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CHAPTER 3. MANAGEMENT OF FHEO MONI TORI NG ACTI VI TI ES

THE MONI TORI NG PROCESS. Monitoring is an ongoi ng process of
revi ewi ng recipient performance which uses all avail able data
in order to nake judgments about grantee performance, and to
secure renedial actions that may be necessary as a result of
deficiencies reveal ed by such data. Data may be obtai ned
through a review of the Grantee Performance Report (GPR) and
other reports subnitted to the Area Ofice, through visits to
a locality, on-site reviews and contacts with civil rights and
ot her conmunity organi zati ons.

a. Information Sources in the Area Ofice. Al data avail able
in the Area Ofice should be used to track grantee perfornmance.
The sources of information avail able for review and
anal ysi s i ncl ude:

(1) The FHEO Community Profile;

(2) The Gantee Performance Report or other periodic
reports (including reports required for action grants,
the Secretary's Discretionary Fund, Section 312 | oans
and Urban Honest eadi ng Prograns);

(3) Approved applications and anmendnents;
(4) Gant contract(s) or agreenment(s);

(5) Monitoring visit reports, copies of Area Ofice letters
to recipients regarding past nonitoring findings, and
responses fromthe recipient indicating actions taken
or to be taken relative to these findings (witten
responses, notes fromArea Office neetings with grantee
representatives, etc.);

(6) Citizen and adm nistrative conplaints, including
grant ee response to such conplaints and Area Ofice
findings relative to this response;

(7) Litigation;

(8) Annual in-house review,

(9) Request for paynent on Letter of Credit and Status of

Funds Report, SF 183, requests for release of funds,
and credit reports;
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(10) Housi ng Devel opnent files and conputer printouts
i ndi cating | ocations of HUD- assisted housing;

(11) Housi ng Managenent files and conputer printouts
i ndi cating racial occupancy in and |ocations of
HUD- assi st ed housi ng;

(12) O her information available fromthe Econonmi c and
Mar ket Anal ysis Division and the CPD Division which
may be relevant to a grantee's conmunity devel opnent
pr ogr ans.

(13) Area Ofice Selected Cities Review form (prepared by
Area Ofice for the Headquarters CPD Selected Cities
meetings), including the FHEO data prepared for FHEO
participation in these neetings.

(14) FORMS/ CPD Managenent |nformation System

b. Oher Sources of Information. |In addition to the above,
the follow ng sources can provide inportant data with
respect to the FHEO concerns in CPD prograns:
(1) Regional FHEO Conpl aint |nvestigation Findings, if any;
(2) Regional FHEO Compliance Review Findings, if any;

(3) Fair housing or other civil rights organizations active
inthe localities selected for nonitoring; and

(4) Organizations in CDBG nei ghborhoods.

PREPARATI ON OF ANNUAL MONI TORI NG PLAN. One nonth after receipt
of the Qperating Plan, the Director, FHEO Division shall prepare
and distribute a nonitoring plan for the fiscal year based on
the criteria in paragraph 3-3. The nonitoring plan shall
include the CPD prograns to be nonitored (e.g., CDBG UDAG
Urban Honest eadi ng) and shall identify the nunber and nanes of
grantees to be visited for each program during each quarter.

a. Quarterly Schedule. A nore detailed schedule shall be
prepared for each quarter showi ng the foll ow ng:

(1) Specific grantees to be nonitored;
(2) Month in which the grantees are to be visited;

(3) Wether visit will be as part of an Area Ofice team
or conducted by FHEO staff separately;
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(3-2) (4) Activities and specific FHEO areas w thin each program
to be nonitored by FHEO staff; and

(5) FHEO staff to conduct the visit.

b. Scheduling Factors. |In accordance wi th CPD Handbook 6509. 2
REV Chapter 2, paragraph 2-3(b), the CPD Division Director
shall consult with the FHEO Division concerning the scheduling
of monitoring visits. In preparing its own plan, the
FHEO Di vi si on shoul d consi der CPD plans and i s encouraged
to participate as a nenber of an Area Ofice teamon
schedul ed nonitoring visits. However, FHEO staff also may
conduct monitoring visits independently. |In addition to
the criteria in paragraph 3-3 of this Handbook, factors to
consider in preparing the plan and quarterly schedul es are
as foll ows:

(1) Application subm ssion dates of grantees;

(2) Workload as determ ned by projected schedul es for
submi ssi on of applications for comunity devel opnent
and/ or housi ng prograns;

(3) Availability of staff;

(4) Travel funds;

(5) Possibility of conducting concurrent nonitoring of
several prograns; e.g., CDBG Section 8 Existing
Housi ng (Equal Opportunity Housing Pl an), and UDAG

(6) Coordination with schedul ed Regi onal conpliance
reviews; and

(7) Coordination with scheduled CPD nonitoring visits,
wher e possi bl e.

c. Distribution of Annual Plan and Quarterly Schedules. No
| ater than 30 days after receipt of the Operating Plan, a
copy of the FHEO annual nonitoring plan nust be provided to
the offices listed below No |ater than 15 worki ng days
prior to the begi nning of each quarter, a copy of the
quarterly schedul e should be provided to:

(1) CPD Division Director
(2) Oher Area Ofice entities, as needed;

(3) FHEO Regional Director
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(4) Headquarters, FHEO Ofice of Managenent and Field
Operations, Field Support and Eval uation Division

Quarterly Review of Annual Plan. Prior to the beginning of
each quarter, the annual nonitoring plan for the renainder
of the year should be reviewed and anended if necessary.
Copi es of each quarterly plan shall be distributed as
described in subparagraph 3-2c no later than 15 working
days prior to the beginning of the quarter.

3-3. CRITERI A FOR SELECTI ON OF GRANTEES TO BE VI SI TED. The FHEO
Director shall select those grantees to be visited based on the
current year's Qperating Plan and the criteria set forth bel ow
The criteria listed are not presented in order of priority.

a.

Grantees that were required during the current program year
to subnmit a special assurance in addition to certification(s)
of conpliance with fair housing and equal opportunity
requirenents;

Grantees that were subject to program adjustnments or grant
conditions relating to fair housing and equal opportunity
requi renents; or have unresol ved FHEO nonitoring findings
relating to one or nore aspects of their CDBG UDAG or other
CPD prograns;

Grantees that, based on residential patterns, denographic
characteristics, history relating to civil rights matters,
hi gh | evel of participation in HUD prograns or problens in
speci fic program areas, should be visited by FHEO staff.
Probl ens in program areas m ght include | ocal assisted
housing site selection practices or policies, displacenent
and relocation activities that heavily affect mnority
househol ds, or patterns in city enploynent or in assisted
housi ng that have resulted in UDAG threshol d deterni nations
of ineligibility.

Grantees that are undertaking activities which are likely
to have a significant inpact on minorities;

Grantees that have been identified by the Assistant
Secretary for FHEO for concentrated FHEO activities; and

Grantees that have administrative conplaint(s) relating to
fair housing and equal opportunity matters.
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PRE- VI SI T PREPARATI ON. Wen FHEO staff is to participate in a
visit to a CPD grantee as part of an Area Ofice Monitoring
Team the CPD Division shall be responsible for coordinating
the pre-visit activities. Wen FHEO staff only is involved in
a visit, the staff doing the nmonitoring is responsible for
conmpleting the pre-visit preparation. The Director, CPD

Di vi sion, or his/her designhee, should be advised of all
schedul ed visits.

a. Persons doing the nonitoring are responsible for review ng

HUD s grantee file, with special attention given to previous

nonitoring reports, grantee reports, approved applications
and anendnents, special assurances, contract conditions,
and audit(s). It is useful to prepare a sunmary show ng
the followi ng major itens:

(1) Status of actions taken to correct previous FHEO
nmoni tori ng findings;

(2) Status of actions taken to carry out special assurances;

(3) Status of contract conditions;

(4) Status of any related law suits or anticipated
litigation;

(5) Status of FHEO related audit findings

(6) Citizen and administrative conmplaints related to FHEO
concerns;

(7) Status of Title VI or Section 109 Vol untary Conpliance
Plans, if any; and

(8) Any known or suspected problems related to FHEO
concerns.

b. Al FHEO participants should be thoroughly fanmliar with

the grantee file. An agenda should be established including

the specific areas to be monitored by each team partici pant.
Especially where FHEO is participating in an Area Ofice
teamvisit, care should be taken to avoid duplication of
each other's work and unnecessary use of grantee staff tine.

c. The visit should be arranged as far in advance as possible.
The grantee shoul d be advised of the areas to be nonitored,
the nanes of the HUD participants, the dates of the visit,
who on the grantee's staff should be available, and which
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files or information will be reviewed. Wen conducting

an on-site review i ndependently, FHEO staff are responsible
for pre-visit arrangenents. Prior confirmation of the visit
shoul d be made with the grantee. |If a letter is sent to the
grantee, a copy should be provided to the Director, CPD

Di vi si on.

MONI TORING VISIT. Wen conducting a nonitoring visit, the
foll owi ng steps should be foll owed by FHEO staff:

a. Meet with appropriate local officials and explain the
visit's purpose and schedul e;

b. Review pertinent grantee files, including third party
contractors' files, for required docunentation and to
verify the accuracy of information provided to HUD;

c. Interview appropriate nmenbers of the grantee's staff and,
as appropriate, third party contractor staff;

d. Interviewrepresentatives of civic, civil rights, wonen and
mnority organi zations to discuss the grantee's perfornance.
(Exanpl es of such groups include the National Association
for the Advancenent of Col ored People, The U ban League,

The Hi spanic Federation | ocal Human Rel ations

Conmi ssi ons, Legal Services and fair housing organizations,
Citizens Planning and Housi ng Associ ati ons, League of W nen
Vot ers) ;

e. Visit project sites for a sanple of the projects and
activities selected initially for nonitoring. Based on the
exam nation of the grantee's files, interviews with grantee
staff, and citizen interviews, the need for visits to other
project sites may be indicated;

f. Discuss with the grantee any di screpancy anong data resulting
fromthe files exam nation, interviews, and visits to
project sites; and

g. Ofer to nmeet with the chief elected official and the
grantee staff prior to concluding the visit for the purpose
of sharing proposed nonitoring findings and receiving
grantee comments, if any.
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3-6. CONSULTATI ON W TH GRANTEE PRI OR TO | SSU NG MONI TORI NG LETTER
It is essential that the conclusions reached after the
monitoring visit are supported by accurate information
Therefore, prior to issuing the nonitoring letter, the FHEO
staff shall consult with the grantee to clarify observations
and findings. The grantee should be afforded an opportunity to
provi de additional information or explanation of factors to be
consi dered by FHEO staff prior to the devel opnent of nonitoring
concl usi ons and the preparation of the nonitoring letter. Such
consultation may be in the formof an exit interview, additiona
neetings or a tel ephone conversation

3-7. DOCUMENTI NG MONI TORI NG CONCLUSI ONS.  After consultation with
the grantee, a nonitoring letter to the grantee shall be sent
reporting the results of the nonitoring visit.

a. Content of Monitoring Letter. The nonitoring letter shal
i nclude the follow ng el enents:

(1) Gant nunber of each grant nonitored;

(2) Area Ofice staff who nonitored

(3) Date of visit;

(4) Scope of monitoring, including areas nonitored (e.qg.
benefits to mnorities, fair housing actions, grantee
enpl oynent) and projects nonitored (if not all projects
wer e nonitored);

(5) Monitoring conclusions (both positive and negative)
supported by facts considered in reaching the

concl usi ons;

(6) Specific corrective and renedial action required, if
any;

(7) Due date of corrective and remedi al action; and

(8) If appropriate, offer of technical assistance.
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(3-7) b. Mnitoring Letter Resulting fromArea Ofice TeamVisit in
whi ch FHEO Partici pates. When the nonitoring visit was a
teamvisit, a single nonitoring letter should be sent to the
grantee. A nmenorandum outlini ng FHEO nonitoring concl usi ons
and recommendations, if any, shall be sent fromthe FHEO
Director to the Area Manager, Attention CPD Director. The



contents of the FHEO nmenorandum shall be incorporated into a
single nmonitoring letter coordinated by CPD. Prior to the
signature of the Area Manager, or designee, the FHEO
Director shall be given an opportunity to concur in the
letter. |If the FHEO Director does not concur, the reasons
for the nonconcurrence shall be docunented in a nenmorandum
to the Area Manager, with a copy to the CPD Director.

Monitoring Letter Resulting fromVisit Conducted by FHEO

| ndependently. |f FHEO staff conducted an independent
Visit, the FHEO Director shall assign responsibility for
preparing the nonitoring letter. Prior to the signature of
the Area Manager, or designee, the CPD Director shall be
provi ded an opportunity to concur in the letter. |If the
CPD Director does not concur, the reasons for nonconcurrence
shal | be docunented in a nenorandumto the Area Manager,
with a copy to the FHEO Director.

Timng of Monitoring Letter. Follow up should occur as
early as possible, particularly if there are nmajor findings.
Generally, the nonitoring letter should be sent 15 cal endar
days after conclusion of the nonitoring visit. A |onger
period may be permitted for grantees with | arge prograns

or when several grantees are nonitored on a single trip.

In no case should the time between the visit and the

date of the letter exceed 25 cal endar days.

Distribution of Monitoring Letters and Documentation. The
FHEO Di vi si on shall receive and maintain copies of all
correspondence relating to FHEO nonitoring concl usions.
Letters to grantees reporting the results of a nonitoring
visit must be maintained in Area Ofice Gantee files as
well as within the FHEO Di vi si on.

(1) Distribution of Letters. Mnitoring letters should be
distributed as foll ows:

(a) Area Ofice Director of CPD Division.

(b) Regional Director of FHEO
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(c) Headquarters, FHEO Ofice of Managenent and Field
Coordi nati on, where there is a need for corrective
action in FHEO-rel ated matters.

(2) Oher Docunentation Related to Monitoring Letter. In
addition to recording nonitoring conclusions in a
letter to the grantee, other significant actions and
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decisions related to FHEO nonitoring should be
docunented. This would include the foll ow ng:

(a) Any decisions by the Area Manager to override FHEO
staff nonitoring conclusions or recommendations
for corrective and renedial actions. A copy of
t he nmenorandum expl ai ni ng the override shall be
forwarded to Headquarters, FHEO Ofice of
Management and Fi el d Coordinati on.

(b) Updated data on the FORMS/ CPD nanagenent
informati on systemto record FHEO nonitoring
visit, conclusions and foll ow up actions.

FOLLOMUP ACTION. The FHEO Division Director shall ensure that
FHEO staff followup on any corrective action relative to FHEO
nonitoring findings. Followup activity shall be coordinated
with CPD. If a single letter was sent following a teamvisit,
the CPD representative will performitens "a" and "b."

a. In the event that the grantee fails to neet a due date for
corrective action, a tel ephone call is appropriate and
shal | be docunented

b. If the grantee has not responded within 30 days after the
date the grantee was required to take corrective action, a
|l etter shall be prepared for signature by the Area Manager
The letter shall request the status of the required action
and warn the grantee of the possible consequences of failure
to conply as provided under applicable regulations. A copy
of the followup letter shall be provided to CPD. If the
followup letter is prepared by the CPD representative, a
copy of the letter shall be provided to the FHEO Director

c. The grantee's proposed corrective and renedi al action
responsive to areas of equal opportunity concern shall be
reviewed by FHEO staff. The reviews are to be conpleted
within fifteen cal endar days of receipt of the grantee's
proposed actions. |If the FHEO revi ew indicates that the
action was |l ess than satisfactory, a letter shall be
prepared to the grantee which specifies needed additiona
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action and the due date for such action. |If these
additional actions are to be incorporated in a single

|l etter coordinated by CPD Division, the FHEO Director shal
be provided an opportunity to concur. |If the FHEO Director
does not concur, the reasons for the nonconcurrence shal

be docunented in a nmenorandumto the Area Manager, with a
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copy to the CPD Director. The letter shall be signed by
the Area Manager or designee. |If the letter is prepared by
FHEO Director, the Director of CPD shall be provided an
opportunity to concur. |If the CPD Director does not concur,
the reasons for nonconcurrence shall be docunented in a
menorandumto the Area Manager, with a copy provided to the
Di rector FHEO

d. A new due date may be established subject to good faith
efforts by the grantee to resolve the findings. A followup
visit nmay be necessary to verify corrective action or to
provi de techni cal assistance when the grantee has been
unabl e to resolve or correct the finding.

CLOSI NG MONI TORI NG FI NDI NGS. The FHEO Di vision shall receive
and naintain copies of all correspondence relating to FHEO
nonitoring findings. Wen review of docunentation of grantee
corrective action indicates satisfactory action, a letter shall
be prepared fromthe Area Manager to the grantee stating that
the findings are closed. In the CDBG and UDAG prograns, the
date the finding was cleared shall be recorded in the FORMS/ CPD
system

MONI TORI NG ACTI VI TI ES TRACKI NG SYSTEM A system for tracking
the status of FHEO nonitoring activities nust be established by
the FHEO Division. |In addition to serving as a nanagenent t ool
for the FHEO Division Director, the systemw || be the basis for
periodic reporting which may be requested by Headquarters. The
FORMS/ CPD managenent information system can be used as the
tracking system The Area Ofice FHEO Monitoring Activities
Tracki ng System naintai ned by the FHEO Di vision shall contain
as a minimumthe data el enents |isted bel ow

a. Gantee nane.

b. Gant nunber.

c. Date of FHEO nonitoring.
d. Type of FHEO fi ndi ng.

e. Positive finding(s).
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f. Type deficiency(ies).
g. Type of action(s) taken.

h. How resol ved.
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COORDI NATI ON OF AREA OFFI CE MONI TORI NG AND REG ONAL OFFI CE
COWPLI ANCE ACTIVITY. Area Ofice FHEO nonitoring activity and
Regi onal O fice conpliance activity are based on the sanme |ega
authorities; however, there are significant differences in the
purpose and in the corrective and renedi al actions which nay be
taken as a result of nonitoring and as a result of conpliance
findings. Information gained as a result of nonitoring activity
may result in conpliance activity; information gained as a
result of conpliance activity may generate Area O fice nonitoring
activity. dose coordination between the Area Ofices and

Regi onal O fices is necessary.

a. The purpose of Area Ofice FHEO nonitoring activity
is set forth in paragraph 1-1(a), (b) and (c). Corrective
and renedi al actions which nmay be taken based on FHEO
nmoni toring findings are those programmatic actions
aut hori zed by HUD regul ations applicable to the individua
prograns listed in paragraph 1-2. Types of corrective and
renedi al actions are discussed in Chapter 6. Information
gained as a result of nonitoring nay be referred to the
Regi onal O fice of FHEO for possible conpliance actions.
Referral to the Regional Ofice for a conpliance review
shal |l not substitute for action by Area Ofice FHEQO

b. Mnitoring by the Area Office FHEO staff is carried out
pursuant to the Secretary's application and review
responsibilities under the requirenments of Section 104 of
Title | of the Housing and Comunity Devel opment Act of 1974.
Regi onal O fice FHEO conpliance reviews carry out the
Secretary's responsibilities, as delegated to the Assistant
Secretary for Fair Housing and Equal Opportunity, to enforce
t hrough conpliance procedures Title VI of the Cvil Rights
Act of 1964, Section 109 of the Housing and Community
Devel opnent Act of 1974, Section 504 of the Rehabilitation
Act of 1973, Section 3 of the HUD Act of 1968, the Age
Di scrimnation Act of 1975 and the Equal Enpl oynent
Qpportunity clause of grant agreenents. \Where there is a
finding of apparent non-conpliance, the Regional Director of
FHEO seeks renedial action through negotiated conpliance
agreenents. |f voluntary conpliance efforts fail, an
adm nistrative hearing follows. After a hearing, conpliance
findings may result in suspension or term nations of Federa
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financial assistance, referral to the Attorney General with
a reconmendation for civil action, including mandatory or
injunctive relief, as well as other renedies provided in 24
CFR 570.912 or 570.913 for CDBG and UDAG prograns.



The Regional Ofice Director of Fair Housing and Equal
Qpportunity should be advi sed when FHEO noni tori ng has
resulted in findings of nonconformance with Title VI,
Section 109, Equal Enpl oynent Opportunity cl ause of the

G ant Agreenent, Section 3 of the HUD Act of 1968, as
amended; Section 504 of the Rehabilitation Act of 1973, as
anended; or the Age Discrimnation Act of 1975 (see Chapter
2 for a description of these requirenents). A copy of the
FHEO nonitoring findings, and supporting data, should
acconpany a referral nmemorandumto the Director, Regional
FHEO. Careful docunentation relating to all such findings
is of critical inportance, as it can greatly assist the
Regi onal FHEO Conpliance staff in determ ning whether to
conduct a conpliance review and which activities to target
if a reviewis conducted.

The Regional Director, FHEO shall provide the Area Manager
and the Area Ofice FHEO Director with a copy of the annual
compliance review plan. Prior to conducting an on-site
conmpliance review, the Regional Director FHEO nmay request
that the Area Ofice provide copies of, or access to, such
docunentati on as the approved application, the application
approval letter, special assurances and conditions, if any,
the Grantee Performance Report in the CDBG program the
Quarterly Progress Report in the UDAG program nonitoring
reviews and nonitoring letters.

The Regi onal Director, FHEO shall provide the Area Manager

and the Directors of FHEO and CPD with a copy of the letter
to the grantee regardi ng concl usions froma Regi onal FHEO

conpl i ance revi ew.

12/ 80

3-12



