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CHAPTER 4. TECHN CAL ASSI STANCE PRQIECT DEVELOPMENT

4.1. SCOPE. The purpose of this chapter is to describe
various aspects of the technical assistance project
devel opment process. The nore inportant functions of
proj ect devel opnent are covered in this chapter and in
exhibits to this Handbook. This chapter should be used in
conjunction with the TA regul ati on, and HUD Handbooks
2210. 3, 2210.17, and 2210.13 cited in Paragraph 1-3 of this
Handbook.

4-2. PROPCSALS/ APPLI CATI ONS. Conpetitive technical assistance
proposal s/ applications are received in response to specific
solicitations. Unsolicited proposal s/applications are
recei ved through the unsolicited proposal process on a
conti nui ng basi s.

a. Conpetitive Proposal s/ Applications. Conpetitive
proposals for a contract are obtained through the
i ssuance of a Request for Proposals (RFP). Conpetitive
applications for a grant or a cooperative agreement are
obt ai ned t hrough the issuance of a Request for G ant
Applications (RFGA) or a Request for Cooperative
Agreenent Applications (RFCAA), respectively.

b. Unsol i cited Proposal s/ Applications. Unsolicited
proposers or applicants submit a proposal or
application on his or her own initiative follow ng the
Gui delines for Submtting Unsolicited Proposals:
Conmuni ty Devel opnent Techni cal Assistance Program
bookl et .

4-3. SELECTI ON PROCESS. Conpetitive and unsolicited proposals
or applications are selected in accordance with the CDBG
Techni cal Assistance Program Regul ati ons, applicable
requi renents of the Federal and HUD Acqui sition Regul ations,
HUD policies and procedures handbooks for procurenment and
di scretionary grants and cooperative agreenents.

a. Criteria for Selection of Proposal s/ Applications.
Conpetitive proposal or application selection is based
on the selection criteria published in the solicitation
docunent. In addition, RFGAs and RFCAAs nay use
program policy factors to deternine a range of projects
whi ch woul d best serve program obj ectives. These
"policy factors”™ will in no way work as sel ection
criteria or be seen as additional criteria not subject
to publication. A discussion of programpolicy factors
may be found in Handbook 2210.17, paragraph 2-10.
Unsolicited proposal or application selection is based
on the selection criteria published in the Technica
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Assi stance Regul ations, 24 CFR Part 570.402(g)(1).
Al so, the selection criteria for solicited

appl i cations/ proposal s are based on the sel ection
criteria published in 24 CFR Part 570.402(g)(2).

Revi ews of Proposal s/ Applications. Prelimnary, |egal
and full, conprehensive technical reviews are conducted
of technical assistance proposal s/ applications.

(1) A Prelimnary Review is conducted of both
competitive and unsolicited
proposal s/ applicati ons.

(a) Conpetitive Proposal s/ Applications. A
prelimnary review is conducted by OPC
and/ or the GIR of each conpetitive
proposal /application to deternmine if it
is conplete and the proposer or applicant
is eligible.

If the proposal or application passes the
prelimnary review stage, it is fully
revi ewed and eval uated by nmenbers of a
Techni cal Eval uation Panel (TEP) or

Sour ce Eval uation Board (SEB) appoi nted
by the Assistant Secretary for CPD

During the prelimnary review stage, in
no case will a reviewer obtain additiona
i nformati on froma proposer or applicant.

(b) Unsolicited Proposal s/ Applications. A
prelimnary review is conducted by the
Techni cal Assi stance Division of
unsolicited proposals or applications to
det er mi ne whet her the proposal or
application contains sufficient technica
or cost information, nmeets the technica
assi stance regulatory requirenents in 24
CFR Part 570. 402.

During the Prelimninary Review stage, a
fourteen point "Prelimnary Review'
Checklist (See Exhibit 4-1) is used to
record and docunent the technica
assistance staff's determination that the
above requirenments and criteria have been
met for a full, conprehensive technica
review.
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After the application or proposal passes
the Prelimnary Review Stage, reviewers
are selected fromoffices with oversight
responsibility, individuals with
techni cal expertise, experience, or

i nformati on necessary to conduct a ful
and conpl ete revi ew.

A Legal Review is conducted of unsolicited
proposal s or applications as required.

For competitive proposals or applications, a
| egal adviser serves as a nenber of the
techni cal eval uati on panel or source

eval uati on board during the technica
revi ew process.

A Full, Conmprehensive Technical Reviewis
al so conducted of both conpetitive and
unsol i cited proposal s/ applications.

(a) Each conpetitive proposal or application
is evaluated in conformty with the
Techni cal Assi stance Regul ati ons,

Federal and HUD Acqui sition Regul ations,
HUD Procurement and assi stance handbook
requirenents, and the factors for award
publi shed in Requests for Proposals and
Requests for Grant or Cooperative
Agreenent Applications.

(b) Unsolicited Proposal s/ Applications.
When an unsolicited proposal or
application neets the Technica
Assi st ance Regul ation requirenents,
and passes the prelimnary review stage,
a full, conprehensive technical review
i s conducted using the "Technica
Assi st ance Proposal Revi ew and
Recomendati on" form (See Exhibit 4-2).
This formassists reviewers in
eval uati ng and docunenting the extent to
whi ch the proposal or application under
review neets programmatic factors and
other factors required by paragraph
2-11.d of HUD Handbook 2210. 17
recording of their strengths and
weaknesses, and their reasons for
recomendi ng for or against funding the
proposal or application
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(4)

Techni cal Assi stance Program Reconmendati ons
(Unsolicited Proposals). The Ofice of
Techni cal Assistance prepares a deci sion
abstract for the Secretary/ Assistant
Secretary for each unsolicited

proposal which has received a full,

compr ehensi ve technical review

(a) Each abstract, in general, includes a
proj ect description, a budget by tasks,
a decision abstract, and an executive
summary.

1 A Project Description is devel oped
for each reviewed project and
i ncludes information on the
proposer/applicant; title of the
proj ect; anount of the funding
source(s); a project narrative;
val ue of the project to the
Department in furthering the TA
strategy; strengths and weaknesses
identified by the reviewers; and
the reasons for recommendi ng for or
agai nst fundi ng by each revi ewer.

2 A Budget by Tasks is devel oped for
each project for review by the
Secretary/ A'S for CPD.

3 A Decision Abstract is devel oped
for each project for review by
Secretary/the A/S for CPD. The
deci si on abstract includes the
i ssue(s) to be decided; provisos
for resolutions; pros/cons; and the
need and/or urgency of funding the
proj ect .

Each decision abstract is
acconpani ed by a project
description, budget by tasks, and
an executive summary to assist the
Secretary in making a fully,

i nformed decision with respect to
sel ection of projects for funding.
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4 An Executive Summary is devel oped
to highlight the major aspects of
each reconmended project under



revi ew.

(5) Techni cal Assi stance Program Reconmendati ons
(Conpetitive Initiatives). The Ofice of
Techni cal Assistance prepares a deci sion
abstract for the Secretary/Assistant
Secretary for each conpetitive initiative
identified in the TA strategy or devel oped by
a programoffice as a proposal to further the
strategy. Each abstract includes the title
of the project; a brief description of the
wor k tasks to be undertaken; a Governnent
estimate of the cost of the project; and the
val ue of the project to the Department in
furthering the TA Strategy.

APPROVED TA PRQJECTS. Upon receipt of the Secretary's/

Assi stant Secretary's approval of the TA project, the
followi ng itens nust be conpleted: resolution of

secretarial provisos, preparation of a Request for Services
package, conpletion of a final witten deternination of the
proposal or application and related materials for funding.

a. Secretarial Provisos. Any proposal or application
approved by the Secretary/Assistant Secretary with
provi sos nust be resolved by the GIR or designee
prior to funding.

A witten determnation is prepared describing how each
provi so has been satisfactorily resolved. A copy of
the determ nation resolving the provisos is submtted
to the Contracting Oficer with the Request for

servi ces package

b. Request for Services (RFS). A Request for Services
package is conpleted by the Technical Assistance
Division (TAD) for each technical assistance project
approved by the Secretary/Assistant Secretary for

f undi ng.

The RFS package includes, but is not linmited to, the
fol | owi ng:

(1) Request for Services Menorandum HUD Form 522

(See Exhibit 4-3) is conpleted, signed and dated
by the appropriate officials.
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(2) Statement of Work (SON is devel oped by tasks
and/ or subtasks with performance requirenents,
products, or deliverables.



4-5. NOTI FI CATI ON

wi | |

(3) Proposed Budget Estimate is costed out
by tasks as well as broken down by major cost
el ement s.

(4) Proj ect Managenent Pl an descri bes how t he
proposer/applicant will carry out the project
activities.

(5) Factors for Award are included for competitive
requirenents with wei ghts assigned

(6) Funds Reservation and Contract Authority, HUD
Form 718, is conpleted with appropriate
si gnat ures

(7) A Special Requirenment: Were under the terns
of the funding award the recipient of the
funding is to select the recipients of the
techni cal assistance to be provided, the
fundi ng reci pient shall publish, and publicly
make avail able to potential technica
assi stance recipients, the availability of
such assistance and the specific criteria to
be used for the selection of the recipients to
be assi sted.

Witten Determ nation. To ensure that the sel ection
process concerns have been adequately addressed, a
final witten deternmination is made using the
"Comuni ty Devel opment Techni cal Assi stance Program
Checklist for RFS's to OPC' (See Exhibit 4-4). This
determ nation covers such itens as secretaria

provi sos, CDBG nexus, clarity of SON PMP, GIR
training, level-of-effort analysis, and the

conpl eteness of the Request for Services package.

HUD provide notification of whether a project
be funded or rejected in accordance with 24 CFR Part

570.402 (h) (4) (i) (2)

4-6. RESPONSI BI LI TI ES

a. Director, OTA, is responsible for devel oping fina
deci sion abstracts for review and approval or
di sapproval by the A/S for CPD and the Secretary.
10/ 90 4-6
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b. Director, TAD, is responsible for

(1) Processing unsolicited proposals or

applications for a prelimnary review and the

full, conprehensive reviews. Preparing/



assuring adequacy of Statenents of

Work, Notices of Fund Availability and

rel ated docunents for conpetitive projects
and chairing/serving on the Technica

Eval uati on Panels (TEP) and Source Eval uation
Boar ds ( SEB)

(2) Conpl eting the Request for Services package
for each project approved by the Secretary.

(3) Making a final review and witten
determ nation that concerns raised during the
sel ecti on process have been adequately
addressed prior to subm ssion of the RFS
package to the O fice of Procurenent
and Contracts.

C. The Regi onal Administrator is responsible for

(1) Ensuring that a tinely review is conducted of
of proposals or applications assigned his/her
Regi on.

(2) Ensuring that all secretarial provisos and
ot her concerns raised during the selection
process have been adequately addressed prior
to submi ssion of the RFS package to the
Regi onal Contracting Oficer

d. The GIR is responsible for:

(1) Revi ewi ng proposal s/ applications and nmaki ng a
recommendati on for or agai nst funding.

(2) Making a final review of the SONfor clarity,
conci seness, and conpl et eness.

(3) Resolving to the satisfaction of the
Assi stant Secretary for CPD all provisos
prior to submission of the Request for
Servi ces package for signature.

(4) Devel oping a position with respect to the
approxi mate | evel -of-effort analysis of the
nunber and types of personnel proposed, the
| abor - hours or personnel days, and so on
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Level -of -Ef fort Budget Wrksheets and
Instructions (Exhibit 4-5) are used for this
anal ysi s.
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(5) Reviewing the accuracy and approving of the
Proj ect Managenent Pl an, and any revisions
t her eof .

(6) Serving on/chairing the Techni cal Eval uation
Panel (TEP) and Source Eval uation Board (SEB)
for conpetitive proposals or applications.

The General Counsel is responsible for

(1) Reviewing statenents of work for |egal
sufficiency as requested.

(2) Serving as legal advisor to the TEP or SEB
for conpetitive proposals or applications
under review.

The Contracting/ Gant/ Cooperative Agreenment O ficer
(Headquarters OPC and Regional Ofices) is responsible
for serving as advisors to the Technical Eval uation
Panel s (TEPs) and Source Eval uati on Boards (SEBs),
negotiating the final agreenment between HUD and the
techni cal assistance provider, and adm nistering the
resul tant grant, contract a cooperative agreenent.
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