MICHIGAN ECONOMIC DEVELOPMENT CORPORATION		CDBG

CERTIFIED GRANT ADMINISTRATOR MANAGEMENT PLAN


PROCUREMENT AND DUE DILIGENCE

The use of Certified Grant Administrators (CGA’s), for some Unit of General Local Government’s (UGLG), is an essential element of running a successful economic development program.  MEDC’s Community Development Division offers guidance on the procurement of, and reimbursement for, these professional services in the CDBG Grant Administration Manual (GAM).  

However, the search for an effective CGA begins in the very early stages of project design when applicants explore the ramifications of grant management on staff time and available resources.  To assist our UGLG’s in their self-assessment and possible decision to begin the search for a CGA, MEDC encourages consideration of the following to ensure due diligence in the procurement of CGA.

1. Know your own program; as the UGLG, your Board is still responsible for compliance with the terms of the grant agreement and regulations governing allowable expenditures. 

2. Use proper procurement standards in the hiring of outside consultants (CGA Program and GAM Chapter 4).

3. Present a comprehensive list of tasks/skills in your written request for proposals. 

4. Ask for evidence/documentation of:  experience administering economic development and rental development programs, program knowledge, financial stability, staff capacity, training, etc.  Documentation must include contact names and phone numbers.

5. Verify the information presented in responding proposals.

6. Use clear and succinct written agreements.  Be sure that your selected contractor understands the responsibilities required under the agreement (GAM 4K Template).

7. Take stock of your internal staff capacity to perform grant administration activities that are required of the UGLG; assign a staff person for being liaison to your certified grant administrator (this person should understand grant administration manual, federal requirements, etc.). 

8. The UGLG must actively participate in the project so that CGA can accurately understand project.

9. Establish and enforce active, ongoing, progress and financial reporting responsibilities for your project. 

10. Make sure you have current manuals, forms, CDBG grant administration manual, etc.

11. Plan with your CGA the completion of milestones and desired results. 

12. Document everything.  (This is Murphy’s Law:  The item HUD or MEDC wants as evidence of compliance is the exact document you thought you could get away with not completing.)

CGA MANAGEMENT PLAN

In addition to the information presented in the Implementation and Capacity section of your online application, it is important that UGLG understand their oversight responsibilities for grant implementation by a CGA.  Please complete this CGA Management Plan and return to your Program Specialist as part of your recent grant award.  
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	A.  List names and titles of UGLG staff responsible for overall grant management and compliance.


	Name
	Title
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	B.  Identify the contracted administrator (Certified Grant Administrator) for this grant.
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	C.  List names and titles of the Certified Grant Administrator (CGA) staff responsible for various grant implementation duties.


	Name
	Title
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D.  Name the individual that will have primary responsibility for all the following tasks that apply to your Community Development Block Grant and indicate if the person is UGLG staff or CGA staff.  If neither UGLG or CGA, provide name of person and agency.

	TASK
	PERSON RESPONSIBLE
	UGLG
	CGA
	N/A

	1. National Objective (Housing, Jobs, Blight)
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	14. Tracking Private Investment
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	16. Grant Monitoring
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	25.  Contractor Procurement Process
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	26. Lead Based Paint Requirements
	[bookmark: Text62]     
	|_|
	[bookmark: Check56]|_|
	[bookmark: Check57]|_|

	27. Household Income Eligibility
	[bookmark: Text63]     
	|_|
	[bookmark: Check58]|_|
	[bookmark: Check59]|_|

	REPORTING REQUIREMENTS
	PERSON RESPONSIBLE
	UGLG
	CGA
	N/A

	1. Progress Reports (Form 1-A/portal)
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	4. MEDC Payable Forms (To Reconcile Fiscal Year end Payments after September 30)
	     
	|_|
	|_|
	|_|

	5. Contractor and Subcontractor Activity Report - HUD 2516 (Form 4-P)
	     
	|_|
	|_|
	|_|

	6. Section 3 Report
	     
	|_|
	|_|
	|_|

	7. Personal and/or Real Property Management Reports (Forms 8-B1 and 8-B2)
	     
	|_|
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	8. Any other reporting requirements
	     
	|_|
	|_|
	|_|

	9. Grant Status Reports
	     
	|_|
	|_|
	|_|

	PLANS AND POLICIES
	PERSON RESPONSIBLE
	UGLG
	CGA
	N/A

	1.Procurement Policy (Template 4-A)
	     
	|_|
	|_|
	|_|

	2.Public Participation Plan (Chapter 11 of GAM)
	     
	|_|
	|_|
	|_|

	3.Residential Anti-Displacement and Relocation Plan (Template 7-A)
	     
	|_|
	|_|
	|_|

	4.Section 3 Policy (Template 9-B)
	     
	|_|
	|_|
	|_|

	5.Fair Housing Plan (Template 9-E)
	     
	|_|
	|_|
	|_|

	6.Section 504 ADA Self-Evaluation (Template 9-G)
	     
	|_|
	|_|
	|_|

	7. Excessive Force Policy (Template 9-K)
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	8.Non-discrimination of Basis of Handicap (Form 9-J)
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	CLOSEOUT
	PERSON RESPONSIBLE
	UGLG
	CGA
	N/A

	1. Final Progress Report (Form 1-A Portal)
	     
	|_|
	|_|
	|_|

	2. Final Job Creation Summary Report (Form 2-C Portal)
	     
	|_|
	|_|
	|_|

	3. Certification that blight has been eliminated
	     
	|_|
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	|_|

	4. Grant Closeout
	     
	|_|
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	|_|

	5. Documentation of at least one action taken by the UGLG to affirmatively further fair housing (Form 13-A)
	     
	|_|
	|_|
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	E.  Describe UGLG’s internal controls and monitoring procedures to ensure CGA accountability for program progress, compliance and financial management.  If an update or report will be used, indicate contents and frequency of submission to the UGLG.
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	F.  Describe the “money flow”.  Who and how will grant funds be requested from MEDC and payments made to contractors?  Who has authority to approve payments?  What documentation is reviewed?  Who will write checks and who will sign them?  Give as much detail as necessary to show that required financial management practices are understood and followed.
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	G.  List any technical assistance received or trainings attended by UGLG staff in the last year.  Give the names of relevant staff members.
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	H.  List any technical assistance received or trainings attended by Certified Grant Administrator staff in the last year.  Give the names of relevant staff members.
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	I understand that the CGA listed above has responsibility for ensuring various tasks and grant management duties are completed; however, it is the ultimate responsibility of UGLG for meeting the terms of the Grant Agreement with Michigan Strategic Fund, including all program and compliance requirements, HUD and CDBG Grant Administration Manual, and local ordinances and codes.

The UGLG has put in place the necessary agreements, policies, procedures and training to ensure that the Certified Grant Administrator named above understands their contractual obligations and has the capacity to effectively implement this Grant.
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REQUIRED ATTACHMENTS
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	(2)  Written description of CGA previous experience with Federal and/or MEDC grants.  Identify any significant findings or delays.
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	(3)  Copy of Administrative Agreement (between UGLG and Certified Grant Administrator).
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