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The CDBG program has long assisted rural communities with carrying out infrastructure and 

economic development projects. Funding from this program is extremely limited and 

competitive. Therefore, determining how your project fits the requirements and timeframe is 

critical for a successful application. This guide highlights the major points associated with the 

CDBG program. It is not comprehensive nor should it replace any DCS or HUD documents or 

policies. 

 Since CDBG is a federally funded program, several regulations are in effect that applicants 

should be aware of: 

Environmental Review 

The National Environmental Policy Act requires that federally funded infrastructure projects 
undergo a review to determine whether any negative environmental impacts would result and 
if any alterations to the project design to mitigate those effects are required. There are five 
levels of review, depending on the project type. Projects that would require a full 
Environmental Impact Assessment are not allowed due to the complexity and cost of 
completing the EIS. 

 
When a city is to accept CDBG funding, the city agrees to assume legal responsibility as  the 
“responsible official” as defined by NEPA. The local chief executive official (i.e. the mayor) 
serves as the environmental “Certifying Officer” and is to accept full responsibility of the 
completeness and accuracy of the reviews. LARC staff will compile the review, however the 
mayor is to closely review and sign off on its findings.  

   
This review process and the steps to gain approval for funding take several months and  will 
push the start date of construction to the spring of the next year, if the scoring and ranking 
session occurs in the summer. The applicant should be aware of the time needed for LARC staff 
to complete this process of contacting agencies, publishing notices in the newspaper, and 
obtaining approval from DCS.  
 
The applicant is not allowed to spend any locally-sourced money on the project until a 
“Release of Funds” is issued by the Division of Community Services. 
 
Procurement Requirements 

All activities, construction, or other such expenditures to be paid with CDBG funds must  follow 
state and federal procurement requirements. Contractor selection procedures vary according 
to the dollar amount of federal assistance provided as well as the complexity of the project 
itself. The procurement methods allowed are “small purchase procedure”, “competitive sealed 
bids” (i.e. formal advertising), “competitive proposals”, and “noncompetitive proposals”. Please 
confer with LARC staff to determine which procurement method applies to your project. 



 
All contracts or subcontracts must include the provisions or conditions required by federal law 
or DCS. LARC staff will send this language to the engineer before bids are prepared. Provisions 
may concern Davis-Bacon compliance, work hours and safety standards, conflict of interest, 
access to records, Copeland Anti-Kickback Act, 2 CFR Part 200, Flood insurance (if in floodplain), 
architectural barriers (if applicable), clean air and water compliance (if over $100,000) and 
Section 3 compliance. 
 
If the city’s contracted engineering firm is to provide engineering services, these costs must be 
paid out of the local share.   
 
Projects costing $50,000 or greater must have an architect or engineer hired for design and 
construction oversight purposes. Housing rehabilitation projects are not subject to this 
requirement. 
 
All contractors and subcontractors must be registered on the federal System for Award 
Management website (www.sam.gov). This is a free registration that businesses must complete 
before submitting bids. 
 
Labor Laws 

Construction projects greater than $2,000 (except residential property rehabilitation designed 
for us by less than eight families) must comply with Federal labor laws. All contracts between 
the city and the contractor, as well as between the contractor and the subcontractor, must 
include any applicable provisions or conditions as required by HUD.   
 
Davis-Bacon Prevailing Wages 

The Davis-Bacon Act requires that those employed by contractors and subcontractors are paid 
the prevailing wage for their occupation. LARC staff will determine which Department of Labor 
wage rate decision applies and will send to the engineer the contract language, which must be 
included in each Invitation for Bids (IFB), Request for Proposals (RFP), and Purchase Order (PO) 
when applicable. 

 
Contractors must submit certified weekly payrolls to LARC staff for inspection. If the engineer 
wishes to receive the payrolls first, he or she may do so as long as they are forwarded. Only 
contractors that have been licensed by the State of North Dakota and have not been federally 
debarred are allowed to bid and work on the project.  
 
Section 3 Hiring Practices  

If new hires, even temporary employees, are to result from the provision of this aid, the  city 
must follow certain contracting procedures and contractors must follow certain advertising 
procedures to ensure that Section 3 businesses have an opportunity to bid and that Section 3 
residents benefit from any job creation that results from CDBG funding. Please contact LARC 
staff as early as possible if it is reasonably assumed that new employees will be hired to carry 
out the construction project. 

http://www.sam.gov/


 
Lead Safe Housing Rule 

Lead-based paint was banned in 1978. Housing constructed before then will have to be tested 
by a trained and certified inspector with an X-ray fluorescence (XRF) analyzer.  If federal funds 
or total hard costs exceed $5,000 per unit, then certain interim controls will need to be 
implemented. If aid exceeds $25,000 per unit, abatement procedures will need to be followed. 
Please contact LARC staff for assistance if applying for funds meant for housing rehabilitation. 
 
Americans with Disabilities Act 

The ADA guarantees equal opportunities for persons with disabilities in employment, public 
accommodations, transportation, state and local government services, and 
telecommunications. All construction projects assisted with federal funding need to comply 
with ADA requirements. Additionally, LARC staff will help the city update, if needed, it’s Section 
504 Transition Plan. 
 
Civil Rights 

Discrimination is prohibited on the basis of race, national origin, religion, color, sex, age, or 
disability. As this relates to the CDBG program, individuals cannot be discriminated against in 
housing, benefits created by the funding, in employment opportunities, or in business bidding 
opportunities. 
 

Only units of general local government can apply for CDBG funds. If a nonprofit or an 

instrumentality of local government will be the using the funds, they will have to apply through 

the city. 

It will take approximately 6 to 7 months, if not longer if issues arise, from the scoring and 

ranking meeting to reach the point where funds can be drawn. Applicants should be aware of 

how this would affect the project’s implementation. Construction typically cannot occur until 

the spring following the scoring and ranking meeting, unless the project type allows and/or 

weather cooperates. 

 

Checklist 

Pre-Application 

 Define project scope 

 Determine project’s eligibility for CDBG funding by asking LARC for assistance 

 Obtain initial cost estimate 

 Procure services of engineer or architect if cost estimate is to be above $50,000 

 Fill out pre-application 



 Provide any supplementary documentation required according to project type 

 All projects: detailed cost estimate, project location map (with legal 

description or street address), and floodplain map indicating project 

location 

 Public facilities: preliminary engineering report, current water and sewer 

rate schedule 

 ROAB: ADA/504 Plan, Preliminary architectural report 

 Housing:  

 Verification of tenant incomes through either of the following two 

options: 

1. USDA Tenant Certifications (will need to sign release form 

in order to send this information) 

2. Have each tenant fill out “Multi-Family Housing Program 

Application/Data Collection” (SFN 58301) 

 Housing Quality Standard (HQS) inspections 

o Contact a qualified inspector to conduct HQS inspections 

to determine what will be required to be fixed as part of 

the grant project. Issues identified in the inspection will 

have to be fixed as part of the project. 

 Project budget: 

 Administration costs are to be paid by the applicant’s local funds 

according to 30% at award approval and 70% prorated to the drawdown 

of CDBG funds 

 The applicant should be aware of which costs are eligible to be covered 

by CDBG and which are to be covered by local or other non-federal 

sources. 

 Scoring and Ranking Meeting 

  Present project at the LARC board scoring and ranking meeting 

 The LARC Board will decide which projects are to continue with the 

application process. The applicant will be notified via letter and phone 

call the few days following the scoring and ranking meeting. 

 Obtaining approval from the board to continue does not guarantee any 

funding, in that a final application will need to be completed and 

submitted to the Division of Community Services. 

Final Application 

 If grant pre-application has been approved: 



 Have the city council approve the “Resolution of Sponsorship” at the next council 

meeting. 

 Mail this to LARC or give to LARC staff at the public hearing 

 If needed, adopt required civil rights resolutions (Citizen Participation Plan, Fair 

Housing Resolution, Resolution Supporting Assisted Housing, EEO/Affirmative 

Action Policy, Resolution of Excessive Force, Displacement Plan, Code of 

Conduct) 

 Schedule public hearing: 

 The city commission need not be present although mayor signatures required on 

multiple forms 

 The public hearing will need to be advertised in the city’s official newspaper at 

least  15 days before the scheduled hearing date 

 Compile the “Final Application” 

 Fill out the Community Development Needs Assessment  

 Read and sign “Applicant Assurance Certification”, “Fair Housing Certification”, 

and “HUD Disclosure Report”, “Local Share Commitment Letter”, and the 

“Citizen Participation Plan” 

 Obtain letters from other funding sources (e.g. USDA Rural Development, State 

Revolving Loan Fund, Bank of North Dakota, foundation grants, etc.) indicating 

their commitment of funds 

Environmental Review 

 LARC staff will conduct the environmental review which consists of contacting at least 

10 agencies with an environmental interest and obtaining clearances from them stating 

no significant impact from the project will result. Agencies have 30 days to reply. 

 

 A public notice is more often than not required before the environmental review is 

complete. The city is to cover the costs of this and all publishing. 

 Publish “Finding of No Significant Impact” and “Request for Release of Funds” or 

“Combined Notice” 

 7 to 15 day comment period following publication 

 Approve the “Environmental Review” 

 Mayor to sign “Environmental Assessment Checklist” (if applicable)  

 Mayor to sign “Request for Release of Funds” after the local comment period has 

ended 

 15-day comment period on the state level 

*If issues were identified by agencies, the city may have to take additional steps to finish the 

review process. For example, if the project is to occur in the FEMA-designated floodplain, a 



floodplain development permit will need to be secured. This would require the publication of 

two separate notices in the newspaper of general circulation. 

*LARC staff will be sending to the city several forms which the mayor will need to sign. To 

expedite the process, please take care of these forms as soon as possible. 

Project Implementation 

LARC staff will submit the completed application and the completed environmental review to 

the Division of Community Services. Please allow for a minimum of 15 days for approval from 

DCS for each. 

 Review and sign grant approval forms 

 “Financial Award”  

 Sign, fill out all sections, and return to DCS as quickly as possible 

 Review and sign the “Contract for Professional Services” city is to receive from 

LARC 

 With the assistance of LARC staff, have the auditor complete and sign the “ACH 

Authorization” form which allows LARC to request and administer funds on the city’s 

behalf which are to be deposited in a separate, non-interest bearing checking account. 

 Bidding for contractors must follow the HUD’s procurement standards. 

 The engineer or city must include HUD-required provisions and terms within the 

contract. LARC staff will compile the provisions that are needed according to the 

project type and size. Please have all bidders fill out and sign all Section 3 forms 

that are in the project manual compiled by the engineer. 

 The engineer or city must send to LARC staff the spec sheet or bid package in 

order for it to be forwarded to MBE/WBE contractors. 

 Hold a pre-construction conference with city representative, engineer, prime contractor, 

and LARC staff in attendance. 

 Contractors and subcontractors must submit data on hiring practices, on 

whether or not they are a Section 3 business concern, and their Tax 

Identification Number/Employer Identification Number. 

 Determine whether the city is to pay the contractor and then be reimbursed 

with grant funds or have the contractors paid directly. The former is quicker, but 

the city will need to be able to float the expense. The latter is the most common 

option. 

  To request draws of CDBG monies 

 Submit pay estimate and invoices totaling the amount of CDBG funds you want 

drawn 



 For construction projects, funds can only be drawn at the proportion of 

CDBG to non-CDBG money for the construction portion only. For 

example, if a contractor needs to be paid $100,000 and the portion of all 

construction costs to be paid by CDBG is 60%, only $60,000 can be 

requested.  

 Contractors and subcontractors must submit certified payrolls for each week they are 

on the job site. LARC staff will inspect these forms as well as conduct site inspections 

and confidential interviews with employees. If there will be a gap in the payrolls since 

no workers will be on-site (the most common example of this is a break in construction 

over the winter season), please email LARC staff of when construction stopped and 

when it is anticipated to start again. 

 If costs for a specific activity (typically construction costs) are being split between local 

funds (e.g. cash on hand, SRF loans, etc.) and CDBG, the proofs of payment for the local 

share must be given to LARC. This will typically be cancelled checks. 

 As needed throughout the project, review and sign semi-annual status and financial 

reports. 

Grant Closeout 

 The engineer or city should notify LARC upon completion of the construction project. 

o LARC staff will begin to compile documents associated with grant closeout 

procedure. 

 If equipment was purchased, LARC staff will have to verify through 

physical inspection that the equipment was purchased. 

 Arrange with LARC the date and time for the final public hearing. 


