
CONSOLIDATED PLANNING DIVISION    

NEIGHBORHOOD IMPROVEMENT  

SECTION

NON-PROFIT

ORIENTATION

August 2023
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1. Project Work Flow / Requirements 
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❖ Project Close-Out
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Purpose / Goal

 The purpose of this training is  to inform you of CDBG rules, to keep you 

in compliance, and to help you accomplish your national objective.

 The City’s role is  to help you with each step. 

We want you to be in compliance and succeed.

 Dil igently complying with CDBG rules wil l  prevent r isks to your funding, 

and constant dialog with your Program Analyst wil l  help avoid t imeliness 

issues that could lead to funds being reprogrammed and funds being 

returned to HUD. 
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Terminology

 The United States Department of Housing and Urban Development 

(HUD), a federal agency, is the grantor of the Community 

Development Block Grant (CDBG).

 The City of Los Angeles, through the Community Investment for 

Families Department (CIFD), is the administrator of the CDBG 

grant, and also called the grantee or recipient agency.

 The non-profit agency who is directly awarded CDBG funds by City 

Council is a sub-recipient agency. The non-profit becomes CIFD’s 

contractor.

 The agency that the non-profit will  hire to build the project is 

called the general contractor . As such they will  be a CIFD sub-

contractor, though they are usually referred to as “the general 

contractor.” Any lower tier agency hired by the general contractor 

is known as a sub-contractor.

 National Objective: Activities that will  benefit low-and-moderate 

income (LMI) residents, most often through area benefit (LMA) or 

clientele benefit (LMC).
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Project Work Flow
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Project Eligibility Proposal

(PEP)

PEP STRUCTURE

 DUNs Number 

 Project Description

 Scope of Work

 How will funds be used/spent

 Other sources of funding

 Identify National Objective (LMA or LMC)

 Performance Measurement –Project Milestones

 Outcome Indicator – # of clients served 

 Environmental Clearance:  NEPA and CEQA review 

 Photos of existing condition 
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ENVIRONMENTAL REVIEW

 National Environmental Protection Act (NEPA) review is required if federal 

funds such as CDBG are used

 California Environmental Quality Act (CEQA) analysis is required if project 

qualifies under CEQA definition of a Project

 An activity causing either a direct physical change in the environment, or a 

reasonably foreseeable indirect physical change in the environment, and any 

of the following:

 (a) Directly undertaken by any public agency.

(b) Supported, in whole or in part, through contracts, grants, subsidies, 

loans, or assistance from public agency.

(c) Issuance of a lease, permit, license, certificate, or other entitlement for 

use by one or more public agencies.

 If construction has started, it needs to STOP immediately and resume when 

PEP is approved. Any costs incurred prior to NEPA review is an ineligible 

cost.
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 Environmental Checklist Form 101 

 Project name, address, description, site photos and contact information

 Funding amounts and sources

 Phase I and II reports

 Historic review

 Planning information

 CEQA status

 Are following activities proposed?

 Demolition (Asbestos and Lead reports in built before 1978)

 Relocation

 New construction (include soil report)

 Is any of the following present?

 California oak trees, Storage tanks, Transformers

 Noise report

 Photos of site of work

ENVIRONMENTAL REVIEW
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THINGS TO REMEMBER

 PEP is submitted by Program Analyst on behalf of the 

non-profit

 PEP needs to be approved BEFORE incurring costs AND 

signing contract with the City

 PEP serves as project final review for CDBG eligibility

Project Eligibility Proposal

(PEP)
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City Contract 

with the Non-Profit

 Program Analyst will supply you with a contract precondition documents checklist

 Insurance (https://kwikcomply.org/)

 Corporate/Business documents and legal instrument

 Contract Terms w/ service payback, if applicable

 State Department of Industrial Relations registration

 Deed of Trust and Promissory Note
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City Contract 

with the Non-Profit
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Department Of Industrial Relations 

(DIR) Registration

 In order to become a City contractor, the nonprofit agency must register their upcoming project with the California state DIR, making themselves the “Awarding Body.” There are no fees when registering as an “Awarding Body.”

 When a general contractor is later hired, they will connect their Contractor Account to your DIR project ID number. 

 This process is required for all public works projects in California.

https://www.dir.ca.gov/Public-works/Awarding-Bodies.html
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Department Of Industrial Relations 

(DIR) Registration
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The Five DIR Actions Applicable to Non-Profits
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agency registers 

as an Awarding 
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Department Of Industrial Relations 

(DIR) Registration
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Performance Schedule / Project Timeline 

Quarterly Project Progress Report
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Federal Procurement 

Regulations

Up to $10,000

$10,001 - $250,000

$250,000+
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CONSTRUCTION BIDDING
2CFR200.320(c)

 Federal regulations require open, fair, competitive bidding process that 

prevents conflicts of interest and obtains the best value.

 For bids estimated at >$250,000, Sealed Bidding

 For bids estimated at <$250,000, Sealed Bidding or Informal Bidding.

 Sealed Bidding is preferred for any type of construction work at any 

dollar amount.

 Your Project Analyst will provide you with a sample Bid Package. 
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 Solicitation documents (aka Request for Proposals / Bid Package) 

must include at a minimum:

 Clearly defined scope of items and/or services being 

procured

 Schedule of values (for comparison with other bidders)

 Section 3 information

 Project is funded using federal funds 

 Federal and state prevailing wage information.  

 Consider putting  “ALTERNATES” on bid package to allow 

“ADD/DELETE” items to conform with availability of funds.

CONSTRUCTION BIDDING
2CFR200.320(c)
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The order of operations for Sealed Bidding occurs as follows:

(per 2 CFR 200.320)

1. The non-profit should obtain a Class C (aka sq. ft.) cost estimate, from an architect or 

other vendor. 

1. The non-profit can create their own bid package.  They can also edit the City’s sample 

bid package, where necessary.  The final bid package must be reviewed and approved 

by Program Analyst.

1. The non-profit must advertise in local publications, as well as inform local companies 

on the Section 3 Business Registry of a bidding opportunity.  Allow enough time to 

conduct outreach.

1. At the end of the bidding phase, a public Bid Opening will be held. Provide the City 

with a copy of the sign in sheet to this public Bid Opening.

CONSTRUCTION BIDDING
2CFR200.320(c)
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5. Discern which bidder is the most responsive and responsible bidder at the lowest price. Provide all bid response to the City. Fill out the 

City-provided Decision Chart to help demonstrate due diligence.

5. Begin contract negotiations with selected bidder. Prepare a draft contract, which must incorporate the non-profit’s contract with the 

City, the contractor’s bid response by reference, and prevailing wage determination. Provide draft contract to Program Analyst for 

approval.

5. Provide your Program Analyst with a copy of the signed contract. Work with the new contractor to obtain bonds, a dual obligee rider, 

and insurance before construction begins.

6. Provide Program Analyst your Notice to Proceed document for approval.

CONSTRUCTION BIDDING
2CFR200.320(c)
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Consultant Bidding
2CFR200.320(b) & (d)

 If estimated A/E consultant cost < $250K, the process is 

the same as Construction Bidding without bid 

publication, labor, bonding, and other non-applicable 

City bid requirements, but showing that at least three 

qualified consultants were solicited.

 If estimated consultant cost > $250K, the process is the 

same as Construction Bidding without the City contract’s 

labor-related and bonding requirements.

 A/E Consultant – Certified Access Specialist (CASp) 

designation. https://www.dgs.ca.gov/casp
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Section 3 Compliance
https://www.hud.gov/section3

HUD Section 3 requires that recipients of certain HUD financial assistance, to the 

greatest extent possible, provide training, employment, contracting and other economic 

opportunities to low- and very low-income persons, especially recipients of government 

assistance for housing, and to businesses that provide economic opportunities to low- and 

very low-income persons.

Applicable to construction projects over $200,000:

 Low-income residents and Section 3 Business – opportunity to be hired;  compete 

for contracts

Section 3 General Contractors in the LA area are listed on the Section 3 Business Registry 

at https://hudapps.hud.gov/OpportunityPortal/searchBusiness.action

To meet Section 3’s Quantitative Goals, contractors must have 25% of total project workers 

hours conducted by Section 3 Workers (low income workers), and 5% of total project 

workers hours conducted by Target Section 3 Workers (low income workers who live near 

the project site or are YouthBuild workers).

If the Quantitative Goals are not met, the City, the non-profit, and the general contractor 

must complete various good faith efforts to employ low-income workers.

These efforts include the use of apprentices, the posting of Economic and Workforce 

Development Department materials at the work site, and the contacting of local WorkSource 

and YouthSource Centers run by the City.
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Build America, 

Buy America
https://www.madeinamerica.gov/

Per Sec. 70911 of the Infrastructure, Investment, and Jobs Act of 

2021, this project is required to comply with the Build America, Buy 

America (BABA) regulations. 

As the CDBG funds in this project originate from the United States 

Department of Housing and Urban Development (HUD), the guidance 

from HUD on the implementation of BABA must be used. On March 

15, 2023 HUD published Docket No. 6331-N-10A, setting a phased 

implementation of the BABA requirements for HUD projects. 

For this CDBG grant for Program Year 49, of the possible BABA 

categories of 'Iron and Steel,' 'Construction Materials,' and 

'Manufactured Products,' only the following category applies: Iron 

and Steel. More information about BABA can be found in the public 

law, the federal office working on BABA implementation, and HUD's 

guidance for BABA implementation.
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Labor Compliance
Federal (Davis-Bacon) 

& State (DIR)

 Pay the higher of applicable Federal and State labor rates.

 Pay close attention to the lock-in date timeline. State “locks in” prevailing 

wage at the beginning of the process, while Federal “locks in” near the end 

of the process. 

 The general contractor should be prepared to compare Federal and State 

wage rates and to identify the higher rate to pay workers.

 HCID staff will interview construction workers at random to ensure 

compliance. Results of interviews will be provided to BCA for further 

action. 

 Labor compliance documents need to be sent or uploaded to BCA 23



Federal Wage Rates State Wage Rates

Labor Compliance
Federal & State
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Semi-Annual Labor Standards

Report – HUD 4710
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Project Budget 

& Expenditure Plan

 Project Budget – detailed line item of construction costs (soft and hard 

costs) for the completion of the project. 

 Identify all sources of funds

 Expenditure Plan – projected cost the non-profit will spend in carrying 

out the activities within the budget and performance schedule.

 Submit budget and expenditure plan before submitting first invoice.
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INVOICES

❖ Be as clear as possible, using the 

“Description” column to itemize

❖ For long term projects, please submit 

invoices quarterly, at a minimum 

❖ Request for payment using CIFD’s Cash 

Requisition form with two signatures 

❖ Cost reimbursement only

❖ Two-party checks and one-party direct 

deposits are also available

❖ Submit CIFD’s form with cover letter and 

supporting documents

❖ CIFD may retain up to 10% of project funds 

until all documentation, payrolls, and 

investigations have been resolved, as 

indicated in the contract
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Construction

Invoice Documents

Supporting documents:

❑ Signed Certificate for Payment – An AIA 

G702/G703 form is appreciated, though 

we will accept equivalent documents with 

similar information

❑ Lien Releases –to show contractors were 

paid

❑ Up To Date Payrolls – Submitted through 

BCA’s Online Certified Payroll System

❑ Invoice; Proof of payment/canceled check Sign Here
And Here
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Lien Releases

Construction Only
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Groundbreaking & 

Grand Opening

 Construction site and outreach 

material needs to include 

information that project is funded 

by CIFDLA using HUD-CDBG funds.
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Project Close Out

 FINAL Cash Requisition Form 

 CIFD Accounting Forms 

❖ Subrecipient Release

❖ Subrecipient Assignment of Refunds, Rebates & Credits

❖ Contract closeout Tax Certification

 Certificate of Occupancy, Notice of Completion, City 

Department Final Sign-Off 

 Labor Compliance Clearance

 Final lien release of 10% retainage

 All Section 3 forms (HUD 4736A and 4736C) submitted

 Pictures of completed construction

 Project Close Out Letter 31



Service Payback 

 National Objective:  Low-mod client (LMC), low-mod 

area Benefit (LMA)

 Minimum of 5 years and amount of funds awarded

 Quarterly Participant & Maintenance Report (QPR)

 Annual site visits
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References
 24 CFR 570 – Community Development Block 

Grantshttps://www.govinfo.gov/content/pkg/CFR-2002-title24-vol3/pdf/CFR-2002-

title24-vol3-part570.pdf

 2 CFR 200 - Administrative Requirements, Cost Principles, and Audit Requirements for 

Federal Grants 

https://www.gpo.gov/fdsys/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-

part200.pdf

 Basically CDBG - https://www.hudexchange.info/resource/19/basically-cdbg-

training-guidebook-and-slides

 Conditional and Unconditional Waiver and Release Forms

https://www.cslb.ca.gov/Consumers/Legal_Issues_For_Consumers/Mechanics_Lien/C

onditional_And_Unconditional_Waiver_Release_Form.aspx

 Davis-Bacon and Labor Standards 

https://www.hud.gov/program_offices/davis_bacon_and_labor_standards

 HUD Section 3 – hud.gov/section3

 HUD – OIG INTEGRITY BULLETINS

https://www.hudexchange.info/resource/5065/hud-integrity-bulletins

 Making Davis-Bacon Work: A Contractor's Guide to Prevailing Wage Requirements for 

Federally-assisted https://www.hud.gov/sites/documents/4812-LRGUIDE.PDF 
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