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Guidebook

Purpose of Request for Proposals (RFP)
The City of Garland annually receives Community Development Block Grant (CDBG), HOME
Infill (HOME) funds from the U.S. Department of Housing and Urban Development (HUD).
The City maximizes the benefits of these funds by partnering with local non-profit
organizations to conduct eligible Public Services activities and leverage funds. This booklet
contains information on CDBG and HOME eligible and ineligible activities, and the application
for submitting a proposal for Program Year 2015-2016 grants.
Funding Calendar
Public Information Meetings
January 19, 2016
January 19, 2016
January 21, 2016

6:30 p.m.
2:00 p.m.
6:30 p.m.

Public Input Questionnaires due
February 26, 2016

City of Garland 800 Main St, Garland
City of Garland 800 Main St, Garland
City of Garland 800 Main St, Garland

Due back to Housing and Community Services
800 Main St., Garland TX 75040

Grant Application Meetings
(Technical Assistance Staff – ALL APPLICANTS ARE REQUIRED TO ATTEND ONE MEETING)

February 10, 2016
February 11, 2016

2:00 p.m.
2:00 p.m.

City of Garland 800 Main St, Garland
City of Garland 800 Main St, Garland

Application Due Date
March 4, 2016

5:00 p.m.

City of Garland 800 Main St, Garland

City Council – Work Session
April 4, 2016
Regular Council Session
April 5, 2016

Applications delivered to Council

7:00 p.m.

Public Hearing

City Council – Work Session
April 18, 2016

Council Discussion

City Council Work Session
May 2, 2016

Council Discussion

Regular Council Session
May 3, 2016

7:00 p.m.

Submission to HUD
August 16, 2016

Adoption of Grant Allocations

Final Submission to HUD

**Dates and times are subject to modification.
Eligible Public Services
Public services are social service activities in the community that benefit low- to moderateincome citizens and may include, but are not limited to, services related to employment,
childcare, health, drug abuse, education, and energy conservation (see section 570.201 of the
CDBG Regulations).
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The following are examples of eligible CDBG public service programs:
 Services for homeless persons
 Employment services for individuals with disabilities
 Crime prevention for low-income youth
 Services for the elderly
 After school and child care programs
Eligible Housing Activities
Housing activities are limited to acquisition and construction projects that benefit low-to
moderate-income citizens. (HOME Regulations as 24 CFR Part 92)
The following are examples of eligible HOME Infill programs:
 Acquisition of land for redevelopment
 New construction of single family homes
 Down payment assistance programs
Ineligible Activities
Generally, the following types of activities are ineligible:
1. Acquisition, construction, or reconstruction of buildings for the general conduct of
government;
2. Political activities;
3. Certain income payments and construction of new housing by units of general local
government;
4. Substitution of CDBG funds for current levels of state or local governmental funding for a
service is prohibited.
Eligible Organizations
Non-profit organizations that deliver services to low- and moderate-income clients within the
City of Garland may apply for CDBG or HOME funding through the City of Garland’s
Housing and Community Services Department. All non-profit organizations must have an IRSgranted nonprofit status at the time of application to receive funding through the City of Garland.
Site Visits for New Applicants
New applicants include organizations that may have applied previously but have never been
funded by the City of Garland. These organizations may be selected for review and should
be prepared for staff to tour their facility, to observe current program activities, and to interview
and observe staff members involved in similar activities to the services in which they are
requesting funding. Additionally, at any time during the funding year, Housing and Community
Services feels that the organization begins to demonstrate substandard performance or has
concerns, HCS has the right to conduct an on-site monitoring.
Documentation of Client Eligibility
In accordance with CDBG regulation 24 CFR 570.506 (in the Guidebook), organizations must
acquire information to determine client eligibility, as well as for general reporting purposes.
These guidelines are discussed at the conclusion of the National Objectives section. A sample
Client Application Form is provided in the Guidebook as a documentation example.
Application
Organizations applying for CDBG funding for public services through the City of Garland
must complete the application and include applicable documentation. Please read the

application carefully and complete all sections relevant to your activity. Incomplete or late
applications will not be considered for funding.
Religious Organizations
Primarily religious organizations must meet conditions outlined at 24 CFR Part 570.200(j) found
in the Guidebook. An organization that participates in the CDBG program shall not, in providing
Program assistance, discriminate against a program beneficiary or prospective program
beneficiary on the basis of religion or religious beliefs and may not engage in inherently religious
activities, such as worship, religious instruction, or proselytizing as part of the programs or
services funded under this part. If an organization conducts such activities, they must be
offered separately, in time or location, from the programs funded by CDBG. Participation must
be voluntary for the beneficiaries of the HUD-funded programs.
Match Requirements
CDBG regulations do not require matching funds on behalf of the subgrantee as do some
federal programs; however, limited CDBG funds cannot support 100 percent of any program.
The City of Garland highly recommends that organizations provide leverage funds.
Leverage fund sources include contributions derived from nonfederal sources and the value of
third party in-kind contributions (i.e. volunteers, personnel, office space, materials, equipment,
and supplies). HOME regulations require a documented 25 percent match on all dollars spent.
Match can be in the form of in-kind donations, materials and construction labor.
Meeting a HUD National Objective
Public Service applicants must meet the National Objective regarding benefit to low- and
moderate-income persons in order to receive funding. Low- and moderate-income is defined as
being less than 80 percent of the median family income for the area. See the Guidebook for the
Income Limits Table. Under this objective, CDBG-assisted public service activities must benefit
low- and moderate-income persons using the Limited Clientele category (see below).
Please note: All information used to verify the program’s national objective criteria must
be documented, verifiable, and maintained in the subrecipients’ records on-site. Please
read details on documentation requirements below the subcategory description.
Limited clientele
Limited clientele activities benefit a limited number of people rather than everyone in a defined
area. At least 51 percent of those persons served must be low- and moderate-income persons.
These activities must meet one of the following criteria:
 Benefit a clientele generally presumed by HUD to be principally low- and moderateincome, i.e. abused children, elderly persons, battered spouses, homeless persons,
severely disabled adults, illiterate adults, persons living with AIDS, or migrant farm
workers; or
 Require information and documentation on family size and income in order to show
that at least 51 percent of the clientele are low- and moderate-income; or
 Have income eligibility requirements limiting the activity to low- and moderate-income
persons; or
 Be of such nature and in such a location that it can be reasonably concluded that the
activity’s clientele will primarily be low- and moderate-income; or
 Be an activity that provides job training and placement and/or other employment
support services when the percentage of low- and moderate-income persons
assisted is less than 51 percent. Examples include, but are not limited to, peer
support programs, counseling, childcare, transportation, and other similar services.
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[Note: Some restrictions apply to these activities. See §570.208(a)(2)(iv).]
Examples of limited clientele activities include:
- public services for the homeless,
- meals for the elderly, and
- job training services for severely disabled adults.
For each activity, one of the following types of documentation must be kept:
1. Documentation showing that the activity is designed to be used exclusively by a
segment of the population presumed by HUD to be low- and moderate-income
persons; or
2. Documentation describing how the nature and the location of the activity
establishes that it will be used predominantly by low- and moderate-income
persons; or
3. Data showing the size and annual income of the family of each person receiving
the benefit.
Grants Overview
Community Development Block Grant (CDBG)
The Community Development Block Grant (CDBG) Program is authorized under Title I of the
Housing and Community Development Act of 1974, as amended. The CDBG program grew out
of the consolidation of eight categorical programs under which communities competed nationally
for funds.
HOME Infill Program (HOME)
The HOME Infill (HOME) Program is authorized under Title II of the Cranston-Gonzalez
National Affordable Housing Act of 1990. The HOME Program mission is to expand the supply
of decent and affordable housing for low/moderate income persons.
Local governments participate in either the Entitlement Program (for cities over 50,000 in
population or urban counties with more than 200,000 people) or the States and Small Cities
Program (communities with populations of 50,000 or less).
The City of Garland automatically receives an annual allocation of CDBG and HOME funds.
The regulations implementing the CDBG Program are found at 24 CFR Part 570. To review
the regulations in their entirety, visit HUD’s website at www.hud.gov.
Consolidated Plan
The U.S. Department of Housing and Urban Development (HUD) requires all participating
jurisdictions to submit a long-range strategic planning document called a Consolidated Plan.
The City of Garland is currently functioning through its 2009-2014 Consolidated
Plan.
Consolidated Plans describe the housing and community development needs of the City of
Garland for a five-year period. This document represents the City of Garland’s vision for
improving the quality of life in the low-income areas of the city and provides details on how
specific goals will be accomplished. It is through the Consolidated Plan that the City of
Garland determines its funding priorities each program year. As conditions change, the
Consolidated Plan may be amended. The Consolidated Plan and other program information
may be found at www.cityofGarland.org/housing-Community-services.

Annual Action Plan
The Annual Action Plan is the annual update to the Consolidated Plan. The plan describes
resources available, how those resources are to be utilized, including funded projects, and the
geographic distribution of those resources. The planning process has been specifically created
to assist in mapping one-year actions for community development and making good use of
available federal, state, and local resources.
City of Garland Distribution of Funds
Projects must primarily benefit low- and moderate-income residents of the City of Garland.
Activities provided city-wide include public services, homebuyers’ assistance, housing
rehabilitation, and homeless prevention and assistance. Any funded public facility must be
located in a HUD-defined low to moderate income census block.
2015-2019 Consolidated Plan Measurable Objectives
By regulation, HUD grant funds must be used to meet the Measurable Objectives of the City of
Garland Consolidated Plan. Measurable Objectives are developed after an analysis of
existing conditions, community needs, and an extensive citizen participation process. City
Council priorities provide additional, ongoing direction for community development programs.
Below illustrates the priorities and goals outlined in the 2015-2019 Consolidated Plan.
Decent Housing DH-1 (Availability): Expand the supply of owner-occupied housing.


DH 1.1 - Coordinate construction of new homes.



DH 1.2 – Acquire and rehabilitate vacant, single family homes for sale.



DH 1.3 – Provide assistance for first time buyers.

Decent Housing DH-2 (Affordability): Provide a broad spectrum of housing programs to those who are
homeless or at risk of homelessness.


DH 2.1 - Improve transitional housing and emergency shelter operations.



DH 2.2 – Provide homelessness prevention services.



DH 2.3 – Promote rapid re-housing.

Decent Housing DH-3 (Sustainability): Assist low- to moderate-income income homeowners to maintain safe
and affordable housing.


DH 3.1 –Facilitate owner occupied single family rehabilitation.

Suitable Living Environment SL-1 (Availability/Accessibility): Foster healthy, stable and attractive
neighborhoods, access to quality public facilities, and blight removal.


SL 1.1 – Facilitate neighborhood Code Enforcement.



SL 1.2 – Facilitate neighborhood public infrastructure and improvements including water, sewer,
drainage, and sidewalks.



SL 1.3 – Facilitate general public and neighborhood facilities and improvements including ADA
improvements.
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SL-2 (Affordability). Assist residents with a broad spectrum of public services activities/enhance the living
environment of those in homeless shelters.


SL 2.1 – Facilitate public service activities including child care, mental health services, health services,
youth services, domestic violence services, substance abuse services, services for elderly, subsistence
payments.

Economic Opportunity EO-1 (Availability/Accessibility)(Economic Opportunity for Residents). Create
communities that facilitate residents to reach self-determination by creating, maintaining, or expanding
economic opportunities.


EO 1.1 – Facilitate Jobs skills training.



EO 1.2 - Provide assistance to existing businesses that create job opportunities for low income persons.

Objective O-3 (Sustainability) Administer grant programs.


O3.2 - Affirmatively further fair housing through education, outreach, investigation and enforcement.

Public Service Application Process
Process Overview
Generally, applications are accepted for Public Services on a yearly basis. CDBG Public
Services fund allocations may not exceed 15% of the total CDBG budget, and as such, are
allocated during the Annual Action Plan budget adoption process. If funds are made available
for such endeavors as Public Facilities, the City of Garland reserves the right to review
applications and make awards on an ad hoc basis.
Limitations of the RFP
The City of Garland’s Housing and Community Services Department reserves the right to
accept or reject any and all proposals received. In addition, the City of Garland reserves
the right to negotiate with all qualifying organizations or to cancel in whole or in part an
application if deemed in the best interest of City of Garland as it relates to the city priorities.
Eligible Applicants
Non-profit organizations, municipalities, and units of local government who deliver services to
low-income clients within the City of Garland’s service area may apply for funding. Each nonprofit organization must have its nonprofit status with supporting documentation from the IRS
at the time of application to receive funding through the City of Garland.
Minimum Criteria for Receipt of Funding
The proposed program/facility must:
 Provide services that benefit primarily low- to moderate-income persons residing in
the City of Garland;
 In the case of Public Facilities, be located in a low to moderate income Census
block;
 Meet at least one of the Consolidated Plan Measurable Objectives; and
 Meet a HUD National Objective.
Applicants must complete the application in a professional manner, with all sections properly
completed, as well as demonstrate knowledge in the proposed program or project type.
Organizations must demonstrate financial viability of their organization’s capacity to operate a

federally-funded program. City of Garland funds are provided to awarded projects on a
reimbursement basis only. This means that funds will be available to the organization after it
has paid for eligible project costs. However, no costs incurred prior to contract approval may be
reimbursed. A financially viable organization is one that is able to:
 Operate for a minimum of 90 days pending reimbursement without financial hardship;
 Demonstrate an existing and consistent cash flow; and
 Have a separation of duties for personnel time allocations, etc.
Organizations that are current sub-recipient agencies must be in good standing with the City of
Garland, (i.e. have no outstanding reporting delinquencies, outstanding monitoring findings,
or program capacity issues) in order to be considered for funding.
Conflict of Interest
The standards in OMB Circular A-110, Subpart C, provide that no employee, officer, or agent
shall participate in the selection, award, or administration of a contract supported by Federal
funds if a real or perceived conflict of interest would be involved. Such a conflict would arise
when an 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 in
the contract has a financial or other interest in the firm selected for an award.
Review Criteria
The review process for annual proposals requesting funding consists of a review by City staff
and City Council review and approval, and HUD review and approval.
1. Staff review verifies that the proposed activity or facility is an eligible use of HUD funds,
as determined by HUD guidelines. If a proposal is determined to be ineligible, the
applicant is informed, and the proposal is withdrawn from consideration. In cases where
there is uncertainty as to the proposal’s eligibility, the City’s HUD representative will be
consulted for a decision. Staff will evaluate proposals based on information provided in
the submitted application and will not request missing information.
2. Citizen input on the Action Plan is obtained through the public hearing process. Notices
are published in local newspapers in advance of all hearings, specifying date, time, and
proposed activities. The City Council approves the Annual Action Plan by resolution
following the public comment period. Each applicant agency will be notified in writing
regarding its grant application. Final approval of the Action Plan is completed by HUD. If
residents are unable to attend the public hearing, they may forward comments in writing:
Housing and Community Services
Department Attn: Mona Woodard
800 Main Garland, TX
75040
mwoodard@garlandtx.gov
Criteria for Decision Making
The City Council makes the final decisions regarding program funding, which are then
incorporated into the overall budget submitted to HUD in the annual Action Plan. Once funds
are received from HUD, the City executes contracts with each of the selected organizations. If
the approved funding level is different than that requested on the proposed budget, a revised
budget and performance measurement system must be submitted before a contract is
executed. This RFP does not commit the City to award a contract for any costs incurred in the
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preparation of this proposal. Furthermore, the City reserves the right to accept or reject any or
all proposals received through this request, to negotiate with a qualified source, or cancel in
part, or in its entirety this RFP if it is in the best interest of the City to do so.
Monitoring and Record Keeping
Contract Procedures
Mandatory training is held for public service sub-recipient agencies in September to provide
information that will enable them to carry out their contractual responsibilities. Information is
given on the proper completion of financial reports and the proper documentation required for
reimbursements. Required Monthly Reports are described. A description of the monitoring
process will be provided.
Contracts with organizations that are not sub-recipient agencies, such as developers and
businesses, will be negotiated individually with City staff.
Reporting for Disbursement of Funds
For Public Services awardees, the City will reimburse sub-recipient agencies each month for the
purposes and amount specified in the contract upon receipt of required documentation.

All funded organizations are required to submit their requests for reimbursement, if applicable,
and performance reports by the 10th of each month following the reporting period (i.e.,
invoices/documentation for activities in July are due by August 10). No reimbursements will be
paid without proof of payment.
Monitoring Reviews
Monitoring is an important component of the allocation process. Therefore, it is critical that the
City of Garland and its sub-recipient agencies maintain the appropriate documentation to
support their activities in accordance with Federal guidelines and the City of Garland Housing
and Community Services Department reporting requirements. Each month, all sub-recipient
agencies are required to submit documentation for the performance, eligibility,
reimbursement, and characteristics of individuals served (e.g. race, ethnicity). This information
is reviewed as part of the monthly desk review.
The City will conduct annual on-site monitoring of organizations. HUD representatives may also
make on-site visits as a part of their monitoring visits to the City of Garland. The Subrecipient Risk Analysis, conducted on CDBG public service providers, HOME funding
recipients, and ESG providers, establishes those that will receive on-site monitoring visits on a
priority basis (see Appendix B). The City’s Internal Auditor will assist with on-site monitoring in
certain circumstances. Client files may be reviewed by City staff to ensure compliance with
HUD guidelines. Organizations, by contract, must verify and maintain income data for each
client. These records must be maintained for 5 years after the end of the contract.
In conducting performance reviews, the City of Garland will rely on information obtained from
the sub-recipient agency’s performance reports, maintained records, findings from on-site
monitoring, and audit reports. Performance monitoring reviews typically result in a formal
written report from City of Garland summarizing the monitoring review and indicating whether
or not the sub-recipient agency was found to be in noncompliance with any applicable
regulations or requirements.
If findings or concerns are presented in a monitoring report, the sub-recipient agency is given a

specific time frame in which to respond to the reported deficiencies. In addition, the City of
Garland may either provide sub-recipient agencies with recommended corrective action or
require sub-recipient agencies to submit proposals for corrective actions for approval.
Recordkeeping
Accurate recordkeeping is crucial to the successful management of grant-funded activities.
Insufficient documentation is likely to lead to monitoring findings, and these findings will be more
difficult to resolve if records are missing, inadequate, or inaccurate. Organizations receiving
funding must complete an application for each individual and household client and maintain
supporting documentation in participant files. If it is determined at the time of monitoring that
supporting documentation is incorrect or insufficient, reimbursement will be denied for costs
associated with the ineligible expense(s).
Access to Records/Maintenance of Records
HUD and the Comptroller General of the United States or their authorized representatives have
the right to access Grantee and sub-recipient agency program records. Recipients of HUD
funds must keep documentation on funded programs for four years beyond the project/program
closeout.
Inadequate Performance or Non-Compliance
If a sub-recipient agency or its funded activity is found to be out of compliance with Federal
regulations or with any of the terms stipulated in the contract, funding can be withheld until
compliance is achieved. In the event that compliance cannot be achieved, funding may be
terminated. Additionally, funding may be withheld from any sub-recipient agency who does not
accurately submit monthly reports on time. Reimbursements will resume when there are
acceptable reporting procedures.
If performance is found to be substantially inadequate in meeting the stated objectives and
measures, the sub-recipient agency may be required to submit a written explanation.
Inadequate program performance may adversely affect future CDBG or HOME funding
requests to the City.
Performance Measurement System
Federal agencies are required to measure the outcomes of their programs to document program
effectiveness, increase service quality, and improve public accountability. Program results are
directly linked to funding decisions and public support for programs. HUD’s performance
measurement system provides a consistent method to access data from grantees and
aggregate the data nationally to demonstrate the positive impact CDBG and HOME is making
at a national level.
Recipients of CDBG and HOME funds will be required to meet one of the three outcomes and
one of the three objectives listed below. Additionally, specific indicators are required for
each activity based on the objectives and outcomes selected. Common indicators include
information such as number of persons served, number of jobs created, number of
housing units assisted, income levels of persons assisted, and race/ethnicity. City staff will
work with recipients of HUD funds to ensure that the requirements of the new performance
system are met.
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Objectives
Suitable Living
Environment

Decent Housing

Outcome 1
Availability/Accessibility
Accessibility for the
purpose of creating
suitable living
environments
Accessibility for the
purpose of providing
decent housing
Accessibility for the
purpose of creating
economic opportunities

Economic
Opportunity

Outcome 2
Affordability
Affordability for the
purpose of creating
Suitable Living
Environments
Affordability for the
purpose of providing
Decent Housing
Affordability for the
purpose of creating
Economic
Opportunities

Outcome 3
Sustainability
Sustainability
for the purpose of
creating Suitable
Living Environments
Sustainability for the
purpose of providing
Decent Housing
Sustainability for the
purpose of creating
Economic
Opportunities

For more information, see the HUD website at:
http://www.hud.gov/offices/cpd/about/performance/index.cfm
City of Garland Policies and Practices
Income Limits
Entitlement funds administered by the City of Garland are to be used for services to lowincome persons, as defined by HUD. Low income is defined as earning less than 80 percent
of the median family income (MFI). The table below denotes low-income limits for Program
Year 2015-2016 which are subject to change for PY 2016. The City of Garland requires
all income calculations must meet Part 5 qualifications.
# in Household
$
<80% Mod

1
39,450

$

2
45,000

3
$ 50,700

4
$ 56,300

$

5
60,850

$

6
65,350

$

7
69,850

$

8
74,350

Section 3 Requirements
Section 3 of the Housing and Urban Development Act of 1968 requires that employment and
other economic opportunities generated by U.S. Department of Housing and Urban
Development (HUD) financial assistance, such as Community Development Block Grant
(CDBG), shall to the greatest extent feasible, and consistent with existing Federal, State, and
local laws and regulations, be directed to low- and very low-income persons, particularly those
who are recipients of government assistance for housing, and to businesses which are located
in or owned in substantial part by persons residing in the area of the project.
Section 3 compliance must be adhered to by any public, private, or non-profit agency that is a
recipient of over $200,000 in HUD funding for certain construction-related projects. Additionally,
these recipients’ contractors and subcontractors who receive contracts or subcontracts of
$100,000 or more must also comply with Section 3.
The following are types of Section 3 covered assisted projects:
 Housing rehabilitation;
 Abatement of lead-based paint hazards (excluding routine maintenance, repair and
replacement);
 Housing construction; and
 Other public construction, including, but not limited to, public facilities and infrastructure
projects.

Davis-Bacon Labor Act Summary
 Contractors with a history of non-compliance cannot participate in federally-assisted
projects,
 Workers must be paid weekly wages set by the Department of Labor and get overtime at
time-and-a-half for hours worked beyond a forty-hour week,
 No laborer or mechanic may be forced by their employer to work in conditions that are
unsanitary, hazardous, or dangerous to the worker’s health and
 The grantee will monitor compliance through contractor reports and on-site interviews
with workers.
There are different thresholds for CDBG and HOME-assisted projects. The following
information is provided as general guidance.
CDBG and Davis-Bacon
 CDBG-funded construction or rehabilitation of properties with eight or more residential
units,
 Other construction projects using over $2,000 in CDBG funds. This could include public
improvements to neighborhoods or housing projects, such as streets or sidewalks,
 Clearance of land or site improvements with CDBG funds which will ultimately result in
eight or more units (or homes) being built on the project site or which will be used for
public improvements such as a park or parking lot.
DUNS Number
HUD now requires a DUNS number to track some federally-funded projects. The DUNS
number is a unique nine-character number that identifies your organization. It is a tool of the
Federal government to track how Federal money is distributed. Most large organizations,
libraries, colleges, and research universities already have DUNS numbers. Ask your grant
administrator or Chief Financial Officer to provide your organization’s DUNS number.
If your organization does not have a DUNS number, use the online registration to receive one
free of charge. http://fedgov.dnb.com/webform/
The information you need to get your DUNS number is:
Name of organization
address
Name of the CEO/organization owner
Legal structure of the organization (corporation, partnership, proprietorship)
Year the organization started
Primary type of business
Total number of employees (full and part time)
Obtaining a DUNS number places your organization on D&B’s marketing list which is sold to
other companies. You can request not to be added to this list during your application.
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