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CHAPTER 2. DEFI NI TI ONS, ROLES AND RESPONSI BI LI TI ES

2-1. OVERVI EW This chapter defines terns commonly used in FHAP and
ascribes the roles and responsibilities of individuals and
offices involved in the Program

2-2. DEFI NI TI ONS

A. Alotnment. This is an authorization by the Secretary of HUD
to the various Assistant Secretaries to incur obligations
within a specified amount. The allotnent for each program
establishes a ceiling on the anpbunt which can be obligated
during the fiscal year and any limtations on the obligations.
In addition to the appropriation and any carryover noney, the
allotnment can include authority to spend up to a certain extra
anount in the event that funds are recaptured during the year
from unexpired appropriations. Allotnents and apportionments
can be readjusted throughout the year

B. Amendnent (Contractual). A witten change, signed by the
Grant/ Cooperative Agreenent O ficer (G CAO, in the terms and
conditions of the award docunent.

C. Applicant. An individual or organization which subnmts an
application for funding. In FHAP, eligible applicants nust be
a certified State or local fair housing agency.

D. Application. A witten request for HUD funding submitted in
response to a solicitation

E. Application Kit. A package of instructions, procedures,
fornms, and other guidance used by an applicant to apply for
funding. It describes the program objectives, recipient and

project eligibility requirenents, evaluation criteria, award
terns and conditions, and information about the funding
availability. This is also called solicitation and Request
for Applications (RFA)

F. Apportionment. An apportionnent is a distribution nmade by OB
of anpbunts avail able to HUD and ot her Federal agencies for
obligation pursuant to an appropriation act. The process
occurs after an appropriation bill has been passed by Congress
and signed by a President. An appropriation can include the
division of funds available for obligation by specific tine
periods, activities, projects, objects of expense, or a
combi nati on thereof.
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G Appropriation. Legislation enacted by Congress that
aut hori zes agencies to incur obligations and to nake paynent
out of the Treasury for specific purposes. Such
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| egi slation includes an anobunt which cannot be
exceeded and may set a tinme limt within which the
money must be obligated. The first two years of the
FHAP were funded with a "no year" appropriation

whi ch renmai ns avail able until expended. Subsequent
appropriati ons have all been two year

appropriations.

Assignnent. An assignnent is a distribution by an Assi stant
Secretary of ampunts available to Regions for obligation

Assi stance. The transfer of nobney, property, services, or
anything of value to a recipient to acconplish a public
pur pose of support or stinulation authorized by Federal
statute.

1. A grant is an assistance instrunment used by HUD when no
sutstantial involvenent is anticipated betwen HUD and
the recipient during performance of the contenpl ated
activity.

2. A cooperative agreenent is an assistance instrunent used

by HUD when substantial involvenent is anticipated
bet ween HUD and the recipient during performance of the
contenpl ated activity.

Aut hori zation. Legislation enacted by Congress that sets up
or continues the operation of a Federal program or agency.

Award. The | egal document signed by the recipient and the
G CAO whi ch contains the terns and conditions for providing
assistance to the recipient. It is also referred to as the
funding instrument. FHAP awards to State and | ocal agencies
are always made through a Cooperative Agreenent.

Certified Agency. A State or local fair housing agency
certified by the Assistant Secretary for FHEO as providing
rights and remedi es substantially equivalent to the Fair
Housing Act. This is also called a Substantially Equival ent
Agency.

Conpl ai nt and Conpl i ance Revi ew Reporting and Contr ol
Procedures (CCRS). The reporting and control procedure for
all HUD Fair Housing complaints and conpliance reviews which
acconmodat e Headquarter's and the Regional Ofices' need for
uni form neans of receiving, recording, and controlling

conpl aints and conpliance reviews and reporting actions taken

during the processing of conplaints and conpliance reviews.
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Conpl ai nt Monitoring and Reporting Systens (CVRS). An
agency's systemto record information and nonitor the
processing of conplaints in a fashion conpatible with that of

a



HUD for internal tracking of fair housing conplaint activity
and for the devel opnent of various kinds of data and
managenment systens necessary for effective program managenent
and utilization. Capacity building agencies are stil
required to have avail able a conputer capability set forth in
the solicitation; however, the agencies have discretion to
determ ne the ampunt of capacity building funds, if any, they
will need to devote to this purpose.

Conpr ehensi ve Fundi ng Approach (CFA). An alternate term used
to refer to the Fair Housi ng Assistance Program (FHAP). The
CFA was initiated as a result of the final rule published My
9, 1989. This program consolidates the nonconpetitive and
competitive conponents into one conprehensive, noncompetitive
fundi ng approach. It is administered by the Regional FHEO
Ofices.

Contact Person. The individual identified in Block 10 of the
cover page of an Assistance Award (HUD-1044) as the contact at
the recipi ent agency.

Contract . A funding instrument providing for the | ease or
purchase of property or services for the direct benefit or use
of the Federal governnent.

Cost Rei mbursement Award. An award which establishes a
ceiling on project costs that the recipient may not exceed and
provi des for payment of allowable incurred costs as prescribed
in the funding instrument.

Factors for Award. The significant factors stated in the
Request for Applications (RFA) which HUD nust apply in
evaluating the relative nmerits of conpetitive funding
appl i cations.

FHAP. The Fair Housi ng Assi stance Program

FHAP Agency. A State or local fair housing enforcenment agency
participating in the FHAP.

FHEO - Ofice of Fair Housing and Equal Qpportunity, HUD.
Fi xed Price Award. An award which provides a firm

fixed anmount for satisfactory conpletion of the work

to be performed, regardl ess of actual costs

i ncurred.
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Federal Records Center. The official repository for expired
awar ds.

G ant/ Cooperative Agreenent O ficer (G CAO. The official who
is responsible for negotiation, award and admi ni stration of
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AB.

AC.

AD.

AE.

AF.

di scretionary grants and cooperative agreenents. For the FHAP
nonconpetitive CFA Cooperative Agreenents, this individual is
the Regional FHEO Director. For Type Il Agreements entered
into prior to 1989, the authorized individual in the Program
Support Division of the Ofice of Procurenent and Contracts is
the Grant/ Cooperative Agreenent O ficer.

CGovernment Technical Monitor (GTM. An individual designated
to provide technical nonitoring, advice, and assistance to aid
the GIR and carry out those responsibilities delegated to the
GIM  For FHAP CFA Agreenents, the GTIMis a staff person in
the Title VIII Branch of the Regional FHEO Ofice. For Type
Il Agreenents, the GTMis the Regional FHEO Director.

Gover nment Techni cal Representative (GIR). An individual in
the programoffice who is responsible for the technical and
financial oversight and evaluation of the recipient's
performance. For CFA Agreenents, the GIR is a Regi onal FHEO
staff person designated by the Regional FHEO Director. For
Type |l Agreenents, the GIR is an Equal Opportunity Speciali st
in the FHEO Headquarters Prograns Divi sion.

"G andf at hered"” Agency. A State or local fair housing agency
whi ch had substantial equival ency recognition or an agreenent
for interimreferral of conplaints at the tinme of passage of
the Fair Housing Arendnments Act of 1988. These agenci es have
until January 12, 1992 to secure certification under the
anended Federal Fair Housing Act.

Headquarters Liaison. An Equal Qpportunity Specialist in the
FHEO Headquarters Prograns D vision who provides oversight and
techni cal assistance to Regional Ofice staff on all aspects
of the FHAP.

HUD. The U.S. Departnent of Housing and Urban Devel opnent
(HUD), sponsor of the Cooperative Agreenents.

HUD- 1044 Assi st ance Award/ Amendnent. The cover page of a
Grant or Cooperative Agreenent which contains the signature

of the Recipient and the G CAO, as well as the ampunt of the
award and ot her infornation.

InterimAgency. A State or local fair housing agency with an
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agreenment for interimreferral of conplaints pending

devel opment of a performance record. An interimagency is
eligible to receive FHAP Capacity Building funds, but, except
for grandfathered agencies, is ineligible for Contribution
funds.

Notice of Funds Availability (NOFA). A notice issued by HUD
which solicits applications and describes program objectives,



reci pient and project eligibility requirenents, evaluation
criteria, terns and conditions of the award and i nformation
about the funding.

AH. bligation. The execution of the award by the G CAO
Typically, this occurs after the recipient has signed the

award instrunment. It is recorded in the Regional Accounting
Division for the CFA and in the Ofice of Financing and
Accounting for Type Il. It allows the disbursement of funds

subsequent to voucher approval.

Al Oficial File. The award file maintained by the G CAO which
contains the award, preaward docunentation, payment record,
performance and financial reports, correspondence and cl oseout
docunent ati on.

AJ. OFA. HUD s Headquarters O fice of Finance and Accounting which
mai ntai ns financial records and processes approved paynent
requests.

AK. OLCR. HUD s Headquarters Ofice of Legislation and
Congressi onal Relations, which notifies Menbers of Congress of
awards made by HUD. For the Region, Congressional
notification may be nade by the Ofice of Public Affairs.

AL. OVB Approval Nunber. An approval nunber fromthe O fice of
Managenent and Budget required for all forns, surveys, or
other data gathering requirenments of the Federal Governnent or
of other entities collecting the information pursuant to
Federal funding.

AM OPC. HUD s Headquarters O fice of Procurenent and Contracts,
whi ch places and admi ni sters awards where this authority has
not been redel egated to Regional Ofices.

AN. Period of Performance. The tine specified in the funding
instrument for conpletion of activity for which financial
assi stance i s awar ded.

AO. Program O fice. A primary organizational unit of HUD having
express responsibility for planning, devel oping, coordinating,
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and evaluating the contractual effort and for selecting the
Gover nment Techni cal Representative. For FHAP, the program
office is FHEQO

AP. Public Information O ficer (PIOQ. The individual in the HUD
Regi onal O fice responsible for all publicity regardi ng awards
made in the Regional Ofice.

AQ Recipient. The entity which receives an assistance award from
HUD and is financially accountable for the use of HUD funds



AR.

AS.

AT.

AU.

AV.

AW

AY.
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and is legally responsible for carrying out the terns and
conditions of the award. This is also called G antee.

Regi onal CGovernnent Technical Mnitor (RGTM. See GIM

Regi onal Accounting Division (RAD). Unit in the HUD Regi ona
O fice responsible for performng accounting and reporting for
prograns decentralized to Regional Ofices.

Regi onal Contracting Oficer (RCO. The individual in the
Regi on responsi ble for the award and adm ni strati on of
procurenent contracts and sel ected assi stance agreenents.

He/ she provi des technical assistance to Regional and Field
O fice personnel on contracts, grants and cooperative
agreenent policies and procedures, including advice on award
and adm nistrati on of FHAP Agreenents.

Request for Application (RFA) - See Application Kit.

Reservation. A reservation is the earmarking of funds for a
specific project. This is to ensure that there are sufficient
funds to cover the obligation

Schedul e of Articles. Provisions of a funding instrunent
whi ch describe the terns and conditions of the funding
i nstrument.

Singl e Point of Contact (SPOC). Individual in State

gover nnent responsible for review ng fundi ng proposal s
pursuant to the requirenents of Executive Oder 12372
Standard Form (SF). A Federal form approved by OVB, for use

by all Federal agencies. The three standard forms used in the
FHAP ar e:

1. SF 269 (Financial Status Report) - Financial statenent
required by an Award;

2. SF 270 - Request for Advance or Rei mbursenent; and
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3. SF 424 (Application for Federal Assistance) - Funding
appl i cation and budget.

Statenment of Work. A clear and conprehensive description of
the work to be perforned, the products to be delivered, and/or
services to be perfornmed by the recipient in terns of results
so that the recipient can be effectively nonitored.

Substantial | y Equival ent Agency (SE Agency). An agency
enforcing a fair housing law and those with an interim
agreenent certified by the Assistant Secretary for FHEO as
providing rights and renedi es substantially equivalent to



Title VIII.

BB. Suspension. This is an intermediate corrective action that
can be taken when there is a perfornmance problemin an award.
A suspensi on prohibits drawdowns until the deficiency is
renedied. |f the performance problemis not corrected,
suspension is followed by term nation for cause.

BC. Technical Evaluation Panel (TEP). A group of at |east three
(3) individuals designated by the Selecting Oficia
(Assistant Secretary for Fair Housing and Equal Opportunity or
Regi onal Adm nistrator) to review, rate, and rank conpetitive
appl i cations.

BD. Termination. This is a cancellation of an award.
Termi nations can be in whole or in part. There are two types
of term nation:

1. Termnation for Convenience. This is a
termination of a funding instrunent
unrel ated to the perfornmance of the
recipi ent.

2. Termnation for Cause. This is ternination because the
recipient has failed to performor failed to nmake
adequat e progress so as to endanger performance.

BE. Type Il Funds. A conpetitive conponent of the FHAP which
al | oned funding for specialized project proposals devel oped by
State and | ocal agencies to enhance their fair housing
prograns.

BF. Voucher. A request for paynent which includes all information
necessary for approval of the disbursenent. There are partia
(sometines referred to as interim vouchers and a fina
voucher.
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2-3. ROLES AND RESPONSI BI LI TI ES

A. Assistant Secretary for FHEO. The Assistant Secretary is
responsi ble for:

1. Approving all program policy, guidance nenoranda,
handbooks, NOFAS, and rel ated issuances regarding the
FHAP;

2. Negoti ati ng and pl aci ng awards pursuant to solicitations

or del egating such authority to an official in OPC, and

3. Redel egating authority to award and admi ni ster
nonconpetitive Cooperative Agreenents to the Regiona
Adm ni strators and to the Regional FHEO Directors.



B. Prograns Division. The Prograns Divisionis within the Ofice
of Fair Housing Enforcement and Section 3 Conpliance and is
responsi ble for:

1. Devel opi ng and recomrendi ng program policy for the
Assi stant Secretary for FHEQ

2. Devel opi ng handbooks, Field Ofice training, and
techni cal gui dance nenoranda

3. Devel opi ng, clearing, and securing publication of NOFAs;

4. Devel opi ng Application Kit and Cooperative Agreenent
provi si ons;

5. Desi gnating which agency in a jurisdiction with a
substantially equivalent lawis entitled to participate
in the program

6. Provi di ng oversi ght, guidance, and direction to Regi ona
Ofice staff;

7. Serving as Techni cal Eval uati on Panel Chairpersons,
Advi sors, and Paneli sts;

8. Serving as GIRs as appoi nted by the Assistant Secretary;
and

9. Assisting in resolving probl ens between Regional Ofices
and reci pi ents.

C. Ofice of Procurement and Contracts (OPC). OPC is responsible
for:
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1. Serving as G CAO for Type Il Agreenents as requested by
the Program O fice; and

2. Provi di ng advi ce, guidance, and training to FHEO as
requested in the award and admini stration of FHAP
agreenents.

D. Ofice of Finance and Accounting (OFA). OFA is responsible

for:
1. Validating availability of nonconpetitive program funds
for assignment to RADS;
2. Establ i shing and mai ntai ning records and accounts show ng

the current status of allotnments issued to each program
of fice;



3. Establ i shing and naintaining official reservation
obligation, and paynent files, except as assigned to
Regi ons;

4. Processi ng approved paynent requests in a tinely manner
for paynent by the Treasury Departnent, except as
assigned to Regions; and

5. Establishing letters of credit for cost reinbursenent
awar ds, as necessary.

E. Regional Accounting Division (RAD). The RAD is responsible
for:
1. Est abl i shing and mai ntai ning records and accounts show ng
the current status of assignnents issued to each Regi ona
Ofice, validating funds availability for Regional Ofice
G CAGs;
2. Est abl i shi ng and mai ntaining official contract
reservation, obligation and paynent files; and
3. Processi ng approved vouchers in a tinmely manner for
pronpt paynent by the Treasury Department, and recording
all paynments in the accounting records.
F. Gant/Cooperative Agreenents Oficer (GCAO. The GCAOis
responsi ble for:
1. Negoti ati ng awards and executing anendnents to existing
awar ds;
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2. Determ ning allowability of cost for cost rei nbursenent
awards (Type Il only) and for the incentive portion of
t he CFA
3. Monitoring recipient conpliance with all assistance terns

and condi ti ons;

4. Ensuring that recipients account for proper use and
accounting of programincone (Type Il and incentive
portion of the CFA only);

5. Ensuring that recipients submt required organizationa
audits and/or requesting Federal audits;

6. Ensuring recipient financial status and cash nanagenent
reports for cost reinbursenment awards are submitted in a
timely manner (Type |l only);

7. Revi ewi ng reci pi ent paynment requests, financial, cash

managenent and perfornmance reports, and taking
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10.

11.

12.

13.

14.

15.

16.

appropriate action as necessary;

Approvi ng recipi ent budget and project revisions;
Suspendi ng and terni nating awards when appropri ate;
Providing for property approvals and di sposition;
Approvi ng recipient nonconpetitive contracts;
Initiating and conpl eting adm nistrative cl oseout of
awar ds and providing OFA/RAD with appropriate cl oseout

docunent ati on;

Maki ng the final decision in the event of a dispute
bet ween the recipient and the GIR GITM

Mai ntai ning the official award file;

Providing the GTR with copies of all corresponderice
i ssued by the GCAOto the recipient; and

Promptly resolving problenms raised by the GIR or the
recipi ent.

CGovernment Techni cal Representative (GIR). The GIR is
responsi ble for:
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Monitoring the recipient's performance, including
progress against the recipient's work plan, performance
schedul e, and budget;

Ful filling substantial involvenment responsibilities
stated in the cooperative agreenent;

Mai ntai ning liaison with both the recipient and the
Grant/ Cooperative Agreenent O ficer (GCAO in order to
resol ve performance probl ens;

Advising the recipient that all proposed changes nust be
submitted in witing to the G CAG

Advi sing the recipient of and nmonitoring conformance wth
all Section 504 requirenents.

Revi ewi ng and eval uating recipient requests for project
changes or nodifications to the Cooperative Agreenent,
and providing recommendations to the G CAO for action;

Recommending, in witing, to the G CAO ot her changes
desired in the award and providing justification for the
proposed changes;



8. Furni shing technical advice to the G CAO as requested

9. Issuing instructions to a recipient to clarify the
Statenment of Work, informing the G CAO of the context of
such communi cati ons;

10. Evaluating official products of work (progress and
techni cal reports, publications, products, or services)
for acceptance and notifying the G CAO and recipient in
witing if any submitted itens are rejected, and the
basis for rejection;

11. Review ng publications produced under the award and
granting requests for waiver of the required waiting
period prior to publication by the recipient;

12. Ensuring that key personnel are being utilized to the
extent required by the award and eval uating the
qualifications of any personnel which the recipient
proposes to substitute for naned key personnel (CFA);

13. Making site visits as appropriate and necessary;

14. Pronptly notifying the G CAOif performance is not
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satisfactory, outlining cause of problem and
recomendi ng course of action;

15. Review ng vouchers for accuracy and correctness. For
Type I, the reviewis also for approval of paynment in
connection with the reasonabl eness of the activity(ies);

16. Approving vouchers for paynent in fixed price agreenments
(CFA);

17. Recommending initiation of paynent
suspensi on procedures or other change to
the paynment system

18. Recommendi ng final HUD cl oseout of agreenment, with
eval uati on of overall performance, and providing
assistance to the GCAO in the event of disputes, patent,
and publication problens during cl oseout;

19. Miintaining a GIR working file; and

20. Redel egating GIR duties and responsibilities, as
necessary, to the GIM

H.  Regi onal Government Technical Mnitor (RGTM. The RGIMis
responsi ble for:
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1. Serving as an advisor to the GIR and

2. Carrying out any duties and responsibilities as
redel egated by the GIR

RESPONSI Bl LI TI ES NOT DELEGATED. The GIR and/or RGIM shal | not:

A. Direct the recipient to undertake any activity which will
change the

1. Total award anount;
2. Proj ect description or content; or
3. Admi ni strative provisions of the award.
B. Consent to the placenent of contracts;
C. Disallowthe recipient's costs; or
D. Provide any directions to the recipient in those areas of
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responsibility del egated or redel egated to the other, in order
to avoi d the issuance of any conflicting instructions to the
recipi ent.

REDELEGATI ON OF AUTHORI TY OF ASSI STANT SECRETARY

The Assistant Secretary for FHEO has redel egated authority to
award and adni ni ster Cooperative Agreenents under the FHAP for the
nonconpetitive conponent to the Regional Administrators and to the
Regi onal FHEO Directors, by notice in the Federal Register

(Appendi x 9).

DESI GNATI ON OF THE GOVERNMENT TECHNI CAL REPRESENTATI VE AND
GOVERNMENT TECHNI CAL MONI TOR

The Head of the Program Office or his/her designee designates the
GIR and the GTMin witing, with a copy provided to the
contracting officer. For nonconpetitive CFA, the Regional FHEO

Director nmakes this designation. For Type |II, the Assistant
Secretary for FHEO nmakes the designation. The RAD will be

provi ded a copy of the GIR and GIM desi gnation and with a copy of
their signatures
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