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INTRODUCTION 
 

The Housing Trust Fund Corporation’s Office of Community Renewal (OCR) welcomes 
you to the New York State Community Development Block Grant (CDBG) Program.  
The OCR is pleased to have this opportunity to assist units of local government with 
community development needs by providing annual direct grants for use in revitalizing 
neighborhoods, expanding affordable housing and economic opportunities, and 
improving infrastructure and community facilities. 
 
Throughout the administration of a CDBG funded project, Recipients must be mindful 
that they are responsible for compliance with all applicable CDBG program 
requirements.   In an effort to assist Recipients with the administration of their grant, 
OCR has developed the following Grant Administration Manual.  This manual has been 
designed to help Recipients with the implementation of their grant, from award to close 
out.  The manual outlines procedures for grant administration and includes regulatory 
information as a reference tool to enable Recipients to identify the regulatory 
requirements applicable to the NYS CDBG program.  The intent of this manual is to 
provide information and forms that will enable Recipients to manage their NYS CDBG 
funded activities in compliance with their Grant Agreement and applicable state, federal 
and OCR program regulations, policies and procedures. 
 
This manual is one of the main resources to the successful administration of your 
CDBG project.  Another important resource is the staff of OCR, which is committed to 
working with you to prevent or correct issues of non-compliance and to provide 
assistance throughout the administration of your grant. 



OCR                        Introduction 12/2016 
Grant Administration Manual                  Page 1 

 

TABLE OF CONTENTS 

 

CHAPTER 1 
GETTING STARTED 

 
I. Grant Agreement 

 
II. Program Administration 

A. Consultants 
B. Subrecipients 
 

III. Program Manual 
 

IV. Accessing Funds 
 

V. Public Relations Material 
 

VI. Exhibits 
 
 
 
 

CHAPTER 2 
ENVIRONMENTAL AND HISTORIC REVIEW 

 
I. National Environmental Policy Act of 1969 (NEPA) 

 
II. NEPA Environmental Review Process 

A. Designate a Certifying Officer 
B. Establish the Environmental Review Record 
C. Determine NEPA Review Format 
D. Determining the Relationship of Activities (Project Aggregation) 
E. Determine the NEPA Classification of Project Activities 
F. Environmental Assessment 
G. Environmental Impact Statement 
H. The Statutory Checklist 
 

III. New York State Environmental and Historic Regulations 
A. State Environmental Quality Review act (SEQRA) 
B. State Historic Preservation Office (SHPO) 

 
IV. Exhibits 



OCR                        Introduction 12/2016 
Grant Administration Manual                  Page 1 

 

CHAPTER 3 
FINANCIAL MANAGEMENT 

 
I. Introduction 

 
II. The Basics of Financial Management 

A. General Guidelines 
B. Accounting Procedures and Documentation 

 
III. Principles for Determining Costs 

A. Allowable Costs 
B. Reasonable Costs 
C. Administrative Costs 
D. Program Delivery Costs 
E. Direct Costs 
F. Indirect Costs 

 
IV. Program Income 

A. Definition of Program Income 
B. OCR Program Income Policy 
 

V. Non Compliance 
A. Sanctions 
B.  Recapture of Funds 



OCR                        Introduction 12/2016 
Grant Administration Manual                  Page 1 

 

CHAPTER 4  
PROCUREMENT STANDARDS 

 
I. Introduction 

 
II. General Procurement Standards 

 
III. Procurement Procedures 

A. Full and Open Competition 
B. Geographic Preference 
C. Written Selection Procedures 

 
IV. Methods of Procurement 

A. Small Purchase Procedures 
B. Procurement by Sealed Bid 
C. Procurement by Competitive Proposal 
D. Procurement by Noncompetitive Proposal 

 
V. Professional Service Contracts  

A. Preparing a Request for Proposals (RFP) 
B. Soliciting Proposals 
C. Reviewing Proposals and Selecting a Consultant 
D. References 
E. Preparing the Contract 
F. Contract Administration and Supervision 
G. Prior Commitments to Consultants 

 
VI. Use of Consultants Already Under Contract 

 
VII. Contracting with Small and Minority Firms, Women’s Business Enterprise and Labor 

Surplus Area Firms 
 

VIII. Section 3 of the Housing and Urban Development Act of 1968 (12 USC 1701U) 
 

IX. Debarment, Suspended or Ineligible Contractors 
 

X. Exhibits 



OCR                        Introduction 12/2016 
Grant Administration Manual                  Page 1 

 

CHAPTER 5 
GENERAL PROVISIONS 

 
I. Labor Standards 

A. Introduction 

B. Recipient Responsibility 

C. Labor Standards Administration 

D. Davis-Bacon Reporting Requirements 
 

II. Conflict of Interest 
 

III. Project Signs 
 

IV. Displacement, Relocation & Acquisition 
 

V. Lead-Based Paint 

A. Renovation, Repair and Painting Rule 

B. Lead Safe Housing Rule 

C. Types of Housing  

D. Types of Housing Not Covered 

E. Notices and Pamphlets 

F. Calculating Federal Rehabilitation Assistance 

G. Lead Based Paint Evaluation and Hazard Reduction Requirements 

H. Lead Based Paint Inspections and Paint Testing 

I. Risk Assessments 

J. Interim Controls 

K. Abatement 

L. Clearance 

M. Allowance of the Presumption of Lead 

N. Lead Based Paint Compliance Plan and Certification 
 

VI. Property Management 

A. Introduction 

B. Real Property 

C. Equipment 

D. Supplies 

E. Change of Use of Real Property 
 

VII. Civil Rights 

A. Introduction 

B. Program Benefits (Section 3 of the Housing and Urban Development Act of 1968, as 
amended, 24 CFR Part 135) 

C. Recipient Hiring and Employment Practices 

D. Minority and Women’s Business Enterprises 

E. Fair Housing 

F. Accessibility 

G. Section 504 Evaluation/Notification 

H. Policy Adopted to Handle Complaints of Discrimination 

I. Limited English Proficiency – Executive Order 13166 
 

VIII. Exhibits 



OCR                        Introduction 12/2016 
Grant Administration Manual                  Page 1 

 

CHAPTER 6 
FILE MAINTENANCE 

 
I. Grant Files  

A. Application  
B. Contract  
C. Program Administration  
D. Financial Management   

 
II. Project Files  

A. Housing Rehabilitation  (for each unit) 
B. Housing Ownership/Homebuyer Program   
C. Economic Development and Microenterprise  
D. Public Facilities/Public Services  

 
III. Regulatory Compliance Files        

A. Procurement  
B. Citizen Participation  
C. Civil Rights  
D. Primary and National Objectives  
E. Environment  
F. Labor Standards  
G. Lead Based Paint  
H. Anti-Displacement and Relocation  
I. Conflict of Interest  
J. Real Property Management  
K. Monitoring  
L. Forms  



OCR                        Introduction 12/2016 
Grant Administration Manual                  Page 1 

 

CHAPTER 7 
MODIFICATIONS AND AMENDMENTS 

 
I. Modifications 

A. Budget Modifications 
B. Schedule Modifications 

 
II. Program Amendments 

 
CHAPTER 8 

MONITORING 
 

I. Recipient Monitoring 
A. Objectives 
B. Assessing Performance 
C. Types of Monitoring 
D. The Monitoring Visit 
E. Recipient Responsibilities 
F. Resolving Monitoring Findings 
G. Maintenance of Monitoring Records 

 
II. Subrecipient Monitoring 

 
CHAPTER 9 

REPORTING REQUIREMENTS 
 

I. Financial Reporting 
A. Federal Requirements 
B. State Requirements 
C. Procurement of Audit Services 
D. Audit Costs 

 
II. Reporting Performance Measurements 

 
III. Performance Reporting 

A. Annual Performance Report 
B. Project Status Reports 

 
 

CHAPTER 10 
GRANT CLOSEOUT 

 
I. Grant Closeout Process 

 
II. Program Income 

 
 
 


