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CHAPTER 3. FHAP COVPREHENSI VE FUNDI NG APPROACH

OVERVI ENW  The FHAP Conprehensi ve Fundi ng Approach (CFA) provides
nonconpetitive support to State and | ocal fair housing agencies
for their conplaint processing efforts. An incentive funding
category within the CFA also provides funding for specialized fair
housi ng projects. This programis final rule was published May 9,
1989, as 24 CFR Part 111, effective June 19, 1989. It replaced
the FHAP conpetitive and nonconpetitive conponents with a single
noncompetitive fundi ng approach. The CFA is administered by

Regi onal FHEO O fices. Funds are provided through a Cooperative
Agreenent. There is substantial HUD invol venent in the

i mpl ementation of all aspects of the Agreement. This chapter
describes the process of soliciting applications, determ ning
funding | evels, application approval procedures, and obligating
funds.

ELIGBILITY CRITERIA. Threshold eligibility requirenents for
agency participation are established by 24 CFR Section 111. 107.
An agency mnmust neet the following criteria:

A. A State or local fair housing | aw adm ni stered by the agency
must be certified as substantially equival ent under the Fair
Housi ng Act or the Departnment nust have entered into an
agreenment for interimreferral of conplaints. Agencies that
enter into agreenents with the Departnent as interimagencies
for referral of conplaints subsequent to the Septenber 13,
1988 enactnent of the Fair Housing Anendments Act of 1988 are
eligible for capacity building funds only;

B. The agency nust have executed a witten Menorandum of
Understanding with HUD which, at a mninum describes the
working relationship in force between the agency and the
Department. An Interim Agreenent in accordance with 24 CFR
Section 115.11 nmay constitute such a Menorandum of
Under st andi ng;

C. The agency nust denonstrate procedures acceptable to HUD for
cooperating with other FHAP funded agenci es havi ng concurrent
jurisdiction;

D. The agency.nust not unilaterally reduce the |Ievel of financial
resources currently commtted to fair housing conpl ai nt
processing. Budget and staff reductions caused by |egislative
action outside the control of the agency will not, alone,
result in a determination of ineligibility. However, HUD w Il
take such actions into consideration in assessing the ongoing
viability of an agency's fair housing program and
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E. The agency nust participate in training sponsored by HUD and
designed in consultation between HUD staff and agency
representatives to provide uniformskills and technica
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know edge.

FUNDI NG CATEGORI ES. The length of an agency's participation in
FHAP determ nes the category of funding which it is eligible to
receive. For the first two years of participation in the program
agencies are eligible for Capacity Buildinly funding. Thereafter
they are eligible for Contributions funding. Funding |evels for
bot h categories are announced annually in a Notice of Funding
Avail ability (NOFA) published in the Federal Register

A. Capacity Building. This type of funding is linted to
agenci es seeking support for their first or second year of
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participation in the FHAP. The Capacity Building Agency will
receive a fixed anount of funding annually. Agencies nust
submit acceptabl e applications to receive these funds.

Contributions. This type of funding is linmted to agencies
beyond their second year of participation in the FHAP. The
funding is available in the follow ng three categories:

1

Training. Contributions agencies will receive the sane
anmount of financial support for HUD sponsored or approved
fair housing training, subject to participation by a
requi site nunber of persons in such training. (The

regul ati on does not require the subm ssion of an
application).

Conpl ai nt Processing. Contributions agencies wll
recei ve financial support for conplaint processing based
solely on the nunber of dual-filed housing discrimnation
conplaints that were actually processed by an agency. In
order to qualify for support, a conplaint nust be
processed in accordance with the Criteria for Processing
ettablished by HUD which are incorporated into
Cooperative Agreenents by reference. The total anount of
funding for an agency will be determ ned by the agency's
prior fiscal year conplaint processing perfornmance.

Incentive. Contributions agencies that nmeet additiona
criteria for incentive funding may apply annually for

i ncentive funds describing the activities that would be
of benefit to their respective jurisdictions. The
funding to be received will be based on the popul ation
served by the jurisdiction. Agencies nust subnit an
acceptabl e application to receive these funds.

(See paragraph 3.9E)
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3-4. ADDI TI ONAL AGENCY ELI G BILITY CRITERIA FOR THE | NCENTI VE

COVPONENT.

In addition to the criteria outlined in paragraph 3-2

contributions agencies nmust neet additional perfornmance criteria
to be eligible for incentive funds. Applicants nmust show that
they have acconplished the following during a twelve (12)
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consecutive nonth period. The twelve (12) consecutive nonth
period will be designated by HUD annually through the Notice O
Fundi ng Availability (NOFA). An agency nust have:

A.  Processed a stated m ni mum nunber of dual-filed conpl aints.
The nunber of conplaints to be processed will be identified in
the NOFA. States and localities will be required to process a
separate m ni mum nunber of conplaints. To be considered a
processed conpl aint, the conplaint nmust be cogni zabl e under
the Fair Housing Act, accepted by the Regional Ofice, and
have net the processing requirenents under the Cooperative
Agr eenent ;

B. Submitted vouchers for the prior year of nonconpetitive FHAP
funding in a tinely manner. To be tinely, a voucher nust be
recei ved by Regional Ofice within 15 days of due date
prescribed in the funding instrunent. The date stanp by
Region will be used for determ ning the date of subm ssion

C. Processed conplaints in a tinmely manner;

D. Conducted conprehensive and thorough investigations of
dual -filed conpl aints; and

E. Spent (as certified by the head of the agency) during the
agency's nost recently concluded fiscal year, a certain
percentage of its funds that are not Federal funds in support
of fair housing activities. This portion nmust be no | ess than
the m ni num percentage, as determ ned by HUD and set forth in
the NOFA, of all funds expended by the applicant for fair
housi ng activities.

| NTENT TO APPLY. HUD may request that Contributions Agencies
submit a statenent of intent to apply for incentive funds al ong
with a copy of the agency's fair housing budget from the previous
year prior to the issuance of the annual NOFA. Such a request
will help HUD deternmine the appropriate formula for incentive
funds. Agencies that fail to provide the requested information
within the prescribed tine frames, set forth in the HUD generated
correspondence, may be denied incentive funds. A statenent of
intent will not be required from agencies that are not eligible
for or that elect not to receive incentive funds.
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NOTI CE OF FUNDS AVAI LABILITY (NOFA). Solicitation of applications
fundi ng i s announced through a NOFA whi ch describes the program
obj ectives, eligibility requirenents, and award terns and
conditions (Appendi x 10). The NOFA:

A Applications will be available imediately after the NOFA is
publ i shed;

B. Describes eligibility criteria, MP-thod for distributing funds,
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bases for deternmining levels of funding for each funding
category, and application and award procedures;

Establi shes the unit value of a processed conplaint, the
capacity building and incentive funding | evels, and the anount
of funds that will be provided to support participation of
contribution agencies in HUD sponsored training;

Establ i shes, for incentive funding, the m ni num nunber of

conmpl aints that nmust have been processed, the tine period this
covers, and the percentage of non-Federal resources for fair
housing that the jurisdiction nmust have supplied in order to
qualify for incentive funds; and

Announces the availability of application kits to eligible
State and local fair housing agencies. Agencies eligible to
receive capacity building or incentive funding nust subnit
information required in the application kit.

APPLI CATION KIT. An application kit consistent with the NOFA is
prepared by the Grant/ Cooperative Agreenment O ficer (Regional FHEO
Director) and nailed to potential applicants eligible to apply for
Capacity Building and Incentive funds (Appendix 11).

A

To ensure unifornity nationwi de, Headquarters prepares a nodel
application kit and provides it to the Gant/Cooperative
Agreenent Officer (G CAO in each Region for his/her use in
devel opi ng the kit.

The G CAO inserts the solicitation nunber, the Regional Ofice
address, the phone nunber including the TDD nunber for
inquiries regarding the solicitation and the place designated
for receipt of applications. The G CAO al so signs the cover
letter.

In the application kit, the G CAO conpl etes the instructions
for the Standard Form (SF) 424 (Appendi x 12a) by inserting,
for each potential applicant, the category of funds for which
they are eligible to apply and the maxi mum anount. A copy of
this page, showi ng the agency's nane at the top, should be
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retained in the GCAO solicitation file. The G CAO conpl etes
all items on the SF 424, Attachment B, which are the same for
all applicants. These itens are:

1. Item1l is "Non-construction"

2. Item 8 is"New';

3. Item9 is "DHUD', with the nane of the Regional Ofice;
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Item 10 is "14. 401" for the FHAP CFA;

ltem 11 i s "FA R HOUSI NG ASSI STANCE PROGRAM
"CAPACI TY BUILDING ( ) OR INCENTIVE ( )"; and

Item 16 is "No". This programis not covered by E. O
12372.

VWhen the NOFA is issued, the G CAO dates the letter and
inserts the due date and tinme required for receipt of
applications on pages 1 and 2 of the cover letter to the kit.

The conplete kit consists of the foll ow ng:

1

Cover letter from G CAO stating the solicitation nunber,
inviting the subnission of applications, giving the date
and place for subnission, and explaining the
applicability of the Freedom of Information Act to
applications for funding;

Attachnment A - Application Instructions and Conditions,
whi ch provide detailed instructions for the preparation
of an application and budget, the subm ssion

requi renents, and the award procedures;

Attachnent B - Application and Budget, SF 424 and 424A
(Appendi x 12). This formnust be used by all applicants
to apply for capacity building or incentive funding. Use
of the SF 424 for this purpose has been approved by OVB

Attachnent C - Assurances. All applicants for Federa
financial assistance nust certify that they will conply
with select regulations, policies, guidelines and
requirenents, as they relate to the application
acceptance and use of the funds. This certificationis
SF 424B (Appendix 12b). An applicant nust sign this
certification for each award it receives;

Attachnment D - Certifications. Al applicants nust
certify that they neet specific certifications required
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by the FHAP programregul ation at 24 CFR Section
111.111(e). They nust al so conplete a Certification for
a Drug Free Wirkpl ace (Attachnment 12C) and Di scl osure of
Lobbyi ng activities (Attachment 12D). The Di scl osure of
Lobbying activities are required for any grants,
contracts or cooperative agreenents exceedi ng $100, 000.

Attachnent E - Sanpl e Cooperative Agreenent Provisions.
Al kits provide a sanple of the provisions which will be
included in the award docunent, including Appendi x A :
Statement of Work. This appendix is an attachnent to the



3-8.

6/ 90

Cooperative Agreenent which sets out the specific work
t he agency nust do.

APPLI CATI ON PACKAGE

A

The application package for Capacity Building and |Incentive
applicants contains all information needed by a potenti al
applicant. The package includes the NOFA, the Kit, the FHAP
Regul ation (24 CFR Part 111) and the Substantial Equival ency
Regul ation (24 CFR Part 115).

When the NOFA is published, the G CAO shall inmrediately nai
an application package to all contributions agencies eligible
to apply for incentive funds and to all potential first and
second year applicants eligible to receive funds (capacity
bui |l di ng agencies). Upon request, the G CAO shall al so send
kits to an agency with [ aws which, on their face, provide
substantially equivalent rights and renedi es and have been
publi shed for comment in the Federal Register. The G CAO
shall maintain an accurate |listing of the names and addresses
of potential applicants to which kits were sent. That listing
is made part of the official GCAOfile on the solicitation.

Agenci es which are entering their third year or beyond of
fundi ng do not submit funding applications for case processing
and training funds. Those funding | evels are determ ned by
the nunber of cases actually processed in the prior 12 nonth
period identified in the NOFA.

For contributions agencies which are not eligible to apply for
I ncentive funds, the G CAO prepares the Cooperative Agreenents
i medi at el y upon publication of the NOFA, and inplenents the
procedures outlined at the end of this chapter for placenent
of those awards.

Addi tional funds may becone available following the initia
round of funding after publication of a NOFA, as a result of
an agency's failure to apply. HUD nay award these funds to an
agency which received certification after a HUD prescri bed
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deadline, or to an agency that was determined to be ineligible
for incentive funds at the tine of application but that
subsequently denmonstrated its eligibility. Agencies neeting
this criterion may be sent an application kit, but the cover
letter should informthemthat funding is dependent upon the
availability of excess Capacity Building or Incentive funds.

Citizens and organi zations may wi sh to participate in the
devel opment of proposals for fair housing enforcenent
activities in their jurisdiction. Wile HUD does not nandate
citizen participation, HUD does require that the fair housing
enforcenment agency nust advise interested parties of its



intent to apply for FHAP dollars and specify how t he funds
will be used. Eligible agencies nust, upon request, nake
avail abl e a copy of the funding application it submitted.

3-9. APPLI CATI ON CONTENT. Each agency mnust submit an application in
narrative formsigned by the head of the agency. The application
must i ncl ude:

A A description of the applicant's proposed activities and
obj ecti ves;

B. A schedul e for conpletion and the estinmated cost of each
proposed activity;

C. Any additional information that nay be requested in the NOFA

D. Al'l Capacity Building applicants nust present justifying
i nformati on the anount of funds requested, the need for the
proposed activity and the nunber of fair housing conplaints
processed during HUD s previous fiscal year and,

E. Al'l applicants for Incentive funds nust include data fromthe
agency's nost recent conpleted fiscal year show ng anounts of
funds expended on the applicant's fair housing program and the
anmount ' spent from non- Federal sources, a statenent of work for
the tasks to be conpleted with such funds, and a budget.

3-10. ELIGABLE ACTIVITIES UNDER THE CAPACI TY BU LDI NG AND | NCENTI VE
COVPONENTS. The primary purpose of Capacity Building and
Incentive funds is to support activities that produce increased
awar eness of fair housing rights and renedies. Al proposed
activities for funding nust address, or have ultinmate rel evance
to, matters affecting fair housing which are cogni zabl e under the
Fair Housing Act. Exanples of activities considered to be within
keepi ng of this mandate include, but are not linmted to, the
fol | owi ng:
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A. Activities designed to devel op and inplenment outreach efforts
designed to hei ghten public awareness of various forms of
discrimnation that are prohibited under the Fair Housing Act
as well as fair housing rights and responsibilities;

B. Activities that are designed to create, nodify, or inprove
| ocal, regional or national information systens concerned with
fair housing matters;

C. Activities designed to inprove an agency's capability to
ensure fair housing through new or redirected approaches to
the agency's internal structure or conpliance techniques;

D. Activities designed to devel op and conduct a testing and
auditing program for specific protected classes or special



6/ 90

mar ket areas for fair housing enforcenent or litigation

Activities which will identify new or subtle practices of
housi ng di scrimnation, as well as designing ways to elimnate
such practices;

Activities to address acts of violence and/or intimdation
related to equal housing opportunity. These activities may
al so include the devel opment of prograns for prevention and
response, technical assistance, and education

Activities designed to coordinate fair housing enforcenent
efforts of governnental enforcement agencies with various
community resources which have an inpact on the prevention or
elimnation of discrimnatory housing practices;

Techni cal assistance activities to enable agencies to work
with private fair housing groups, educational institutions,
real estate industry, menbers of other housing industry
groups, and other private and governmental entities in the
prevention and elimnation of housing discrimnation

Activities designed to provide services to aggrieved

i ndi vidual s, consistent with rights and remedi es afforded
under applicable Federal, State and local |aws that prohibit
di scrimnation in housing;

Affirmati ve marketing activities to inform persons of housing
opportunities available in government-assi sted housing and the
private fair housing market;

Activities designed to inprove systenic discrimnation
investigations by State or |ocal agencies, HUD or the
Department of Justice;
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Fair housing training for enforcenent agency
staff; and

Activities designed to create, nodify or inprove an agency's
compl aint information and nonitoring capacity to make its
system conpatible with HUD s for the internal nonitoring of
fair housing conplaint activity.

3-11. ASSI STANCE TO APPLI CANTS | N PREPARI NG APPLI CATI ONS. The

devel opnment of a good Capacity Building application is critical
Regi onal FHEO staff shall provide the maxi rum anount of assistance
possible to potential capacity building applicants. This is done
to ensure that the proposed usage of funds is based on a close
exam nation of the needs of the jurisdiction and that the usage
can be expected to result in an on-going capability to enforce the
agency's fair housing | aw.



A Confirmation of Receipt. Wthin two weeks of sending the
application kit to eligible agencies, the GIR should contact
the agency to ensure that the kit was received and that all
attachnents were included. This contact should al so determ ne
whet her the agency anti ci pates any probl ens whi ch the Region
coul d address.

B. Agency Analysis of Trends in Housing Discrimnation. Regiona
FHEO staff shall suggest to applicants that they secure data
and anal yze trends as they relate to potential housing
discrimnation in the jurisdiction and the agency's current
capability. Types of information that nmay be hel pful are:

1. Description of the popul ation size and conposition
breakdown of minority popul ati on by racial/ethnic groups,
extent of non-English speaking residents and native
| anguage of such groups, projected short-and | ong-range
popul ation trends, and the number of persons wth
disabilities;

2. Description of the residency patterns and trends by
racial /ethnic group, areas of significant segregation
and transitional areas undergoing racial changes such as
gentrification

3. Description of types and anpbunt of housing avail able for
rent and/or sale in the jurisdiction, to show the degree
of scarcity of particular types of housing, areas which
are buyer markets and areas which are seller markets;

4. Description of the current staffing of the fair housing
agency, including the conposition by job title, sex, and
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racial/ethnic origin of its staff and bilingua
capabilities, and staff with disabilities; and

5. Description of fair housing enforcenent efforts,
including statistics on the size of fair housing
casel oad, the number of housing conplaints processed in
the last twelve nonths, and other fair housing activities
i npl emented by t he agency.

C. Agency Devel opment of Fair Housing Program After securing
the above information, the agency shoul d anal yze the areas
whi ch need inprovenent in order to maxinize the effectiveness
of its law. The agency should then develop a list of needs to
hel p in deciding howto use the Capacity Building or Incentive
money. Such needs shoul d consider all aspects of enforcenent,
i ncl udi ng docunentation of the extent and nature of housing
di scrimnation, outreach, education, and agency capability to
process cases. The Regional FHEO staff shall assist the
agency, as necessary, in developing a fair housing programto
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address the needs identified in these anal yses.

1

Docurent ati on of the extent and nature of segregation and
housi ng discrimnation is essential for securing the
support needed to conmbat it. Appropriate docunentation
al so enabl es the agency to devel op sol utions appropriate
to the problens in the area. Sources of docunentation

i ncl ude:

a. testing;

b. public hearings;

c. public school enrollnment records;

d. census data and "w ndshield surveys"; and

e . police records of reports of violence and/or
intimdation related to housing.

Qutreach activities include dissem nation of information
a out fair housing rights and renedies.

a. Witten materials that may be devel oped i ncl ude

brochures, pamphlets, posters, car cards, public
servi ce announcenents and other publicity itens.
Bi | i ngual outreach materials should be avail able for
any sizeabl e non-English speaking popul ation. Large
print, braille, and tape recordings, is required for
the sight-inpaired
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b. The agency may al so devel op referral sources
know edgeabl e of the agency's |aw and conpl ai nt
filing procedures. Such referral sources can be
devel oped in all significant popul ati on groups and
can include organi zations for Bl acks, Asians,
Hi spani cs, Native Americans, wonen, disabled, other
civil rights and fair housing groups, related public
agenci es such as the Wl fare Departnent, the
Mayor' s/ Governor's Office, the Public Housing
Aut hority, and other private groups such as civic
associ ations, churches and synagogues.

cC. Qut reach shoul d be designed to consider the needs of
the visually inpaired and hearing inpaired including
TDD capability. Al agency prograns and services
must be accessible to the disabl ed.

Educational activities may be devel oped for the public
and agency staff. The agency nay devel op agendas and
training materials to conduct workshops and senminars. It
may al so purchase equi pnent such as videocassette



recorders to facilitate the presentation of training.

a. Training in fair housing should be avail able for
community groups, the real estate industry, civi
ri ghts organizations, advocacy groups for the
di sabled, and all resources in a jurisdiction
capabl e of inpacting on segregation and
di scrim nation.

b. The agency al so needs internal training to ensure
that staff responsible for all aspects of fair
housi ng enforcenent have the specific know edge,
skills, and ability to performtheir duties
ef fectively.

4. Case processing procedures are nost useful if they are
specific to fair housing.  ose nonitoring of case
processing all evi ates unnecessary del ays and ensures that
agency procedures are consistent with HUD s
record- keeping and reporting requirenents. Regulations,
techni cal menoranda, handbooks, and other witten
gui dance on fair housing should be used by the Regiona
Ofice to provide better and nore uniform processing.

3-12. PREPARATI ON OF APPLI CATION. After devel oping the ideas, and
i nformati on suggested in paragraph 3-11, the agency should rank
its needs in order to inprove its capability to enforce its | aw
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Then it shoul d determn ne what resources are avail able to inpl enent
needed prograns, including HUD s FHAP resources and public and
private resources within the jurisdiction

A. Program Narrative Statenment. Wthin the amount of resources
avai | abl e, the agency shoul d devel op a proposal to address the
needs nost crucial to an effective fair housing enforcenent
program The Program Narrative Statenent nust be consistent
with the | evel of funding which an agency requests. The
statenment should be specific, allowing the (G CAO to
determne that the amount applied for is a reasonabl e cost
proj ecti on.

B. There are several special criteria which apply to Capacity
Bui | di ng Agenci es.

1. Capacity Buil di ng Agencies whi ch propose to spend any
nmoney on processing conplaints nust justify the anobunt by
its prior 12-nmonth case processing activity. The anount
appl i ed for should not exceed the number of conplaints
expected to be processed nultiplied by the per unit
rei nbursenent | evel established for Contributions
agenci es. Unused noney shoul d be spent on activities
that will expand the |evel of conplaint activity.



2. Capacity Building applicants which intend to pay the
costs of participation by agency staff in HUD sponsored
training at the National and Regional levels with Federa
funds need to include that purpose and anount in their
Program Narrative Statenent and in their budget. The
fixed anmount to support the costs of training is not a
separ ate conponent for Capacity Buil di ng Agenci es.

Budget justification for this noney should be that the
agency will use these funds to support its participation
in HUD-sponsored training at national and regi ona

| evel s.

3. The mi ni mum nunber of persons to be trained can not be
| ess than the nunmber specified in the NOFA for
Contri butions Agencies. The anount reinbursed to an
agency wi |l depend on the nunber of persons trained
during the period of perfornmance of the Agreenent, rather
than the costs of training such personnel. However, in
the event that the cost to the agency is less than the
anount received fromHUD, the agency nust use those funds
for activities related to fair housing.

4. Failure to apply for training noney does not relieve an
agency of the obligation to participate in the training.
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Participation is mandatory for all recipients of FHAP
f unds.
5. Capacity Building agencies are required to have a

Conpl aint Monitoring and Reporting Systemthat neets a
m ni mum standard, as HUD plans to inplenent a conputer
net wor k between the Departnent and equi val ent agenci es,
usi ng a personal conputer-based system Therefore, the
applicant will need an | BM conpati ble conputer with at

| east 640K of RAM at |east 20 negabyte hard di sk drive,
a Hayes Conpatible Mbdemwith a 1200 Baud rate, and
D-Base I1l. To the extent that the applicant already has
this equiprment available to its fair housing staff, it
need not purchase duplicate equi pnent. Any equi pnent
purchased with Federal funds at a unit cost in excess of
$5,000 will be considered U S. Governnent property, on

| oan to the agency.

3-13. APPLI CATI ON SUBM SSI ON REQUI REMENTS.  An applicant must submit an
original and two copies of:

A. A SF-424, signed by an official authorized to bind the
reci pient and identifying the individual who is authorized to
negoti ate and accept all assistance provi ded the organi zation

B. A Program Narrative Statenent describing the applicant's



proposed activities and objectives. The Statenent should
descri be how the objectives are related to reasonable fair
housi ng concerns for the applicant. Were the relevance to
matters affecting fair housing is not obvious, the rel evance
must be expl ai ned.

C. A schedule for conpletion of each task/activity;

D. Signed Standard Assurances, SF 424B;

E. Conpleted Drug Free Workpl ace;

F. Signed certifications required by 24 CFR Part 111 (See
Par agr aph 3-14 bel ow);

G For Incentive Funds applicants, information show ng the
agency's fair housing expenditures during its prior fisca
year and the ampount from non-Federal sources; (For Capacity
Bui |l ding applicants the justifications are described in
par agr aph 3-12B above)
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H. SF- 424A Budget form containing data in Sections A, B, C & D;

and

Sunmary of the devel opnent of the individual costs which is
consistent with the activities proposed. The summary shoul d
contain an estimated cost of each proposed activity and
include the basis for each cost listed.

3-14. CERTIFI CATION. The FHAP regul ation, 24 CFR Part 111, requires the

foll

A

owi ng certifications:

The applicant nust certify that the application subnmitted is
aut hori zed under State or local law. The applicant nust al so
certify that it has the legal authority to carry out the
activities proposed within the application;

The agency nust certify that it will adhere to a witten
agreenment, either a Menorandum of Understanding (MOU) or an

I nteri mAgreenent, which governs all fair housing referra
activity and conpl ai nt processing between that agency and the
appropri ate Regi onal HUD office

Applicants, for incentive funding only, nust certify that al
budget information submitted is true and accurate. The
applicant nust also certify that a m ni nrum percentage of the
agency's expenditures for fair housing activities, in the nost
recent fiscal year, have been from non-Federal sources. That
m ni num percentage will be announced annually in the NOFA.

The applicant nust certify that the agency wll



abi de by the Drug-Free Workpl ace and | obbyi ng
certifications.

3-15 APPLI CATI ON MAI LI NG REQUI REMENTS

A
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The application should be sent or delivered to the G CAO at
the address specified in the kit. This will be the address of
the Regional FHEO Director. The envel ope shoul d be marked
DATED MATERI AL.

Any application received at the office designated in the
soliciatation after the exact date and tinme specified for
receipt will not be considered unless it is received before
award i s nade and:

1. It was mailed on or before 12:00 mi dni ght on the
application deadline date. 1In such cases, applicants
must use registered, certified, or U S. Postal Services
Express Ml next day service - Post Ofice to Addressee,
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to substantiate the date of nmailing. The only evidence
to establish the date of mailing is the | abel and/or
postmark on the wapper or on the original receipt from
the U S. Postal Service. (The term "postmark" neans a
printed, stamped, or otherw se placed inpression that is
readily identifiable without further action as having
been supplied and affixed by the U S. Postal Service.)
If neither shows a | egible date, and the application is
received after the date specified, the application shal
be deened to have been nailed late. Private netered
post marks (such as those from Federal Express or other
courier conpani es) shall not be acceptable proof of the
date of mailing; or

2. It was the only application received.

Hand del i vered applications nust be received in the designated
office by the application deadline date and tine
(documentation is the notation on the application wapper of
the tinme and date received by the designated office).

Any nodification of an application is subject to the sane
conditions as in paragraphs (B) and (C) above.

Not wi t hst andi ng the above, a late nodification of an otherw se
successful application which nmakes its terns nore favorable to
HUD will be considered at any tine it is received and may be
accept ed.

Applications may be withdrawn by witten notice or telegram
(including mailgram received at any tine prior to award.
Applications may be withdrawn in person by an applicant or



3- 16.

their authorized representative, provided their identity is
made known and they sign a receipt for the application prior
to award.

APPL| CATI ON APPROVAL PROCEDURES. HUD considers an application
approved for funding as of the date on which HUD s written offer
to enter into a Cooperative Agreenent, is sent to the agency. The
award is to be considered obligated when the Cooperative Agreenent
(Appendi x 13) has been signed by the Cooperative Agreenent

Oficer.

A. |If the Regional Ofice of HUD finds deficiencies in the
application, that office will notify the applicant, in
witing, of all problems found, and request clarifications and
corrections to be subnmitted within 20 days. |If the applicant
fails to respond within the twenty (20) day tinme frame, HUD
may consider that the Agency to have el ected to abandon or
wi thdraw its application.
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B. |If, after an Agency has attenpted to correct an application's
deficiencies, the Regional Ofice still determ nes that the
application still contains deficiencies, the Agency nay appea
the decision of the Regional Ofice to the Assistant Secretary
of Fair Housing and Equal Opportunity.

C. The Assistant Secretary nay reverse the decision of the
Regi onal O fice unless one or nore of the foll owi ng have
occurred:

1. The proposed application includes ineligible activities
or is otherw se deficient;

2. The application was not received within the tine frame
set forth in the NOFA

3. The application did not include all of the required
informati on requested in the NOFA or the application kit;
or

4. The application fails to provide the required naterials
or evidence necessary to support the proposed
activities.

APPLI CATION REVIEW The G CAO will ensure that the
application neets the threshold eligibililty requirenments and the
submi ssion requirenents in Paragraph 3-13 above.

A. The GCAOw Il ensure that the narrative statenent is revi ewed
to determne that:

1. The activities proposed for outreach, education, and
other projects are consistent with the agency's statenent



of need, the nature and extent of housing discrimnation
descri bed, the popul ation characteristics of the
jurisdiction and that all outreach and education
activities described are accessible to those with visua
and hearing inpairnents;

2. The proposed activities can be expected to inpact
successfully on the problens identified;

3. Capacity Buil di ng Agencies have a sufficient vol une of
conplaints to justify the anpbunt requested for case
processi ng;

4. Capacity Buil di ng Agenci es which did not budget for the
cost to attend HUD sponsored traini ng understand that

they are still required to send at |east the nininmum
6/ 90 3-16
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nunber of participants and that agenci es whi ch budget ed
for this cost provided a sufficient anount of funds to
attend;

5. Capacity Buil di ng Agenci es have proposed a Conpl ai nt
Moni toring and Reporting capability that will be adequate
to effectively track case processing and will be
conmpatible with a HUD Personal Conputer Network (or show
they al ready have such a network);

6. The budget is consistent with the proposed activities and
does not exceed the anmounts that the agency is eligible
to apply for; and

7. Any indirect cost rate is adequately justified. This
must be in accordance with the requirenents of OVB
Crcular A-87. The G CAO should consult with the Ofice
of Regi onal Counsel (ORC) for guidance.

B. Subsequent to the initial review, the G CAO may request
additional data to clarify the application and nodify it in
accordance with the G CAO s request for revisions to nake its
ternms nmore favorable to the Government.

C. After all requested clarifications have been received, the
G CAO will prepare and process a Cooperative Agreement in
accordance with the procedures outlined bel ow.

3-18. COOPERATI VE AGREEMENTS. I n the CFA, funding is provided through

firmfixed price Cooperative Agreenents. This neans that upon
satisfactory completion of the work, the recipient receives the
negoti ated amount, regardl ess of actual costs incurred. The
recipient is required to conply with the Schedul e of Articles of
Award, the Statenent of Wdrk, and the Assurances. (Appendix 13)



A Cover Page of the Agreenents. The cover page of the Agreenent
is the HUD 1044, Assistance-Award/ Amendnment. The itenms on
this HUD formare
1. Assistance Instrunent. This is a Cooperative Agreenent.
2. Type of Action. The original obligation

is an award. Any subsequent change is a
nunber ed amendnent .
3. I nstrunment Nunber. The uni que nunber assigned by the
G CAO to that Agreenment. The instrunent nunber shoul d
3-17 6/ 90
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not exceed 12 digits for Regions 1-9 and 13 digits for
Regi on X. Headquarters establishes instructions to the

G CAO to ensure that all instrunent nunmbers in the
programare different. The nunbering system provides for
a uni que nunmber for each agreenent as foll ows:

a. The first two digits would be FF, to stand for FHEQ
Fair Housing (with FC in the Community Housing
Resource Board grants to stand for FHEO, CHRBS)

b. The next three digits would be 201 through 210, to
stand for Regions | through X Region | would be
201, Region Il would be 202, etc.

C. The next digit would be K, to stand for Cooperative
Agreenment. (G would be used for Grant and C for
contract.);

d. The next two digits would be the Fiscal Year of the
NOFA; and

e. The last four digits (five digits for Region X)
woul d be assigned by the G CAO to the funding
instruments in his/her Region. Each Region would be
given a series of 1000 nunbers begi nning with 1000
to 1999 and ending with 10000 to 10999. Each Region
woul d use the first number, i.e. the nunber ending
in 000, for the solicitation (RFA). Subsequent
nunbers woul d be assigned to the Cooperative
Agreenents. In Region |, 1000 woul d be the RFA
nunber. 1001 would be the last four digits of the
first Cooperative Agreenent executed in Region I
1002 woul d be the final digits of the second
Agreenent executed in Region |, etc. 1|In Region Il
the solicitation would end with 2000. 2001 woul d be
the last four digits of the first Agreement executed
in Region Il, 2002 would be the final digits of the
second Agreenent, etc. The nunber nust run
consecutively. Do not use any spaces or
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punctuation. An exanple of a nunber is:
FF2A K892001

Amendnment Number. |If the type of action is an amendnent
to an Agreenent, this block shows which anmendnent it is,
i.e. the first amendnent to an Agreenent is 1, the second
is 2, etc. In an anmendnent, only the instrunment nunber
and those bl ocks in which there is a change need to be
compl eted. The rest can show "NO CHANGE. "
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Effective Date of This Action. This is the date on which
the award or anmendment to the award becones effective
For agenci es beyond their first year of noncompetitive
fundi ng, the award date is the day followi ng the
expiration date of their prior Agreenment. For the first
year of funding, the uniformfunding cycle date of
Septenber 22 will be used if the applicant has received
substantial equivalency or entered into an agreenent for
the interimreferral of conplaints and has subnitted al
clarifications required to nake the application
acceptable. Oherw se, the effective date of the award
will be the date on which both the above conditions are
met .

Control Nunmber. This permits the GCAOto assignh a
nunber internally to enabl e easier recordkeeping. The
same Control Number can be used for each Agreenent
pursuant to the sanme NOFA or different nunbers can be
used.

Nanme and Address of Recipient. Use the mailing address
for the recipient agency. The depositary address for
recei pt of payments may be placed in the paynment article
of the Agreenent or that article may reference the
recipient's depositary card on file in the RAD.

HUD Administering Ofice. The name and address of the
G CAO goes in this bl ock.

HUD CGover nnent Techni cal Representative. Use the nane
and address of both the GIR and GIM

Reci pi ent Project Manager. Insert the name and phone
nunber of the person in the agency who is the primary
contact for the Agreenent.

Assi stance Instrunent. For CFA, it is Fixed Price.
(Type Il is Cost Reinbursenent.)

Payment Method. For CFA, it will either be the Check
Rei mbur senent or the automated cl eari nghouse (wire



13.

14.

transfer) nmethod.

HUD Paynment Office. The name and address of the finance
office in HUD that processes the paynment of the voucher
This is the Regi onal Accounting Division

Assi stance Anpunt. The anmpunt HUD provides is put on
three lines: HUD Anmount This Action, Total HUD Anobunt,
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and Total Instrument Anpunt. Recipient Amount is al ways
-O. For anendnments, the original amount is put on the
first line, "Previous HUD Anbunt." The increase or
decrease is on the second |ine and the Total HUD Anount
and Total Instrunent Anmobunt are then cal cul ated and
ent er ed.

HUD Accounting and Appropriation Data.

a. Appropriation Nunber. This is the nunber or nunbers
of the appropriation(s) used to fund the Agreenent.
(Usually this will be only one appropriation nunber;
however, in exceptional circunstances a Cooperative
Agreenment may be funded from a combi nation of two
appropriations.) FHAP appropriation nunbers al ways
begin with 86, which stands for HUD, and end with
0144, which stands for FHEO funding program The
m ddl e digits of the appropriation nunber, separated
by a slash, show the year the noney was appropriated
and the fiscal year the appropriation expires. For
exanmpl e, 869/00144 woul d be the FHAP funds
appropriated in FY 1989, which nust be obligated by
the end of FY 1990. The appropriation numnber(s)
must be the same as the nunber(s) shown on the
HUD- 718 t hat established the reservation or
reservation anmendnent for the project.

b. Reservation Nunber. This is the nunber the G CAO
used on the HUD-718 to request the reservation of
funds prior to making the award.

c. Amounts Previously Obligated. For the initia
award, this block is -O. In anendnents that change
the total anpbunt of the Agreenent, this block shows
the total already obligated in the original HUD 1044
and any anendnents already in effect.

d. oligation by this Action. For the initial award,
this is the Total I|nstrunment Amount. For
anmendnents, it is the anbunt of the increase or
decrease

e. Total Obligation. This is the anount of the
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origins award, plus any increases or decreases as
they beconme effective. For CFA, it is the sane as
Total Instrument Amount in Bl ock 14.

Description. This block further describes the award,
what is incorporated in it, and the order of precedence
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bet ween the schedul e and the general provisions. In
anmendnents, this block provides a detail ed description of
any changes nade in the funding instrunent. An exanple
for a Contributions Agreenment woul d say:

COOPERATI VE AGREEMENT FOR FAI R HOUSI NG ASSI STANCE PROGRAM
COVPREHENSI VE FUNDI NG. CONTRI BUTI ONS, TRAI NI NG AND
I NCENTI VE FUNDS

Thi s agreenent consists of the following, whichis
i ncorporated herein and made a part hereof:

a. Cover Page HUD- 1044 (12/78);

b. Schedul e of Articles;
Attachnent A - Statement of Wrk
Attachnment B - Criteria for Processing

c. Admi ni strative Requirements for Gants &
Cooper ative Agreenents; and

d. Assur ances

ORDER OF PRECEDENCE: Notwi t hstandi ng any provisions of
this agreenment to the contrary, in the event of a
conflict among any of the docunents pertaining to the
duties and responsibilities of the parties, the Statenent
of Work will take precedence over the Schedul e of
Articles.

Requirement to Sign. This block is checked whenever the
recipient's signature is required to make the award or
amendnment effective. It is always required for the
original award and substantive anendnents such as changes
in the scope of work or the agreenent anount.

No Requirenent to Sign. This block is checked when the
recipient's signature is not required to nake an award
effective. It is usually checked when there is an

adm ni strative amendnment, such as the name of the GIM

Reci pient. The recipient signs in this bl ock whenever
bl ock 17 requires a signature. An original signature
shoul d be on three copies returned to HUD. Beneath the
signature, the nane and title should be typed and the



dat e shown.

20. HUD. The G CAO s original signature goes in this block
on all three copies of the award or anendment, even where
3-21 6/ 90
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no recipient signature is required. Beneath the
signature, the nane and title of the G CAO should be
typed and the date shown. The Regional Director should
use the Title "Cooperative Agreenment O ficer."

Articles of Award. The Schedule of Articles in the Capacity
Bui |l ding and the contributions agreenents both contain the
same basic provisions. Some of these provisions are nodified,
as appropriate, for the specific agreenent. The provisions in
the Schedule of Articles are:

1

Scope of Work (Fixed Price). Explains recipient
responsibility in performance of work set out in the
St at ement of Work;

Peri od of Performance. Establishes tinme provided to
performthe work. If is 12 nonths fromthe effective
date of the instrument;

I nspection and Acceptance. States who is responsible for
acceptance of products. Al but the final products nay
be accepted by the GTM if so delegated. The GIR is
responsible for the final product;

Conduct of Work. Explains that the GTRFGTM wi |l nonitor
the technical effort but the G CAO nust authorize
devi ations fromthe Agreenent;

I nstrument Amount, Payment, and Submi ssion of |nvoices.
Describes the distribution of the award by categories of
fundi ng; sets out the date for subm ssion of vouchers and
anount per voucher; shows to whomthe vouchers should be
submitted by title, nunber of copies, and address;
expl ai ns what should be reported and what added criteria
applies; and, shows the address of the depositary to

whi ch paynments should be renitted

Use of Grant Funds. This article specifically provides
that all funds nust be used for activities that address
or have ultinmate rel evance to natters cogni zabl e under
the Fair Housing Act. Wiile this was previously a
requirenent of the FHAP regul ation, it had not been
included as a requirement in the funding instrument;

Mai nt enance of Effort. The requirenment that an agency
must not unilaterally reduce the | evel of financia
resources currently commtted to fair housing conplaint
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processi ng has been added to the funding instrunment. As
in the use of grant funds, this has always been a
requirenment in the programregul ation
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HUD s Substantial |nvolvenent. VWherever the funding

i nstrument used is a Cooperative Agreenent, HUD s
substantial involvenent in the review and approval of all
aspects of the work must be specified in the Schedul e of
Articles. Involvenment may include, but is not linmted
to, review and gui dance in progress and upon conpl etion
of case investigations, special education and outreach
proj ects, devel opnent and presentation of training, and
participation in presentation of fair housing prograns;

Use of Consultants. Requires that paynments to
consul tants shall not exceed the equivalent of the daily
rate paid to GS-18 Federal enpl oyees;

Publ i cati ons and News Rel eases. Defines publications,
provi des for governnment ownership of official work
products, sets out prepublication approval procedures,
sets out procedures to ensure that all publications are
accessible to the disabled, requires acknow edgenent of
the Federal funding, disclainmer of Federal responsibility
for accuracy or interpretations and requires the

reci pient to provide copies of all news rel eases and
publ i c announcenents to the GIR,

Reproduction of Reports. Establishes the maxi mum nunber
of copies and nmaxi mum nunber of pages that can be
reproduced of reports, data or other witten nmaterials
required by the Agreenent;

CGovernment Property. Contains a list of all equipnent
acquired for the project with Federal funds and provides
that the GCAOw Il give instructions on the disposition
of the equi pnent at the conclusion of the Agreenent.
(Only for Agreenents in which equipnment to be purchased
exceeds $5,000 in value.);

Fl ow Down Provisions. Requires recipient to include
provisions to carry out the purposes of the Agreenent in
all contracts and subcontracts; and

Di sputes. Authorizes G CAO to nake final decisions on
di sputes, and establishes procedures and tine linits for
appeal s.

C. Statenent of Work. This portion of the agreenent
est abl i shes.

1

General Requirenents. The general requirenents on the



reci pi ent regardi ng processing fair housing conplaints
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and enforcing the recipient's fair housing law in
accordance with its Menorandum of Under st andi ng;

2. Training. The nunber of persons who nust participate in
the HUD sponsored training and the per unit deduction for
not neeting the m ni num nunber of persons to be trained,

3. Capacity Building. The agreenent to devel op an adequate
conpl ai nt processing capability, to adequately process
housi ng di scrimnation conplaints and to inpl enent
capacity building activities set forth in the application
and in the list of product deliverables;

4. Contributions. The agreenent to adequately process
housi ng di scrimnation conplaints in accordance with the
Criteria for Processing and to augment its fair housing
enforcement efforts through outreach, education, training
and technical assistance;

5. I ncentive Funding. The agreenent to utilize Incentive
funds in accordance with its application and in the |ist
of product deliverabl es;

6. Conpl ai nt Monitoring and Reporting System For the one
year in which a Conplaint Mnitoring and Reporting System
is funded, special requirements for inplenentation of the
CMVRS; and

7. Product Deliverables and Due Dates. This should be the
nost significant products which GIR and G CAO deem
inmportant to receive in order to assure that the
reci pi ent has satisfactorily conpleted all of the
required work. For materials which will be disseninated
this should include a draft of the material as a
deliverable to ensure that the content is approved prior
to nmaking copies in quantity.

Admi ni strative Requirenments. This portion of the Agreenent
sets forth the uniformadninistrative requirenents reflected
in 24 CFR Part 85 Intergovernnental Review of DHUD Prograns
and Activities pertaining to post award requirements.

3-19 NOTI FI CATI ONS.

A

Congressional. The GIR shall coordinate with the
Assi stant Secretary for Legislation and
Congressional Relations, all issues requiring
notification of assistance awards. In Regiona

O fices, the coordination may be done through the
Public Information Oficer.
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B. Unsuccessful Applicants. The G CAO shall pronptly
notify, in witing, each applicant whose application
will not receive an award. The notice shall briefly
expl ain why the application was not selected and
shal | offer the unsuccessful applicant an
opportunity for a nore detail ed expl anati on upon
request.

REG ONAL FUNDS ASSI GNVENT. Based on | evel s of funding which
the Assistant Secretary determ nes to publish in the NOFA,
Headquarters will secure from Regional Ofices the

i nformati on needed to determ ne the anmount of funds each
Regional O fice will require in order to award funds to al
eligible applicants. Those funds will be assigned to

Regi onal O fices using a HUD 185 (Regi onal Funds

Assi gnnent Forn) (Appendix 14). A separate HUD-185 will be
used for each appropriation year. |In the event that a
Regi on receives part of its assignnent fromthe previous
year's appropriation, it should use those funds for awards
which will definitely be obligated prior to the end of the
fiscal year. Oherw se, such funds will expire.

PROCESSI NG COOPERATI VE AGREEMENTS W TH CONTRI BUTI ONS AGENCI ES FOR
CASE PROCESSI NG AND TRAI NI NG ONLY

A. Establishing Funding Levels.

1. Funding | evels for the Contributions agreenents wll be
based on the nunber of cases actually processed in the
prior 12 nonth period identified in the NOFA. It is
essential that after the GIR has identified this nunber
for each agency, the G CAO check with the agency to get
its agreenment on that nunmber so that the agreenent
prepared by the GCAO will be accurate and the funds
reservation can be accurately nade. |n instances where
there is a dispute between the GIR and the agency,
resolution of differences should be high priority.
After reaching agreenent on the nunber of cases processed
in the prior 12 nonth period, the Cooperative Agreenent
fundi ng | evel should be calculated in accordance with the
anounts provided in the NOFA for case processing. The
training allocation is the sane fixed amount for each
agency and is also provided in the NOFA. The sum of the
two anounts is the funding |evel

2. In the event that the nunber of cases is disputed, the
agency shoul d be advised to sign an agreement based on
t he undi sput ed nunber of cases. |If the subsequent

resolution is in favor of the agency, the G CAO would
prepare and execute an upward nodification of the award.
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B. Reserving Funds. A funds reservation nmust be made for each
Cooperative Agreenent prior to sending an offer of award to
the applicant. The Regional Director designates a source
officer to prepare, record and nonitor reservations requests,
and provide the Regional Accounting Division (RAD) with a copy
of the source officer's signature. The source officer
reserves funds by conpleting a HUD- 718 (Funds Reservation and
Contract Authority) formand submitting it to the RAD
(Appendix 15). The RAD will certify on that formthat the
funds are available, sign and date the form and return it.

In preparing the HUD 718, the source officer will conplete the
bl ocks identified bel ow

1. Nane and Address of Project Identification. This is the
nane and address of the recipient agency. Do not use the
name of a sub-contractor, even if such sub-contractor
wi || handl e nost aspects of conpl aint processing.

Project Contract, |AA or Purchase Order Nunmber. This is
the Cooperative Agreenent Nunber assigned the G CAQ
in accordance with the instructions above.

2. Date of Preparation. The date the request is prepared.

3. Reservation Nunber. The first part of
this nunber is FHEO, to identify the
office. The second is the Region. The
third is the fiscal year and the fourth is
the nunerical order of the reservation
For exanple, the first reservation
prepared by the source officer for the
FHAP in Region | is FHEO |-89-1001
(Reservations for State and | ocal, CHRBs
and FHEO contracts woul d use the sane
nunmbering system and a | og should be
mai ntai ned to ensure that each reservation
has a di fferent nunber.)

4. Nane and Title of Source Oficer. This is the nane and
title of the source officer in the Regional FHEO Ofi ce.

5. Fundi ng and Accounting C assification

a. Appropriation or Fund Synbol. This is the
appropriation fromwhich the reservation is
requested. There can be nore than one appropriation
nunmber on the form but each nunber nust be on a
separate line. |If there is nore than one
appropriation used for the funds reservation, the
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anount being reserved from each appropriation should

be shown.

b. Cost Center Code. For the FHAP CFA, the Cost Center
Code is TIN. For Type Il, it is TIC.)

c. Sub- obj ect O ass Code. This is not applicable to
FHAP Agreenents. It is only used in reservations
for salaries and expenses and worki ng capital
f unds.

d. Reservation Qutstanding. This is the amount of any

reservation previously nade for the appropriation
under this specific reservation nunber. For an
initial reservation, it is always blank. If it is
an anendrment, the anount is the amount shown in
colum (f) of the previous HUD-718. (Appendi x 15)

e. I ncrease (Decrease), This is the anobunt being
reserved in an initial reservation. |If there is a
change in any amount al ready reserved under a
particul ar reservation nunber, the anmount of the
change is put here. Decreases are shown by putting
the amobunt in parenthesis, e.g. A decrease of
$1,000 is ($%$1,000).

f. Net Anpunt. This is the total of (d) and (e)
above.

In the Funding and Accounting C assification bl ocks, the
same information should be conpleted for each |ine where
a different appropriation is |listed.

6. Purpose of this Action. The appropriate boxes are
checked. Wiere it is an increase/decrease, an anendnent
nunber should be used, follow ng the sane nunbering
system used for reservations.

7. Description of Project. Al reservations can use:
"Funds to assist State and | ocal agencies in processing
Title VII1 conplaints.™

Contract Conditions. Agencies nust be certified by HUD
as substantially equival ent or have agreenents for
interimreferral of conplaints.

8. Dat e/ Si gnature of Source Oficer. This is signed by the
person desi gnated as source officer
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9. Date/ Titl e/ Signature of Authorizing Official. This is
signed by the Regional FHEO Director

After all the above bl ocks are conpleted, the formis sent to
the RAD for certification that funds are avail abl e and
recordation of the reservation. |In the event that there are
insufficient funds avail able, the G CAO should i medi ately
contact the Assistant Secretary for Fair Housing and Equa
Qpportunity to request an increase in the assignnent.

Congressional Notification. After the RAD has certified that
the funds are avail able, the G CAO should request that the

O fice of Legislation and Congressional Relations (OLCR
notify the appropriate Menbers of Congress of the anticipated
award. The G CAO shoul d provide OLCR with the name, address
and phone nunber of the recipient, the purpose of the award
and the anpbunt of the award, and request a release date. This
is provided on a Congressional Notification Form (HUD 416. 2).
The date of the request and the rel ease date shoul d be
recorded on the formand the formshould be retained in the
Cooperative Agreenent file. No offer should be made until a
rel ease date is secured (Appendix 16).

O fer to Agency.

1. The G CAO will prepare a Cooperative Agreenment in
accordance with the anpunts cal cul ated for case
processi ng (based on cases actually processed in the
prior 12 nonth period announced in the NOFA) and
established for training support, conpleting all portions
of the Cooperative Agreenent that vary by agency.

2. The G CAO shoul d send four (4) copies of the Agreenent to
the Recipient, with a letter explaining howthe agreenent
amounts were arrived at and including a copy of the NOFA,
the SF 424B, Standard Assurances, the Drug Free Workpl ace
Certification, and the Certifications required by 24 CFR
Part 111. The letter shoul d:

a. instruct the recipient to sign and return three (3)
copi es, holding the 4th copy until it receives an
of ficial executed copy from HUD

b. i nclude the G CAO name and address to which the
signed agreenments should be sent, as well as the due
dat e;

C. advi se the agency that it is required to sign the SF

424B and the Certification Formfor 24 CFR Part 111
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and to conplete the Drug Free Wrkpl ace
Certification;



E

1

d. advi se the agency to subnmit a conpleted HUD 274,
(Appendi x 17) Designation of Depositary Form if it
does not have a depositary formon file with the RAD
or if it wishes to change its designated depositary
to be used for renmttal of paynents.

The G CAO shoul d nonitor receipt of the Agreenments to
ensure that obligations are made as early as possible and
that all obligations are nmade prior to Septenber 22 or
the expiration date of their current Agreenent, whichever
is earlier.

Executi on by G CAO of the Agreenent.

Upon recei pt of three signed copies of the Agreenent, the
G CAO shoul d recheck the file to ensure that:

a. there is an approved funds reservation (HUD 718)
(Appendi x 15) for the anmount of the Agreenent;

b. there are three (3) copies of the Cooperative
Agreement with an original signature of the
recipi ent;

c. there are no changes in the Agreenent nmade by the

reci pient that are unacceptable to the G CAQ and

d. the standard assurances and certificati on have been
signed and the Drug Free Wrkpl ace and Lobbyi ng
Activities Certification have been conpl et ed.

The G CAO should sign the three copies, sending one to
the RAD, one to the recipient and keeping one for the
official file. A xerox copy marked "Conforned Copy"
shoul d be provided to the GIR and the GTM The copy to
the RAD may be transnmitted by buckslip and shoul d be
acconpani ed by any Designation of Depositary form

(HUD- 274) (Appendix 17) submitted by the agency.

3-22. PROCESSI NG COOPERATI VE AGREEMENTS FOR CAPACI TY BUI LDI NG AND
I NCENTI VE FUNDI NG AGENCI ES

A

Establ i shing Fundi ng Levels. When all required data and

i nformati on have been received fromthe applicant, the G CAO

Wil l

revi ew t he budget and ensure that it is still consistent

with the proposed activities. Were there are indirect cost
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rates, consultant fees and ot her proposed expenditures that
are subject to special requirenents, the G CAO should
consult with the Regional Contracting Oficer (RCO to
ensure that all proposed expenses are allowable. Then the
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G CAO shoul d deternine the total amounts requested for
Capacity Building or Incentive Funds and ensure that they
do not exceed the maxi num anount for which the agency is
eligible. Agencies eligible for Incentive funding al so
recei ve case processing and training support. These
amounts are cal cul ated the same as in 3-20A above and added
to the Incentive ambunt to get the Total I|nstrunent Anount.

Reserving Funds. This is the same as 3-20 B, above.

Congressional Notification. This is the sane as
3-20 C, above.

O fer to Agency.

1. The G CAO shoul d prepare a Cooperative Agreenent in
accordance with the anmounts approved in the budget,
completing all portions of the Cooperative Agreenent
that vary by agency.

2. The G CAO shoul d send four (4) copies of the Agreenent
to the Recipient, with a letter (Appendi x 13a)
instructing the recipient to:

a. sign and return three (3) copies, holding the 4th
copy until it receives an official executed copy
from HUD;

b. advi se the agency to subnmit a conpleted HUD 274,
Desi gnation of Depositary Form if it does not
have a depositary formon file with the RAD or if
it wishes to change its designated depositary to
be used for remttal of paynents; and

C. i nclude the name and address to which the signed
agreenents should be sent, as well as the due
dat e.

3. The G CAO shoul d nonitor recei pt of the Agreenents and
contact agencies with outstanding agreenents to ensure
that nost obligations are made prior to the 4th quarter
and that all obligations (except those where agencies
are awaiting certification) are made prior to
Sept enber 22 or the expiration date of their current
agreenent, whichever is earlier.
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Executi on by G CAO of the Agreenent.

Upon recei pt of three signed copies of the Agreement, the
G CAO shoul d recheck the file to ensure that:

a.

there is an approved HUD 718 (Appendi x 15) funds



reservation for the amount of the agreenent;

b. there are three (3) copies of the Cooperative
Agreenment with an original signature of the
recipi ent;

c. there are no changes in the Agreenent nmade by the

reci pient that are unacceptable to the G CAQ and

d. the standard assurances and certificati on have been
signed and the Drug Free Workpl ace and Lobbyi ng
Activities Certification have been conpl et ed.

The G CAO should sign the three copies of the award,
sending one to the RAD, one to the recipient and keeping
one for the offical file. A xerox copy nmarked " Conforned
Copy" shoul d be provided to the GIR and the GTM The

G CAO shoul d al so provide the RAD with any Designation of
Depositary Form (HUD-274) (Appendix 17) it receives from
t he agency.
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