MEASUREMENT 
Before and after photographs. 
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A PUBLIC SERVICES PROJECT 

 
OBJECTIVE 
Suitable Living Environment 
 
GOALS 
Youth will have a safe place for constructive after-school activities 
 
INPUTS 
Agency provides budget of $125,000 
Program Manager 
Part-time volunteer recruiter 
 
ACTIVITIES 
Tutoring – children meet with volunteer tutors 4 afternoons per week for 2 hours 
 
OUTPUTS 
25 children receive individual tutoring in after-school program 
 
OUTCOMES 
Availability/Accessibility 
150 youth will have access to after-school tutoring in order to increase math and reading skills 
and 
50% of the children will make honor roll after 6 months of individual tutoring 
 
OUTCOME MEASUREMENT 
School Honor Roll Records and Progress Reports for each child 
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PROGRAM OVERVIEWPROGRAM OVERVIEW  
 
 



                                                                                                                                                                                                                           
   
     

17 
 
 
 
 
 
 

                                

PROGRAM OVERVIEW 
COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM  

 
The Community Development Block Grant (CDBG) program provides assistance for housing and 
community development activities. In order for a project or activity to qualify for CDBG funding, it must 
meet at least one of the three statutory objectives established under Title I of the Housing and 
Community Development Act of 1974, as amended. An activity that fails to meet a national objective 
will not qualify for CDBG funding. Generally, these objectives are: 

1. Activities benefiting Low- and Moderate-Income (LMI) Persons 
a. Area benefit activities 

An activity, the benefits of which are available to all the residents in a particular area, where at 
least 51% of the residents are LMI persons. The service area must be primarily residential and 
the activity must meet the identified needs of LMI persons. Examples include: street 
improvements, water and sewer lines, neighborhood facilities, and façade improvements in 
neighborhood commercial districts. This activity must meet one of the following qualifying 
criteria: 

(1) A determination that there is a sufficiently large percentage of LMI persons residing in 
the service area by using the most recently available decennial Census information, 
together with the Section 8 income limits that would have applied at the time the income 
information was collected by the Census Bureau; or 

(2) A determination is made of the percent of LMI residents by means of a current survey of 
the area, if it is believed that the census data does not reflect current income levels, or, 
where the census boundaries do not coincide sufficiently with the service area. The 
survey results must meet statistical reliability standards and be approved by HUD. 

Exception Criteria: A service area that contains less than 51% LMI residents will be 
considered to meet the national objective if the proportion of LMI persons in the area is 
within the highest quartile of all areas in the recipient’s jurisdiction in terms of the degree 
of concentration of such persons. HUD will determine the lowest proportion a recipient 
may use to qualify an area for this purpose. 

Records to be maintained: 

•   Boundaries of the service area; 
•   Income characteristics of families and unrelated individuals in the service area; and 
•   Data showing that the area qualifies under the exception rule if the percent of LMI 

persons in the service area is less than 51%. 
 

b. Limited clientele activities 
(1) An activity which benefits a limited clientele where, at least 51% of those persons served 

are LMI persons. Examples include: construction of a senior center, public services for 
the homeless; meals on wheels for the elderly, and construction of job training facilities 
for the handicapped. The activity must meet one of the following qualifying criteria: 
(a) The activity benefits a clientele that is generally presumed to be principally LMI 

persons such as abused children, battered spouses, elderly persons, severely 
disabled adults, and migrant farm workers; or 

 
(b) Information is required on family size and income in order to show that at least 51% 

of the clientele is LMI; or 
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(c) The activity has income eligibility requirements which limit the activity exclusively to 
LMI persons; or 

 
(d) The activity is of such nature and in such location that it may be concluded that the 

clients are primarily LMI. 
 

(2) In addition, the following activities may qualify under the limited clientele national 
objective: 

 
• Removal of architectural barriers to enhance mobility for the elderly or the severely 

disabled. [NOTE: Certain restrictions do apply to these activities]. 
 
• Microenterprise activities carried out in accordance with HUD regulations when the 

person owning or developing the microenterprise is LMI; or 
 

• Activities that provide training and other employment support services when the 
percentage of persons assisted is less than 51% LMI may qualify if: the proportion of 
total costs borne by CDBG is no greater than the proportion of LMI persons assisted; 
and when the service assists businesses, CDBG is only used in the project to pay for 
job training and/or supportive services. 

 
Records to be maintained: 
 
One of the following types of documentation must be kept for each activity: 
 
• Documentation showing that the activity is designed for and used by a segment of the 

population presumed by HUD to be LMI persons; or 
 
• Documentation describing how the nature and, if applicable, the location of the activity 

establishes that it is used predominantly by LMI persons; or 
 

• Data showing the size and annual income of the family of each person receiving the 
benefit. 

 
c. Housing activities 

An activity carried out for the purpose of providing or improving permanent residential 
structures which, upon completion, will be occupied by LMI households. Examples include: 
property acquisition or rehabilitation of property for permanent housing; conversion of non-
residential structures into permanent housing; and new housing construction by a Community-
Based Development Organization (CBDO). The activity must meet one of the following 
qualifying criteria: 
 
(1) One unit structures must be occupied by LMI households. 
 
(2) Two unit structures must have at least one unit occupied by LMI households. 

 
(3) Structures containing more than two units must have at least 51% of the units occupied by 

LMI households. 
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(4) Rental buildings under common ownership and management which are located on the 
same or contiguous properties may be considered as single structures. 

 
(5) For rental housing, occupancy by LMI households must be at affordable rents, consistent 

with the standards adopted and publicized by the Department of Housing and Community 
Development for determining "affordable rent" levels. 

 
Exception Criteria 
For new construction, non-elderly, multi-family rental structures must have at least 20% of the 
units occupied by LMI households. Where LMI occupancy is between 20% and 50%, the 
CDBG portion of the total development costs -- including the costs of all work from design and 
engineering through completion of the physical improvements and, if integral to the project, the 
costs of acquisition -- may not be greater than the proportion of units occupied by LMI 
households. 
 
Records to be maintained: 
 
• A copy of the written agreement with each landlord or developer receiving CDBG 

assistance indicating the total number of dwelling units in each multi-family structure 
assisted and the number of those units which will be occupied by LMI households after 
assistance. 

 
• The total cost of the activity, including both CDBG and non-CDBG funds. 

 
• For each unit occupied by a LMI households, the size and income of the household. 

 
• For rental housing only: 

 
 Rent charged (or to be charged) after assistance, for each dwelling unit in each 

structure assisted; and 
 
 Information as necessary to show the affordability of units occupied (or to be occupied) 

by LMI households pursuant to criteria established and made public by the grantee. 
 

• For each property acquired on which there are no structures, evidence of commitments 
ensuring that the above criteria will be met when the structures are built. 
 

• Where applicable, records documenting that the activity qualified under the exception 
criteria for new construction of non-elderly, multi-family housing. 

 
d. Job creation or retention activities 

An activity designed to create or retain permanent jobs where at least 51% of which, 
(computed on a full time equivalent basis), will be made available to or held by LMI persons. 
Potentially eligible activities include: construction by the grantee of a business incubator 
designed to offer office space and support services to new firms to help them become viable 
small businesses; loans to pay for the expansion of a plant or factory; and assistance to a 
business to prevent closure and a resultant loss of jobs for LMI persons.  



                                                                                                                                                                                                                           
   
     

20 
 
 
 
 
 
 

                                

As a general rule, each assisted business shall be considered to be a separate activity for 
purposes of determining whether the activity qualifies. However, in certain cases such as 
where CDBG funds are used to acquire, develop or improve a real property (e.g., a business 
incubator or an industrial park) the requirement may be met by measuring jobs in the 
aggregate for all the businesses, which locate on the property, provided such businesses are 
not otherwise assisted by CDBG funds. Additionally, where CDBG funds are used to pay for 
the staff and overhead costs of a CBDO making loans to businesses from non-CDBG funds, 
this requirement may be met by aggregating the jobs created by all of the businesses 
receiving loans during any one-year period. Jobs are only considered to be available to or held 
by LMI persons when: 
 
• Special skills that can only be acquired with substantial training or work experience or 

education beyond high school are not a prerequisite to fill such jobs, or the business 
agrees to hire unqualified persons and provide training; and 

 
• Local government and the assisted business take actions to ensure that LMI persons 

receive first consideration for filling such jobs. 
 

Records to be maintained for benefit based on job creation: 
 
Where the grantee chooses to document that at least 51% of the jobs will be available to LMI 
persons, documentation for each assisted business shall include: 

 
A copy of a written agreement, containing: 

 
i. A commitment by the business that it will make a least 51% of the jobs available to LMI 

persons and will provide training for any of those jobs requiring special skills or education;  
 

ii.   A listing by job title of the permanent jobs to be created, indicating which jobs will be 
available to LMI persons, which jobs require special skills or education, and which jobs are 
part-time; and, 

 
iii.  A description of the actions to be taken by the grantee and business to                                   

ensure that LMI persons received first consideration for these jobs; and 
 

iv.  A listing by job title of the permanent jobs filled, and which jobs were available to LMI 
persons, and a description of how first consideration was given to such persons for these 
jobs. The description shall include what type of hiring process was used; which LMI 
persons were interviewed for a particular job; and which LMI persons were hired. 

or 
Where the grantee chooses to document that at least 51% of the jobs will be held by LMI persons, 
documentation for each assisted business shall include: 

  

 A copy of a written agreement, containing: 

i. A commitment by the business that at least 51% of the jobs, on a full-time equivalent 
basis, will be held by LMI persons; and 



                                                                                                                                                                                                                           
   
     

21 
 
 
 
 
 
 

                                

ii. A listing by job title of the permanent jobs to be created (identifying which are part-time, 
if any). 

iii. A listing by job title of the permanent jobs filled and which jobs were initially held by 
LMI persons; and 

iv. For each LMI person hired, information on the size and annual income of the person's 
family prior to the time the person was hired for the job. 

For benefit based on job retention, the following documentation must be kept: 

• Evidence that in the absence of CDBG assistance, the job would be lost; and, 

• For each business assisted, a listing by job title of permanent jobs retained, indicating which of 
those jobs are part-time and (where it is known) which are held by LMI persons at the time the 
assistance is provided; and, 

• Where applicable, identification of any of the retained jobs (other than those known to be held 
by LMI persons) which are projected to become available to LMI persons through job turnover 
within two years of the time CDBG assistance is provided, and information on how the 
turnover projections were calculated; and, 

• For each retained job claimed to be held by a LMI person, information on the size and annual 
income of the person's family; and, 

• For each retained job claimed to be available to LMI persons based on job turnover: a listing of 
each job which has turned over to date, indicating which of those jobs were either taken by, or 
available to LMI persons; and a description of how "first consideration" was given to LMI 
persons for those jobs. 

2. Activities, which aid in the prevention or elimination of slums or blight 
(a)   Activities to address slums or blight on an area basis 

  An activity which helps to prevent or eliminate slums or blighting conditions within a 
designated area. Examples include: assistance to commercial or industrial businesses; 
public facilities or improvements; code enforcement. The activity must meet the following 
qualifying criteria: 

(1) The area, delineated by the grantee, must meet a definition of a slum, blighted, 
deteriorated or deteriorating area under state or local law. 

(2)  Within the area, there must be a substantial number of deteriorated or deteriorating 
buildings or public improvements. 

(3)  The activity must address one or more of the conditions that contributed to the 
deterioration of the area. 

(4)   If rehabilitation of residential buildings is to be undertaken in a slum/blighted area, 
the building must be considered substandard under local definition and all 
deficiencies making the building substandard must be corrected before other 
rehabilitation work is undertaken. 

Records to be maintained: 

• Boundaries of the area. 
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• A description of the conditions, which qualified the area at the time of its designation in 
sufficient detail to demonstrate how the area met the qualifying criteria. 

• For each residential rehabilitation activity: 

• Local definition of "substandard" that must be at least as stringent as the housing 
quality standards used in the Section 8 Housing Assistance Payment Program - 
Existing Housing; and, 

• Pre-rehabilitation inspection report describing the deficiencies in each structure to be 
rehabilitated; and, 

• Details and scope of CDBG-assisted rehabilitation, by structure. 

(b)   Activities to address slums or blight on a spot basis 
      An activity which eliminates specific conditions of blight or physical decay on a spot   

basis not located in a slum or blighted area. Examples include: elimination of faulty wiring, 
falling plaster, or other similar conditions, which are detrimental to all potential occupants; 
historic preservation of a public facility; and demolition of a vacant, deteriorated building. 
The activity must meet the following qualifying criteria: 

(1) The activity must be designed to eliminate specific conditions of blight or   physical 
decay on a spot basis. 

(2) The activity must be limited to acquisition, clearance, relocation, historic 
preservation, and/or rehabilitation of buildings. Rehabilitation is limited to the extent 
necessary to eliminate specific conditions detrimental to public health and safety. 

Records to be maintained: 

• A description of the specific condition of blight or physical decay treated; 

• For rehabilitation carried out under this category, a description of the structure, including: 

i. The specific conditions detrimental to public health and safety which were identified; 
and, 

ii. Details and scope of the CDBG-assisted rehabilitation. 
 
(c)  Activities to address slums or blight in an urban renewal area 

An activity, which aids in the elimination or prevention of slums or blight in an urban renewal 
area. The activity must meet the following qualifying criteria: 

(1) The activity must be located within an urban renewal project area or Neighborhood 
Development Program (NDP) action area; and, 

(2) The activity must be necessary to complete the urban renewal plan, as then in effect, 
including initial land redevelopment permitted by the plan. 

Records to be maintained: 

• A copy of the Urban Renewal Plan, in effect at the time the CDBG activity is carried     
out, including maps and supporting documentation.
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3. Activities designed to meet community development needs having a particular urgency 
An activity designed to alleviate existing conditions that have a particular urgency. Examples 
include major catastrophes or emergencies. The activity must meet the following qualifying 
criteria: 

(a) The existing conditions must pose a serious and immediate threat to the health or welfare of 
the community; 

(b) The existing conditions are of recent origin or recently became urgent (generally within the 
past 18 months); 

(c) The grantee is unable to finance the activity on its own; and, 

(d) Other sources of funding are not available. 

Records to be maintained: 

• Documentation concerning the nature and degree of seriousness of the condition requiring 
assistance; 

• Evidence that the grantee certified that the CDBG activity was designed to address the urgent 
need; 

• Information on the timing of the development of the serious condition; and, 

• Evidence confirming that other financial resources to alleviate the need were not available. 
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ELIGIBLE ACTIVITIES 
 

ACQUISITION 
Acquisition, in whole or in part, by the subrecipient or other public or private nonprofit entity, by 
purchase, long-term lease, donation, or otherwise, of real property for any eligible public purpose. In 
order to be considered acquisition, a permanent interest in the property must be obtained. Long-term 
leases only qualify as acquisition if they are for 15 years or more. Acquisition of real property is subject 
to Section '570.606, "Displacement, relocation, acquisition, and replacement of housing of the CDBG 
regulations". Additionally, acquisition of real property is subject to the requirements under the Uniform 
Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA) (42 U.S.C. 4601-
4655). 
 
DISPOSITION 
Disposition, through sale, lease, donation or otherwise, of any real property acquired with CDBG funds 
or its retention for public purposes. 
 
PUBLIC FACILITIES AND IMPROVEMENTS 
Acquisition, construction, reconstruction, rehabilitation or installation of public facilities and 
improvements, carried out by a public or private nonprofit entity: including, but, not limited to, streets, 
curbs, sidewalks, storm drainage, sanitary sewers, parks and recreational facilities, community centers, 
and libraries. Design features and improvements that promote energy efficiency may be included. 
Activities may also include architectural design features, and similar treatments intended to enhance the 
aesthetic quality of facilities and improvements receiving CDBG assistance, such as decorative 
pavements, railing, sculptures, pools of water and fountains, and other works of art. Facilities containing 
both eligible and ineligible uses are subject to special policies contained under 'Section 570.200(b)&(c) 
of the CDBG Regulations. 

CLEARANCE 
Clearance, demolition, and removal of buildings and improvements, including movement of structures to 
other sites. Demolition of HUD-assisted housing units may be undertaken only with the prior approval of 
HUD. 
 
PUBLIC SERVICES 
Provision of public services (including labor, supplies, and materials) including but not limited to those 
concerned with employment, crime prevention, child care, health, drug abuse, education, fair housing 
counseling, energy conservation, welfare (but excluding the provision of income payments), homebuyer 
downpayment assistance, or recreational needs. To be eligible for assistance, a public service must be 
either a new service, or a quantifiable increase in the level of an existing service above that which has 
been provided by or on behalf of the unit of general local government (through funds raised by the unit, 
or received by the unit from the State in which it is located) in the 12 calendar months before the 
submission of the action plan. (An exception to this requirement may be made if HUD determines that 
any decrease in the level of a service was the result of events not within the control of the unit of 
general local government). 
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INTERIM ASSISTANCE 
The following activities may be undertaken on an interim basis in areas exhibiting objectively 
determinable signs of physical deterioration where it has been determined that immediate action is 
necessary to arrest the deterioration and that permanent improvements will be carried out as soon as 
practicable. 
 
(1) The repairing of streets, sidewalks, parks, playgrounds, publicly-owned utilities, and public 

buildings; and 
 
(2) The execution of special garbage, trash debris removal including neighborhood cleanup 

campaigns, but not regular curbside collection of garbage or trash in an area. 
 
PAYMENT OF NON-FEDERAL SHARE 
Payment of non-federal share required in connection with a Federal grant-in-aid program undertaken as 
part of CDBG activities, provided that such payment shall be limited to eligible activities and in 
compliance with application requirements. 
 
URBAN RENEWAL COMPLETION 
Payment of the costs of completing an urban renewal project funded under Title I of the Housing Act of 
1949 as amended. 
 
RELOCATION 
Relocation payments and assistance for displaced individuals, families, businesses, organizations and 
farm operations, where the assistance is (1) required under the provisions of Section 570.606(b) or (c) 
of the CDBG Regulations; or (2) if determined by DHCD to be appropriate. 

LOSS OF RENTAL INCOME 
Payments to housing owners for losses of rental income incurred in holding, for temporary periods, 
housing units to be used for the relocation of individuals and families displaced by program activities 
assisted under the CDBG program. 
 
HOUSING SERVICES 
Housing services as provided in Section 105(a)(20) which reflects that CDBG funds may be used to pay 
costs in support of activities eligible for funding under the HOME program. This includes services such 
as housing counseling, energy auditing, preparation of work specification, loan processing, inspections, 
tenant selections, management of tenant-based rental assistance, and other services related to 
assisting owners, tenants, contractors and others participating or seeking to participate in the HOME 
program. 
 
HOME OWNERSHIP ASSISTANCE 
CDBG funds may be used to provide financial assistance to LMI households to assist them in the 
purchase of a home. Specific purposes for which financial assistance, using CDBG funds, may be 
provided are to: 

(1) subsidize interest rates and mortgage principal amounts for LMI homebuyers; 

(2) finance the cost of acquiring property already occupied by LMI households at terms needed to 
make the purchase affordable; 
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(3) acquire guarantees for mortgage financing obtained by LMI homebuyers from private lenders 
(except that amount received under this title may not be used under this category to directly 
guarantee such mortgage financing and grantees under this title may not directly provide such 
guarantees); 

(4) provide up to 50 percent of any downpayment required for LMI homebuyers; or 

(5) pay reasonable closing costs (normally associated with the purchase of a home) incurred by a LMI 
homebuyer. 

 
PRIVATELY-OWNED UTILITIES 
CDBG funds may be used to acquire, construct, reconstruct, rehabilitate or install the distribution lines 
and facilities of privately-owned utilities, including the placing underground of new or existing distribution 
facilities and lines. 
 
CONSTRUCTION OF HOUSING 
CDBG funds may be used in limited circumstances to finance the construction of new permanent 
residential structures. These limited circumstances include: construction of housing under a Housing 
Development Grant (HODAG); or construction of housing of last resort under 24 CFR Part 42, Subpart 
I; or the project is being carried out by a qualified Community-Based Development Organization 
(CBDO). 
 
MICROENTERPRISE ASSISTANCE 
CDBG funds may be used to facilitate economic development through the establishment, stabilization 
and expansion of microenterprises. "Microenterprises" has been defined as a business having five or 
fewer employees, one or more of whom owns the business; "persons developing a microenterprise" 
means a person who has expressed an interest and who is, after an initial screening, expected to be 
actively working towards developing a business that is expected to be a microenterprise at the time it is 
formed. 
 
TECHNICAL ASSISTANCE 
Provision of technical assistance to public or nonprofit entities to increase the capacity of such entities 
to carry out eligible neighborhood revitalization or economic development activities. 
 
ASSISTANCE TO INSTITUTIONS OF HIGHER EDUCATION 
Assistance may be provided to an institution of higher education (i.e., secondary schools or higher) 
when it has been determined that such an institution has demonstrated a capacity to carry out activities 
that fall under one or more of the basic eligibility categories under the CDBG program. 
 
REHABILITATION AND PRESERVATION ACTIVITIES 
CDBG funds may be used to finance rehabilitation and related costs for buildings and improvements. 
Rehabilitation services, such as rehabilitation counseling, housing counseling, energy auditing, 
preparation of work specification, loan processing, inspection, tenant selection, management of tenant-
based rental assistance, and other services related to assisting owners, tenants, contractors and other 
entities, participating or seeking to participate in housing activities authorized under this section, or 
under Title II of the Cranston-Gonzalez National Affordable Housing Act, except that activities under this 
paragraph shall be subject to any limitation on administration expenses imposed by law. 
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CODE ENFORCEMENT 
Costs incurred for inspection of code violations and enforcement of codes in deteriorating or 
deteriorated areas where such enforcement together with public improvements, rehabilitation or 
services to be provided may be expected to arrest the decline in the area. 
 
HISTORIC PRESERVATION 
Rehabilitation preservation or restoration of historic properties, whether publicly or privately owned. 
Historic properties are those sites or structures that are either listed in or eligible to be listed in the 
National Register or Historic Places, listed in a State or local inventory of historic places, or designated 
as a State or local landmark or historic district by appropriate law or ordinance. Historic Preservation, 
however, is not authorized buildings for the general conduct of government. 
 
RENOVATION OF CLOSED BUILDINGS 
Renovation of closed buildings such as school buildings, for use as an eligible public facility or to 
rehabilitate such buildings for housing. 
 
LEAD-BASED PAINT HAZARD EVALUATION AND REDUCTION 
Lead-based paint hazard evaluation and reduction as defined in Section 1004 of the Residential Lead-
Based Paint Hazard Reduction Act of 1992. 
 
SPECIAL ACTIVITIES BY COMMUNITY-BASED DEVELOPMENT ORGANIZATIONS (CBDO) 
CDBG funds may be provided to certain types of subrecipients to carry out several types of community 
development activities. Such organizations must meet certain qualifying characteristics outlined under 
Section 570.204(c) of the CDBG Regulations to carry out neighborhood revitalization, community 
economic development or energy conservation projects. 
 
SPECIAL ECONOMIC DEVELOPMENT 
Acquisition, construction, reconstruction, rehabilitation or installation of commercial or industrial 
buildings, structures and other real property, equipment and improvements, including railroad spurs or 
similar extension. Such activities may be carried out by DHCD or public or private non-profit 
subrecipient. Assistance to private for-profit businesses, where it is determined that the assistance is 
appropriate to carry out an economic development project. An analysis must be conducted to determine 
that the amount of any financial assistance is not excessive, taking into account the actual needs of the 
business in making the project financially feasible and the extent of public benefit expected to be 
derived from the economic development project. 
 
ELIGIBLE PLANNING ACTIVITIES 
CDBG funds may be used for studies, analysis, data gathering, preparation of plans and identification of 
actions that will implement such plans. Types of plans that may be paid for with CDBG funds include, 
but are not limited to: comprehensive plans; individual project plans; community development plans; 
capital improvement programs; small area and neighborhood plans; analysis of impediments to fair 
housing choice; environmental and historical studies; functional plans. 
 
PROGRAM ADMINISTRATION COSTS 
Payment of reasonable administrative costs and related carrying charges related to the planning and 
execution of community development and housing activities, including provision of information and 
resources to residents of areas in which community development and housing activities are to be 
concentrated with respect to the planning and execution of such activities.
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INELIGIBLE ACTIVITIES 
1. Buildings or portions thereof used for the general conduct of government. 

2. General government expenses. 

3. Political activities. CDBG funds shall not be used to finance the use of facilities or equipment for 
political purposes or to engage in other partisan political activities, such as candidate forums, voter 
transportation, or voter registration. 

4. The purchase of equipment with CDBG funds is generally ineligible. 

5. Construction equipment is generally ineligible. 

6. The purchase of equipment, fixtures, motor vehicles, furnishing, or other property not an integral 
structural fixture is generally ineligible. 

7. Expenses associated with repairing, operating or maintaining public facilities, improvement and 
services is ineligible. Examples include: maintenance and repair of publicly owned streets, parks, 
playgrounds, water and sewer facilities, neighborhood facilities, senior centers, centers for persons 
with disabilities, parking and other public facilities and improvements; payment of salaries for staff, 
utility costs and similar expenses necessary for the operation of public works and facilities. 

8. New construction of low or moderate-income housing is generally ineligible except under certain 
circumstances as outlined under Section 570.207(b)(3) of the CDBG regulations. 

9. CDBG funds shall not be used for income payments. Income payments means: a series of 
subsistence-type grant payments made to an individual or family for items such as food, clothing, 
housing (rent or mortgage) or utilities, but excludes emergency grant payments made over a period 
of up to three consecutive months on behalf of an individual or family. 
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COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM --  CHECKLIST CHECKLIST   
 
A separate Proposal Cover Sheet should be submitted for each project, activity or site for which funding is requested. 

 
Date Submitted:     
 
Submitted By:           Title:       
 
Organization:              
 
Address:              
 
City:      Zip Code:     Fax:     Phone #     
 
Email:        DUNS Number:       
 
Amount Requested:     Project Title:         
 
Address of Proposed Project:           
 

REQUIRED DOCUMENTSREQUIRED DOCUMENTS   
Please check “Yes” to indicate that the documents are attached. If documents are not included, check either “No” 
or check “On File”, as applicable. 
           Yes       No  On File 
1. Checklist            
2. Proposal Cover Sheet     _______  _______  _______ 
3.  Organizational Information           
4. Project Narrative            
5. Budget Forms            
6. Performance Measurement Form    _______  _______  _______ 
7. Conflict of Interest Statement           
8. Articles of Incorporation and Bylaws          
9. Federal Tax Exemption Determination Letter         
10. Current Certificate of Good Standing from State of Maryland       
11. List of Current Board of Directors         _______ 
12. Board of Directors’ Authorization to submit request        
13. Organizational chart           
14. Resume of program administrator          
15. Resume of fiscal officer           
16. Financial statement or most recent audit         
17. Housing Counseling Program (if applicable)         

Nonprofits agencies that have applied in the past three years or are currently funded by CDBG do not need to submit documents 8, 9, 11, 
13, 14 and 15 if they are on file at the Department of Housing and Community Development and there have been no changes since initial 
submission. Documents Nos. 1, 2, 3, 4, 5, 6, 7, 10, 12, and 16 must be submitted with each annual request. New applicants must submit 
ALL documents. City agencies should only submit documents 1, 2, 4, 5 and 6.  
 

FOR HCD/PROGRAM STAFF USE ONLY 
PROGRAM COMPONENT: 

 
     Housing                                                                                                  Neighborhood Improvements (Infrastructure) 
     General Public Services                                                                       Economic Development                                                                                                     
     Administration/Planning 
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COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM - Application Cover Sheet 
 

                                                                                      Date Submitted:       

            
Submitted By:         Title:       
 
Organization:             
 
Address:        Telephone Number:      
 
Fax:                  City:        Zip Code:      Email:     
 
Amount requested:       Total project cost: ________________________ 
     
Project Title:         
 
Brief Project Description:            
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
Project Boundaries (include a map showing location of proposed activity):      
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PROJECT NARRATIVE 

1. Describe the need for the proposed activity within the community. Include any data that support 
this need. Any request for an increase in funding over prior year’s award must be justified. 
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PROJECT NARRATIVE 
 
2. Describe the services or activities to be completed and estimate the number of persons to be 

assisted. Persons to be assisted should be described in terms of age, gender, ethnicity and 
income level. Include any necessary data to support the clientele who will benefit from the 
program/project. 
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PROJECT NARRATIVE 
 
3. Indicate how the program will meet neighborhood needs and/or complement or support physical 

development or other services within the area.  
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PROJECT NARRATIVE 
 
4. Indicate the anticipated completion date for this program/project. This must include all phases of 

the activity.  
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           Organization                        Project 
 

LINE ITEM BUDGET FORM – OPERATING BUDGET 
Guidance: The following sheet should be used to present a proposed line item budget. In Column A, list the position and the operating item for which funding 
is requested. In Column B provide the estimated costs for the line item. In Column C indicate the total projected costs for salaries and operating costs. In 
Column D, indicate the amount of CDBG funding requested per line item. The “TOTAL AMOUNT REQUESTED FOR CDBG” SHOULD REPRESENT THE 
CUMULATIVE TOTAL FOR PERSONNEL, OPERATING AND CONTRACTING SERVICES. 

 
 

A 
Budget Item 

 
B 

Calculation 

C 
TOTAL 
WAGES 

D 
Total amount of 

CDBG Requested 
PERSONNEL COSTS   

 
Salaried Positions – Job Titles 

Indicate the rate of pay (hourly/salary) and 
percentage of time to be spent on the project. 

  
 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
 

  
$ 

 
$ 

 
Total Salaries 

 $ $ 

 
Fringe Benefits 

 $ $ 

  
TOTAL PERSONNEL COSTS 

$ $ 

    
 
OPERATING COSTS 

Provide a description of how estimated costs were 
reached  

 
TOTAL 

 

Supplies 
 

 $ $ 

Equipment 
 

  
$ 

 
$ 

Rent/Lease 
 

  
$ 

 
$ 

Insurance 
 

  
$ 

 
$ 

Printing 
 

  
$ 

 
$ 

Telephone 
 

  
$ 

 
$ 

Travel 
 

  
$ 

 
$ 

 TOTAL OPERATING COST $ $ 
   
 
CONTRACT SERVICES 

   

  $ $ 
  $ $ 
  $ $ 
 TOTAL CONTRACT SERVICES $ $ 
   
                                                             

  TOTAL AMOUNT OF CDBG FUNDS REQUESTED  
 
$ 
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           Organization                        Project 
 
 

Supplemental Budget Form – Operating Budget 
Use of Other Resources 

 
 
1. Describe plans to use other funds on the program. In this section only describe funds that are 

secured. Provide the source of funds, amounts, period covered and how these funds will be used. 
Intent to apply for matching funds does not constitute a match.  

 
 
 
 
 
 
 
 
 
2. Describe plans to seek new funding to supplement CDBG funding. Describe the sources applied 

for, the amount requested and the proposed use of funds. 
 
 
 
 
 
 
 
 
 
3. Describe use of donated goods and services. Indicate the source and estimate the value of these 

services and indicate how this value was determined. 
 
 
 
 
 
 
 
 
 
4. Explain why program costs are considered reasonable. 
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           Organization                        Project 
 

LINE ITEM BUDGET FORM – CONSTRUCTION/ACQUISITION COSTS ONLY 
 
Guidance: The following sheet should be used to present a proposed line item budget for Capital projects. In column A, list the items for which CDBG 
funding is requested. In Column B provide the calculation for estimated costs explaining how this costs was determined.  In Column C provide the 
proposed amount of CDBG funding that will be required in order to complete the project. On the second page provide a description of other funds, 
volunteer and donated services/resources to be used in the project. In Column D indicate the total amount of CDBG funding requested for the project. 
     

 
A 

Budget Item 

 
B 

Calculation 

 
C 

Total Project Costs 

D 
Total amount of CDBG 

Requested 
  

PROJECT COSTS 
Provide a description of how estimated 
costs were reached  

  

Acquisition 
a. Cost of Building or Land 
 
b. Settlement Costs 

  
$ 
 
$ 

 
$ 
 
$ 

Hard Construction Costs 
a. Cost of Construction 
 
b. Contingency 

  
$ 
 
$ 

 
$ 
 
$ 

 
Relocation Costs 

  
$ 

 
$ 

 
Holding Costs 

  
$ 

 
$ 

 
Architecture and Engineering 

  
$ 

 
$ 

 
Construction Administration 

  
$ 

 
$ 

 
Application Fee 

  
$ 

 
$ 

 
Environmental/Lead Survey 

  
$ 

 
$ 

 
Marketing 

  
$ 

 
$ 

 
Permits & Fees 

  
$ 

 
$ 

 
Appraisals 

  
$ 

 
$ 

 
Hazard & Builders Risk 

  
$ 

 
$ 

 
Taxes (Property) 

  
$ 

 
$ 

 
Accounting 

  
$ 

 
$ 

 
Legal 

  
$ 

 
$ 

 
Title/Recording 

  
$ 

 
$ 

 
Inspection Fees 

  
$ 

 
$ 

 
Other: 
 

  
$ 

 
$ 

  
TOTAL DELIVERY COST  

 
$ 

 
$ 

   
                                                               

TOTAL AMOUNT OF CDBG FUNDS REQUESTED               
 
$ 
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           Organization                        Project 
 
 
 

SUPPLEMENTAL BUDGET FORM – CONSTRUCTION/ACQUISITION PROJECTS 
USE OF OTHER RESOURCES 

 
 
1. Describe plans to use other funds on this project. In this section only describe funds that are 

secured. Provide the source of funds, amounts, period covered and how these funds will be 
used.  Intent to apply for matching funds does not constitute a match. 

 
 
 
 
 
 
 
2. Describe plans to seek new funding to supplement CDBG funding. Describe the sources to 

that will be applied for, the amount to be requested and the proposed use of these funds.  
 
 
 
 
 
 
 
3. Describe use of donated goods and services. Indicate the source and estimate the value of 

these services and describe how this value was determined.  
 
 
 
 
 
 
 
 
4. Explain why program costs are considered reasonable. 
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OUTCOME AND PERFORMANCE MEASUREMENT FORM 
 

 
Organization  ______________________________________________________________ 
 
Program Component  (Please check the appropriate box that corresponds to the purpose for which 
funding is being requested.) 
 
� Housing                                                        � Public Facilities and Improvements 
� Public Services                                            �  Economic Development 
� Homeless Activities                                      � Housing for Persons With AIDS 
�Neighborhood Revitalization                                            
 
 
Program Objective (Please check the appropriate box which corresponds to the Objectives established 
by HUD) 
 
� Suitable Living Environment                          � Decent Housing 
� Creating Economic Opportunities                                              
 
GOALS – Briefly describe future expected outcome of the program/activity. 

 
 
 
 
 
 
 
 
 
 
INPUTS – Indicate the resources to be used to achieve objectives, e.g., staff, staff time, facilities, equipment, 
supplies, dollars. Inputs also include constraints on the program, such as laws, regulations and requirements for 
receiving funds. 
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ACTIVITIES - Briefly describe the actual work or services to be provided to clients, residents, homeowners or 
renters. Activities may include construction or rehabilitation work, direct client services, or administrative functions 
carried out by an agency.  
 
1. 
 
 
2. 
 
 
3. 
 
 
4. 
 
 
5. 
 
 
6. 

OUTPUTS – The quantifiable products of an agency’s activities. These are measurements of the amount of work 
accomplished. Examples would include the number of low- and moderate-income persons served, the number of 
households served, or number of units constructed. Connect each output with the activity listed above.  
1. 
 
 
2. 
 
 
3. 
 
 
4. 
 
 
5. 
 
 
6. 
 
 
 
 



                                                                                                                                                                                                                           
   
     

43 
 
 
 
 
 
 

                                

 
OUTCOMES – The benefits to individuals, families, organizations and the community resulting from a program or 
activity.  Outcomes are produced during or after their involvement in an activity. The outcomes may be one or more 
of (1) Availability/Accessibility of services, (2) Affordability of services, or (3) Sustainability (Promoting livable or 
viable communities). Please check the desired outcome. 
 
� Availability/Accessibility                                              � Affordability 
 
� Sustainability                                              
 
OUTCOME MEASUREMENT – Describe evaluation tools, methods and benchmarks to measure achievements of 
the outcome 
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 CONFLICT OF INTEREST QUESTIONNAIRE 
 
Federal, State and City law prohibits employees and public officials of the City of Baltimore from participating on 
behalf of the City in any transaction in which they have a financial interest.  This questionnaire must be 
completed and submitted by each applicant for Community Development Block Grant (CDBG) funding.  The 
purpose of this questionnaire is to determine if the applicant, its staff, or any of the applicant's Board of Directors 
would be in conflict of interest. 
 
1. Is there any member(s) of the applicant's staff or any member(s) of the applicant's Board of Directors or 

governing body who currently is or has/have been within one year of the date of this application a City 
employee or consultant, or a member of the City Council? 

 
Yes           No__      

 
If yes, please list the names(s) below: 

 
                                                                                                                                   
 
                                                                                                                                      

 
2. Will the CDBG funds requested by the applicant be used to award a subcontract to any individual(s) or 

business affiliate(s) who currently is or has/have been within one year of the date of this application a City 
employee, consultant, or a member of the City Council?  

 
Yes        No___ 

 
If yes, please list the name(s) below: 

 
                                                                              
                                                          
                                                                           

 
3. Is there any member(s) of the applicant's staff or member(s) of the applicant's Board of Directors or other 

governing body who are business partners or family members of a City employee, consultant, or a 
member of the City Council?   

 
Yes        No ___ 

 
If yes, please list the name(s) below: 

 
                                                                              
                                                          
                                                                           

                                                                                                                                                
If you have answered “YES” to any of the above, the CDBG Office will review to determine whether a real or 
apparent conflict of interest exists. 
 
 
Name of Organization: ___________________________________________________________ 
 
Name of Applicant’s Authorized Official:           
 
Authorized Official’s Title: _________________________________________________________ 
 
Signature of Authorized Official: ____________________________________________________ 
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SECTION IV 
 

HOUSING COUNSELING HOUSING COUNSELING   
PROGRAMPROGRAM  
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HOUSING COUNSELING PROGRAM 
 
Applicants requesting funding for housing counseling programs must submit information regarding the 
services to be provided, a detailed description of the housing counseling activities and complete a 
quarterly timetable for housing counseling activities.  
 

I.  Housing Counseling Services 
 
a.    Please check all services the agency plans to offer. 
 

� Homebuyer education (must also offer prepurchase counseling) 
� Prepurchase counseling 
� Mortgage Delinquency 
� Post-purchase (including home improvement and rehabilitation) 
� Loss Litigation 
� Home Equity Conversion Mortgage 
� Mobility and relocation assistance 
� Money/Debt Management 
� Fair Housing Assistance 
� Renter Assistance 
� Homeless 

 
b.    Housing Counseling Plan 

Describe in detail the housing counseling activities that will be provided as indicated in Section I. 
a. above. The Plan should be specific as to the activities and services that will be delivered.  

 
 

II. Quarterly Timetable 
 
Noted below are the instructions for completing the attached Quarterly Timetable for Housing 
Counseling activities:  

 
IDENTIFYING INFORMATION 
Organization:  Housing Counseling Agency’s Legal Name 
RFP#: Funding agency’s Request for Proposal Number or Grant Number  
Grant Period: Month, Date, and Year that the grant begins and ends 
 
PROJECTED TIMETABLE 
Answers should be placed in the unshaded blank blocks only. 

 
1. Workshops Offered: Information should be completed for each workshop that the agency 

provides.  
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Topic (1a-d):  Enter each workshop that the agency offers, by topic.  (e.g.: Introduction to 
Homeownership; Credit and Budgeting; Post-Purchase Workshop, etc.)  If a particular 
workshop is held several times during the year, enter the topic once.  If the agency offers more 
that four different workshops (topics) throughout the year, and additional topic lines are 
needed, please enter the information on an additional sheet, beginning with row number “1e.” 

 
Duration:  Enter number of hours client must attend in order to receive credit for that 
workshop. 

 
Total Attendees:  Enter the total number of participants expected to attend all workshops 
(pertaining to the specified topic) during the grant period. 

 
Number of Workshops per Quarter:  Enter the number of workshops (pertaining to the 
specified topic) that the agency expects to offer each quarter. 

 
Annual Totals:  Enter the number of workshops (pertaining to the specified topic) that the 
agency expects to offer during the grant year.  

 
2.   Number of Counseling Sessions:  Enter the number of housing counseling sessions the 

agency expects to conduct each quarter and enter the total the agency expects to offer in the 
grant year.  Counseling sessions must be conducted in person, and must be at least 30 
minutes in length.  Any session expected to last more than 30 minutes, regardless of the 
duration, should be counted as one counseling session.  

 
3a. Number of Housing Counseling Certificates Issued (Total): Enter the number of 

homebuyer education certificates the agency expects to issue each quarter and enter the total 
the agency expects to issue in the grant year.  
  

3b. Average Number of Homebuyer Education Hours Completed by Certificate Holders: 
Using information about the certificate holders listed in #3a, enter the average number of 
homebuyer education hours that the agency expects each certificate holder will have 
completed.  (For example if 10 certificate holders attended two hours of education each, and 5 
certificate holders attended three hours each, enter 3 hours.)  Enter the average number of 
hours estimated for each quarter and for the grant year. 
 

3c. Number of Certificate Holders Completing Individualized Housing Counseling Plan: Out 
of the number of certificate holders listed in #3a, enter the number that the agency expects will 
have completed their Individualized Housing Counseling Plan.  Enter the number for each 
quarter and for the grant year. 
 

3d.  Average Number of Housing Counseling Hours Completed per Certificate Holder: 
Using information about the certificate holders listed in #3a, and using the same calculation 
method given in 3b, enter the average number of housing counseling hours that the agency 
expects each certificate holder will have completed.  Enter the average number of hours 
estimated for each quarter and for the grant year. 

 
4.    Number of Housing Counseling Clients: Enter the number of housing counseling clients 

the agency expects to serve for each quarter and for the grant year. 
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4a. Existing Clients, by Counseling Type (Pre-Purchase; Post-Purchase; Repair & 
Rehabilitation; Default & Delinquency) Enter the number of existing housing counseling 
clients the agency expects to serve for each quarter and for the grant year.  Then itemize 
these numbers, by type of counseling to be provided.  “Housing counseling clients” must be 
engaged in individualized, face-to-face service.  “Existing clients” are clients who will be on 
the agency’s service rolls throughout the time period  (quarter or year) specified. Existing 
clients will not begin their counseling during that time period, nor will they terminate 
counseling during that period. 

 
4b. New Clients, by Counseling Type (Pre-Purchase; Post-Purchase; Repair & 

Rehabilitation; Default & Delinquency) Enter the number of new housing counseling 
clients the agency expects to serve for each quarter and for the grant year.  Then itemize 
these numbers, by type of counseling to be provided.  “New housing counseling clients” are 
those who were first engaged in individualized, face-to-face service during the time period 
specified. 

 
4c. Terminated Clients Terminated, by Counseling Type (Pre-Purchase; Post-Purchase; 

Repair & Rehabilitation; Default & Delinquency) Enter the number of housing counseling 
clients that the agency expects will end housing counseling in each quarter and in the grant 
year.  Then itemize these numbers by type of counseling being received at the time of 
termination. Termination may be for any reason: successful completion, drop out, agency 
termination, etc.   
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QUARTERLY TIMETABLE FOR HOUSING COUNSELING ACTIVITIES  
  

IDENTIFYING INFORMATION 
Organization: 
  
RFP Number: 
  

Grant Period:  CDBG Program Year 2012 

PROJECTED TIMETABLE 
1 

Workshops Offered Number Per Quarter 

  Topic Duration Total 
Attendees Quarter 1 Quarter 2 Quarter 3               Quarter4 

 
ANNUAL 
TOTALS 

a                 

b                 

c                 

d                 

2 
Number of Counseling Sessions (I/2 hour 
sessions minimum) 

  
          

3a 

Number of Housing Counseling Certificates 
Issued (Total) 

         

b 

Average number of homebuyer education 
hours completed per certificate holder          

c 

Number of certificate holders that will have 
fully implemented their Housing Counseling 
Plan          

d 

Average number of housing counseling hours 
completed per certificate holder      

4 

Number of Housing Counseling Clients 

     
a Existing Clients      

  
Pre-purchase      

  
Post-Purchase 

      
  
    

  Repair & Rehabilitation         
  Default & Delinquency         

b New Clients      

  Pre-purchase           
  Post-Purchase           
  Repair & Rehabilitation           

  Default & Delinquency           

c Terminated Clients      
  Pre-purchase           

  Post-Purchase           
  Repair & Rehabilitation           
  Default & Delinquency 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

          

  


