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I. Executive Summary 

Purpose of Policy Manual 

The primary purpose of this manual is to serve as The Town of Cicero Administrative Policy and Procedures 

for its Community Development Block Grant Disaster Recovery (CDBG-DR) and General Administration.  

 

Disaster Summary 

Qualifying Disaster:  Docket No. FR–6512–N–01 

HUD-identified MID Areas: Town of Cicero 60804 

  

 

 

CDBG-DR Allocation Overview: 

CDBG-DR Allocation: 83,482,000.00 

CDBG-DR Mitigation Set Aside: 12,522,000.00 

Total Allocation: 96,004,000.00 

 

Table 1:  Unmet Needs Summary 

Cost Categories 

A B A-B 

Direct and Indirect 

Need 

Financial Assistance 

Budgeted and Obligated 
Unmet Need 

Housing $99,582,014.52  $50,147,575.00  $49,434,439.52  

Infrastructure $111,720,900.00  $41,347,500.00  $70,373,400.00  

Economy $6,176,637.99  $981,000.00  $5,195,637.99  

Total $332,744,552.51  $102,067,407.12  $125,003,477.51  

 



Based on these documented needs, The Town of Cicero will implement the following recovery programs 

to address the unmet needs and build resiliency:  

Table 2:  CDBG-DR Funded Activities 

Eligible Cost Category Activity  CDBG-Budget Amount  

Administration Administration 4,500,000.00  

Planning Planning 1,500,000.00  

Housing Sewer Check Valve Installation 20,004,000.00  

Infrastructure Stormwater Management and Storage 30,978,000.00  

Infrastructure Sewer Repair and Construction 26,500,000.00  

Economy N/A                            -    

Mitigation Set Aside Green Alleys 12,522,000.00  

Total 96,004,000.00  

 

 

Table 3:  Allocation Percentages 

Eligible Cost 

Category 
 Unmet Need  

% of Unmet 

Need 
% in MID 

 CDBG-DR Allocation 

Amount  

% of CDBG-

DR 

Allocation  

Administration N/A N/A N/A $4,500,000.00  5% 

Planning N/A N/A N/A $1,500,000.00  2% 

Housing $49,434,439.52  40% 100% $20,004,000.00  24% 

Infrastructure $70,373,400.00  56% 100% $57,478,000.00  69% 

Economic $5,195,637.99  4% 0% $0.00  0% 

Total $125,003,477.51  46% 100% $83,482,000.00  100% 

  



CDBG-DR Mitigation Set Aside 

Eligible Cost 

Category 
 Unmet Need  

% of Unmet 

Need 
% in MID 

 CDBG-DR Allocation 

Amount  

% of Total 

CDBG-DR 

Mitigation N/A N/A 100% $12,522,000.00  15% 

Total CDBG-DR 

and Mitigation 
N/A N/A 100% $96,004,000.00  100% 

 

A policy and procedure manual is a blue print or general guidance for action.  Often, policy development 

in organizations is out of date or ad-hoc and not recorded.  People agree on policies and try to remember 

them, but people do not always remember the same things, and unwritten policies often lead to confusion 

and conflicts.  With possible turnover rates, policy information can walk out of the office with personnel. 

This manual is a written record of the agreed upon policies and procedures involved in the management 

and implementation of the CDBG-DR Program. 

The aim of maintaining this Policy and Procedure Manual is to ensure a consistent and high quality service 

provided by The Town of Cicero Department of Housing, and to maintain a clear set of Internal Controls. 

Internal Controls 

 Internal Controls encompasses the policies and procedures The Town of Cicero Department of 

Housing established that it operates in accordance with HUD’s intention that accountability is 

maintained in all transactions.  This includes the methods adopted by the Town of Cicero 

Department of Housing to check accuracy and reliability of it’s accounting data, to promote 

operational efficiency, and to encourage adherence to prescribed managerial policies. 

 This broad definition of internal controls includes two different aspects of control:  Administrative 

and Accounting.   

o Administrative controls are aimed at improving operational efficiencies or otherwise 

controlling the activities of the Town of Cicero Department of Housing.   

o Accounting controls are directed at reliable financial reporting. 

Purpose of Internal Control  

These internal controls are being put into place to both prevent mistakes from being made and to detect 

problems in a timely manner if they occur.  Secondly, the manual was drafted to ensure that all procedures 

and policies are in writing and made available for reference.  This way, in the event of employee turnover 

or loss, the Town of Cicero Department of Housing retains the knowledge of the policies and procedures, 

thus transforming the Department into one of quality. 



This manual is not meant to be a substitute for CDBG-DR regulations, but as a supplement to them. It is 

not exhaustive regarding all considerations affecting the use of CDBG-DR funds. The Town of Cicero 

Department of Housing reserves the right to add, remove or change policies, procedures or forms in this 

manual.  

Generally speaking, internal controls are established to provide reasonable assurance that: 

1. Transactions are executed in accordance with management’s authorization, 

2. Transactions are recorded as necessary to permit the preparation of accurate financial statements 

and to maintain accountability for the organization’s assets, 

3. Assets are periodically compared with the accounting records, both to determine the accuracy of 

the records and to account for the assets. 

Separation of Duties 

The internal control that most effectively assures the secure handling of money and information is 

separation of duties.  Having different people receive information, prepare the transmittal, and reconcile 

the ledger sheets attains this.  This allows each person to serve as a control over the others, catching 

mistakes and preventing the misappropriation of funds.   

The Town of Cicero Department of Housing Standards 

Standards are principles of service delivery, which, if followed, will ensure a consistent quality of service.  

If standards are fully implemented, consumers will receive the same high quality of service from the 

agency.  Standards also provide a framework to assist agencies and governments to evaluate and review 

services, and indicate good practice, which agencies can work toward. 

The Town of Cicero Department of Housing Standards have been developed with the US Department of 

Housing and Urban Development Standards in mind.  The Town of Cicero Department of Housing 

Standards is based on two main Objectives: 

1. Efficient and effective management 

2. Coordinated, planned, and reliable service delivery 

With this procedure manual in place, the Town of Cicero Department of Housing plans on becoming a 

QUALITY Department. 

Where a conflict of language or omission of requirements occurs, the requirements of Federal Notices and 

U.S. Department of Housing and Urban Development (HUD) Regulations on CDBG-DR shall prevail.  

 



II. Capacity assessment and staffing analysis.  
 

Lead Agency 

The lead agency responsible for implementation of the $96,004,000.00 CDBG-DR award is the Town of 

Cicero Department of Housing.  The Department will be managing a portfolio of CDBG-DR projects to fill 

unmet needs of Housing, Infrastructure, and Mitigation.  A portion of the funds will also be used to update 

critical plans including Capital Needs Plan and Comprehensive Plan.   

The Town of Cicero Department of Housing receives and administers both CDBG and ESG funds as an 

entitlement community.  The Town of Cicero Department of Housing has also received and administered 

the Neighborhood Stabilization Program (NSP). 

Mr. Tom M. Tomschin, Executive Director of the Department of Housing reports directly to Town President 

Larry Dominick, as Chief Executive Officer of the Town of Cicero.  While reporting directly to the Town 

President as Chief Executive Officer, the Executive Director will work in collaboration with the following: 

Town Department Responsibility 

Department of Housing 

Lead Agency in receipt of the CDBG-DR funds, leading coordination efforts in the 
delivery of recovery programs.  Hire, supervise, and manage employees providing 
program delivery services.  Lead agency overseeing procurement process for CDBG-DR.  
Lead agency responsible for reporting.  Lead agency responsible for any applicable 
Environmental Reviews. 

Media Department Maintenance of CDBG-DR Website, and communications. 

Information Technology Supports technology needs of the Town of Cicero 

Financial Affairs 
Works with Department of Housing on budgeting, accounting, and monitoring functions 
to ensure financial policies and processors are followed. 

Legal Department 

Provides legal advice to Town departments to ensure that grant agreements, contracts, 
and other documents and programs are in compliance with Federal, State, and local 
laws and rules.  Reviews all procurement documents, agreements, contracts, or other 
legal instruments. 

Water Department 
Consultation and coordination with the Department of Housing for infrastructure 
projects. 

Public Works Department 
Consultation and coordination with the Department of Housing for infrastructure 
projects. 

Town Engineer 
Responsible for infrastructure project design, cost estimating, bidding, bid opening, bid 
recommendations, project management and inspections, and pay application reviews. 

Office of Professional Standards 
Internal department to receive complaints and perform investigations of said 
complaints. 

 



Capacity Analysis  

The Town of Cicero Department of Housing has no open findings or corrective actions that need to be 

addresses regarding its CDBG or ESG funds.  This will be the first time Cicero is a direct recipient of CDBG-

DR grant funds. 

 

The current organizational chart may be updated throughout the term of the grant.  This chart includes 

the roles currently identified as necessary to administer the grant.  Roles with VACANT or TBD are gaps in 

staffing that will be filled though either direct employee hiring or through formal procurement from 

service providers or contractors. 

The Town of Cicero Department of Housing, has the following staff who have demonstrated experience 

in Community Development, infrastructure, DRGR, regulations implementing Section 3 of the Housing and 



Urban Development Act of 168, fair housing compliance, monitoring, quality control and assurance, and 

financial management: 

Mr. Tom M. Tomschin, MPA  

Executive Director 

ttomschin@thetownofcicero.com  

 

Mr. Jose Alanis 

Grant Administrator 

jalanis@thetownofcicero.com  

 

Ms. Argelia Marquez 

Assistant Grant Administrator 

amarquez@thetownofcicero.com  

 

Ms. Maria Flores 

Housing Director 

mflores@thetownofcicero.com  

 

The Town of Cicero also has the following staff with demonstrated experience with engineering, legal, 

procurement, financial management, etc.  

 

Mr. Tim Geary P.E 

Town Engineer 

tgeary@novotnyengineering.com  

 

Michael DelGaldo 

Town Attorney 

mdelgaldo@thetownofcicero.com  

 

David Gonzalez 

Chief Financial Officer 

dgonzalez@thetownofcicero.com  

 

The Town of Cicero Department of Housing also employs Wipfli Accounting to perform internal 

department accounting functions, oversight, and reporting assistance. 

 

With this team, the Town of Cicero has the capacity to administer the infrastructure portion of the CDBG-

DR Action Plan.   

mailto:ttomschin@thetownofcicero.com
mailto:jalanis@thetownofcicero.com
mailto:amarquez@thetownofcicero.com
mailto:mflores@thetownofcicero.com
mailto:tgeary@novotnyengineering.com
mailto:mdelgaldo@thetownofcicero.com
mailto:dgonzalez@thetownofcicero.com


Gaps in staffing have been identified in the following: 

1. Housing Rehabilitation Program 

2. Planning 

Housing Identified Gap 

While the Town of Cicero Department of Housing administers their own Housing Rehabilitation Program, 

the sheer volume increase expected in requests, will make it impossible for current staff to properly 

maintain.  The current Housing Program Director will supervise the staff of this program. 

Office space for this new expanded Housing Rehabilitation Program has also been identified as a gap.  The 

current offices of the Department of Housing is not set up to perform the amount of intake that will be 

required of CDBG-DR.  The Town of Cicero plans on locating the CDBG-DR Program and staff at the Town 

of Cicero Community Center in an available classroom.  This centrally-located facility is also better suited 

for this type of activity.  Office Equipment will be required to retro-fit the classroom. 

The Town of Cicero Department of Housing intends to procure the services of a consultant to assist in the 

program design, policies, procedures, and staff training for our planned Housing Rehabilitation Program 

for work that is tied to the disaster. 

The Town of Cicero Department of Housing intends on hiring and training the following new town 

employees for the CDBG-DR Housing Rehabilitation Program: 

1. Program Supervisor (1 position) 

a. Responsible for: 

i. Staff training and oversight, 

ii. Environmental Reviews, 

iii. Customer Service, 

2. Intake Specialists (3 – 5 positons) 

a. Responsible for: 

i. Application assistance with the public, 

ii. Income qualification, 

iii. Duplication of benefits calculations, 

iv. Program qualification, 

v. Environmental Reviews, and 

vi. File maintenance 

3. Construction Specialist (1 – 2 positons) 

a. Responsible for: 

i. Cost estimating and specifications, 

ii. Documentation review, 



iii. Construction inspections, 

iv. Pay application reviews, and  

v. Owner/Contractor disputes 

vi. File maintenance 

 

Planning Identified Gap 

The Town of Cicero does not have planning professionals on staff to perform the Capital Needs 

Assessment or Comprehensive Plan. While the Town maintains working relationships with the Chicago 

Metropolitan Agency for Planning and the Metropolitan Mayor’s Caucus, the Town of Cicero plans on 

procuring professional planning services to perform these two needed planning documents. 

Technical Assistance and Training 

The Town of Cicero Department of Housing has accepted weekly technical assistance through HUD by a 

T.A. Provider.  Department of Housing staff participate in these weekly T.A. sessions. 

The Town of Cicero plans on hiring a consultant to provide additional training, program design, policy 

design, and initial oversight of the Housing Rehabilitation Program portion of CDBG-DR. 

The Town of Cicero does not plan on having any subrecipients, therefore not technical assistance is 

planned for subrecipients. 

Any new hires for the planned CDBG-DR projects will be trained by procured consultants until all staff is 

trained and can offer an internal continuation of those training services. 

 

 

. 

 

 

 

 

 



III. Procurement Procedures  

The Town of Cicero shall follow the Federal Procurement Procedures (2 CFR 200.317-200.327) for any 

project that is funded in whole or in part with Federal Dollars (including CDBG-DR). See Section below. 

Projects that are funded in whole or in part with State of Illinois dollars shall follow the State Procurement 

Procedures as well as any applicable Federal Procurement Procedures required.  

https://cms.illinois.gov/business/procurement.html  

Any other projects that are a part of a specific local grant agreement shall include those procurement 

procedures which are a part of the grant agreement. 

 

General Procurement Procedures: 

For Community Development Block Grant Disaster Recovery (CDBG-DR), the Town of Cicero Department 

of Housing is the responsible entity to ensure these procurement procedures are followed, and source 

documentation is maintained. 

Roles and Responsibilities 

Town of Cicero Department of Housing: Department of Housing staff are responsible for the Action Plan 

development including projects and activities to fund.  Department of Housing staff initiate the 

procurement and procurement requests in consultation with the Town Engineer, Town Attorney, and 

Town Attorney.  Department of Housing staff is responsible for creating and maintaining the procurement 

file, and responsible to ensure all procurement policies are followed and documentation maintained.  

Department of Housing staff are responsible for all document review, certified payroll review, 

environmental review, on site employee interviews, contractor debarment searches, and etc as it relates 

to contract award and maintenance.  

When needed, the Town of Cicero Department of Housing will initiate professional service procurement 

in consultation with the Town Attorney.   

Town Engineer: The Town Engineer is responsible for project design, cost estimate and analysis, bid 

document preparation, bid advertisement, bid opening, bid review, and award recommendations or 

rejection recommendations.  Town Engineer is also responsible for inspections, pay application request 

reviews, and pay application recommendations.  Town Engineer is responsible to ensure project is 

completed based on design and specifications, and coordinates work through multiple oversite agencies 

like Illinois Department of Transportation, Water Reclamation District, or other oversite agencies. 

Town Attorney:  The Town Attorney is responsible for document review to ensure compliance with this 

policy, and to ensure all required procurement steps are followed.  Town Attorney responsible for 

https://cms.illinois.gov/business/procurement.html


contract language requirements per this policy and to ensure proper contract execution including 

verification of all insurance and bonding requirements.  Town Attorney is responsible for drafting 

language for Requests for Qualification and/or Request for Proposal procurements for professional 

service contract procurement, and will assist the Department of Housing staff with such procurements. 

Town Board of Trustees:  The Town Board of Trustees is responsible for approval and execution of 

contracts voted upon at an open meeting of the Board. 

Policy 

All procurements whether federally funded entirely or in part must follow the five rules below: 

1. Adherence to the Town of Cicero’s Grant Management Policy Manual, and local Code of 

Ordinances (i.e Sec. 2-868 – Competitive bidding on contracts and purchases) 

2. The procurement must be a necessary and reasonable expense for the project (2 CFR 200.318). 

3. All procurements must have adequate support documentation for the procurement process 

including: 

a. The rationale for the method of procurement; 

b. The selection of contract type 

i. Fixed‐Price Contracts, 

ii. Cost‐Reimbursement Contracts; 

c. Contractor selection or rejection; 

d. The basis for the contract price; 

e. Procurements that exceed the Simplified Acquisition Threshold ($250,000) must include a 

cost and/or price analysis depending on the nature of the procurement. 

4. Procurements must abide by, and the Town (and its contractors) must document a code of 

conduct including: 

a. An organizational conflict of interest (2 CFR 200.318); 

b. A commitment to full and open competition (2 CFR 200.319); 

c. The use of shared agreements/contracts for the purchase and use of goods (avoid 

duplicative purchases 2 CFR 200.318); and 

d. Complete transparency (2 CFR 200.318). 

5. Geographical preferences may NOT be used in procurement where federal funds are being used, 

except in cases where federal statutes mandate or encourage it (2 CFR 200.319). Efforts should 

be made to use Women and Minority Business Enterprises (W\MBE) (2 CFR 200.321). 

 

 

 



Codes of Conduct/Conflict of Interest: Agents of the Town 

No employee, officer, or agent of the Town shall participate in the selection, 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 the employee, officer, or agent, any member of his or her immediate family, his 
or her partner, or an organization which employs or is about to employ any of the parties indicated herein, 
has a financial interest in the firm selected for an award. 

Contractors Competing for Town Procurements 

Contractors who develop or draft specifications, requirements, statement of work (scope of services) or 
request for proposals are strictly prohibited from competing for Town procurements where such 
procurements are provided through federal funds for which the specifications/proposals are drafted. 

Competition, Cost Analysis and Procurement: Federal Fund Transactions 

All procurement transactions must be conducted in a manner that provides, to the maximum extent 
practical, open and free competition. In essence, grantee agencies/departments are prohibited from 
making any expenditure with federal funds until a cost/price analysis has been completed. 

1. Cost Analysis is the review and evaluation of each element of cost to determine whether it is 
reasonable, allocable to that grant program, and an allowable cost for that grant program.  

2. Cost Analysis involved the examination of all of the element used in calculating a contract's total 
estimated cost. Additional cost analysis should be completed should there be contract modifications 
that introduce new conditions. 

3. Price Analysis involves the comparison of marketplace prices. Price analysis can be conducted in one, 
or combination of, several methods. These include comparing offered prices including discounts with 
those listed in commercial catalogs, or with those recently submitted for similar services. It can be 
done, for example, by comparing the price quotes submitted by vendors, or by telephoning other 
vendors to obtain their market price, or simply by comparing published market prices. 

4. Soliciting competitive bid prices from vendors might be accomplished in different ways. For example, 
a grantee department can obtain vendor prices by advertising in newspapers, sending letters to 
prospective vendors, telephoning prospective vendors, or even by comparing prices in published 
catalogs. 

Solicitation/Bid Requirements 

Solicitations for bids should clearly state all the requirements the vendor must fulfill in order for the bid 

or offer to be evaluated by the grantee agency. The procurement should be given to the vendor who bid 

or offer is responsive to the solicitation, and is the most advantageous to the grantee agency 

(considering price, quality, and other applicable factors). Any and all bids or offers may be rejected when 

it is in the grantee's interest to do so. This means that grantees do not have to accept the lowest bid 

received because other factors, such as quality of the product or service record of the vendor, may also 

be considered by the grantee in making the decision. 



Federal Procurement Procedures (2 CFR 200.317-200.327) 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D 

1. The non-Federal entity must have and use documented procurement procedures, consistent with 
State, local, and tribal laws and regulations and the standards of this section, for the acquisition of 
property or services required under a Federal award or subaward. The non-Federal entity's 
documented procurement procedures must conform to the procurement standards identified in 
§§ 200.317 through 200.327.  

2. Non-Federal entities must maintain oversight to ensure that contractors perform in accordance 
with the terms, conditions, and specifications of their contracts or purchase orders.  

3. The non-Federal entity must maintain written standards of conduct covering conflicts of interest 
and governing the actions of its employees engaged in the selection, award and administration of 
contracts. No employee, officer, or agent may participate in the selection, award, or administration 
of a contract supported by a Federal award if he or she has a real or apparent conflict of interest. 
Such a conflict of interest would arise when the employee, officer, or agent, any member of his or 
her immediate family, his or her partner, or an organization which employs or is about to employ 
any of the parties indicated herein, has a financial or other interest in or a tangible personal benefit 
from a firm considered for a contract. The officers, employees, and agents of the non-Federal 
entity may neither solicit nor accept gratuities, favors, or anything of monetary value from 
contractors or parties to subcontracts. However, non-Federal entities may set standards for 
situations in which the financial interest is not substantial or the gift is an unsolicited item of 
nominal value. The standards of conduct must provide for disciplinary actions to be applied for 
violations of such standards by officers, employees, or agents of the non-Federal entity.  

4. If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a State, local 
government, or Indian tribe, the non-Federal entity must also maintain written standards of 
conduct covering organizational conflicts of interest. Organizational conflicts of interest means 
that because of relationships with a parent company, affiliate, or subsidiary organization, the non-
Federal entity is unable or appears to be unable to be impartial in conducting a procurement action 
involving a related organization.  

5. The non-Federal entity's procedures must avoid acquisition of unnecessary or duplicative items. 
Consideration should be given to consolidating or breaking out procurements to obtain a more 
economical purchase. Where appropriate, an analysis will be made of lease versus purchase 
alternatives, and any other appropriate analysis to determine the most economical approach.  

6. To foster greater economy and efficiency, and in accordance with efforts to promote cost-effective 
use of shared services across the Federal Government, the non-Federal entity is encouraged to 
enter into state and local intergovernmental agreements or inter-entity agreements where 
appropriate for procurement or use of common or shared goods and services. Competition 
requirements will be met with documented procurement actions using strategic sourcing, shared 
services, and other similar procurement arrangements.  

7. The non-Federal entity is encouraged to use Federal excess and surplus property in lieu of 
purchasing new equipment and property whenever such use is feasible and reduces project costs.  

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D


8. The non-Federal entity is encouraged to use value engineering clauses in contracts for construction 
projects of sufficient size to offer reasonable opportunities for cost reductions. Value engineering 
is a systematic and creative analysis of each contract item or task to ensure that its essential 
function is provided at the overall lower cost.  

9. The non-Federal entity must award contracts only to responsible contractors possessing the ability 
to perform successfully under the terms and conditions of a proposed procurement. Consideration 
will be given to such matters as contractor integrity, compliance with public policy, record of past 
performance, and financial and technical resources. See also § 200.214.  

10. The non-Federal entity must maintain records sufficient to detail the history of procurement. 
These records will include, but are not necessarily limited to, the following: Rationale for the 
method of procurement, selection of contract type, contractor selection or rejection, and the basis 
for the contract price.  

11. The non-Federal entity may use a time-and-materials type contract only after a determination that 
no other contract is suitable and if the contract includes a ceiling price that the contractor exceeds 
at its own risk. Time-and-materials type contract means a contract whose cost to a non-Federal 
entity is the sum of:  

(1) The actual cost of materials; and  

(2) Direct labor hours charged at fixed hourly rates that reflect wages, general and 
administrative expenses, and profit.  

12. Since this formula generates an open-ended contract price, a time-and-materials contract 
provides no positive profit incentive to the contractor for cost control or labor efficiency. 
Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk. 
Further, the non-Federal entity awarding such a contract must assert a high degree of 
oversight in order to obtain reasonable assurance that the contractor is using efficient 
methods and effective cost controls.  

13. The non-Federal entity alone must be responsible, in accordance with good administrative practice 
and sound business judgment, for the settlement of all contractual and administrative issues 
arising out of procurements. These issues include, but are not limited to, source evaluation, 
protests, disputes, and claims. These standards do not relieve the non-Federal entity of any 
contractual responsibilities under its contracts. The Federal awarding agency will not substitute its 
judgment for that of the non-Federal entity unless the matter is primarily a Federal concern. 
Violations of law will be referred to the local, state, or Federal authority having proper jurisdiction.  

[85 FR 49543, Aug. 13, 2020, as amended at 86 FR 10440, Feb. 22, 2021]  



§ 200.319 Competition. 

1. All procurement transactions for the acquisition of property or services required under a Federal 
award must be conducted in a manner providing full and open competition consistent with the 
standards of this section and § 200.320.  

2. In order to ensure objective contractor performance and eliminate unfair competitive advantage, 
contractors that develop or draft specifications, requirements, statements of work, or invitations 
for bids or requests for proposals must be excluded from competing for such procurements. Some 
of the situations considered to be restrictive of competition include but are not limited to:  

1. Placing unreasonable requirements on firms in order for them to qualify to do business;  

2. Requiring unnecessary experience and excessive bonding;  

3. Noncompetitive pricing practices between firms or between affiliated companies;  

4. Noncompetitive contracts to consultants that are on retainer contracts;  

5. Organizational conflicts of interest;  

6. Specifying only a “brand name” product instead of allowing “an equal” product to be 
offered and describing the performance or other relevant requirements of the 
procurement; and  

7. Any arbitrary action in the procurement process.  

3. The non-Federal entity must conduct procurements in a manner that prohibits the use of 
statutorily or administratively imposed state, local, or tribal geographical preferences in the 
evaluation of bids or proposals, except in those cases where applicable Federal statutes expressly 
mandate or encourage geographic preference. Nothing in this section preempts state licensing 
laws. When contracting for architectural and engineering (A/E) services, geographic location may 
be a selection criterion provided its application leaves an appropriate number of qualified firms, 
given the nature and size of the project, to compete for the contract.  

4. The non-Federal entity must have written procedures for procurement transactions. These 
procedures must ensure that all solicitations:  

1. Incorporate a clear and accurate description of the technical requirements for the material, 
product, or service to be procured. Such description must not, in competitive 
procurements, contain features which unduly restrict competition. The description may 
include a statement of the qualitative nature of the material, product or service to be 
procured and, when necessary, must set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible. When it is impractical or uneconomical 
to make a clear and accurate description of the technical requirements, a “brand name or 
equivalent” description may be used as a means to define the performance or other salient 
requirements of procurement. The specific features of the named brand which must be 
met by offers must be clearly stated; and  

2. Identify all requirements which the offerors must fulfill and all other factors to be used in 



evaluating bids or proposals.  

5. The non-Federal entity must ensure that all prequalified lists of persons, firms, or products which 
are used in acquiring goods and services are current and include enough qualified sources to 
ensure maximum open and free competition. Also, the non-Federal entity must not preclude 
potential bidders from qualifying during the solicitation period.  

Noncompetitive procurements can only be awarded in accordance with §200.320(c).  

§ 200.320 Methods of procurement to be followed. 

The non-Federal entity must have and use documented procurement procedures, consistent with the 

standards of this section and §§ 200.317, 200.318, and 200.319 for any of the following methods of 

procurement used for the acquisition of property or services required under a Federal award or sub-

award.    

 

Informal procurement methods.   

When the value of the procurement for property or services under a Federal award does not exceed the 

simplified acquisition threshold (SAT), as defined in § 200.1, or a lower threshold established by a non-

Federal entity, formal procurement methods are not required. The non-Federal entity may use informal 

procurement methods to expedite the completion of its transactions and minimize the associated 

administrative burden and cost. The informal methods used for procurement of property or services at or 

below the SAT include:  

Micro-purchases 

a. The acquisition of supplies or services, the aggregate dollar amount of which does not exceed the 
micro-purchase threshold (See the definition of micro-purchase in § 200.1). To the maximum 
extent practicable, the non-Federal entity should distribute micro-purchases equitably among 
qualified suppliers.  

b. Micro-purchase awards.  Micro-purchases may be awarded without soliciting competitive price or 
rate quotations if the non-Federal entity considers the price to be reasonable based on research, 
experience, purchase history or other information and documents it files accordingly. Purchase 
cards can be used for micro-purchases if procedures are documented and approved by the non-
Federal entity.  

c. Micro-purchase thresholds. The non-Federal entity is responsible for determining and 
documenting an appropriate micro-purchase threshold based on internal controls, an evaluation 
of risk, and its documented procurement procedures. The micro-purchase threshold used by the 
non-Federal entity must be authorized or not prohibited under State, local, or tribal laws or 
regulations. Non-Federal entities may establish a threshold higher than the Federal threshold 
established in the Federal Acquisition Regulations (FAR) in accordance with paragraphs (a)(1)(iv) 
and (v) of this section.  



d. Non-Federal entity increase to the micro-purchase threshold up to $50,000.  Non-Federal entities 
may establish a threshold higher than the micro-purchase threshold identified in the FAR in 
accordance with the requirements of this section. The non-Federal entity may self-certify a 
threshold up to $50,000 on an annual basis and must maintain documentation to be made 
available to the Federal awarding agency and auditors in accordance with § 200.334. The self-
certification must include a justification, clear identification of the threshold, and supporting 
documentation of any of the following:  

a. A qualification as a low-risk auditee, in accordance with the criteria in § 200.520 for the 
most recent audit;  

b. An annual internal institutional risk assessment to identify, mitigate, and manage financial 
risks; or,  

c. For public institutions, a higher threshold consistent with State law.  

c. Non-Federal entity increase to the micro-purchase threshold over $50,000.  Micro-purchase thresholds higher 
than $50,000 must be approved by the cognizant agency for indirect costs. The non-federal entity must submit 
a request with the requirements included in paragraph (a)(1)(iv) of this section. The increased threshold is valid 
until there is a change in status in which the justification was approved.  

Methods of Procurement 

Small purchases 

a. Small purchase procedures.  The acquisition of property or services, the aggregate dollar amount 
of which is higher than the micro-purchase threshold but does not exceed the simplified 
acquisition threshold. If small purchase procedures are used, price or rate quotations must be 
obtained from an adequate number of qualified sources as determined appropriate by the non-
Federal entity.  

b. Simplified acquisition thresholds.  The non-Federal entity is responsible for determining an 
appropriate simplified acquisition threshold based on internal controls, an evaluation of risk and 
its documented procurement procedures which must not exceed the threshold established in the 
FAR. When applicable, a lower simplified acquisition threshold used by the non-Federal entity must 
be authorized or not prohibited under State, local, or tribal laws or regulations.  

c. Formal procurement methods.  When the value of the procurement for property or services under 
a Federal financial assistance award exceeds the SAT, or a lower threshold established by a non-
Federal entity, formal procurement methods are required. Formal procurement methods require 
following documented procedures. Formal procurement methods also require public advertising 
unless a non-competitive procurement can be used in accordance with § 200.319 or paragraph (c) 
of this section. The following formal methods of procurement are used for procurement of 
property or services above the simplified acquisition threshold or a value below the simplified 
acquisition threshold the non-Federal entity determines to be appropriate:  

Sealed bids 

A procurement method in which bids are publicly solicited and a firm fixed-price contract (lump sum or 
unit price) is awarded to the responsible bidder whose bid, conforming with all the material terms and 
conditions of the invitation for bids, is the lowest in price. The sealed bids method is the preferred method 



for procuring construction. 

 

In order for sealed bidding to be feasible, the following conditions should be present:  
a. A complete, adequate, and realistic specification or purchase description is available;  
b. Two or more responsible bidders are willing and able to compete effectively for the business; and  
c. The procurement lends itself to a firm fixed price contract and the selection of the successful 

bidder can be made principally on the basis of price.  

 

If sealed bids are used, the following requirements apply:  
a. Bids must be solicited from an adequate number of qualified sources, providing them sufficient 

response time prior to the date set for opening the bids, for local, and tribal governments, the 

invitation for bids must be publicly advertised;  

b. The invitation for bids, which will include any specifications and pertinent attachments, must 

define the items or services in order for the bidder to properly respond;  

c. All bids will be opened at the time and place prescribed in the invitation for bids, and for local 

and tribal governments, the bids must be opened publicly;  

d. A firm fixed price contract award will be made in writing to the lowest responsive and 

responsible bidder. Where specified in bidding documents, factors such as discounts, 

transportation cost, and life cycle costs must be considered in determining which bid is lowest. 

Payment discounts will only be used to determine the low bid when prior experience indicates 

that such discounts are usually taken advantage of; and  

e. Any or all bids may be rejected if there is a sound documented reason.  

Proposals.   

A procurement method in which either a fixed price or cost-reimbursement type contract is awarded. 

Proposals are generally used when conditions are not appropriate for the use of sealed bids. They are 

awarded in accordance with the following requirements:  

a. Requests for proposals must be publicized and identify all evaluation factors and their relative 
importance. Proposals must be solicited from an adequate number of qualified offerors.  

b. Any response to publicized requests for proposals must be considered to the maximum extent 
practical;  

c. The non-Federal entity must have a written method for conducting technical evaluations of the 
proposals received and making selections;  

d. Contracts must be awarded to the responsible offeror whose proposal is most advantageous to 
the non-Federal entity, with price and other factors considered; and  

e. The non-Federal entity may use competitive proposal procedures for qualifications-based 
procurement of architectural/engineering (A/E) professional services whereby offeror's 
qualifications are evaluated and the most qualified offeror is selected, subject to negotiation of 
fair and reasonable compensation. The method, where price is not used as a selection factor, can 
only be used in procurement of A/E professional services. It cannot be used to purchase other 



types of services though A/E firms that are a potential source to perform the proposed effort.  

Noncompetitive procurement.   

There are specific circumstances in which noncompetitive procurement can be used. Noncompetitive 

procurement can only be awarded if one or more of the following circumstances apply: 

a. The acquisition of property or services, the aggregate dollar amount of which does not exceed 
the micro-purchase threshold (see paragraph (a) (1) of this section);  

b. The item is available only from a single source;  
c. The public exigency or emergency for the requirement will not permit a delay resulting from 

publicizing a competitive solicitation;  
d. The Federal awarding agency or pass-through entity expressly authorizes a noncompetitive 

procurement in response to a written request from the non-Federal entity; or  
e. After solicitation of a number of sources, competition is determined inadequate. 

 

 

Other Requirements  

§ 200.321 Contracting with small and minority businesses, women's business enterprises, and labor 

surplus area firms. 

 

(a) The non-Federal entity must take all necessary affirmative steps to assure that minority businesses, 

women's business enterprises, and labor surplus area firms are used when possible.  

(b) Affirmative steps must include:  

1. Placing qualified small and minority businesses and women's business enterprises on solicitation 

lists;  

2. Assuring that small and minority businesses, and women's business enterprises are solicited 

whenever they are potential sources;  

3. Dividing total requirements, when economically feasible, into smaller tasks or quantities to 

permit maximum participation by small and minority businesses, and women's business 

enterprises;  

4. Establishing delivery schedules, where the requirement permits, which encourage participation 

by small and minority businesses, and women's business enterprises;  

5. Using the services and assistance, as appropriate, of such organizations as the Small Business 

Administration and the Minority Business Development Agency of the Department of Commerce; 

and  

6. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed 

in paragraphs (b)(1) through (5) of this section.  



§ 200.322 Domestic preferences for procurements. 

(a) As appropriate and to the extent consistent with law, the non-Federal entity should, to the greatest 

extent practicable under a Federal award, provide a preference for the purchase, acquisition, or use of 

goods, products, or materials produced in the United States (including but not limited to iron, aluminum, 

steel, cement, and other manufactured products). The requirements of this section must be included in 

all subawards including all contracts and purchase orders for work or products under this award.  

(b) For purposes of this section:  

1. “Produced in the United States” means, for iron and steel products, that all manufacturing 
processes, from the initial melting stage through the application of coatings, occurred in the United 
States.  

2. “Manufactured products” means items and construction materials composed in whole or in part 
of non-ferrous metals such as aluminum; plastics and polymer-based products such as polyvinyl 
chloride pipe; aggregates such as concrete; glass, including optical fiber; and lumber.  

 

§ 200.323 Procurement of recovered materials. 

A non-Federal entity that is a state agency or agency of a political subdivision of a state and its contractors 

must comply with section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation 

and Recovery Act. The requirements of Section 6002 include procuring only items designated in guidelines 

of the Environmental Protection Agency (EPA) at 40 CFR part 247 that contain the highest percentage of 

recovered materials practicable, consistent with maintaining a satisfactory level of competition, where 

the purchase price of the item exceeds $10,000 or the value of the quantity acquired during the preceding 

fiscal year exceeded $10,000; procuring solid waste management services in a manner that maximizes 

energy and resource recovery; and establishing an affirmative procurement program for procurement of 

recovered materials identified in the EPA guidelines.  

§ 200.324 Contract cost and price. 

(a) The non-Federal entity must perform a cost or price analysis in connection with every 

procurement action in excess of the Simplified Acquisition Threshold including contract 

modifications. The method and degree of analysis is dependent on the facts surrounding the 

particular procurement situation, but as a starting point, the non-Federal entity must make 

independent estimates before receiving bids or proposals.  

(b) The non-Federal entity must negotiate profit as a separate element of the price for each 

contract in which there is no price competition and in all cases where cost analysis is performed. 

To establish a fair and reasonable profit, consideration must be given to the complexity of the work 

to be performed, the risk borne by the contractor, the contractor's investment, the amount of 

subcontracting, the quality of its record of past performance, and industry profit rates in the 

surrounding geographical area for similar work.  



(c) Costs or prices based on estimated costs for contracts under the Federal award are allowable 

only to the extent that costs incurred or cost estimates included in negotiated prices would be 

allowable for the non-Federal entity under subpart E of this part. The non-Federal entity may 

reference its own cost principles that comply with the Federal cost principles.  

(d) The cost plus a percentage of cost and percentage of construction cost methods of contracting 

must not be used.  

§ 200.325 Federal awarding agency or pass-through entity review. 

The non-Federal entity must make available, upon request of the Federal awarding agency or pass-

through entity, technical specifications on proposed procurements where the Federal awarding agency or 

pass-through entity believes such review is needed to ensure that the item or service specified is the one 

being proposed for acquisition. This review generally will take place prior to the time the specification is 

incorporated into a solicitation document. However, if the non-Federal entity desires to have the review 

accomplished after a solicitation has been developed, the Federal awarding agency or pass-through entity 

may still review the specifications, with such review usually limited to the technical aspects of the 

proposed purchase.  



A. The non-Federal entity must make available upon request, for the Federal awarding agency or 
pass-through entity pre-procurement review, procurement documents, such as requests for 
proposals or invitations for bids, or independent cost estimates, when:  

1. The non-Federal entity's procurement procedures or operation fails to comply with the 
procurement standards in this part;  

2. The procurement is expected to exceed the Simplified Acquisition Threshold and is to be 
awarded without competition or only one bid or offer is received in response to a 
solicitation;  

3. The procurement, which is expected to exceed the Simplified Acquisition Threshold, 
specifies a “brand name” product;  

4. The proposed contract is more than the Simplified Acquisition Threshold and is to be 
awarded to other than the apparent low bidder under a sealed bid procurement; or  

5. A proposed contract modification changes the scope of a contract or increases the contract 
amount by more than the Simplified Acquisition Threshold.  

B. The non-Federal entity is exempt from the pre-procurement review in paragraph (b) of this section 
if the Federal awarding agency or pass-through entity determines that its procurement systems 
comply with the standards of this part. 

C. The non-Federal entity may request that its procurement system be reviewed by the Federal 
awarding agency or pass-through entity to determine whether its system meets these standards 
in order for its system to be certified. Generally, these reviews must occur where there is 
continuous high-dollar funding, and third-party contracts are awarded on a regular basis;  

D. The non-Federal entity may self-certify its procurement system. Such self-certification must not 
limit the Federal awarding agency's right to survey the system. Under a self-certification 
procedure, the Federal awarding agency may rely on written assurances from the non-Federal 
entity that it is complying with these standards. The non-Federal entity must cite specific policies, 
procedures, regulations, or standards as being in compliance with these requirements and have 
its system available for review.  

Additional Contract provisions 

The recipient shall include, in addition to provisions to define a sound and complete agreement, the 

following provisions in all contracts. The following provisions shall also be applied to subcontracts: 

a. Contracts in excess of the Simplified Acquisition Threshold shall contain contractual provisions 
or conditions that allow for administrative, contractual, or legal remedies in instances in which 
a contractor violates or breaches the contract terms and provide for such remedial actions as 
may be appropriate. 

b. All contracts in excess of the Simplified Acquisition Threshold shall contain suitable provisions 
for termination by the recipient, including the manner by which terminations shall be effected 
and the basis for settlement. In addition, such contracts shall describe conditions under which 
the contract may be terminated for default as well as conditions where the contract may be 
terminated because of circumstances beyond the control of the contractor. 

c. Except as otherwise required by statute, an award that requires the contracting (or 
subcontracting) for construction or facility improvements shall provide for the recipient to 



follow its own requirements relating to bid guarantees, performance bonds, and payment 
bonds unless the construction contract or subcontract exceeds 

d. $150,000. For those contracts or subcontracts exceeding $150,000, the federal awarding 
agency may accept the bonding policy and requirements of the recipient, provided the federal 
awarding agency has made a determination that the Federal Government’s interest is 
adequately protected. If such a determination has not been made, the minimum requirements 
shall be as follows: 

i. A bid guarantee from each bidder equivalent to five percent of the bid price. The "bid 
guarantee" shall consist of a firm commitment such as a bid bond, certified check, or 
other negotiable instrument accompanying a bid as assurance that the bidder shall, 
upon acceptance of his bid, execute such contractual documents as may be required 
within the time specified. 

ii. A performance bond on the part of the contractor for 100 percent of the contract price. 
A "performance bond" is one executed in connection with a contract to secure 
fulfillment of all the contractor's obligations under such a contract 

iii. A payment bond on the part of the contractor for 100 percent of the contract price. A 
"payment bond" is one executed in connection with a contract to assure payment as 
required by statute of all persons supplying labor and material in the execution of the 
work provided for in the contract. 

iv. Where bonds are required in the situations described herein, the bonds shall be 
obtained from companies holding certificates of authority as acceptable sureties 
pursuant to 31 CFR part 223, "Surety Companies Doing Business with the United 
States." 

v. All negotiated contracts (except those for less than the Simplified Acquisition 
Threshold) awarded by recipients shall include a provision to the effect that the 
recipient, the Federal Awarding Agency, the Comptroller General of the United States, 
or any of their duly authorized representatives, shall have access to any books, 
documents, papers and records of the contractor which are directly pertinent to a 
specific program for the purpose of making audits, examinations, excerpts and 
transcriptions. 

 

§ 200.326 Bonding requirements. 

For construction or facility improvement contracts or subcontracts exceeding the Simplified Acquisition 

Threshold, the Federal awarding agency or pass-through entity may accept the bonding policy and 

requirements of the non-Federal entity provided that the Federal awarding agency or pass-through entity 

has made a determination that the Federal interest is adequately protected. If such a determination has 

not been made, the minimum requirements must be as follows:  

 A bid guarantee from each bidder equivalent to five percent of the bid price. The “bid guarantee” 
must consist of a firm commitment such as a bid bond, certified check, or other negotiable 
instrument accompanying a bid as assurance that the bidder will, upon acceptance of the bid, 
execute such contractual documents as may be required within the time specified.  



 A performance bond on the part of the contractor for 100 percent of the contract price. A 
“performance bond” is one executed in connection with a contract to secure fulfillment of all the 
contractor's requirements under such contract.  

 (c) A payment bond on the part of the contractor for 100 percent of the contract price. A “payment 
bond” is one executed in connection with a contract to assure payment as required by law of all 
persons supplying labor and material in the execution of the work provided for in the contract.  

 

Required Contract Provisions 

All contracts, awarded by a recipient including small purchase, shall contain the following provisions as 

applicable: 

1. Equal Employment Opportunity-All contracts shall contain a provision requiring compliance with 
E.O. 11246, "Equal Employment Opportunity" (30 FR 12319, 12935, 3 CFR, 1964-1965 Comp., p. 
339), as amended by "Amending Executive Order 11246 Relating to Equal Employment 
Opportunity," and as supplemented by regulations at 41 CFR part 60, "Office of Federal Contract 
Compliance Programs, Equal Employment Opportunity, Department of Labor.'' 

2. Copeland "Anti-Kickback" Act (18 U.S.C. 874 and 40 U.S.C. 276c)-All contracts and sub-grants in 
excess of $2000 for construction or repair awarded by recipients and subrecipients shall include a 
provision for compliance with the Copeland "Anti‐ Kickback” Act (18 U.S.C. 874), as supplemented 
by Department of Labor regulations (29 CFR pm13, "Contractors and Subcontractors on Public 
Building or Public Work Financed in Whole or in Pm1 by Loans or Grants from the United States"). 
The Act provides that each contractor or subrecipient shall be prohibited from inducing, by any 
means, any person employed in the construction, completion, or repair of public work, to give up 
any part of the compensation to which he is otherwise entitled. The recipient shall report all 
suspected or reported violations to the Federal awarding agency 

3. Davis-Bacon Act, as amended (40 U.S.C. 276a to a-7)-When required by Federal legislation, all 
construction contracts awarded by the recipients and subrecipients of more than $2000 shall 
include a provision for compliance with the Davis-Bacon Act (40 U.S.C. 276a to a-7) and as 
supplemented by Depm1ment of Labor regulations (29 CFR part 15, "Labor Standards Provisions 
Applicable to Contracts Governing Federally Financed and Assisted Construction"). Under this Act, 
contractors shall be required to pay wages to laborers and mechanics at a rate not less than the 
minimum wages specified in a wage determination made by the Secretary of Labor. In addition, 
contractors shall be required to pay wages not less than once a week. The recipient shall place a 
copy of the current prevailing wage determination issued by the Department of Labor in each 
solicitation and the award of a contract shall be conditioned upon the acceptance of the wage 
determination. The recipient shall report all suspected or reported violations to the Federal 
awarding agency. 

4. Contract Work Hours and Safety Standards Act (40 U.S.C. 327-333)-Where applicable, all 
contracts awarded by recipients in excess of $2000 for construction contracts and in excess of 
$2500 for other contracts that involve the employment of mechanics or laborers shall include a 
provision for compliance with sections 102 and 107 of the Contract Work Hours and Safety 



Standards Act (40 U.S.C. 327-333), as supplemented by Department of Labor regulations (29 CFR 
part 5). Under section 102 of the Act, each contractor shall be required to compute the wages of 
every mechanic and laborer on the basis of a standard work week of 40 hours. Work in excess of 
the standard work week is permissible provided that the worker is compensated at a rate of not 
less than 1 ½ times the basic rate of pay for all hours worked in excess of 40 hours in the work 
week. Section 107 of the Act is applicable to construction work and provides that no laborer or 
mechanic shall be required to work in surroundings or under working conditions which are 
unsanitary, hazardous or dangerous. These requirements do not apply to the purchases of supplies 
or materials or articles ordinarily available on the open market, or contracts for transportation or 
transmission of intelligence. 

5. Rights to Inventions Made Under a Contract or Agreement-Contracts or agreements for the 
performance of experimental, developmental, or research work shall provide for the rights of the 
Federal Government and the recipient in any resulting invention in accordance with 37 CFR part 
401, "Rights to Inventions Made by Nonprofit Organizations and Small Business Firms Under 
Government Grants, Contracts and cooperative Agreements," and any implementing regulations 
issued by the awarding agency. 

6. Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act 33 U.S.C. 1251 
et seq.), as amended Contracts and subgrants of amounts in excess of $100,000 shall contain a 
provision that requires the recipient to agree to comply with all applicable standards, orders or 
regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water 
Pollution Control Act as amended (33 U.S.C. 1251 et seq.). Violations shall be reported to the 
Federal awarding agency and the Regional Office of the Environmental Protection Agency (EPA). 

7. Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)-Contractors who apply or bid for an award of 
$100,000 or more shall file the required certification. Each tier certifies to the tier above that it will 
not and has not used Federal appropriated funds to pay any person or organization for influencing 
or attempting to influence an officer or employee of any agency, a member of Congress, officer or 
employee of Congress, or an employee of a member of Congress in connection with obtaining any 
Federal contract, grant or any other award covered by 31 U.S.C. 1352. Each tier shall also disclose 
any lobbying with non-Federal funds that takes place in connection with any Federal award. Such 
disclosures are forwarded from tier to tier up to the recipient. 

8. Debarment and Suspension (E.O.s 12549 and 12689)-A contract award with an amount expected 
to equal or exceed $25,000 and certain other contract awards (see 2 CFR 180.220) shall not be 
made to parties listed on the government-wide Excluded Parties List System, in accordance with 
the 0MB guidelines at 2 CFR part 180 that implement E.O.s 12549 (3 CFR, 1986 Comp., p. 189) and 
12689 (3 CFR, 1989 Comp., p. 235), "Debarment and Suspension." The Excluded Parties List System 
contains the names of parties debarred, suspended, or otherwise excluded by agencies, as well as 
parties declared ineligible under statutory or regulatory authority other than E.O. 12549. 

  



IV.Compensation for Work Performed in Implementation of Grant Award 
 

Reimbursement of payroll costs for time spent on federal awards must be fully documented by relevant 

payroll records consistent with approved salary schedules and negotiated compensation and benefit 

packages (including paid time off for employees working on specific federal awards) where involved 

personnel is covered by a collective bargaining agreement or the  Town of Cicero Employee Manual. At a 

minimum: 

1. Responsible parties within the grantee agency must maintain accurate records that clearly track 
the work performed on an award by individual participants. Records shall contain the name of the 
individual(s), date of service, hours of activity, and a description of the work performed; 

2. Where possible, payroll shall track the hours spent on specific awards by individual and show the 
payroll cost associated with the provided service per pay period. 

3. The Grants Administrator shall include a copy of relevant payroll records with any reports seeking 
reimbursement of payroll costs or as justification of reported costs. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



V.  Costs 
All allowable costs will be determined by OMB 2 CFR, 200, FARs, and/or by the granting entity through 

grant manuals or award terms and conditions. 

For Federally Sponsored Awards, allowable costs generally fall within these guidelines: 

1. Costs must be reasonable. This is defined as the action that a prudent person would take under 
the circumstance. 

2. Costs must be allocable to federally sponsored agreements under the principles and methods 
described in 0MB A-21. (See 0MB Circular A-21; Unallowable Costs.) 

3. Costs must be given consistent treatment through application of Generally Accepting Accounting 
Principles (GAAP) appropriate to the circumstances as dictated by Cost Accounting Standards 
(CAS). This includes the use of account codes and cost classification. 

4. Costs must conform to any limitations or exclusions set forth in OMB Circular A-21 or in the 
sponsored agreement as to types or amounts of cost items. 

 
The full cost of the following expenses and services are paid by The Town of Cicero:  

• Accounting Department (payroll, accounts payable, finance)  
• Building Rent, Maintenance, and Utilities  
• Any costs not previously identified  
• Any cost that cannot be fully paid by the CDBG-DR program.  
• Administrative costs above the statutory cap, and employee costs above the amount in the Annual 

Action Plan. 

Cost Classifications 

Classification: Assigning Account Codes 

 
The administration of a contract or grant project involves identifying all costs associated with it. Cost 

information is needed both to manage the internal affairs of the Town and to satisfy external 

requirements. An account code is assigned to each cost to classify the expenditure according to goods or 

services received. 

Allowable Direct Costs 

Direct costs are expenditures associated with grants, contracts, and cooperative agreements that are 

necessary for and can be identified with the performance of a specific sponsored project. Direct costs of 

a sponsored project include all personnel costs charged to the project, expenditures for supplies and 

equipment, travel expenses, printing, other service department charges, and any other expenses 

specifically identified with the project. 

Unallowable Costs 

Unallowable functions, such as lobbying, public relations, and fundraising, are groups of costs that due to 

the nature of the function will make the expenditure unallowable. For example, salaries and wages are 



generally allowable costs; however, those same salaries and wages incurred for the benefit of a fundraiser 

are unallowable. Therefore, the function makes the expenditure unallowable. 

Some unallowable costs, such as alcoholic beverages, are types of expenditures that are specifically 

unallowable by law, regulations and/or contract terms. See OMB Circular A-21 section J. Both unallowable 

costs and expenses connected with unallowable functions must not be directly charged to sponsored 

agreements. Other costs, such as utilities and building maintenance are unallowable as a direct cost unless 

approved in the proposal process and by the sponsor. 

Facilities and Administrative costs 

Expenditures associated with a grant, contract, or cooperative agreement that cannot be directly charged 

to nor specifically identified with individual sponsored projects. These costs include maintenance of 

physical facilities, library services, administrative services, and departmental administration. ln general, 

F&A costs involve expenditures necessary for the development and maintenance of an environment 

conducive to research and other sponsored projects. 

Most grants and contracts provide for the recovery of F&A costs incurred in their executions and 

management. The recovery is based upon negotiated rates and assessed to individual projects on a 

percentage basis. 

In most cases, F&A costs for a sponsored project are calculated by multiplying the approved F&A rate and 

the wages paid on the award. F&A cost is charged based upon the rate and base in the approved award, 

up to the federally negotiated rate. Slight F&A cost adjustments may be made manually by the Grants 

Coordinator during the award closeout process. 

 

 

 

 

 

 

 

 

 

 

 



VI.Timely Expenditures 
 

In accordance with Federal Register Vol. 90, No. 10 (Notices), the Town of Cicero must track and document 

the timely expenditure of CDBG-DR funding received to recover from the severe storms and flooding 

resulting from the storms on July 2023. In order to ensure expenditure of all CDBG-DR funds within the 

required six-year period, the Town of Cicero must submit projections regarding the obligation and 

expenditure of all CDBG-DR funds over the life of the award as well as the anticipated outcomes associated 

with program activities.  

These projections enable the Town of Cicero and the Department of Housing and Urban Development 

(HUD) to evaluate progress on program activities and ensure recovery efforts are achieved in a timely 

manner. In order to achieve these goals, the town has established the following procedures to implement 

strict guidelines for all town administered projects and within grant agreements with sub-recipients. In 

addition, the town will provide technical assistance and support to all sub-recipients as needed so that 

quarterly goals are met, and funds are expended within all deadlines. 

Projection of CDBG-DR Expenditures and Outcomes  

As part of the initial Action Plan, the Town of Cicero will outline  

 CDBG-DR program activities,  

 Method of distribution, and  

 Anticipated projections for the timely expenditure of funding to meet the six year deadline 

established in the Notice.  

Procedures to Track Program Performance  

HUD requires that grantees enter information in the Disaster Recovery Grant Reporting System (DRGR) in 

sufficient detail to permit the Department's review of grantee performance on a quarterly basis through 

the Quarterly Performance Report (QPR). In addition to program progress and outcomes, the town is 

required to report summary information on monitoring visits and reports, audits, and technical assistance 

conducted as part of town oversight of disaster recovery programs. The QPR will also include a summary 

indicating the number of oversight visits and reports. The town will use data entered into the DRGR action 

plan and the QPR, transactional data from the DRGR system, and other information provided by sub-

recipients to provide reports to HUD and the public, as well as to:  

 Monitor for anomalies or performance problems that suggest fraud, abuse of funds, and 

duplication of benefits;  

 Reconcile budgets, obligations, funding draws, and expenditures;  

 Calculate expenditures to determine compliance with administrative and public service caps and 

the overall percentage of funds that benefit low- and moderate-income persons; and  



 Analyze the risk of town administered and sub-recipient programs to determine monitoring 

priorities and opportunities to provide technical assistance.  

The town will submit a QPR through the DRGR system no later than 30 days following the end of each 

calendar quarter.  

Within 3 days of submission to HUD, each QPR will be posted on the town’s official Flood Recovery 

website.  

In order to meet quarterly goals, the town will establish monthly performance benchmarks for both town 

and sub-recipient administered programs. Performance benchmarks will be based upon program type and 

established benchmarks established to achieve quarterly projections as reported in the DRGR. These 

benchmarks will be incorporated into all sub-recipient grant agreements in order to measure performance 

and reallocate funding if necessary.  

Monitoring  

The Town of Cicero will monitor performance reports and provide technical assistance to town assigned 

CDBG-DR program managers and sub-recipients as necessary in order to ensure the timely obligation and 

expenditure of CDBG-DR funds. In addition, each program will be monitored at least once annually for 

compliance with federal regulations and program performance.  

Risk assessments, desktop and on-site visits will be conducted in accordance with the town’s current 

“Community Development Department Monitoring Strategy”. Town or sub-recipient administered 

programs that are not meeting monthly or quarterly performance metrics are subject to potential 

reprogramming to other CDBG-DR programs.  

Technical Assistance  

On-going technical assistance regarding program requirements, reporting, and benchmarks will be 

provided upon signing a grant agreement and as necessary thereafter.  

Reallocation  

Both town and sub-recipient administered programs are subject to reallocation to other programs or sub-

recipients if participation and/or expenditure rates do not meet quarterly projections. The town will 

prepare and submit Action Plan Amendments to re-program funds for programs that are not anticipated 

to meet quarterly performance metrics or anticipated outcomes as necessary.  

Responsible Agency  

The Town of Cicero Department of Housing, in conjunction with the Office of Financial Affairs, is tasked 

with the responsibility of oversight, tracking, and reporting of CDBG-DR obligation and expenditure rates 

on a monthly and quarterly basis. The Town of Cicero Department of Housing is the agency responsible 



for entering recovery program data into the DRGR System and upload of the QPR and other performance 

reports to the town’s official Flood Recovery Website. 

VII. Procedures to Detect Fraud, Waste and Abuse of Funds  
 

Overview  

The Town of Cicero Department of Housing, as grantee, is committed to the responsible management of 

the Community Development Block Grant Disaster Recovery   (CDBG-DR) funds. The U.S. Department of 

Housing and Urban Development (HUD) allocated these funds to address Cicero’s long-term recovery 

needs associated with the 2023 floods.  

In doing so, the Town of Cicero is dedicated to being a good steward of the resources while maintaining a 

comprehensive policy for preventing, detecting, reporting, and rectifying fraud, waste, or abuse. To that 

end, Town of Cicero encourages any individual who is aware or suspects any kind of conduct or activity 

that may be considered an act of fraud, waste, or abuse, regarding the CDBG-DR Program, to report such 

acts to The Town’s Internal Auditor, the Town of Cicero Office of Professional Standards, directly to the 

Office of Inspector General (OIG) at HUD, or any local or federal law enforcement agency.  

 

Scope  

This policy applies to all Town of Cicero employees, providers, vendors, contractors, consultants, 

subrecipients, partners, citizens, applicants, external departments, and agencies doing business with the 

Town of Cicero, as well as beneficiaries and others associated with, working for, accessing, or attempting 

to access benefits under the CDBG-DR programs.  

 

Discussion  

The Town of Cicero Department of Housing, as administrator of the Town of Cicero CDBG-DR Program, is 

responsible for preventing, detecting, reporting, and rectifying incidents of fraud, waste, or abuse, among 

other irregularities related to the program. The purpose of this policy is to encourage any individual to 

raise any concern, known or suspected, of acts of fraud, waste, or abuse by anyone involved with the 

CDBG-DR Program. The process is for concerns to be raised, investigated, and, where appropriate, acted 

upon.  

 

 

 



Definitions & Examples  

 Fraud is the intentional (willful or purposeful) deception or misrepresentation made by a person 

with the knowledge that the deception could result in some unauthorized benefit to him/herself 

or some other person. There are many forms of fraud.  

 Waste includes over-utilizing the Town of Cicero’s services, supplies or equipment, or causing 

unnecessary costs through carelessness or inefficiency.  

 Abuse includes activities that result in unnecessary costs to the Town of Cicero or any of its 

subrecipients. Note that this is financial abuse, not physical or emotional abuse of a person. 

Physical and emotional abuse of a person should be reported to the police.  

Examples of fraud include, but are not limited to, misrepresentation of:  

• Income (Unreported or under-reported)  

• Household composition  

• Financial resources (transferred or hidden resources)  

• Residency  

 

Other types of fraud include, but are not limited to:  

• Using another person’s identification  

• Forging signatures or documents  

• Concealing access to duplicate funding  

• Misrepresenting a medical condition to obtain additional benefit  

• Misusing funds (diverting them for an unintended use)  

Other actions constituting fraud, waste, and abuse include, but are not limited to:  

• Any dishonest or fraudulent act  

• Misappropriation of funds, supplies, or assets  

• Impropriety in handling or reporting money or financial transactions  

• Profiting as a result of insider knowledge  

• Unauthorized disclosure of confidential or private information  

• Accepting or seeking anything of material value from contractors, vendors, or any person that 

seeks a beneficial decision, contract, or action from TOWN OF CICERO DEPARTMENT OF HOUSING 

or any Subrecipient  

• Accepting or seeking anything of material value from contractors, vendors, or any person that is 

providing services for CDBG-DR activities  

• Unnecessary cost or expenditures  

• Diversion of program resources  



The Town of Cicero Department of Housing will alert CDBG-DR Program’s staff, partners, and subrecipients 

to fraud related training when it is offered by the HUD OIG.  

 

Report & Investigation  

Any allegations of fraud, waste, or abuse related to CDBG-DR funds or resources must be reported to the 

Town’s Office for Professional Standards, or directly to the OIG at HUD, or any local or federal law 

enforcement agency.  

Prior to implementation of the CDBG-DR award, The Town of Cicero will create procedures that address 

the steps it will take to assist a CDBG-DR beneficiary if the beneficiary experiences contractor or other 

fraud. The Town anticipates that it will include actions such as reporting contractors to any applicable 

State Licensing Regulators, the Town of Cicero Business License Department, the Cicero Police 

Department, Cook County and State Attorney General, and to HUD OIG.  

Confidentiality  

All allegations or complaints received will be treated with extreme confidentiality. The complainant’s 

contact information will be kept confidential unless the complainant authorizes otherwise. The 

complainant may choose to remain anonymous, in which case, they will not have to provide their contact 

information (i.e., name, address, telephone, and/or email) to report the alleged act or suspected act of 

fraud, waste, or abuse.  

How to Report Fraud, Waste, or Abuse  

Any person, including any employee of the CDBG-DR Program, who suspects, witnessed, or discovered 

any fraud, waste, or abuse, relating to the CDBG-DR Program, should report it immediately by any of the 

means listed below. It is possible that a citizen may disclose acts of fraud, waste, or abuse of CDBG-DR 

funds to any CDBG-DR Program staff (e.g., at intake centers, field/regional offices, events, etc.). Therefore, 

any information received must be treated with extreme confidentiality and must be shared with the Town 

of Cicero Office of Professional Standards by following established procedure. The goal is to establish that 

all information disclosed to any employee will not be rejected.  

 

Town of Cicero Office of Professional Standards 
4949 W. Cermak Road 3rd Floor 

Cicero, IL 60804 
708-656-3600 ext. 486 

 

HUD OIG Fraud Hotline. 
Phone: 800-347-3735 

Email: hotline@hudoig.gov 



The Town of Cicero has established policies and procedures to prevent fraud, waste and abuse of funds. 

These procedures are designed to identify discrepancies and risks in the information provided by third 

parties. Such discrepancies and risks may be indicative of fraud, waste, and abuse. By implementing these 

checks, town staff can verify the accuracy of information provided by program applicants, vendors, and 

sub-recipients. These checks are conducted systematically, which flag identification processes for 

consistency and equitable treatment across relevant sources. 

Program Applicants  

The following checks are run for each applicant:  

 Copy of Deed (certified trust agreement if in a trust) 

 Copy of death or divorce certificate if name is on title 

 Copy of recent IRS 1040 form and W-2 (for ALL household members) 

 Two recent paycheck stubs (for ALL household members) 

 Stubs/receipts from all other income received for ALL household members 15 years of age and 
older: 

 Bank statements for last three (3) months 

 Proof of any current income received such as:  
 social security   
 pensions             
 union benefit 
 veteran benefits     
 unemployment   
  worker’s comp 
 public aid  
 alimony       
 child support 
 rents from rental property 
 part time employment 
 net income from operation business 
 interest income 
 dividends   
 welfare          

Applicants must submit the following documentation along with their completed applications: 
 Temporary Relocation Policy signed by all title holders 
  Disclosure Statement signed by all title holders 
  Indemnification signed by all title holders 
  General Release signed by all title holders 
 Lead Based Paint Pamphlet notification form signed by all title holders 
  Lead Based Paint Pamphlet given to tenant & notification signed by tenant (if 2 unit 

property) 
  Tenant Survey (if 2 unit property) 
  Financial Privacy Notice form (all over 15 must sign) 



  IRS form #4506T (all over 15 must sign) 
  Zero Income Affidavit (all over 15 must sign) 

Vendors/Contractors 

The Town of Cicero staff will verify the accuracy of information provided by its vendors.  

Prior to contract execution, the town’s procedures include, but are not limited to,  

1. Reviewing debarment lists;  

2. Searching known databases for information, 

3. Conducting internet research, 

4. Business License requirements, 

5. Insurance and bonding requirements, 

Subrecipients  

As it does with its vendors, the Town of Cicero reviews debarment lists and known databases, conducts 

internet research, prior to executing agreements with sub-recipients.  

Segregation of Duties in Town Procurement 

Segregation of duties is a vital and critical measure used for effective internal controls in townwide 

procurement and contracting operations and to further ensure the integrity of the business process. These 

measures are in place to further reduce the risk of both erroneous and inappropriate actions, deter fraud 

and fraudulent act. Segregation of duties is a deterrent to fraud and fraudulent acts. A person with 

multiple functional roles has a greater opportunity to abuse their powers within an organization. Separate 

functions at the Town of Cicero include, but may not be limited to, the clear separation of purchasing and 

finance roles. This also includes a separation of receiving (custody) of assets and recording, payments, 

monitoring and reviewer approval roles.  

Examples of segregation of duties are as follows:  

The person who requisitions the purchase of goods or services is not the person who creates the purchase 

order or approves the purchase;  

• The person who approves the purchase of goods or services is not the person who processes the 

invoices for payment;  

• The person receiving on an invoice is not the same individual creating the Purchase Order;  

• The person who approves the purchase of goods or services is not able to obtain custody of checks 

to the recipient;  

• The person who opens the mail should does not handle fixed assets, invoicing, checks, etc.  



DRGR SEPARATION of Duties 

The Town of Cicero Department of Housing staff has various privileges in the DRGR system. The Executive 

Director and Grant Administrator have the majority of the privileges allowed by the DRGR systems; 

however, the Executive Director is the main person with approval privileges. The Department has added 

privileges in the past to the Assistant Grant Administrator, Housing Program Director and the Assistant 

Housing Program Director. These individuals have privileges to view/edit Consolidated Plans, Annual 

Action Plans and CAPERS, as well as having privileges to create projects and activities. These individuals 

also have privileges to create drawdown vouchers, but no approval privileges. Those privileges are 

reserved for the Executive Director and Grant Administrator. 

Whenever a staff member needs access and/or changes to their privileges, the Grant Administrator 

submits the required DRGR/DRGR Access Forms on behalf of the staff member to HUD. Currently these 

forms are submitted to Candice C. Foster – Senior Financial Analyst in the HUD Chicago Field Office. The 

Grant Administrator is responsible of keeping all records pertaining to DRGR/DRGR Access for each staff 

member.      

Setting up Projects and Activities  

The Town of Cicero Department of Housing Grant Administrator and/or Assistant Grant Administrator sets 

up all projects and activities for the Town of Cicero Department of Housing in HUD’s DRGR System. The 

information needed to properly set up all projects and activities can be located using the information from 

the approved 5-Year Consolidated Plan or Annual Action Plan.  

Inter-Departmental Coordination  

Effective coordination between town departments and personnel enables all programs, vendors 

administering town programs, departments, and subrecipients to comply with applicable State and 

federal regulations, prevent and minimize fraud, waste and abuse, and effectively fulfill the goals set forth 

by the town.  

The Department of Housing, in conjunction with the Department of Financial Affairs, and the Town 

Attorney Office, perform the following tasks:  

1. Gauge the overall progress and effectiveness of project implementation;  

2. Identify issues that may compromise program integrity, fund, and service delivery;  

3. Work with program and operational staff to implement corrective action and resolutions;  

4. Oversee the implementation of the town’s recapture process;  

5. Provide information and input on how town programs and practices can be improved and 

enhanced to improve performance, efficiency, and curtail waste, fraud, and abuse; and  

6. Serve as a layer of oversight to mitigate any potential risks, proactively detect and investigate 

potential fraud, and identify areas in which to strengthen program capacity and the quality of 

service delivery.  



Payable Procedure 

The Town of Cicero Department of Housing has in place a 3-step verification process prior to funds being 

dispersed. The 3-step verification process is 1) an outside accountant, 2) the Department of Housing staff, 

and 3) the Town of Cicero Treasurer’s Office. The following is a step-by-step payable procedure the 

Department takes: 

1. Invoices or Request for Funds from Subrecipients are submitted to the department for 

reimbursement. 

2. The Grant Administrator reviews the items for accuracy. Once reviewed, the Grant Administrator 

provides copies of the documentation along with any financial documents to the outside 

accountant for further review and approval. 

3. If the documents are deemed accurate for approval by the outside accountant, the accountant 

signs off on the payable schedule and returns it to the Grant Administrator. 

4. The Grant Administrator begins the process of requesting the voucher drawdown in the DRGR 

system. 

5. Once the drawdown is requested, the payable schedule along with the supporting documentation 

is provided to the Executive Director for signature and voucher approval. 

6. Once approved, the Grant Administrator verifies that funds have been deposited in the 

appropriate account within 1-2 business days. 

7. Once funds are in the account, the Grant Administrator prepares checks utilizing QuickBooks. 

8. After checks have been printed, the payable schedule, supporting documentation and the checks 

are submitted to the Town Treasurer for signature and approval. 

9. After checks have been signed, the Grant Administrator makes copies of the payable schedule, 

checks and voucher information and sends it to the Town of Cicero Financial Affairs Department. 

10. Finally, the Grant Administrator mails out the checks to the respective parties.    

Wire Transfers 

Once drawdowns are approved by the Executive Director or Grant Administrator, the Town of Cicero 
Department of Housing draws down needed funds from DRGR, which wires the money into the 
Department of Housing CDBG-DR Bank Account. Drawdowns are made on Thursdays, giving time over the 
weekend for the money to be wired into the account. 
 

Independent Accountant  

Wipfli LLP was contracted for the purpose of providing assurance of internal controls and accuracy of 

disbursements of HUD funds from the Cicero Department of Housing 

The Grant Administration staff for the Town of Cicero, Illinois provides a listing of scheduled payouts 

with supporting documentation for the payables.  The documentation is reviewed by WIPFLI LLP per 

Department of Housing and Urban Development (“HUD”) requirements. 



Disbursement amounts are verified against available funds, per the IDIS report “List of Activities by 

Program Year and Project.” 

Any issues are submitted to the Grant Administrator via email and resolved by written explanation or, 

when necessary, additional supporting documentation. 

A final disbursement report is signed by WIPFLI LLP representative and submitted to the Treasurer’s 

Office for the Town of Cicero, Illinois, which shall state that the payables were reviewed. 

On a quarterly basis Wipfli LLP reviews bank account reconciliations, updates the balance sheet to 

reflect quarterly activity and reconcile to IDIS Fund balances and prepares the required Federal Cash 

Transaction Report to be submitted to HUD. 

Training  

Grantee staff and, and appropriate subrecipient staff will watch the recording of the Prevention of Fraud, 

Waste, and Abuse training sponsored by HUD’s Office of the Inspector General (OIG), The session included 

an overview of potential fraud schemes, including: 

• Bribery 

• Kickbacks 

• Bid rigging 

• Conflicts of interest 

• Billing schemes 

• Formation of a new company to conceal previous violations, debarments or debarred officials 

• Small business or Disability/Minority/Women/Service-Disabled Veteran-Owned Front 

https://www.hudexchange.info/news/learn-how-to-prevent-fraud-waste-and-abuse/  

 

 

 

 

 

 

https://www.hudexchange.info/news/learn-how-to-prevent-fraud-waste-and-abuse/


VIII. Duplication of Benefits Policy 
The Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act) requires that recipients 

of federal disaster recovery funding make certain that no "person, business concern or other entity" will 

receive duplicative assistance'. Because disaster assistance to each person/entity varies widely based on 

their insurance coverage and eligibility for federal funding, grantees cannot comply with the Stafford Act 

without first completing a duplication of benefits (DOB) analysis specific to each applicant. It is the Town’s 

policy to uphold, enforce and document conformance with the DOB requirements which cover use of its 

CDBG-DR funds. 

A Duplication of Benefits (DOB) occurs when a person, household, business, government, or other entity 

(such as a Subrecipient) receives financial assistance from multiple sources for the same purpose, and the 

total assistance received for that purpose is more than the total need for assistance. 

A simple example of a DOB would be where the Town provides assistance to a household for repairs to a 

roof, but then the applicant also submits an insurance claim for the same costs.  

In response to the severe storms and subsequent flooding that occurred in July of 2023, the Town of Cicero 

received supplemental disaster recovery assistance through HUD's Community Development Block Grant 

Disaster Recovery (CDBG-DR) Program. This assistance is intended to supplement, not replace, other 

public, private and nonprofit sector resources that have already been provided for the same need or loss.  

For example, if a family's damaged home costs $100,000 to repair and the homeowner 
received insurance proceeds in that amount, the homeowner could not also receive federal 
disaster recovery funds to repair the home. In order to ensure that CDBG-DR funding is spent 
on eligible activities, the Town is responsible to verify that each program provides assistance 
to a person or entity only to the extent that the person or entity has a disaster recovery 
need that has not been fully met by funds that have already been, or will be paid, from 
another source.  
 

The purpose of this document is to outline the process by which the Town will verify that all applications 

for assistance from the programs funded by the Town (both housing and non- housing), as well as all 

projects implemented by Town grantees, contractors and sub-recipients, will be reviewed for possible 

duplication of benefits. The procedures described below are also applicable to all grantees and sub-

recipients, and must be incorporated in the design and administration of programs/projects undertaken 

by them.  

Procedures for Prevention of Duplication of Benefits  

All persons or entities (including but not limited to individuals, businesses, governments, subrecipients) 
making request for financial assistance from the Town for any activity or program is required to complete 
a Duplication of Benefits Affidavit as part of the application process. This affidavit acknowledges the 



Town’s requirement that any person or entity receiving CDBG-DR assistance must agree to repay 
assistance that is determined to be duplicative.  
 
An applicant must provide detailed information about all sources of recovery assistance received, or 
available to be received.  
 
To meet HUD’s requirements, the Town has developed a method of assessing whether the use of CDBG-
DR funds will duplicate financial assistance that is already received or is likely to be received by acting 
reasonably in evaluating need and the resources available to meet that need.  
 
The Town will develop a list of all other sources of funds that may trigger a DOB.  
 
The Town will use the best and most recent available data from FEMA, the Small Business Administration 
(SBA), insurers and any other sources of local, State and Federal sources of funding to prevent the 
duplication of benefits.  
 
This assessment process is as follows:  

1. Upon receipt of the completed request or application for CDBG-CV/CDBG-DR funds, the City or 
its designated representative reviews the Duplication of Benefits Affidavit to determine if the 
person or entity making application has reported receiving any potentially duplicative assistance.  

2. If so, the City or its designated representative may request additional information from the 
applicant, including:  

a. Dates funds were received  

b. Specific uses of funds received, including receipts and dates as appropriate.  

3. Based on a review of this information, the City or its designated representative may:  

a. Determine that there is no duplication and proceed with consideration of the application 
for the full amount requested.  

b. Determine that there is a partial duplication and proceed with consideration of the 
application for an amount that reduces the request by the DOB amount  

i. Amount Requested – Amount of DOB = Eligible Amount  

c. Determine that there is a complete duplication and deny the application  

4. In the event that an application is approved in part, the City or its designated representative will 
also include in the funding documents specific information around what the funds may be spent 
on so as to avoid duplication of benefits.  

5. The City or its designated representative will require all person or entities that are successful 
applicants to provide documentation as to how funds are expended and will review this 
documentation to ensure no duplication has taken place.  

 
 



Basic DOB Verification  
The total DOB is calculated by subtracting non-duplicative exclusions from total assistance. Therefore, to 
calculate the total maximum amount of the CDBG–DR award, the City must: (1) Identify total need; (2) 
identify total assistance; (3) subtract exclusions from total assistance to determine the amount of the 
DOB; and (4) subtract the amount of the DOB from the amount of the total need to determine the 
maximum amount of the CDBG–DR/CV award.  
 
The following example represents the basic framework for DOB verification in all CDBG-DR programs.  

1. Identify Applicant’s Total Need     $ 100,000  
2. Identify All Potentially Duplicative Assistance   $ 35,000  
3. Deduct Assistance Determined to be Duplicative   $ 30,000  
4. Unmet Need (Item 1 less Item 3)     $ 70,000  
5. Program Cap (if applicable)     $ 50,000  
6. Calculate Final Award (lesser of Items 4 and 5)   $ 50,000  

 
All application documents, including the Affidavit and Subrogation Agreement, shall be retained in 

compliance with HUD’s record retention requirements. 

Statutory Order of Assistance (CDBG-DR ONLY)  
 

CDBG–DR appropriations acts generally include a statutory order of assistance for Federal agencies. 

Although the language may vary among appropriations, the statutory order of assistance typically 

provides that CDBG–DR funds may not be used for activities reimbursable by or for which funds are made 

available by FEMA or the Army Corps. This means that grantees must verify whether FEMA or Army Corps 

funds are available for an activity (i.e. the application period is open) or the costs are reimbursable by 

FEMA or Army Corps (i.e., the grantee will receive FEMA or Army Corps assistance to reimburse the costs 

of the activity) before awarding CDBG–DR assistance for costs of carrying out the same activity.  

If FEMA or Army Corps are accepting applications for the activity, the applicant must seek assistance from 

those sources before receiving CDBG–DR assistance. If the applicant’s costs for the activity will be 

reimbursed by FEMA or the Army Corps, the grantee cannot provide the CDBG–DR assistance for those 

costs.  

In the event that FEMA or Army Corps assistance is awarded after the CDBG– DR to pay the same costs, it 

is the CDBG–DR grantee’s responsibility to recapture CDBG–DR assistance that duplicates assistance from 

FEMA or the Army Corps. Under the Stafford Act, a federal agency that provides duplicative assistance 

must collect that assistance. For CDBG–DR grants, the CDBG–DR grantee must collect duplicative 

assistance it provides. FEMA regulations at 44 CFR 206.191 set forth a delivery sequence that establishes 

which source of assistance is duplicative for certain programs. CDBG– DR Assistance is not listed in FEMA’s 

sequence, but as a practical matter, CDBG–DR assistance duplicates other sources received before the 

CDBG–DR for the same purpose and portion of need. Any amount received from other sources before the 

CDBG–DR assistance that is determined to be duplicative must be collected by the grantee. The mandatory 



agreement to repay can be used to prevent duplication by assistance that is available, but not yet received. 

If the duplicative assistance is received after CDBG–DR, the grantee must collect the DOB or contact HUD 

if it has questions about whether another Federal agency is responsible for collecting the duplication.  

Procedures for Verifying Matched FEMA Data and Contesting Benefit Determinations (CDBG – DR ONLY)  

To accurately document the amount of other assistance provided to the applicant, the Town od Cicero 

will enter into computer matching agreement with HUD to obtain data from FEMA’s Individuals and 

Households Program (IHP) to prevent the duplication of benefits. Department of Housing staff will request 

data from HUD on an as-needed basis to determine eligibility and prevent the duplication of benefits. This 

matching program is not the sole basis through which a beneficiary’s eligibility for the Federal Programs 

may be determined. The Computer Match Agreement requires grantees procedures to independently 

verify information produced by computer matching system (CMS).  

Verification Procedures  

a. Housing staff will be responsible for independently verifying the results of the match.  

b. Housing staff may not deny, terminate, or make a final decision of any benefit to an individual or 

take other adverse action against such individual solely as the result of the information produced 

by this matching program until TOWN OF CICERO DEPARTMENT OF HOUSING has independently 

verified such information.  

c. This independent verification includes: (1) giving the applicant the opportunity to present evidence 

of eligibility, (2) comparing automated data with manual files to verify applicant or identification, 

and (3) analyzing the confirmed information.  

d. Denial of benefits will not be predicated on the result of an initial match between systems. Denial 

of benefits will be made upon an independent verification made by TOWN OF CICERO 

DEPARTMENT OF HOUSING employee.  

Notice and Opportunity to Contest  

a. TOWN OF CICERO DEPARTMENT OF HOUSING will not terminate, suspend, reduce, deny, or take 

other adverse action against an applicant for CDBG-DR based on data disclosed from CMS records 

until the information has been verified as provided in B., above, and the individual has been 

notified in writing of the potential adverse action, and provided an opportunity to contest the 

findings and planned action. “Adverse action” means any action resulting in a termination, 

suspension, reduction, or final denial of eligibility, payment, or benefit.  

b. Housing staff will provide such notices in writing, and such notices will:  

a. Inform the individual of the match findings and the opportunity to contest the findings;  

b. Give the individual an opportunity to submit, within 30 days, to the Department of Housing 

documentation to contest the findings and proposed actions before Housing staff makes a 



final determination. The time to contest begins on the date on which notice is mailed or 

otherwise provided to the individual to respond; and  

c. State clearly that, unless the individual responds to the notice in the required time period, 

Housing staff will conclude that the matched data is correct and will effectuate the 

threatened action or otherwise make the necessary adjustment to the individual's benefit.  

Confirmation of Duplication of Benefits  
 
In instances where a potential/actual duplication of benefits is identified after the award of funds and the 

execution of an agreement, the Town of Cicero will terminate the agreement and no further disbursement 

of funds for the duplicated activities. The Town may update this policy as additional guidance is received 

by HUD. If a duplication of benefits arises in the duration of the agreement, the Town of Cicero will adhere 

to the guidelines set forth in the Stafford Act (chapter 37 of title 31) for the recapturing of funds.  

Documentation of compliance: The Town will document instances when duplication of benefits is 

confirmed and related correspondence in the project files.  

Treatment of Loans in a DOB analysis  

1. Private Loans (Never a DOB) - A loan that is not provided by or guaranteed by a governmental entity, 

and that requires the CDBG–DR applicant (the borrower) to repay the full amount of the loan (principal 

and interest) under typical commercial lending terms, e.g., the loan is not forgivable.  

2. Subsidized Loans (Might Be a DOB –It depends) - Subsidized loans (including forgivable loans) are 

loans other than private loans. Both SBA and FEMA provide subsidized loans for disaster recovery.  

3. Declined Loans (Never a DOB –documentation might be required) - Declined loan amounts are loan 

amounts that were approved or offered by a lender in response to a loan application, but were turned 

down by the applicant, meaning the applicant never signed loan documents to receive the loan 

proceeds.  

4. Cancelled Loans (Never a DOB –documentation required) - The borrower has entered a loan 

agreement, but for a variety of reasons, all or a portion of the loan amount was not disbursed and is 

no longer available to the applicant. (must document) - The loan cancellation may be due to default 

of the borrower, agreement by both parties to cancel the undisbursed portion of the loan, or 

expiration of the term for which the loan was available for disbursement.  

After Assistance Monitoring  

While the type of assistance proposed to be provided through the Town of Cicero’s CDBG-DR programs 

have minimal risk for duplication of benefits due to limited scope, there is still a risk. 

Housing staff will assess the funding available to the Town for recovery activities on a regular basis to 

ensure that a duplication of benefits does not occur after assistance has been delivered. This assessment 



will be documented in the program files and includes understanding assistance provided by other federal 

entities such as FEMA, Army Corps of Engineers, and SBA and what the timelines are for accessing this 

assistance by the Town, its partners or residents. If other potential sources remain during this assessment, 

Housing staff will evaluate whether these sources provide assistance within the scope proposed by 

Housing staff and pose an issue with DOB. In addition Housing staff will perform after assistance checks 

on a sample of beneficiary’s and partners no more than a year after assistance was provided. 

IX. Program Income 
The Town of Cicero does not anticipate undertaking activities that will result in program income.   

Program Income received and retained by the Town of Cicero or any Subrecipient before close-out of 

the grant is treated as additional CDBG-DR funds. 

It will be the policy of the Town of Cicero that if program income is earned, it will be budgeted for the 

activity that generated the program income. 

The process of receipting program income in DRGR is:  

 The Grant Administrator identifies the program income from a specific activity and information 

about the program income is provided in the Action Plan and/or any amendments made to the 

Action Plan. 

 Once the Action Plan and/or Amendment processes are approved, the Grant Administrator 

documents the program income in the CDBG-DR account and draws on those funds prior to the 

drawdown of funds from the Entitlement Grant. 

 Program Income funds are tracked and used in accordance with program requirements. 

 

 

 

 

 

 

 

 

 



X. CDBG-DR Citizen Participation Plan 
 

The Town of Cicero has adopted this Citizen Participation Plan which 

sets forth the Town of Cicero's policies and procedures for citizen 

participation in Community Development Block Grant Disaster 

Recovery (CDBG-DR) planning. 

 

Policies and Procedures  

The Town of Cicero encourages all Town residents, especially those of low and moderate income, those 

living in areas where Community Development Block Grant Disaster Recovery funds are proposed to be 

used, and by residents of predominantly low and moderate income neighborhoods to participate in the 

development of the Action Plan and any substantial amendments to the Action Plan.  

The Town especially encourages minority citizens, non-English speaking citizens, and those citizens with 

disabilities to participate in the above. The Town, in conjunction and with consultation with the Cicero 

Housing Authority, also encourages citizens who reside in subsidized housing to participate in the above.  

The Town of Cicero will make the CDBG-DR Action Plan, and any substantial amendments to this plan, 

public and accessible, prior to adoption by the Town Board. Residents will be allowed to comment on this 

plan and any substantial amendments prior to adoption by the Town Board. The Town of Cicero will take 

into consideration any comments received.  

This Citizen Participation Plan will be in a format accessible to persons with disabilities upon request.  

Consultation  

When preparing the CDBG-DR Action Plan, the Town of Cicero will consult with other public and The 

General Public 

1. States,  

2. Indian Tribes,  

3. Local governments,  

4. Metropolitan Water Reclamation District 

5. Cicero Stormwater Advisory Board 

6. Town of Cicero Department Heads 

7. Federal partners,  

8. Nongovernmental organizations,  

9. The private sector 

10. Insurance Agents, 



11. Realtors, 

12. Attorneys 

13. other stakeholders and affected parties in the surrounding geographic area  

14. organizations that advocate on behalf of members of protected classes, vulnerable populations, 

and other underserved communities  

15. State and local emergency management agencies 

16. State Housing Finance agencies 

17.  Agencies that manage local Continuum of Care 

18. Public Housing Agencies, and  

19. HUD-approved housing counseling agencies, as applicable. Grantees must coordinate with 

Agencies to verify that all available funding sources and opportunities for leverage are noted in the 

Action Plan. 

Consultation will be in the form of a survey.  Town of Cicero will give a deadline for survey input.  Surveys 

will be emailed to each agency, department, government, or business.  The survey will also be posted on 

the Town’s website, social media, and paper copies will be made available at the Town of Cicero 

Department of Housing upon request.  An advertisement announcing the survey will also be printed in a 

local newspaper, with the link to the survey included. 

Data received via survey will be taken into account when developing the Action Plan. 

Information to be PROVIDED  

Prior to the adoption of the Action Plan by the Town Board, the Town will publish a public notice in a local 

newspaper and make available to citizens, public agencies and other interested parties a Draft Action Plan 

for a 30 day comment period that includes:  

1. The amount of funds the Town expects to receive including grant funds and program income.  

2. The range of activities that may be undertaken including the estimated amount of funds that will 

benefit persons of low and moderate income.  

3. The anti-displacement and relocation policy as follows:  

a. It is the policy of the Town of Cicero that no CDBG-DR funds or any funding related to the 

Consolidated Plan will be spent on activities that will result in the displacement of Cicero 

residents. The Town plans to carry out this policy by funding only those activities that do not 

necessitate displacement. However, in the event that displacement does occur, the Town of 

Cicero will abide by the requirements of the Uniform Relocation Assistance and Real Property 

Acquisition Act of 1970, as amended, and by the HUD Handbook 1378 Tenant Assistance, 

Relocation and Real Property Acquisition.  

b. If displacement does occur, the Town of Cicero or its sub-grantees will assist such 

households/tenants by replacing on a one-to-one basis all occupied low and moderate income 



dwelling units demolished or converted to a use other than as low and moderate income 

housing as a direct result of activities assisted with funds cited above.  

c. All replacement housing will be provided within three years of the commencement of the 

demolition or rehabilitation relating to conversion. All replacement housing will be allocated 

within the same community, sufficient in number and size to house at least the number of 

occupants that could have been housed in the units demolished or converted provided in 

standard condition designed to remain low/moderate income dwelling units for at least 10 

years from the date of initial occupancy of the units.  

d. Before obligating or expending funds that will directly result in such demolition or conversion, 

the Town of Cicero will make public and submit to the HUD Field Office the following 

information in writing:  

1) Description of the proposed assisted activity  

2) The general location on a map and approximate number of dwelling units by size (number 

of bedrooms) that will be demolished or converted to a use other than as low and moderate 

income dwelling units as a direct result of the assisted activity  

3) A time schedule for the commencement and completion of the demolition or conversion  

4) The general location on a map and approximate number of dwelling units by size (number 

of bedrooms) that will be provided as replacement units  

5) The source of funding and a time schedule for the provisions of replacement dwelling units  

6) The basis for concluding that each replacement dwelling unit will remain a low/moderate 

dwelling unit for at least 10 years from the date of initial occupancy. 

Public Comment Period  

1. The Town of Cicero must make available the proposed CDBG-DR Action Plan prior to adoption by 

the Town Board to allow citizens, public agencies and other interested parties opportunity to 

examine its contents and submit comments. The Town of Cicero will accomplish this by making 

available draft copies of the Action Plan and/or Amendment to the public and individuals. Copies 

of these Plans are made available to the public at: 

a. The Cicero Public Library 

b. Town President’s Office,  

c. Town of Cicero Department of Housing,  

d. Cicero Public Safety Office 

e. On Town of Cicero website (www.thetownofcicero.com) 

2. The Town will allow for a 30 day comment period. 

3. The Town will conduct a public hearing directed at those residents affected by the proposed 

project to review the above and to provide-more information on what services, benefits and 

counseling will be made available to them, and to receive public comments. 

4. The Town of Cicero must conduct at least one public hearing during the development of the CDBG-

DR Action Plan.  

http://www.thetownofcicero.com/


Public Hearings  

Timing  
The Town of Cicero will conduct at least one public hearing to obtain citizen's views and to respond to 

proposals and questions prior to submitting the Action Plan to HUD for approval. 

Notices  
1) The Town of Cicero must publish notice of public hearings in at least one newspaper of general 

circulation at least in compliance with required public comment periods. The notice must include 

brief description about the subject of the hearings to allow informed comment.  

2) Public notice will also be posted at government offices, The Town’s website, and the Town’s 

Facebook Page. 

3) The Town will make a reasonable number of free copies of the Action Plan available to citizens and 

groups that request it.  

4) The Town will provide a comment period of 30 days prior to signing of the Plans by the Town 

President and submission to HUD to allow for changes in the document based upon citizen input. 

5) The Town will consider any comments or views of citizens' received, both written or orally at the 

public hearings, or received via email or other electronic communication, in preparing the final 

Consolidated Plan. 

6) The Town will attach a summary of all comments or views, and a summary of any comments or 

views not accepted and the reasons therefore, to the final Consolidated Plan.  

Amendments to the Action Plan  

An amendment is a transfer of funds from one line item to another which will increase or decrease a line 

item by more than 3%.  Any lesser change is minor.   

A line item change of 4% to 5% only requires submission, review, and approval of the Cicero Town Board 

of Trustees. 

A Substantial Amendment is  

1. A change in program benefit or eligibility criteria (including the expansion of eligible beneficiaries 

(e.g., establishing a new grantee-identified MID area));  

2. The addition or deletion of an activity;  
3. A proposed reduction in the overall benefit requirement; 
4. The allocation or reallocation of a more than 5% threshold in funding; and 
5. An update to the submitted initial Action Plan if the original submission was incomplete as allowed. 

 

No Substantial Amendment will be made without first conducting a public hearing regarding that 

change.  

To substantially amend the Action Plan, the Town of Cicero must do the following:  



a. Publish the proposed substantial amendment in a newspaper of general circulation prior to 

implementation.  

b. Allow a comment period of 30 days prior to the adoption to receive comments on a substantial 

amendment prior to implementation.  

c. Consider any comments or views of citizens received in writing or orally at public hearings, if any, 

in preparing the substantial amendment.  

d. Attach a summary of any comments or views and a summary of any comments or views not 

accepted and the reasons thereof, to the substantial amendment of the CDBG-DR Action Plan.  

Meetings  
Citizens will be provided with reasonable and timely access to all meetings as follows:  

1) Public notice will be published in a newspaper of general circulation at least one week prior to 

meeting.  

2) Public notice will be posted in government offices and the Town’s website.  

3) Meetings will be held at either  

i. The Cicero Community Center,  

ii. The Town of Cicero Council Chambers, 

iii. The Cicero Public Library, or 

iv. Unity Jr. High School 

 

These locations are all centrally located in Cicero's low and moderate income neighborhood, 

convenient to potential and actual program beneficiaries, and accessible to public transportation. 

These buildings are equipped to accommodate persons with disabilities.  Unity Jr. High School will 

accommodate that largest number of people. 

4) When a significant number of Spanish speaking citizens are expected to attend, a translator will be 

provided.  

Availability  
The Consolidated Plan, substantial amendments, and performance reports will be available on the CDBG-

DR Website at www.thetownofcicero.com/cdbgdr; and upon request to the public for viewing at: 

1. The Town of Cicero Department of Housing,  

2. The Town of Cicero’s President’s Office,  

3. The Town of Cicero Community Center, 

4. The Cicero Public Library, 

These materials will be available upon request in a form that is accessible for persons with disabilities.  

Records and information relating to the Town of Cicero's Action Plan and the Town's use of assistance 

under related programs will be retained for the preceding five years after grant closeout. 

http://www.thetownofcicero.com/cdbgdr


Citizens, public agencies and other interested parties will be provided access to these records upon 

Freedom of Information Act Request. 

HUD anticipated that every community and every grantee would have some identified barriers to 

address.  The Town of Cicero has taken the following reasonable measures to identify barriers, and 

increase coordination for this CDBG-DR Action Plan: 

1. Social media advertisements in both English and Spanish, 
2. Advertisements in the Town Newsletter, 
3. Public Hearing PowerPoint Presentation in both English and Spanish, 
4. Publish the PowerPoint Presentation on the Town’s disaster recovery website 

https://thetownofcicero.com/departments/cdbgdr/, 
5. Spanish translation services at the public hearing, 
6. Due to the expectation of a high volume of residents, we will hold the Public Hearing at a Cicero 

Facility close to Public Transportation as well as large enough to hold many people, 
7. Provide a presentation at the Stormwater Advisory Meeting, and  
8. Include a Presentation at a Town of Cicero Board Meeting. 

 

Nonsubstantial Amendment 

A Nonsubstantial amendment is: 

1. A change allocating or reallocating funding under 5%, 
2. Nontechnical changes, 
3. Administrative updates. 

 
The Town of Cicero must notify HUD five business days before the amendment becomes effective, and a line 

item change of over 3% but less than 5% also requires submission, review, and approval of the Cicero Town 

Board of Trustees. 

Complaints  
Written citizen complaints related to the Action Plan, Substantial Amendments and Performance Report 

will be answered in writing from the Town of Cicero within 15 days of the receipt of the complaint.  If 

longer, the Town of Cicero must document why the additional time was required. 

Complaints regarding fraud, waste, or abuse of government funds should be forwarded to the HUD OIG 
Fraud Hotline (phone: 1–800–347–3735 or email: hotline@hudoig.gov). 
 
Use and Responsibility  
The Town of Cicero will follow this CDBG-DR Citizen Participation Plan for the CDBG-DR Program. The 

requirements for citizen participation do not restrict the responsibility or authority of the Town of Cicero 

for the development and execution of its Action Plan. 

https://thetownofcicero.com/departments/cdbgdr/
mailto:hotline@hudoig.gov


XI. Website Policies and Procedures for CDBG-DR 

Website Purpose 

The Town of Cicero will create and maintain a website in accordance with HUD requirements for 

Community Development Block Grant Disaster Relief funds (CDBG-DR).  Pursuant to Federal Register 

Notice Docket No. FR-6512-01, dated 1/16/2025 which allocated $96,004,000.00 in CDBG-DR funds to the 

Town of Cicero. 

The Town of Cicero CDBG-DR website will serve as a central source for Town of Cicero CDBG-DR 

information and is intended to provide transparency into the Town of Cicero’s disaster recovery and 

mitigation activities using these funds.   

The Lead Agency (Grantee) for the Town of Cicero’s CDBG-DR allocations has been designated as the Town 

of Cicero Department of Housing.  This department is also the Lead Agency for the Town’s annual CDBG 

allocation.  The Town of Cicero Department of Housing will ensure the websites associated with the CDBG 

and CDBG-DR programs are maintained, and all required information posted. 

Location 

The website address for CDBG-DR is: https://thetownofcicero.com/departments/cdbgdr/  

The Town of Cicero adheres to ADA compliant standards for website accessibility and readability.  Content 

and website layout will be designed with best practices for adaptive use in mind.   

Information 

The information to be provided on the Town’s CDBG-DR webpage includes: 

1. Federal Register Notice 

2. The Universal Notice  

3. Town of Cicero CDBG-DR Policies and Procedures  

a. Citizen Participation Plan 

b. Procurement Policies and Procedures 

c. Program-Specific Policies and Procedures 

4. Action Plan and Amendments  

a. CDBG-DR Action Plan 

b. Substantial Amendments 

c. Non-Substantial Amendments 

5. Application News and Status 

6. CDBG-DR Quarterly Reports 

7. Procurement Announcements 

8. Other Information 

a. Projection of Expenditures and Outcomes 

b. Contracts being paid with CDBG-DR 

https://thetownofcicero.com/departments/cdbgdr/
https://thetownofcicero.com/departments/cdbgdr/#Federal
https://thetownofcicero.com/departments/cdbgdr/#Universal
https://thetownofcicero.com/departments/cdbgdr/#CDBGDR
https://thetownofcicero.com/departments/cdbgdr/#Citizen
https://thetownofcicero.com/departments/cdbgdr/#Procurement
https://thetownofcicero.com/departments/cdbgdr/#Program
https://thetownofcicero.com/departments/cdbgdr/#Action
https://thetownofcicero.com/departments/cdbgdr/#CDBG
https://thetownofcicero.com/departments/cdbgdr/#Substantial
https://thetownofcicero.com/departments/cdbgdr/#Expenditures
https://thetownofcicero.com/departments/cdbgdr/#Contracts


c. Subrecipient Contracts/Agreements (If Applicable) 

d. FAQ 

a. Cook County Multi-Jurisdictional Hazard Mitigation Plan link 

https://www.cookcountyemergencymanagement.org/hmp  

Maintenance 

At a minimum, the Town of Cicero will update their CDBG-DR website quarterly. 

Other specific timing of updates include, but may not be limited to: 

1. Draft Action Plan 

a. Will be posted on the website a minimum of 30 days prior to the scheduled public hearing, 

to allow for the required 30-Day comment period. 

2. Final Action Plan 

a. The Town of Cicero will publish their HUD-Approved Action Plan within three (3) days of 

HUD’s approval. 

3. Amendments 

a. Substantial Amendments will be published on the CDBG-DR website a minimum of 30 Days 

prior to the public hearing to allow for 30-Day comment period. 

b. Nonsubstantial Amendments will be published on the CDBG-DR website a minimum of 14 

days before submitting to HUD.   

c. All amendments will be sequentially numbered on the CDBG-DR website. 

4. Program Specific Policies and Procedures will be posted as following: 

a. Housing – no later than one year from the applicability date of the Allocation 

Announcement Notice. 

b. All Other Programs – no later than 18 months from the applicability date of the Allocation 

Announcement Notice. 

5. Quarterly Status Reports 

a. Will be posted within three (3) days of HUD’s approval 

6. Application News and Status 

a. Open Application opportunities will be posted a minimum of 14 days prior to the open date. 

b. On a monthly basis the Town will publish summary information on applications approved, 

applications denied, and applications under review. 

c. Applicants will receive direct communication on individual status a minimum of monthly. 

7. Social Media 

a. The Town of Cicero will advertise all CDBG-DR programs on the Town of Cicero’s Facebook 

Page.   

b. When a change/update is made to the CDBG-DR website, a notification will also be 

published on Facebook. 

8. Procurement 

https://thetownofcicero.com/departments/cdbgdr/#Subrecipient
https://thetownofcicero.com/departments/cdbgdr/#FAQ
https://www.cookcountyemergencymanagement.org/hmp


a. Information regarding the status of services or goods currently being procured by the State for the 

CDBG-DR program will be posted in real-time during formal procurement processes (e.g., phase of 

the procurement, requirements for proposals, etc.).  
b. Once the procurement process is closed, these documents will be removed from the website and 

contracts for hired vendors will be posted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



APPENDIX A: Duplication of Benefits Affidavit 
 

Duplication of Benefits Project Affidavit (“Affidavit”) 

 
 

I/We, (person or entity acting as the applicant) ________________________________ 
 
_____________________________________________________________________ 
affirm and attest the following: 
 
1. I/We is/are executing this Affidavit in connection with assistance that we are receiving to help 
us prevent, prepare for, or respond to the Coronavirus in the form of a loan, grant or other type 
of financial assistance (“Type of Assistance”) for the purpose of addressing conditions caused 
directly or indirectly by the related pandemic (“Need”) in the amount of (“Amount of   
Assistance or Total Need”) from the Town of Cicero or its designated agent (“Organization”) 
through a CDBG-CV program administered by the Town of Cicero with funding from the U.S. 
Department of Housing and Urban Development.  
 
2. The Organization or I/We believe the Amount of Assistance/Total Need 
 
is_________________________.  
  
3. In addition, I/We have received or will receive the following amounts and types of assistance 
from the sources listed below (“Duplicative Assistance”):  
 

(a) Source of Funds #1 

      

(b) Source of Funds #2 

      

 

 

Lender/Grant Provider Name

Purpose 

Ammount

        Government Loan         Government Grant         Government Forgivable Loan

        Nonprofit Grant         Nonprofit Loan         Nonprofit Forgivable Loan

        Private Loan         Other :__________________________________________

Lender/Grant Provider Name

Purpose 

Ammount

        Government Loan         Government Grant         Government Forgivable Loan

        Nonprofit Grant         Nonprofit Loan         Nonprofit Forgivable Loan

        Private Loan         Other :__________________________________________



 

(c) Source of Funds #3 

      

(d) Source of Funds #4 

      

(e) Source of Funds #5 

      

 

4. Total Unmet Need (2- (3(a) + 3(b) + 3(c) + 3(d) + 3(e)) $_____________________________ 
 
5. I/We have received no other assistance funds for the Need listed in Paragraph 1 other than        
that set forth above in paragraph 3.  
 
6. Section 312 of the Robert T. Stafford Disaster Relief and Emergency Assistance Act (42     
U.S.C. 5155), as amended by section 1210 of the Disaster Recovery Reform Act of 2018 
(division D of Public Law 115–2 254; 132 Stat. 3442). prohibits federal agencies from providing 
assistance to any person for “any part of such loss” as to which he has received financial 
assistance under any other program or from insurance or any other source (such as, FEMA, 
SBA, the Red Cross, the Town, State or owner’s Insurance, etc.).  
 
7. I/We understand that the amount of assistance received by I/We from the Organization must 
be reduced by the amount of Duplicative Assistance received or that will be received for the 
Need, from other sources (such as, FEMA, SBA, the Red Cross, the Town the State or owner’s 
insurance, etc.) for the same purpose.  

 

 

 

Lender/Grant Provider Name

Purpose 

Ammount

        Government Loan         Government Grant         Government Forgivable Loan

        Nonprofit Grant         Nonprofit Loan         Nonprofit Forgivable Loan

        Private Loan         Other :__________________________________________

Lender/Grant Provider Name

Purpose 

Ammount

        Government Loan         Government Grant         Government Forgivable Loan

        Nonprofit Grant         Nonprofit Loan         Nonprofit Forgivable Loan

        Private Loan         Other :__________________________________________

Lender/Grant Provider Name

Purpose 

Ammount

        Government Loan         Government Grant         Government Forgivable Loan

        Nonprofit Grant         Nonprofit Loan         Nonprofit Forgivable Loan

        Private Loan         Other :__________________________________________



 
8. Therefore, I/We understand that if I/We receive assistance from a source other than the 
Organization (such as, FEMA, SBA, the Red Cross, the Town, homeowner’s insurance, etc.) 
for the Need for the same purpose, I/We must repay the assistance received from the 
Organization.  
 
9. I/We certify under State and Federal penalties for perjury and fraud that the information 
provided above is true and accurate and acknowledge that repayment of all assistance received 
from the Organization, payment of fines and/or imprisonment may be required in the event that 
I/We provide false, incomplete or misleading information in this Affidavit or during the rest of this 
process.  
 

 
 
 

By executing this Affidavit, Applicant(s) acknowledge and understand that 
Title 18 United States Code Section 1001: (1) makes it a violation of federal 
law for a person to knowingly and willfully (a) falsify, conceal, or cover up a 
material fact; (b) make any materially false, fictitious, or fraudulent 
statement or representation; OR (c) make or use any false writing or 
document knowing it contains a materially false, fictitious, or fraudulent 
statement or representation, to any branch of the United States Government; 
and (2) requires a fine, imprisonment for not more than five (5) years, or 
both, which may be ruled a felony, for any violation of such Section.  
 
 
 
 
Person or Entity (Applicant) _______________________________________________ 
 
 
Signature of Applicant ____________________________ Date ___________________ 
 
 
 
 
ORGANIZATION Representative ___________________________________________ 
 
 
Signature of Representative _________________________ Date _________________ 
 



APPENDIX B: Duplication of Benefits Instructions 

 
Instructions for Completing the 

Duplication of Benefits Certification Form 

 
The CDBG funds which are being used to assist eligible applicants are subject to a Federal law 
which requires that the Program confirm that applicants have not already received financial 
assistance from other sources for the same activities for which the Program is providing 
assistance. The purpose of this form is to verify the amounts paid by insurance, government 
entities, and other funding sources to assure that assistance disbursed in this Program is not a 
Duplication of Benefits (DOB) the applicant received from other sources.  
 

1. Column 1 List the Sources of Funding received by type (Federal Emergency       
Management Agency (FEMA), Paycheck Protection Program (PPP), Economic Injury 
Disaster Loan (EIDL), Small Business Association (SBA), Insurance, etc.). For 
insurance, list the name of each company and policy number. 

 

2. Column 2 Indicate the amount of funding specified from each program received on the 
appropriate line in the second column. You may add as many additional lines as 
required.  

 

3. Column 3 Indicate what the funds for each awarded program (mentioned in Column 1) 
and where Funds were expended.  

 

4. Column 4 Indicate by checkmark () that you have attached a copy of the 
corresponding documentation of the funds received (letter from funding source, copy of 
check, etc.)  

 

5. Column 5 Indicate by checkmark () that you have attached documentation of how the 
received funding was used (receipts)  

 

6. Column 6 List the amount expended from each source.  
 
Total all funding received (column 2). Subtract the total of all receipts for services or products 

directly related to those funds (Column 5). Any remaining funds will be considered Duplication of 

Benefits and will be subtracted from the program amount for which the applicant is eligible. The 

applicant(s) must sign and date the form at the bottom of the page. 

 

 

 



Town of Cicero 

Department of Housing 

 

CDBG-DR (Disaster Recovery) Duplication of Benefits Certification Form 
 

The Town of Cicero shall ensure there are adequate procedures in place to prevent any 

duplication of benefits as required by section 312 of the Robert T. Stafford Disaster Relief and 

Emergency Assistance 1 Act (42 U.S.C. 5155) and in accordance with section 1210 of the 

Disaster Recovery Reform Act of 2018 (division D of Public Law 115–254; 132 Stat. 3442), which 

amended section 312 of the Robert T. Stafford Disaster Relief and Emergency Assistance Act (42 

U.S.C. 5155).  

 

Duplication of Benefits occurs when a beneficiary receives assistance from multiple sources for a 

cumulative amount that exceeds the total need for a particular recovery purpose. The amount of 

the duplication is the amount of assistance provided in excess of need. The Stafford Act requires 

a fact- specific inquiry into assistance received by each person, household, or entity.  

☐ I/We, __________________________________, affirm (applicant name) DID NOT 

receive benefit from any other federal disaster relief/recovery programs (i.e. FEMA, SBA, 

Insurance ). (NO FURTHER ACTION)  

☐ I/We, __________________________________, affirm (co-applicant name) DID NOT 

receive benefit from any other federal disaster relief/recovery programs (i.e. FEMA, SBA, 

Insurance) for the exact SAME expenses being requested from the Town of Cicero or its 

Subrecipients.  

 

By executing this Certification, Applicant(s) acknowledge and understand that Title 18 United 

States Code Section 1001: (1) makes it a violation of federal law for a person to knowingly and 

willfully (a) falsify, conceal, or cover up a material fact; (b) make any materially false, fictitious, or 

fraudulent statement or representation; OR (c) make or use any false writing or document knowing 

it contains a materially false, fictitious, or fraudulent statement or representation, to any branch of 

the United States Government; and (2) requires a fine, imprisonment for not more than five (5) 

years, or both, which may be ruled a felony, for any violation of such Section.  

 

_________________________________           _______________________________ 

Applicant Signature                                              Date  

_________________________________           _______________________________ 

Co-Applicant Signature                                        Date 



I/We, ___________________________________, affirm the following dated this the _____ day of _____________, 20_____:  

List amount and source for ALL Federal and/or State financial assistance received for disaster recovery or resiliency 

planning projects  

I/We have received the following disaster recovery assistance funds from (List program(s): 

 

1  
Source of Funding 

2  
Amount Awarded 

3  
Use of Funds 

4  
Verification 
of Award 
() or (X) 

5  
Documentation 
of Expenditure 

() or (X) 

6 
Amount 

Expended 

     a. Paycheck 
     Protection 
     Program  

          

     b. Small Business 
     Administration  
     Relief 
     (SBA) Loan 

          

     c. FEMA 
          

     d. Private Funds 
         i.e. insurance           

     e. _______________ 
          

     Total  
        

 
Duplication of Benefits Total from Column 2 $ __________________   Notes: __________________________ 
      



Appendix C:  Reference Documents 
Office of Management & Budget Title 2, Code of Federal Regulations (CFR), Part 200 - 

Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 

federal Awards. 

Note: Where any other circulars are referenced, 2 CFR 200 acts to consolidate these 

federal guidelines and, per the OMB website, "supersedes and streamlines requirements 

from 0MB Circulars A-21, A-87, A-110 and A-122 (which have been placed in 2 CFR Parts 

220, 225, 215, and 230); Circulars A-89, A-102 and A-133; and the guidance in Circular 

A-50 on Single Audit Act follow-up." 

Code of Federal Regulations (CFR)  

Title 2 CFR Grant and Agreements Part 200 Uniform Administrative Requirements, Cost 

Principles, and Audit Requirements for Federal Awards 

Subpart A -Acronyms and Definitions 

Subpart B - General Provisions 

Subpart C - Pre-Federal Awards Requirements & Contents of Federal Awards 

Subpart D - Post-Federal Awards Requirements 

Subpart E - Costs Principles 

Subpart F - Audit Regulations 

Procurement Standards 

§200.317 Procurement by states 

§200-318 General procurement standards 

§200-319 Competition 

§200-320 Methods of procurement to be followed 

§200-321 Contracting with small and minority businesses 

§200-322 Procurement of recovered materials 

§200-323 Contract cost and price 

§200-324 Federal awarding agency or pass-through entity-review 

§200-325 Bonding requirements 

§200-326 Contract provisions 

Performance and Financial Monitoring and Reporting 

§200-327 Financial reporting 

§200-328 Monitoring and reporting program performance 

§200-329 Reporting on real property  



Title 24. Housing And Urban Development Subtitle B.  

Regulations Relating To Housing And Urban Development Chapter V. Office Of Assistant 

Secretary For Community Planning And Development, Department Of Housing And 

Urban Development Subchapter C. Community Facilities Part 576. Emergency 

Solutions Grants Program 

24 CFR Subpart F - Grant Administration 

Town of Cicero – Department of Housing Policy and Procedure Manual 

Town of Cicero - Community Development Action Plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.law.cornell.edu/cfr/text/24/part-576/subpart-F
https://thetownofcicero.com/wp-content/uploads/2021/10/TOC_DOH_POLICY_DRAFT.pdf
https://thetownofcicero.com/departments/housing-department/#actPlan


Appendix D: Job Descriptions  
 

TOWN OF CICERO 
Department of Housing 

JOB DESCRIPTION 
EXECUTIVE DIRECTOR 

 
ADMINISTRATIVE                                           

 Appointed by and reports to the Town of Cicero President and Members of the Board of 
Trustees 

 Responsible for department compliance with United States Department of Housing and 
Urban Development (HUD) rules and regulations  

 Review and submit documentation to the Town Board and HUD for 5-Year Consolidated 
Plan(s) 

 Review and submit documentation to the Town Board and HUD for approval of the 
Annual Action Plan(s) (AAP) 

 Review and submit documentation to the Town Board and HUD for approval of the  
Consolidated Annual Performance Evaluation Report (CAPER) 

 Supervises the following programs: 
o Community Development Block Grant Program (CDBG) 
o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 
o Community Development Block Grant Disaster Recovery (CDBG-DR) 
o Community Development Block Grant Coronavirus (CDBG-CV) 
o Any other entitlement grant received from HUD 

 Supervise, coordinate, and assist assigned Department of Housing staff 

 Provide training, technical assistance, and mentoring to assigned Department of Housing 
staff 

 Review time off requests from assigned staff 

 Maintain and submit Activity Reports per HUD 

 Review and approved Activity Reports of assigned staff 

 Maintain proper coverage of office 

 Work with any consultants procured to provide services to the Town of Cicero 
Department of Housing. 

 Member or advisor of the following commissions and committees: 
o Planning and Zoning Commission 
o Graffiti Task Force 
o Stormwater Advisory Committee 
o Development Committee 
o Building Department Information System 

 Work with HUD Representatives  

 Work with Town of Cicero Department Heads 

 Work and file reports with Human Resources and the Legal Department 



 Work with local, state, county, and federal officials pertaining to housing and community 
development 

 File reports as required 

 Conduct Public Hearings, bid openings, conferences, etc. 

 Fair Housing Compliance 
o Receive allegations of discrimination regarding housing 

 Refer to the Cicero Housing Authority (CHA) 
o Report allegations of discrimination to Department Attorney 
o Keep abreast of current Fair Housing Regulations 
o Write and maintain reports as required 

 Other duties as deemed necessary by the Town of Cicero President and Members of the 
Board of Trustees 
 

FINANCIAL MANAGEMENT 

 Supervise and implement the following programs: 
o Community Development Block Grant Program (CDBG) 
o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 
o Community Development Block Grant Disaster Recovery (CDBG-DR) 
o Community Development Block Grant Coronavirus (CDBG-CV) 
o Any other entitlement grant received from HUD 

 Develop, maintain, and enforce policies financial policies and procedures in consultation 
with the Town Attorney and Town Department of Finance 

 Cooperate with all audits, monitoring, and other investigations 

 Consult with contracted Accountant 

 Consult with the Chief Financial Officer (CFO) 

 Authorize drawdowns and payouts in the following systems: 
o Integrated Disbursement Information System (IDIS) 
o Disaster Recovery Grant Reporting (DRGR) 

 Extensive Record Keeping 

 Review and approve monthly and yearly financial files 

 Review and approve accounts payables and receivables 

 Review and approve invoices, bills payable schedule, and IDIS and DRGR vouchers, 

 Review and monitor financial files 

 Review and monitor Home Improvement Loan Program 

 Review and approve all reports (monthly, quarterly, and yearly) for: 
o HUD,  
o Town of Cicero’s Department of Finance, and 
o Any other government entity requiring fiscal reporting 

 Reconcile monthly accounts with the Town of Cicero Department of Finance 

 Review and monitor all files with HUD, the Town of Cicero Department of Finance, 
contracted Accountant, and Department Attorney. 
 

PROJECT MANAGEMENT 

 Supervision and implementation of the following component projects: 
o Community Development Block Grant Program (CDBG) 



 Home Repair Programs 
 Subrecipients 
 Town of Cicero Public Facility Projects 

o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 

 Subrecipients 
o Community Development Block Grant Coronavirus (CDBG-CV) 

 Subrecipients 
 Town of Cicero Public Facility Projects 
 Water Bill Program 

o Community Development Block Grant Disaster Recovery (CDBG-DR) 
 Town of Cicero Public Facility Projects 
 CDBG-DR Individual Assistance Program 

o Labor Standards (review with Grant Administrator) 
o Environmental Review 

 Oversee Environmental Review Officer and Processes 
o  Organize special projects as needed  

 Outline of a systematic neighborhood improvement needs, including: 
o Housing rehabilitation 
o Public improvements 
o Service components and a description of Cicero neighborhoods 

 Program Assessment 
o Budget preparation for: 

 CDBG 
 ESG 
 NSP 
 CDBG-CV 
 CDBG-DR 

 Suggest programs and projects for future fiscal year funding including: 
o Housing rehabilitation 
o Social Service agencies 
o Public Facility projects 
o Development of housing 

 
 
 
 
 
 
 
 
 
 
 
 



TOWN OF CICERO 
Department of Housing 

JOB DESCRIPTION 
 
GRANT ADMINISTRATOR 

 
ADMINISTRATIVE 

 Reports to Executive Director 

 Compliance of United States Department of Housing and Urban Development (HUD) rules 
and regulations 

 Lead Administrator in the composition/acceptance and mailing of correspondence, 
answering inquiries, coordination of the following: 

o Community Development Block Grant Program (CDBG) 
o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 
o Community Development Block Grant Disaster Recovery (CDBG-DR) 
o Community Development Block Grant Coronavirus (CDBG-CV) 
o Any other entitlement grant received from HUD 

 Maintain records and files for: 
o Community Development Block Grant Program (CDBG) 
o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 
o Community Development Block Grant Disaster Recovery (CDBG-DR) 
o Community Development Block Grant Coronavirus (CDBG-CV) 
o Any other entitlement grant received from HUD 

 Prepare documentation for: 
o  5-Year Consolidated Plan(s) 
o Annual Action Plan(s) (AAP)  
o Consolidated Annual Performance Evaluation Report (CAPER) 

 Assist HUD Representative(s) with audits/monitoring 

 Conduct annual NSP home inspections 

 Attend meetings with management 

 Supervise office staff 

 Maintain logistics 

 Oversee Environmental Review Officer 

 Review and prepare payroll authorization 

 Prepare purchase requests and acquire price quotes per United States Department of 
Housing and Urban Development (HUD) procurement requirements 

 Document procurement in accordance with HUD guidelines 

 Maintain and submit Activity Reports per HUD 

 Other duties as deemed necessary by the Executive Director 
 

 
FINANCIAL RECORDS MANAGEMENT 

 Extensive Record Keeping 



 Maintain monthly and yearly financial files 

 Manage accounts payables and receivables, monitor and pay invoices, prepare bills 
payable schedule, prepare checks, prepare Integrated Disbursement Information System 
(DRGR) voucher(s) 

 Prepare and execute drawdowns on-line using HUD’s IDIS or DRGR systems 

 Extensive bookkeeping 

 Prepare monthly and yearly financial files 

 Prepare accounts payables and receivables 

 Prepare invoices, bills payable schedule, and IDIS and DRGR vouchers, 

 Review and monitor financial files 

 Review and monitor Home Improvement Loan Program 

 Prepare all reports (monthly, quarterly, and yearly) for: 
o HUD,  
o Town of Cicero’s Department of Finance, and 
o Any other government entity requiring fiscal reporting 

 Reconcile monthly accounts with Treasurer’s Office 

 Maintain, record, and reconcile remaining Economic Development Loans 

 Maintain, record, and reconcile all files with HUD, the Town of Cicero Finance 
Department, contracted Accountant, and Department Attorney. 
 

SUBRECIPIENT PROJECT MANAGEMENT 

 Prepare applications for CDBG-DR/ESG funding 

 Conduct semi-annual monitoring sessions for CDBG-DR/ESG 

 Prepare subrecipient cooperative agreements 

 Review requests for funds 

 Review Status Reports 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



TOWN OF CICERO 

COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM (CDBG-DR) 
JOB DESCRIPTION 

 
ASSISTANT GRANT ADMINISTRATOR 

 
ADMINISTRATIVE 

 Reports to Grant Administrator 

 Compliance of United States Department of Housing and Urban Development (HUD) rules 
and regulations 

 Assist Grant Administrator in the composition/acceptance and mailing of 
correspondence, answering inquiries, coordination of the following: 

o Community Development Block Grant Program (CDBG) 
o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 
o Community Development Block Grant Disaster Recovery (CDBG-DR) 
o Community Development Block Grant Coronavirus (CDBG-CV) 
o Any other entitlement grant received from HUD 

 Assist Grant Administrator with records and files for: 
o Community Development Block Grant Program (CDBG) 
o Neighborhood Stabilization Program (NSP) 
o Emergency Solutions Grant (ESG) 
o Community Development Block Grant Disaster Recovery (CDBG-DR) 
o Community Development Block Grant Coronavirus (CDBG-CV) 
o Any other entitlement grant received from HUD 

 Assist Grant Administrator with documentation for: 
o  5-Year Consolidated Plan(s) 
o Annual Action Plan(s) (AAP)  
o Consolidated Annual Performance Evaluation Report (CAPER) 

 Assist HUD Representative(s) with audits/monitoring 

 Attend meetings with management 

 Maintain and submit Activity Reports per HUD 

 Meeting management—Prepare meeting minutes, assemble discussion materials, 
agendas, post public notices, and any other required documentation 

 Prepare correspondence as needed 

 Conduct and maintain Annual Inventory for Department  

 Maintain and submit Employee Activity Reports per HUD 

 Other duties as deemed necessary by the Executive Director, Grant Administrator, or 
Housing Program Director 
 

FINANCIAL RECORDS MANAGEMENT 

 Assist Grant Administrator with: 
o Extensive Record Keeping 
o Monthly and yearly financial files 



o Accounts payables and receivables, monitor and pay invoices, prepare bills 
payable schedule, prepare checks, prepare Integrated Disbursement Information 
System (DRGR) voucher(s) 

o Preparation of drawdowns on-line using HUD’s IDIS or DRGR systems 
o Extensive bookkeeping 
o Monthly and yearly financial files 
o Accounts payables and receivables 
o Invoices, bills payable schedule, and IDIS and DRGR vouchers, 
o Maintenance, recording, and reconciling all files with HUD, the Town of Cicero 

Finance Department, contracted Accountant, and Department Attorney. 
 

SUBRECIPIENT PROJECT MANAGEMENT 

 Prepare applications for funding opportunities 

 Conduct semi-annual monitoring sessions of subrecipients 

 Prepare subrecipient cooperative agreements 

 Review requests for funds 

 Review Status Reports 

 Assist in the preparation of the processing of requests for 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TOWN OF CICERO 
Department of Housing 

JOB DESCRIPTION 
Housing Program Director 

 

ADMINISTRATIVE 

 Compliance of United States Department of Housing and Urban Development (HUD) 
rules and regulations 

 Supervise the CDBG-DR housing program supervisor and staff. 

 Maintain CDBG-DR files 

 Assist HUD Representative(s) with audits/monitoring 

 Oversee and monitor housing rehabilitation programs and staff 

 Coordinate housing activities and projects with housing staff 

 Train and provide guidance to staff 

 Support to ensure efficient program delivery 

 Serve as the primary point of contact for various housing programs 

 Maintain and submit Employee Activity Reports per HUD 

 Prepare Policy and Procedures for Housing Rehabilitation Programs  

 Other duties as deemed necessary by the Executive Director 
 

FINANCIAL RECORDS MANAGEMENT 

 Review all calculations/documentation, approval, and monitor program applications 

 Review any duplication of benefits for applicants in the programs 

 Conduct housing program job cost estimates and bookkeeping 

 Prepare and present reports on program status, financial information, and other 
relevant data. 

 Oversee the program budget, ensuring funds are allocated and spent in accordance with 
grant requirements. 

 Prepare and execute drawdowns on-line using HUD’s IDIS system 
 

PROJECT MANAGEMENT 

 Comply with local, state, and federal regulations and building codes 

 Construction project management—work closely with Rehabilitation Specification 
Specialist in approval of contractor bids, specifications, contractors, payouts, progress, 
and completion of projects 

 Execute contracts and project procedures 

 Oversee Environmental Review Officer                                                      
                  

 

 
 
 
 



TOWN OF CICERO 
Department of Housing 

JOB DESCRIPTION 
Housing Program Supervisor 

 

ADMINISTRATIVE 

 Compliance of United States Department of Housing and Urban Development (HUD) 
rules and regulations 

 Manage and oversee the Community Development Block Grant Disaster Relief (CDBG-
DR) housing program 

 Establish program guidelines and grant requirements. 

 Supervise office staff for the CDBG-DR program. 

 Maintain CDBG-DR files 

 Assist HUD Representative(s) with audits/monitoring 

 Oversee and monitor housing rehabilitation programs and staff 

 Coordinate housing activities and projects with housing staff 

 Coordination with other departments 

 Train and provide guidance to staff 

 Support to ensure efficient program delivery 

 Investigate and follow-up on resident requests for service, complaints and general 
inquiries 

 Monitor and update housing forms, applications, and any other documentation 
necessary 

 Maintain and submit Employee Activity Reports per HUD 

 Perform outreach activities to publicize Housing Programs 

 Other duties as deemed necessary by the Housing Program Director 
 

FINANCIAL RECORDS MANAGEMENT 

 Review all calculations/documentation, approval, and monitor program applications 

 Review any duplication of benefits for applicants in the programs 

 Prepare and present reports on program status, financial information, and other 
relevant data. 
 

PROJECT MANAGEMENT 

 Comply with local, state, and federal regulations and building codes 

 Construction project management—work closely with Rehabilitation Specification 
Specialist in approval of contractor bids, specifications, contractors, payouts, progress, 
and completion of projects 

 Manage applications 

 Coordinate project implementation 

 Execute contracts and project procedures 

 Conduct program evaluations to assess effectiveness and identify areas for 
improvement. 
 



TOWN OF CICERO 
Department of Housing 

JOB DESCRIPTION 
Housing Program Intake Specialist 

 
ADMINISTRATIVE 

 Compliance of United States Department of Housing and Urban Development (HUD) 
rules and regulations 

 Manage intake forms for the Community Development Block Grant Disaster Relief 
(CDBG-DR) housing program 

 Follow program guidelines and grant requirements. 

 Maintain accurate and detailed records of CDBG-DR client information and program 
activities 

 Assist HUD Representative(s) with audits/monitoring 

 Coordinate housing activities and projects with housing staff 

 Support to ensure efficient program delivery 

 Investigate and follow-up on resident requests for service, complaints and general 
inquiries 

 Monitor and update housing forms, applications, and any other documentation 
necessary 

 Maintain and submit Employee Activity Reports per HUD 

 Perform outreach activities to publicize Housing Programs 

 Other duties as deemed necessary by the Housing Program Director 
 

FINANCIAL RECORDS MANAGEMENT 

 Review all calculations/documentation, approval, and monitor program applications 

 Review any duplication of benefits for applicants in the programs 

 Assist on the preparation of reports on program status, financial information, and other 
relevant data. 
 

PROJECT MANAGEMENT 

 Serve as the first point of contact for potential clients seeking housing assistance 

 Gather information, process applications and ensure compliance with program 
regulations 

 Ensure the accuracy and completeness of client information for assistance 

 Answer inquiries, conduct initial interviews and assess client eligibility 

 Verify income and other relevant information to determine program eligibility 

 Verify duplication of benefits of clients 

 Input client data into databases 

 Prepare reports and summaries of intake activities for program management 
 

 
 



 
TOWN OF CICERO 

Department of Housing 
JOB DESCRIPTION 

Housing Program Construction Specialist 

 
ADMINISTRATIVE 

 Compliance of United States Department of Housing and Urban Development (HUD) 

rules and regulations 

 Oversee construction projects funded by the CDBG-DR program 

 Compliance of local, county, state, and federal rules and regulations 

 Attend HUD trainings and Annual State Lead Certifications 

 Extensive record-keeping 

 Assist HUD Representative(s) with audits/monitoring 

 Maintain and submit Employee Activity Reports per HUD 

 Perform outreach activities to publicize Housing Rehab Programs 

 Other duties as deemed necessary by the Executive Director, Housing Program Director, 

and Grant Administrator 

 

FINANCIAL RECORDS MANAGEMENT 

 Prepare contracts and all pertinent documents for Housing Rehabilitation Programs 

 Process documentation for payouts 

 

PROJECT MANAGEMENT 

 Manage and coordinate construction activities for CDBG-DR funded housing projects 

 Verify contracts, plans, work specifications, and all other required documentation 

 Verify contractor eligibility 

 Work with contractors to address issues, interpret specifications and coordinating various 

construction phases 

 Schedule and conduct inspections to monitor compliance and ensure quality of work 

 Prepare and review reports on progress, costs, and material used and adjust work 

schedules or change orders as needed 

 Maintain extensive project files and checklists 
 


