PURPOSE

The lowa Department of Economic Development (IDED) accounting and Community Investments teams are
committed to the effective financial management of the Flood Supplemental Community Development Block
Grant (FCDBG) program. The purpose of this policy and procedures document is to establish and communicate
guidelines for the IDED accounting and Community Investments teams related to cash management, reporting,
budgeting, and internal controls. This document will be updated periodically to incorporate policy and procedure
changes in the FCDBG program.
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lowa Economic Development Authority Fraud and Waste Policy

The Authority has zero tolerance for the commission or concealment of acts of fraud, waste, or abuse. Allegations
of such acts will be investigated and pursued to their logical conclusion, including legal action where warranted. All
employees are responsible for reporting suspected instances of fraud, waste, and abuse in accordance with this
Policy.

Management is responsible for the effectiveness and efficiency of operations, including the protection of Authority
assets from fraud, waste, and abuse. Management has the responsibility for the implementation of internal
controls to deter and detect fraud and also responsible for assisting in the deterrence and detection of fraud,
waste, and abuse in government by examining and evaluating the adequacy and the effectiveness of the
Authority’s systems of internal control, commensurate with the extent of the potential risk in the various segments
of the organization. Management has primary responsibility for the request for investigation of fraudulent acts
committed by or against the Authority.

Scope

This policy applies to all employees. The provisions of this policy apply to any instance of fraud, waste, or abuse
involving not only employees, but also external organizations doing business with the Authority and Authority-
sponsored events.

Commitment to Confidentiality and Anonymity

The Authority will attempt to ensure that anonymity of the reporter is maintained. When you report, please
remember the following concerning confidentially and anonymity:

e Even if you report anonymously, once the report has been made and the investigation begins, your
coworkers or others who are familiar with the situation you are reporting may still be able to guess your
identity.

e  Whether you report anonymously or not, the Authority will treat your report confidentially.

e [tis not possible to guarantee absolute confidentiality in all circumstances. Disclosure to others inside or
outside the Authority may be required by law in certain cases.

Please do not let these possibilities discourage you from reporting an incident.

Protection

Retaliation against an employee who in good faith reports a violation of law or rule, mismanagement, a gross
abuse of funds, an abuse of authority, or substantial and specific danger to public health or safety is a violation of
state law per lowa Code Chapter 70A.29. Please note that this section does not apply if the disclosure of the
information is prohibited by statute. See also Code of lowa 8A.417, 70A.28 and 685.

Definitions

Fraud consists of an illegal act (the intentional wrongdoing), the concealment of this act, and the deriving of a
benefit (converting the gains to cash or other valuable commodity). Legally, fraud can lead to a variety of criminal
charges including theft, embezzlement, and larceny — each with its own specific legal definition and required
criteria — each of which can result in severe penalties and a criminal record.

Waste means the thoughtless or careless expenditure, consumption, mismanagement, use, or squandering of
resources owned or operated by the Authority to the detriment or potential detriment of the Authority. Waste
also includes incurring unnecessary costs because of inefficient or ineffective practices, systems, or controls. Waste
does not normally lead to an allegation of “fraud”, but it could.
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Abuse means the excessive, or improper use of something, or the use of something in a manner contrary to the
natural or legal rules for its use; the intentional destruction, diversion, manipulation, misapplication,
maltreatment, or misuse of resources owned or operated by the Authority; or extravagant or excessive use so as to
abuse one’s position or authority. “Abuse” does not necessarily lead to an allegation of “fraud”, but it could.

Examples of fraud, waste, and abuse activities include, but are not limited to:

e  Forgery or alteration of documents (checks, contracts, purchase orders, invoices, time sheets, leave
records, etc.).

e  Misrepresentation of information on documents (employment history, time sheets, leave records, travel
reimbursement requests, financial records, etc.).

e Theft, unauthorized removal, or willful destruction of records, property, or the property of other persons
(to include the property of employees, customers, or visitors).

e  Misappropriation of funds, equipment, supplies, or any other asset.

e Improprieties in the handling and reporting of financial transactions.

e Serious abuse of Authority time such as unauthorized time away from work, falsification of work hours
reported, or excessive use of Authority time for personal business.

e Authorizing or receiving payments for goods not received or services not performed.

e Vendor kickbacks.

e Authorizing or receiving payment for hours not worked.

e  Misuse of authority for personal gain.

e Any computer-related activity involving the alteration, destruction, forgery, or manipulation of data for
fraudulent purposes.

e Inappropriate use of Authority owned electronic devices such as computers, PDAs, cell phones, pagers, or
e-mail.

Responsibilities
Any employee who has knowledge of fraud, waste, or abuse, or who has good reason to suspect that such conduct
has occurred, shall adhere to the procedures outlined below.

When suspected fraudulent activity, waste, or abuse is observed by, or made known to, an employee, the
employee shall immediately report the activity to their direct supervisor. If the employee believes that the
supervisor is involved with the activity, they shall immediately report the activity to the CFO or Director’s Office. If
the employee believes that the CFO or Director’s Office (or staff of) may be involved with the activity, the
employee shall report the activity to the State Auditor’s Office.

The employee shall not make any attempt to investigate the suspected activity prior to reporting it. The CFO or
Director’s Office shall coordinate investigations of fraud, waste, or abuse with the State Auditor’s Office, Federal
Oversight Agency or State Ombudsman’s Office.

An employee shall not destroy, or allow to be destroyed, any document or record of any kind that the employee
knows may be relevant to a past, present, or future investigation

The Authority cannot compel citizens and customers (non-employees) to report suspected instances of fraud,
waste, or abuse. However, the Authority strongly encourages them to do so.
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CASH MANAGEMENT

Cash management includes requests for payments from recipients, subrecipients, and direct payments to vendors,
as well as management of funds drawn down on the FCDBG from the U.S. Department of Housing and Community
Development (HUD), while remaining in compliance with the Cash Management Improvement Act (CMIA) and the
Treasury-State Agreement. Both the Community Investments team and the Accounting Team are responsible for
review and approval of the funds requested and for properly entering those transactions into both the Disaster
Recover Grant Reporting System (DRGR) and the State of lowa’s Accounting System (1/3).

Request for Payment
Recipients and subrecipients must submit a General Accounting Expenditure (GAX) form. Direct payments to
vendors are paid from submitted invoices.

Recipient/Subrecipient Requests
The General Accounting Expenditure (GAX) form is used by recipients and subrecipients based on expenditures to
request funds — both administrative and program funds. The GAX form is submitted as funds are needed by
recipients and subrecipients to make payment. The following are considered allowable expenditures for which
funds may be requested:
e An allowable FCDBG expenditure which has been incurred (paid out) by the recipient or subrecipient.
e An allowable FCDBG expenditure for which the recipient or subrecipient has a bill on hand. For example,
if the subrecipient has an approved award to an individual, the subrecipient may request the funds to pay
out the award without first expending the funds.

The above applies to both program and administrative expenses. The GAX form serves as the documentation of a
cost incurred. In addition to the GAX form, a listing is attached documenting the recipients or addresses funded
with the request. Copies of request forms and their instructions are contained in the Appendices to this
document.

Recipients and subrecipients must mail or email the completed GAX form (with appropriate signature) and any
required documentation to: lowa Department of Economic Development, Attn: Data Analyst, 200 East Grand
Avenue, Des Moines, IA 50309.

Recipients and subrecipients must ensure charges are valid, reasonable, and in compliance with contractual terms.
Recipients and subrecipients complete the GAX form, sign the form, and submit it with appropriate documentation
to the Community Development Data Analyst. Recipients and subrecipients are also tasked with submitting
requests for reimbursement in a timely manner. If forms are to be signed by someone other than the individual(s)
who signed the Grant Agreement, a “Signature Authorization for CEO Change” must be on file. Additionally, if
recipients or subrecipients wish to name an alternative signatory, a “Signature Authorization for Alternative
Signators” must be on file. (See Appendices to this document for copies of these forms.)

The Data Analyst inputs the information on the GAX form into the Community Development Database and
generates a “Draw Review Disaster (DRD)” form. (See Appendices to this document for examples of these forms)
The GAX and DRD form are reviewed by the Data Analyst for accuracy and budget adherence. The GAX and DRD
form is then forwarded to the Project Manger. The Project Manager confirms whether expenses were submitted
in a timely manner, signed by authorized parties, and contain adequate supporting documentation. The Project
Manger also obtains Duplication of Benefit and State Historic Preservation Office clearance for each address or
recipient listed. The Project Manager then signs the GAX and DRD form and returns them to the Data Analyst.

The Data Analyst then forwards the completed GAX to the Budget Analyst on the Accounting Team. The GAX
submitted to the Accounting team is the GAX of record, and subject to audit by State and Federal auditors. Once
the GAX is submitted to Accounting for processing, it will not be returned to the Project Manager for changes. All
documentation needed in the Project Files is retained prior to the GAX being forwarded to the Accounting team.
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The Budget Analyst receives the GAX and validates that it has been authorized in accordance with the procedures
noted above and reviews the funds requested for compliance with period of availability (contract in full force and
effect) and budget restrictions. The GAX is also compared to the prior request and the contract to verify the
vendor name, vendor code, request number, original grant amount, prior balance, and that remaining balance is
adequate for the current request.

The GAX is entered into the State’s accounting system (I/3) after it has been reviewed and approved by both the
Community Development Division and Accounting staff and payment is issued. Approximately 99% of program
funds are paid from accounting string 0340-269-4910.
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Invoices

The Department receives invoices for such items as office supplies, paper, furniture, newspaper publishing
charges, and computer equipment. These items are purchased as needed.

When an invoice is received it is received by the person who ordered the items (or placed the newspaper ad) and a
GAX form is completed. The GAX form and the invoice are forwarded to the Community Development Division
Administrator or Coordinator for their review and approval, as evidenced by their signature on the GAX. This form
is then forwarded to the Budget Analyst on the Accounting team for their review and approval, as evidenced by
their initials. The GAX form is reviewed for allowability and appropriate coding. The GAX is entered into I/3 and
payment is issued.

In several instances, office supplies, paper, and furniture are purchased through the State of lowa’s contract with
Office Max. In instances of office supplies, a member of the Accounting team orders the requested items after a
request form is received from the Community Development Division. When the supplies are received, the
Accounting team member ensures that the supplies ordered and received match what was requested. Paper is
ordered Department wide each month and furniture is ordered only if offices are moved or requested by the
Division Administrator.

The Office Max bill is then entered into I/3 and payment is processed. Approximately 99% of administration funds
are paid from accounting string 0001-269-4505.

Rebuild lowa Office (RIO)
The Department contracts with the RIO for Case Management services related to FCDBG. The Department also
passes through some FCDBG administration funds to RIO to provide support for disaster related activities.

The Department receives from RIO on a monthly basis a request for both administration and Case Management
funds. This request includes charges for their billable time, travel expenses, other expenses and grant payments.

Each request is reviewed by the Budget Analyst to ensure that the charges are allowable, within the period of
availability, within budget levels, and supported by proper documentation. Charges in question are reviewed with
RIO to obtain additional supporting documentation. Additionally, each request is signed as true and accurate by
Bonnie Rieder, Senior Budget Analyst, Homeland Security and Emergency Management Division.

Upon completion of the review, the Budget Analyst signs off on the request spreadsheet and completes an Internal
Transfer Document. The document is entered into I/3 and the transfer is processed.
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Timesheet Approval

Department Employees

Timesheets are completed bi-weekly by each employee and show the break down of time spent by an employee
on disaster related activities. Employees must sign/certify their timesheet and submit to the supervisor for
approval. The timesheets are collected by the administrative assistant and forwarded to the Human Resource
Associate where they undergo review and employee leave balances, etc, are monitored and updated.

Merit Contract Employees

The Department has a number of contracted employees working for the Community Development Division due to
the need of additional staff to help with Disaster related activities. The Merit Contract employees complete a
timesheet on a bi-weekly basis in additional to a Personal Activity Report (PAR). The PAR documents the activities
contract employees have spent time on during the two weeks. The timesheets are collected by the Human
Resources Associate and forwarded to the Community Development Division Coordinator for approval. Payroll
costs are then allocated based on the PAR. The Accounting team then processes payment to the 3™ party
contractor.
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Grant Management System Process

The IDED developed a grant management system to handle the myriad of functions needed to operate a federal
program. Commonly referred to as the CDBG System, it is used to manage grants from application to closeout. It
assists the IDED in allocating money to various programs, making awards, producing contracts, monitoring
compliance with both CDBG regulations as well as cross-cutting regulations such as environmental and DBRA.

Allocations and Obligations

Each grant from HUD is recorded in the CDBG System and program areas are funded in accordance with the Action
Plan. Awards from each program area are then recorded (most often applications are transferred in to the
recipient area in the CDBG System) with their contract numbers. For each contract, the activities are setup in the
CDBG System in accordance with contract budgets. In addition to the CDBG System, the IDED maintains an
Allocation Log (ALOG) in Excel for each grant from HUD, portioning funds to the various programs areas. Contract
award totals and administration amounts are recorded in this spreadsheet, as well as final costs. This log provides
a cross check of the amount of money available in each program area, and the obligations of those funds. Each
quarter, the amounts recorded in both the CDBG System and the ALOG are reconciled to the DRGR budget.
Amendments to contract budgets are also recorded. At contract closeout, amounts remaining undisbursed in each
activity and the contract are deobligated, returning the funds to the program and making them available for other
eligible activities. An Allocation Log Summary and Allocation Log Detail are located in the Appendices to this
document.

Draw Reviews

The Community Investments team is responsible for the maintenance of data in all three of these systems (CDBG
System, ALOG and DRGR). Each draw is recorded by activity, and the review form (See Appendices to this
document for examples of these forms) shows budget amounts, current draw activity, cumulative draws, and
remaining funds. If a contract is suspended, the CDBG System allows that to be noted on the main records and a
Draw review form marked as Draws on Hold is automatically produced (see Appendices for an example). After the
review and approval of the draw, the Data Analyst sends it to Fiscal with an accompanying list of all draws sent
over that day. An example of this form is also in the Appendices.
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Progress Reports

Regular CDBG funds have several methods of reporting progress — quarterly reports are used in the Housing
programs, progress is reported on each draw for the infrastructure programs, and annual reports of progress are
made for the economic development programs. The infrastructure reporting is much the same for the disaster
funding, but the IDED uses another system, known as Service Point, to track progress for the housing and business
disaster programs being operated by the recipients.

Information about the individual clients served by the disaster funds is maintained in Service Point. Service Point is
an existing database technology the state employed to allow for the communication of extensive data concerning
the individual clients. It is an external secure database available to both IDED staff and recipient staff to exchange
this information. Data from this database is downloaded and utilized by the IDED staff in determining eligibility for
the programs and determining if a duplication of benefits will exist by using our funds. This data is also used to
track progress in a variety of ways — by recipient, by county, etc.

Closeout Procedures and Deobligation of Funds

On or about the 15" of every month, the closeout coordinator runs the Closeout Report with Completions from the
CDBG System. It identifies all contracts that are expiring in the next month. The lists are printed for each project
manager and distributed to them. They return the lists to the closeout coordinator, marked for closeout or
indicating that they will be extended. The project managers prepare necessary extension requests, which are
currently major amendments and go through the contract review process. The closeout coordinator issues a
Notice of Closeout to those contracts so marked, notifying the recipients of required reports and the end date of
the contract, and enters the date of the letter in the CDBG System.

Every month, the closeout coordinator generates Closeout — Assessment Checklist, which lists all the contracts that
received a Notice of Closeout 60 days before. For each contract on the list, the contract coordinator generates
Closeout Checklist Parts 1 & 2. The closeout coordinator completes the first part of the checklist, assessing the
contract status for audit compliance, and keeps that part for future use. The second part is attached to the
contract file and forwarded to the project manager for completion.

The Project Manager assesses the contract for completion, noting that all needed reports are submitted, recording
any additional data required, and commenting on overall compliance. After initialing, the file and Part 2 - Financial
Review/Predeobligation of the assessment are given to the Contract Coordinator, who notes final costs and
ensures the Allocation Log and CDBG System and the contract status are consistent.
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The file is forwarded to the Closeout Coordinator, who attaches Part | of the checklist, Audit Assessment and Final
Reviews, and determines that audit requirements have been met. The Contract Coordinator then completes the
DRGR records, marks all records in the CDBG System and ALOG as complete, and issues the Contract Completion

letter to the recipient. The file is marked as complete and taken to the file room. After 6 months or more, the file
is sent for scanning.

Compliance monitoring

In addition to financial and performance information, several areas of compliance are tracked in the CDBG System
— environmental and SHPO review, monitoring visits and results, to name just two. A full explanation of the
monitoring policies and procedures are contained in a separate document.
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REQUEST FOR FEDERAL FUNDS

The Accounting team group is responsible for drawing down funds on the FCDBG from HUD in compliance with
CMIA.

Cash Management Improvement Act
CMIA was passed by congress in 1990 and amended in 1992 to ensure efficiency, effectiveness and equity in the
transfer of funds between state and federal governments. The major provisions of CMIA are:

Federal agencies must make timely fund disbursements and grant awards to states.
e State and federal agencies must minimize the time between the transfer of federal funds to states and the
presentation of states’ check/warrants or settlement of EFT payments for CMIA program purposes.
e States are entitled to interest from the federal government from the day the state pays out its own funds,
for CMIA program purposes, to the day federal funds are credited to the state’s account.
e The federal government is entitled to interest from states for the time federal funds are in state accounts
until the day funds are paid out for CMIA program purposes.
e Interest charges will be paid from operating budgets and not amounts available for CMIA program
funding.
[ ]
The Department follows the State of lowa’s CMIA rules which state that funds received from the federal
government must be expended within three working days. This timeline is reviewed by the State Auditor’s
Office as part of the Department’s annual audit. The Department received no finding related to Cash
Management in the fiscal year 2008 (the most recent year of completion) audit.

Draw Down of Funds

Program Funds

In addition to forwarding the GAX to the Budget Analyst for review and approval, the Data Analyst also
prepares a “CDBG Funding, Draws — Disaster List of Requests to Fiscal” and a “CDBG-Funding, Draws-Disaster
to FISCAL for DRGR.”

Upon approval of the GAX, the Budget Analyst logs onto DRGR and enters the dollars for each activity based on the
“Draws-Disaster to FISCAL for DRGR.” The Analyst notes the voucher number on the “Draws-Disaster to FISCAL for
DRGR” sheet and also initials the sheet. She then attaches the sheet to a screen print from DRGR of the draw. The
sheet and the screen print are forwarded to the Community Development Division, EO2 or in their absence, the
Administration Division Administrator (DA) for their approval. The EO2 or DA verifies the input into DRGR was
done correctly and then approves the draw. The “Draws-Disaster to FISCAL for DRGR” is initialed to by the
approver and a screen print of the draw approval from DRGR is attached. This information is then returned to
Budget Analyst.

The Budget Analyst then prepares a Cash Receipt on the State’s Accounting system (I/3). The cash receipt is
approved by the Accounting Tech 3 and forwarded to the State Treasurer’s Office. When the funds from HUD hit
the state’s bank account the cash receipt is approved by the State Treasurer’s Office. The Budget Analyst then
modifies the cash receipt to move the funds to the correct accounting string. The modified cash receipt is then
approved by the Budget Analyst and Accounting Tech 3. State Accounting then approves the cash receipt. A copy
of the completed cash receipts in addition to the DRGR printouts and “Draws-Disaster to FISCAL for DRGR” and
“Draws — Disaster List of Requests to Fiscal” documenting all the approvals is maintained by the Budget Analyst.

Administration Funds

Administration accounts related to the FCDBG are reviewed on a bi-weekly basis by the Budget Analyst. The
Budget Analyst must review all requests for payment that are processed through the administration account so all
costs that have been incurred during the two weeks have been deemed proper and allowable.
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Every other Thursday the Budget Analyst summaries all activity in the FCDBG administration account and
determines how many dollars to draw. This determination is based on prior history and approximate payroll costs.
The Budget Analyst completes a “Administration Draw” form and enters this information into DRGR. Supporting
documentation for this amount is retained on a spreadsheet summarized by fiscal year. The voucher number from
DRGR is noted on the “Administration Draw” form in additional to the date and the Analyst’s initials. The
“Administration Draw” form and a screen print from DRGR and then forwarded to the EO2 or DA for approval of
the draw. Upon approval, the Budget Analyst prepares a CR which follows the same process as the Program Funds.

Funds are drawn every other Thursday to comply with the Cash Management Improvement Act payroll warrant
requirements.

See Financial Procedures — Appendices for an example of the spreadsheet used to summarize the administrative
costs.
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Program Income

Return of Net Proceeds

The Department has developed a guidance document to assist applicants in returning funds when CDBG disaster
funds are received and then other sources of funds are also received for the same activity. The funds flow from
the recipient to the entity which awarded the funds (City or County/COG). The entity receiving the other sources
of funds would be responsible for ensuring that the entity which awarded the funds receives the payment. These
funds would then need to be returned to the lowa Department of Economic Development.

The Department has had to implement the return of net proceeds procedure when CDBG disaster funds were
received and then FEMA funds were received for housing buyouts. Please see an example of the process below:

e The City of Hudson (who has contracted with ABC Company to administer the FEMA award) receives
FEMA buyout funding and determines that Mr. Paul Anderson is eligible to receive funding for his
damaged property.

e  ABC Company completed the “HMGP Replacement Housing Award Calculator” spreadsheet and it was
determined that Mr. Anderson received net proceeds applicable to recapture of $5,000 (cell C45 on the
spreadsheet)

e Mr. Anderson, upon receiving the FEMA funds from the City of Hudson (or the administrative entity) will
need to cut a check to lowa Northland Regional COG for $5,000. Please note that the City receiving the
FEMA funds cannot retain a portion of the FEMA funds and then return these. The payment MUST be
received from, in this case, Mr. Anderson.

e The City of Hudson (or the administrative entity) should make a copy of this check and maintain it with
the award information on the homeowner. The original check should then be mailed to lowa Northland
Regional COG. Accompanying this check should be the form which is attached to this email. Instructions
have also been included in the file.

e The COG will deposit these funds and then cut a check to the County which received the Housing award.
This expenditure should REDUCE the amount of federal funds expended. Additionally, the COG should
complete the applicable fields on the attached form.

e The County which received the Housing award will deposit the funds received from the COG and then cut
a check to IDED for the amount. This expenditure should REDUCE the amount of federal funds expended.
Additionally, the County will complete the applicable fields on the attached form.

e Should the Housing award recipient be a City rather than a County/COG, the funds will flow directly from
the recipient to the City which received the Housing award. The entity which received the FEMA funds is
still responsible for ensuring that the funds are captured and returned to the Housing award recipient.

The required entity must utilize a Department provided spreadsheet to calculate the amount of funds to return.
Then the entities will then fill out the return of funds form and attach a check. Upon receipt of the check, IDED
will revise the amount of CDBG funds drawn by the City or County/COG. IDED will then communicate to the City or
County/COG the new amount to be reflected as drawn on the next draw request.

The return of funds form asks for the name of the recipient of the other sources of funds, the applicant with
service point client ID, address, and City; and recipient of the CDBG disaster funds. The reason for the return of
funds is also included. This can be changed depending on the nature of the distributed funds.

Program Income

The Department does not anticipate receiving program income; if the situation arises we will develop procedures
at that time with HUD guidance.

Collections

In the event that the Department disburses funds and subsequently determines that the funds were disbursed in
error the following procedure will be followed:
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The project manager will contact the recipient of the funds and determine if subsequent funds will be drawn for
the same activity. If the award is still open and subsequent funds will be drawn the amount disbursed in error will
be deducted from the next amount drawn.

If the award is closed or no subsequent funds will be drawn the Department will send an invoice to the recipient of
the funds for repayment.
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REPORTING/FINANCIAL AND PERFORMANCE REVIEW

Internal Reporting

Monthly Reports to Management

The Accounting team is responsible for providing accurate and timely financial reports to both the Department
Management and RIO. The monthly budget vs. actual reports is prepared by the Budget Analyst to enable
management to quickly analyze the financial position of the FCDBG program. The report shows the current
budgeted amount in the action plan for each program and the amounts disbursed both by program and region.
Total disbursed funds by region are split between program and administrative costs to monitor compliance with
the administration allocation.

External Reporting

The Action Plan and Quarterly Performance Report (QPR) are submitted to HUD each quarter through the Disaster
Recovery Grant Reporting (DRGR) system. HUD gathers information from the lowa QPR and reports to the U.S.
Congress.

The Action Plan is submitted to HUD through DRGR by the end of the last month in each quarter. The Action Plan
lists all of the activities in each grant, the activity description, the total CDBG Disaster Recovery Grant Funds
Budgeted for each activity and the expected performance measures. The budgeted totals for each program must
not exceed the amount authorized in the DRGR system. After the Action Plan is updated in DRGR, it is then
submitted to HUD to review and approve. Only after the Action Plan is approved, can the QPR be submitted.

The Quarterly Performance Report must be submitted to HUD through DRGR 30 days after the end of the quarter.
The QPR contains financial information, performance measures achieved and an activity progress narrative for
each activity. Actual amounts expended, drawn down (revenue) and obligated during the quarter are included in
the financial information reported. The drawdown and obligated amounts are automatically updated from the
DRGR drawdown module each quarter. However, the amounts expended have to be manually entered into the
QPR. Information available from Service Point and regular report information entered into the CDBG System
provide information used to complete quarterly performance measures and activity progress narratives that are
entered into the DRGR system. After the QPR has been updated, reviewed by either the Disaster Team Leader or
the Division Administrator, and reconciled, it is then submitted to HUD to review and approve. HUD will review
the QPR and submit data from the report to the U.S. Congress by the 19" of the following month. The table below
outlines the target dates for Disaster Recovery Grant Reporting.
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Target Dates — Deadlines

Jan 1st to Apr 1st to Jul 1st to Oct 1st to

Mar 31st Report Jun 30th Report Sep 30th Report Dec 31st Report
Grantee to submit Action Plan
changes with new or modified | March 30 June 30 September 30 December 31
activities
HUD to review Action Plan
changes - approve or reject April 15 July 15 October 15 January 15
for modification
Eer?gfri;s;usgzgl;gg:;ly April 30 July 30 October 30 January 30
HUD to submit QPR data in May 19 August 19 November 19 February 19
Reports to Congress

Reports Available to Public
The Community Investments team staff ensures that all DRGR quarterly reports that have been

approved by HUD are posted on the IDED website for public review.

BUDGETING

reviewed and

The state fiscal year runs from July to June. The Budget Analyst is responsible for determining the FCDBG

budgetary needs for inclusion in the overall Department budget.

Department of Management, and is ultimately approved or denied by the State Legislature.

The Department budget is coordinated with the

Budget categories are salaries and fringe, travel, supplies, postage, phone, rent, utilities, professional services,
outside services, transfers, reimbursement to other agencies, equipment, indirect costs, refunds, and state aid.

Budget performance is monitored by the Budget Analyst and Division Administrators and Coordinators of the
Community Development and Administration Division.
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CITIZENS PARTICIPATION

Under the Supplemental Disaster Recovery funding the normal Citizen Participation requirements have been
waived. The following information provides the necessary actions required by the applicant and recipient of these
funds.

1. The streamlined requirements do not mandate public hearings, but do require the applicant to provide a
reasonable opportunity (at least 7 days) for citizen comment prior to submittal of an application, and
ongoing citizen access to information about the use of grant funds.

Submit a copy of the published notice with the application. Also include information on how all public
comments and concerns were addressed.

2. Applicants/recipients are encouraged to notify citizens by any other means, including public posting,
postings on relevant Web sites, etc. to keep citizens informed about the project.

3. Ensure the public reasonable access to all local meetings, project records and information relating to the
proposed and actual use of federal funds. Ensure equal access to information about the programs
including persons with disabilities and limited English proficiency (LEP). Program information is available
in the appropriate languages for the geographic areas served by the jurisdiction and the appropriate
format for persons with disabilities

4. Provide citizens with names and addresses of the person(s) authorized to receive and respond to citizen
questions and complaints concerning proposed and funded activities. A timely written response must be
made to every citizen complaint, and the response must be provided within 15 working days of the
receipt of the complaint, if practicable.

(sample)

Public Notice

NOTICE REGARDING SUBMITTAL OF AN APPLICATION FOR SUPPLEMENTAL CDBG DISASTER RECOVERY FUNDING
FOR {PROJECT NAME).

The { City Council or County Board of Supervisors (depending on the
recipient9} intends to submit an application for Supplemental CDBG

Disaster Recovery Funding for {project name and brief project description}. The

application will be submitted on or after {date (this date must be at least 7 days after

publication of this notice) }. The intent of this notice is to provide citizens

the opportunity to comment on the proposed project and application prior to submittal. If you

have questions or comments concerning the proposed project and application, you may

contact {name of person} at {telephone number}. Written comments may also be submitted

to {name of person} at {address}.
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PLANNING FOR AUDIT COSTS

Contracts under the Housing Fund may be subject to audit before the closeout of the contract can be completed.
The Single Audit Act, as revised in 1996, mandates that the recipients of federal funds of $750,000 or more within
a year must have these funds audited.

Local Governments/Nonprofit Organizations

For recipients of $750,000 or more in federal funds received from more than one source of federal funding in a
fiscal year, an organization-wide audit must be performed.

For recipients of $750,000 or more in federal funds received from a single source of funding in a fiscal year, a
project audit, targeting only transactions dealing specifically with the project, may be performed in lieu of an
organization-wide audit.

Recipients of less than $750,000 in federal funds within a year are exempt from federal audit requirements.

IDED reserves the right to request additional information as needed.

For-Profit Organizations

A project audit may be required of projects or activities accomplished by for—profit entities (recipients). Source
documentation supporting actual costs may be requested from for-profit entities by IDED. For example: for
projects utilizing both IDED HOME funds and IFA Low-income Housing Tax Credits, IDED will require the submission
of the Form # 8609 Application Package. All other (non-tax credit) projects may be required to, at a minimum,
submit a signed and dated Final Sources and Uses of Funds statement.

Audit-related costs should be considered and included in your application budget.

Pre-Award Audit

A Pre-Award Audit may be required of all for-profit and non-profit direct recipients of grant funds that exceed
$150,000. Pre-Award Audits will be initiated by IDED following awards. Completion of the Pre-Award Audit survey
including satisfactory results or remedies must occur prior to contract execution and transfer of funds from IDED.
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A-133 Audits - Process

1.

Set up in CDBG System — if IEDA is awarding more than $500,000 to a City/County the Closeout/Audit
section of CDBG is checked that an audit is required.

July of each year closeout coordinator sends A-133 Audit letter and Single Audit Form to every recipient.
The Single Audit Form must be returned to IEDA.

As audits are received, they are logged into the CDBG system by contract (for example the audit for Cedar
Rapids for fiscal year ended June 30, 2010 listed 7 CDBG contracts)

- Date audit received

- Type of Audit (City, County)

- Audit Year

- Audits are maintained in File Cabinets marked “Audits”

If the audit has issues the project manager will follow up as outlined in OMB Circular A-133, Subpart D

regulations.
At closeout recipient is sent a notice to close letter which

- again states the audit requirements and

- includes a Single Audit Form to be completed and returned to IEDA.

Prior to closing a contract, closeout coordinator

- Verifies receipt of either A-133 Audit or Single Audit Form

- If not received, the recipient is contacted or auditor’s website is checked to see if audit is available. If

available, print, update CDBG, file copy of audit and close out contract.
Check Federal Sudit Clearinghouse (FAC) to verify audit has been received. Log date received into CDBG.
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APPENDICES - FINANCIAL PROCEDURES
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Request for Payment Revipient

Activity Matus Comtract INnmber
ERerpost INumber
Business Assistance Frograms - Fedenal Funding Period Ending-
Current Expenditures Total
EBuziness Bouness Progmms
Expended Smee| Less Imberest Programs Requested
| Activity CodeTitle Budget Last Report | Income Applied| Eeimbuorable to Date
Frogmm Costs
Urpent INeed 352 D00 - - - -
Frogmm Costs
Low to Modemte Income 352 D00 - - - -
Adminiztotive Costs 16,000 - - - -
TOTAL3 BOD, 000 - = - -
Lews: Fonds Receimed) =
Less: Fayments Pendi -
Met Request -
Funds Disbursed
Sexvice Fedenl
Foimt Identification or LT Mon Amoumt
Frogom | Client Social Secunty Crualified? FProfat* Disbursed
Code™ I Business MName INumber Y/ Y/ Avrard Amonnt this request
GRAND TOTAL (inchudes supplemental) -
Administrative Costs
** - Thiz amount can melude bills on band oot pet paid
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STATE OF IOWA GAX

BUDMGET FY . . DOCUMENT MUMEER
General Accounting Expenditure
=y o e e
2010 |
L e L s ey T T IS L e ROt 2 1o e g
Iowa Department of Economic Development
200 E. Goamd Awve
Dres Maimes, Iowa 50308
TRILE =] TRETR RITAL e T s g e e o
RS
e T WL
QUANTITY
PO TS AT TIRIT o ORI FRHE TUTAL |
BRASUEE
Bequest for Papment - Business Assistanee Programs
Contract MNumber: 06-DRE-20 3 -
Eepor: MNumber:
|An orignal and two copies of the completed
A form m addition to cequired supporting
docamentation should be submitted to:
Lowra Department of Economic Development
lAt: hieridith Mfarshall
200 East Grand Avenue
Dies Momes, T4 50309
For question: regarding the completion of the
&AM form or required suppocting dorumentation
please conmct Meridith Aarshall at (515) 725-3012
or meridith marshalliff icroralifechamping. com
DOCUMEMNT TOTAL | § -
CLATMARNT S CERTITIC AT ASENCYT CERTIFICA
| CRETIFY THAT THE ITEI POE SHICH BA VR ERT B SLA B WERE PURMEHED FOESTATE TERETIFY THAT THE ABCATE 32 FERHE TR [HCURRED AHD THE ALICURTY ARE
MEIHESS UHDER THE ASTHORITY CF THE LAY AD THAT THE CHARGES A RS ELACHALLE, CORRBLT AT SHOIUD BE FALD PRC THE FUNDS AFFROIFRIATED I
FRCFRE, SHD CORRECT, AHE: HG FART OF THI LA HAT BEEH FAIL. CODE O CHAFTER SECTION{S)
DATE TITLE Y -
EC ISRy AT TH U IER D SIS TIRR
TR PLLIPRTG FIRLI WEH PR STATH LCEOU TR LE LY
[~ ACTIE] | PO BIF EONE | Y T ]
¥ MR TR B PR P
E 1
e r—r—
) THIG BVOCER [eceT T e T TR
Lm TRF AT IL?M [ | HJE B U T
i: | 0340 | 260 | 4910 3105
[
i1
4
ird
[
i
DOCUMENT TOTAL |
Gﬂ WARRANT & ALUMHTED EY I FAID DATE
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3L Fage 1

Request for Payment

Activity Jtatus Contmet Nomber:
Repart MNomber:
Business Assistance Froprams - Federal Funding Fenod Ending:
FPuonds Disbursed
Service Federal
Foimt Idemtifiration or LMT Moo Amount
Frogmm Client Socizl Security Croalified? Frofit* Drishursed
Code™ I Busines: Name Number TN Y/ Award Amoont this reguest
TOTAL -
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GAY Completinn Instrorfions:
Flearse zee the attached GAT form which will be nsed to request fimds onder the Bozines: Rental Assitanee Program.

If oo axe snbwmitting poor request wia 115, R, plese mefnde the following in poor sokbmission:

* An oczmal mmed by the County or City desipnes) AT and two copies

L mmmmmﬂummmmummuwmmm
enteerd intn Service Poimt 1 doe Gon #s not in Service Point, reimbaorsenent will BMOT be made. Faper
@dmmﬂmmmhmﬂmmhmﬂmhﬂm

* ‘The orgmal =gmed GAY with ton copses =il need to be puiled to the followng address
Afie Meridith Marshall
200 East Grnd Aresme
De= Moines, LA 50509

* A signed (by the Comaty or City desnes) GASD

. mmmmmﬂummmmummummmm
enteerd it Servies Poie 1 r ot fion s not i Servicoe Paint, will NOT be made. FPaper
nupﬂnfﬁ!.lmppudwiﬂ.nutbe rberd for peimbarsement the ind son mert be 1 intny Serrice Poing.

* An odginal signed GAX will then need to be mailed to the follwing address
T Diepartenesst of Esonomie Dersiopment
Attne Meridith RMardhall
200 East Gand Aremme
De= Minines, 1A 50300

Al epmil szhesissans aee to be eoniled to Meddih Marhall a0 Mecdith MarhaliFsomalifechansng com

Al e hﬂ:iﬂnrdmwdhrmmhﬂulﬂmib;ﬁrmymﬂzﬁmﬁfﬁrvu{bmﬂ. Pl wer the
mnformaton below for detiled inctroction: for commples ion. Flease do mot type m any other cells {moeept
those highlipheed m pellow) 2 they contin fommlas

Field Instructions

GAX Pape1

Dtz The dute the form i being completed

Arctg Period “The memth 194 rear fhrongh which rent] a2 rtmes prrmen: 17 beng equezsed

For examnple. of yon 2z complesmer the: form om 6,725,706 for rental paymoents to be paid o the
Basineys Tenant m Juby 2009, the accomting period would be 7/08.

Feepoes Nomber Earh GAY will need to be sequentn by mmmbened.
Dixte DCree of tignamre.
‘Title

‘Tile af the person signing the fome n most cases wil be either Mapor
o Chowrmom of the Board of Saperssors.

GAX Page 2
ERrpor: INumber Earh GAX will need to be sequentally mambered.
i the foom i completed on 6,250 for Bosines: Renfal Assictanes prymenss oo be
puid to the Brminess Tenant on 7/1,/09, the perind ending wonid be 7/1,/08.
Expended Smee Fonds pou bawe expended sinee the last resmborosmesst sequest.
Last Repoes
L=z Tmimreat Ay interest sgrned on Bosiness Frogrom fomnds oost be spend for progrm activites

Inrone Appled ey interest appileahle to these fmds met he dedoeted S the nemborsesmens
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teqmemed.

I Fands Reg d Toml of fonds e d Eroen TTYEDS fregandiess ofof they have been receved).
o Dae Indlades the corem raqaest
L Amcentof funds yoa have acmally EECEIVED Eom [IYED for the Seam
Fand Rarsival Prioggsam.
L Fands you have reqaenad fom ITEDbo oo et ewived
Payerems Pending
Popam Code Diesignate hese i she basines bs beang fondad onders
BHRAP L el A e Prag
EBERAF  Emands] B Renml A = Purogs
L5 Len Ttesesn Sopplemeny
CHRRG ¥ d Rensd R G

RIBS Residernal Landiond Pusiness Sappan

Plesise wae the dop down meno i selecs

Basnes Mame The meeme of the entiry being awandsd fonds

Padesal T3 o 55 # The Federal [T af the b or 554 i asalep

LM Qraaified 3 Wi N Diesipnae here i the basinesn b Low 1o Mod I pk e drogy dosn e
Mon Prode? YN D -:- ez o whe | us&n?ﬂ-phﬁ:ug:}t&qdﬂ-m

Armnrd Ao Taoml af d 1o whe: B

Asmomm Dsharsad Amaoontal fonds incladed bn the corrent peimb orsement request. Thes

tiaR:qu:-. amnoiant inclodes sny chedks wren by the Ciry or OO0 10 businesses for which

theyhave not yat been rembnersed fior. In addison, this may inclode
any sncant fior which a sgred agecement s in place and all condninm
of disharsemen have beenmey, buva dhack has ot petbeen cmby the:

Ciry o COG
Mk i B Pltchme:.l:ﬂﬁ" l' ol the ad T ﬂihmmmmmﬂml.
Com
Noex

- fid w1 be cnemplesad by the ey secesting sk

1 Ay itemns oot highlighed in poeple shoold not be changed. In maay cases, o odh
contin a iDemads tha shoold notbe oversrmen .

ZThuhtdtdScpll:m:m.lLungEgﬂ showa ke b npsend a0 by e geall B wrmenesses wolch wll
not Bt on the GAX Page 2
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Memo

From: IDED
Date: 9/15/2016
Re: DRHB Draw Guidance

The following is guidance on how IDED would like to see draw requests submitted for DRHB contracts.

Along with this memo, | have attached a draw template. Please take note of the first three tabs at the
bottom of the attachment, each of these tabs will need be completed and submitted with the draw
request.

Tab 1 — Request Form GAX Side 1:
Only addresses for which you are requesting funds should be listed. It is important that project delivery
costs for each activity are separated on the GAX as shown in the example.

Project delivery costs that are associated with each activity (for this program the approved activities are
Acquisition, Demolition and Relocation) that can be allocated to an address (closing costs are a good
example). If there is work that was done by a city employee where the employee’s time is tracked on a
property by property basis, that the city has paid for and needs to be reimbursed (employee time spent on
a specific address) that too can be considered a project delivery cost. The city would need to provide
documentation to support the draw amount for that. This could be something as simple as a list of the
properties the employee worked on, the time spent on each property and the employee’s hourly rate
times the hours.

Administration fees are the costs that cannot be allocated to an address and associated with the overall
administration of the project.

Tab 3 - Property Breakdown:

This tab on the draw form requests a breakout of the draw by address and activity. The addresses on this
spreadsheet should match the addresses listed on the side 1 of the request form. You do not need to
break out the administration by address. Please include an invoice for any costs associated with the
acquisition of the property that are not listed on the closing statement. Also include the property type and
occupancy.

What to include with your draw request:

e The most current verification award form issued to you by IDED (the numbers on this form
should match the numbers on the Property Breakdown Tab 3).

e A copy of the signed closing statement.

e Any invoices for costs associated with the acquisition of the property that are not listed on
the closing statement.

e HUD-1 Statement for new home (if applicable)

e Income documentation (if requested on verification form)

e Proof of citizenship (Oakville)
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REQUEST FOR PAYMENT
DISASTER HOUSING FUNDS
COMMUNITY DEVELOPMENT BLOCK GRANT

Recipient:
Contract Num.
Report Number:
Period Ending:

ACTIVITY
CODE/TITLE

Federal CDBG
Disaster Budget

CURRENT EXPENDITURES TOTAL
Expended Since Less Program CDBG CDBG Requested to
Last Report Income Applied Reimbursable Date

01 Acquisition

01 Project Delivery

75 Clearance/Demo

75 Project Delivery

81 Relocation

81 Project Delivery

0181 ADMIN
TOTALS
Less: IDED Funds Received
Less: IDED Payments Pending
NET REQUEST
FINANCIAL INFORMATION List of Addresses requesting funds:
ACTIVITY Expended Since Last
CODE Current Budget Report Expended to Date
TOTAL

Financial Procedures Appendix

page31

Disaster Funding Policies and Procedures Manual




Attach supporting documentation
to the back of this form

STATE OF IOWA

GAX

BUDGET FY : : DOCUMENT NUMBER
General Accounting Expenditure
DATE ACCTG PERIOD (mnvyy)
ENDOR C E AGENCY NAME
VENDOR NAME AND ADDRESS BILL TO ADDRESS (ORDERING AGENCY) SHIP TO ADDRESS
lowa Department of Economic Development
200 E. Grand Ave.
Des Moines, lowa 50309
TERMS FOB ORDER APPROVED BY GOODS RECEIVED/SERVICES
PERFORM ED
DATE INITITALS
VENDOR'S INVOICE NUMBER
QUANTITY .
Report Number:
ORDERED RECEIVED UNIT OF UNIT PRICE TOTAL PRICE
MEASURE

Request for Payment under CDBG Disaster
Housing Contract Number:

DOCUMENT TOTAL

DATE

CLAIMANT'S CERTIFICATION

TITLE

I CERTIFY THAT THE ITEM S FOR WHICHPAYMENT IS CLAIM ED WERE FURNISHED FOR STATE
BUSINESS UNDER THE AUTHORITY OF THE LAW AND THAT THE CHARGES ARE REASONABLE,
PROPER, AND CORRECT, AND NO PART OF THIS CLAIM HAS BEEN PAID.

CODE OR CHAPTER SECTION(S)

AGENCY CERTIFICA
I CERTIFY THAT THE ABOVE EXPENSE WERE INCURRED AND THE AMOUNTS ARE
CORRECT AND SHOUD BE PAID FROM THE FUNDS APPROPRIATED BY:

ION

CLAIMANT'S SIGNATURE

AUTHORIZED SIGNATURE

THE FOLLOWING FIELDS ARE FOR STATE ACCOUNTING USE ONLY

DOC TYPE DOC NUMBER DOC DATE ACCTG PRD BUDGET ACTION PO SHIP GAX INT INT SELLER INT SELLER
(GAX) FY NEW/M OD INSTR TYPE IND FUND AGCY
GAX

VENDOR CODE ADDR OVERRIDE| F/A INDICATOR |EFT IND| TEXT -po's only (Y/N) TEXT (pO's only)
Y
REF DOC TYPE REF DOC NUMBER REF DOC LINE COM LN VEND INVOICE # COMMODITY CODE GS CONTRACT
LINE | FUND [ AGCY | ORG | SUB | ACTV | FUNC | OBJT | SUB | JOB NUMBER |REP CAT | QUANTIT |/D] DESCRIPTION AMOUNT _ |/D[P/F
ORG QBJT Y [ UNITS

01 | 0340 | 269 4910 4125
02
03
04
05
06
07

GAX WARRANT # AUDITED BY | | PAID DATE
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Buyout

Service Point
75 Clearance / Client ID #, if
01 Acquisition 01 Project Delivery Demolition 75 Project delivery 81 Relocation 81 Project delivery | Household size % of AMI applicatble Property Type | Occupancy
Service Point
75 Clearance / Client ID #, if
01 Acquisition 01 Project Delivery Demolition 75 Project delivery 81 Relocation 81 Project Delivery | Household size % of AMI applicatble
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FRONT SIDE OF FORM

Recipient name and contract number: Recipient name
and contract number as they appear on the CDBG contract.
Report Number: Number each draw report in sequential
order.

Period Ending: End date for which expenditure information
is given. This date cannot extend past contract end date.
Submit within 60 days. Final reports should be noted.

Table and Column Information

Activity Code/Title and Federal Budget: Enter code
number, title and CDBG federal budget for each activity as
they appear on Attachment A-1 of the contract. Any
executed amendments to the budget should be reflected in
the Federal Budget column.

Current Expenditures

Expenditures Since Last Report: Enter expenditures of
federal shares by activity since last report rounded to whole
dollars. $500 minimum, unless final draw.

Less Program Income Applied: Enter any program income
that was received and used to cover activity expenses. (See
Management Guide for further information on Program
Income.) Amounts to be rounded to whole dollars.

CDBG Reimbursable: For each activity, subtract the
Program Income amount from the Expended Since Last
Report amount. This represents the amount of CDBG
expenses that can be claimed from the contract.

Total-CDBG Requested to Date: Expenditures entered in
this column are computed by adding the amount in the
CDBG Reimbursable column to the amount shown in the
TOTAL column of your preceding report. (Year-to-date
total.)

Totals
Totals: Provide a final total for each column.

Net Request Lines

IDED Funds Received: Insert total of all CDBG Disaster
payments received from IDED to date for this contract.
IDED Payments Pending: Insert total of previous CDBG
requests from IDED for this contract for which payment has
not been received.

Net Request: Total of this Current Request. Should match
the total of column #9 (CDBG Reimbursable)

Local/FEMA Financial Information

Activity Code and Current Budget: Enter the FEMA amount
committed to this contract by the activity code.

Expended Since Last Report: Enter expenditures of FEMA
dollars by activity since last report.

Expended to Date: Expenditures entered in this column are
computed by adding the amount in the Expended Since Last
Report column to the amount shown in the Expended to
Date column of your preceding report.

Total line: Totals of budget and expenditures columns.

List of Addresses Drawing Funds
List each address for which funds are being drawn.

BACK SIDE OF FORM
(GENERAL ACCOUNTING EXPENDITURE)

Date Form Completed
Accounting Period (Date from number 4 above)

Vendor: Name and address of recipient as they appear on
the contract.

Vendor's Invoice Number: Current draw number.

Description of Item: Fill in contract number and amount of
request in the spaces provided.

Claimant's Certification: Type in title, and have it signed
and dated by contract signatory.

Submit a typed and signed original of both sides and 3
Data Analyst

lowa Department of Economic Development

Community Development Division

200 East Grand Avenue

Des Moines, lowa 50309
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DRAW REVIEW PROCESS

(Updated 4-18-2011)

1.

Check to make sure the applicant has submitted the correct draw form. This should be a DRHB- Disaster
Housing Funds form. If the incorrect form is used, email the administrative entity to request the correct
form.

Check to make sure each address listed on the draw form is also listed on the attached spreadsheet. If
these do not match, email the administrative entity.

Begin with the first address listed on the spreadsheet. Search address in Service Point. Find the address’s
award verification form. Make sure you use the most up-to-date award verification form that has been
issued.

Move from left to right for each address, beginning with Acquisition costs. The Verification Form will have
the CDBG Award Amount listed at the bottom of the page. This amount should match the Acquisition
costs for the same address. If this matches, highlight the award amount and put a V next to the
Acquisition cost listed on the spreadsheet for the first address.

a. Ifthe award amount on the Verification Form (CDBG Award Amount) is different than the
Acquisition cost listed on the spreadsheet, look for a deduction sheet. This form should include
any items that were salvaged from the house, decreasing the overall award amount. Mark “—
Ded” so you know how to account for the difference.

b. Check the award verification form for notes in the Comments section. Most often this note will
be that the file needs income documentation prior to closing. If so, make sure there is
documentation with the draw that shows income level. Enter the AMI percentage in DOBApp
and remove the note from the Comments box.

Project delivery costs may be associated with Acquisition, Clearance/Demo, and Relocation. A project
delivery cost is any cost that can be directly associated with the address. For example, a project delivery
cost for Acquisition may be time spent by employees specifically on this address. If that is the case, the
City will need to submit a document showing what address the time was spent on, how much time was
spent, and the hourly rate of pay per employee. If this amount matches, highlight the total amount and
put a V next to the project delivery costs for Acquisition listed on the spreadsheet for the first address.

a. If the project delivery costs are not clearly found, put an * by the project delivery costs for
Acquisition. On the spreadsheet, add up the amounts you found that correspond with the total
amount for that address.

b. Oftentimes, project delivery costs are listed on the HUD-1 as line 103, “Settlement Charges to
Borrower”.

Look for any costs listed in the clearance/demo section. Oftentimes these costs will come on one large
invoice with multiple properties. Make sure it’s clear how much is being requested per property. If this
matches, highlight the award amount and put a V next to the Clearance/Demo cost listed on the
spreadsheet for the first address.

Relocation costs will be found on the Verification Form under RHA Eligibility. Moving costs will be
counted in this amount as well (on the spreadsheet). If this amount matches, highlight the total amount
and put a V next to the Relocation costs listed on the spreadsheet for the first address.
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10.

11.

12.

13.

14.

a. Relocation costs can also be found on the HUD-1, in line 109 “Dislocation Assistance”. Similar
costs will be found in this area on the HUD-1 for replacement housing allowances and moving
expenses.

Check to make sure that for each address the household size, % of AMI, and Service Point number is
listed. If any of these items are missing, email the administrative entity to correct the spreadsheet and
send it back in. Exception: Files only seeking a replacement housing award of $15,000 may not always
have a Service Point number. These may be FEMA acquisitions which are not entered in Service Point.

Repeat steps 3-7 for each address listed on the draw request/spreadsheet.

For Cedar Rapids draws only: Check all addresses against the “Active IMA” spreadsheet from Cedar
Rapids. If an address is on this list and the draw, we will need to reissue the award with an updated
amount of IMA toward principal.

Once all items have been accounted for, submit original draw form (and three copies) with one set of
backup documentation to Dar. Write “All backup matches Date KG” on the original spreadsheet. This lets
Dar know that the draw is ready to be approved.

Dar will review and enter into the system. The draws will then come back to you for final review.

If all dollar amounts requested match their budgets, and the RROF and Excessive Force dates have been
entered, sign off on the draw. Initial and date on the front of the green sheet. Find 4 GAX forms: 3

copies, one original. Initial the copies, and fully sign the original.

Give draw back to Dar.
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HMGP Match Voluntary Property Acquisition Program
Guidance on Draw Requests

Process of requesting funds:
Do not submit your draw request to the lowa Economic Development Authority (IEDA) prior to receiving
approval from Homeland Security Emergency Management Division (HSEMD).
1. Submit draw request to HSEMD. The draw request should include 100% of your expenditures.
2. HSEMD will audit documentation prior to approval of the draw request.
3. Upon approval, HSEMD Finance staff will notify subrecipient and IEDA that the draw request has
been approved.
a. The e-mail will indicate the amount of Federal/Local and State funds that have been
approved.
4. Submit your draw request to IEDA for the approved Local/State funds. This is the 25% match
amount that CDBG will provide.
5. Follow the attached process to submit draw request to IEDA.

Process of requesting funds from IEDA:
Attached is the CDBG disaster housing funds claim that is to be submitted with each draw request.
Subrecipients must submit:

e One copy of the first page,

e One copy of the second page with an original signature,

e Three copies of the second page, and

e One copy of the third page.
All documents must be received in the mail and cannot be e-mailed.
Please note that for the HMGP match program, the amount of funds requested from IEDA should only be
the 25% paid by CDBG, not the entire amount requested from CDBG and HMGP in total.

Page 1
Attached is an example draw form with all information filled out. Note that for this community, it is the

second draw; funds have already been requested and received. Use this as a guide when completing
your draw requests.
Tab 1 is the first page of the draw form. Fill out the form with the information for your contract.
e “Recipient” is the name of the City/County receiving funds from CDBG for the match portion of the
buyout contract.
e “Contract number” is the contract number for the match portion only (08-DRMH-__ ).
e “Report number” is the draw request number.
¢ “Period ending” is the date you last incurred expenses that are included in the reimbursement
request.
e “Federal CDBG Disaster Budget” is the budget for your match contract.
e “Expended since last report” is the amount of funding you are requesting for your current draw
request.
e “Less program income applied” is the amount of program income received since your last draw
request. If you received no program income, leave it blank or put $0.
0 “Program income” is gross income received by the subrecipient directly generated by a
grant supported activity, or earned only as a result of the grant agreement during the
grant period. (44 CFR 13.25(h))
= Example: Subrecipient allows salvage rights. A local citizen would like to
purchase cabinets from a buyout home that is to be demolished. The citizen
pays the subrecipient for the cabinets. The money received by the subrecipient
for the cabinets is considered program income. Because it is money generated
as a result of the program, it must be reported and deducted from draw requests.
e “CDBG Reimbursable” is the same amount as the “Expended Since Last Report”, unless you
received program income. If you received program income, subtract the amount of program
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income received from the “Expended Since Last Report”. The resulting amount will be the
“CDBG Reimbursable”.
e “CDBG Requested to Date” is the running total of all requests made for your contract.
e “TOTALS” at the bottom are the totals from the top row.
e ‘“Less IDED Funds Received” is the amount of funding you have already received for the contract
to date. (There will be $0 in this cell for your first draw, as you have not received any funding.)
e ‘“Less IDED Payments Pending” is the amount of funds you have requested but have not yet
received.
e “Net Request” is the amount of CDBG funds you are requesting for your current draw. This
amount should match the “CDBG Reimbursable” cell. Remember, this is only for the 25% match.
For the match program, there is one activity: 01 Acquisition. This activity includes all costs associated
with your FEMA buyout: acquisition, clearance/demo (if applicable), relocation, and project management.
There is not a separate project management line item for HMGP match contracts.
*NOTE: The amount of CDBG funds requested must be rounded to the nearest dollar.
“Local Financial Information”
The activity code should be 01 for Acquisition.
e “Current Budget” is the same amount as the “Federal CDBG Disaster Budget”.
e “Expended Since Last Report” is the same amount as the cell with the same heading above in the
“Current Expenditures” section.
e “Expended to Date” is the same amount as the “CDBG Requested to Date”.
“List of Addresses Requesting Funds”
List all addresses requesting funds for your current draw. If you are requesting any project management
that cannot be attributed to a particular address, write “Admin: $___ " in this box as well.
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Page 2
The second page of the draw form is called the “GAX” (General Accounting Expenditure). Here, basic

information about the recipient must be filled in.
e “Vendor Name and Address” and “Ship to Address” are both the address of the subrecipient.
e “Report Number” is the draw request number.
e “Housing Contract Number” is your CDBG contract number: 08-DRMH-___. “Total Price” and
“Document Total” are both the total amount of funds you are requesting from CDBG.
An authorized representative of the subrecipient should complete and sign the “Claimant’s
Certification” box.

Page 3
The third page details the addresses that are requesting funds. Fill in the “Recipient”, “Contract #”, and

“Report Number” boxes with the information from the front page of the draw form.
“Buyout Household Data”
List one buyout address per row.
¢ “Amount of Funds Requested from CDBG” column is the amount attributable to that address your
current draw. Remember, this information is only for the 25% match.
o "% of Area Median Income” is the buyout participant’s income level. This number should be a
whole number, not a decimal.
Fill out a “Y” or “N” to answer if the applicant is Hispanic.
For the Race/Ethnicity of the homeowner, indicate one of the following choices:
e 1 - Native American/Alaskan
2 -Asian
3 - Black/African American
4 — Intentionally left blank
5 - White
6 - Native Hawaiian/Other Pacific Islander
7 - Black/African American and White
8 - Native American/Alaskan and Black/African American
9 - Native American/Alaska & White
10 - Asian & White
11 - Other Multi-racial
12 — Unknown

“Household Size” is the number of persons in the household.
e “Property Type” is either single-family or multi-family.
e “Occupancy” is either owner occupied, or tenant occupied.

Financial Procedures Appendix page39 Disaster Funding Policies and Procedures Manual



“Current Household Data”

Indicate the applicant’s current address in the “Current Address” box. Indicate whether or not they own or
rent their current dwelling in the “Occupancy” box.

Notes

Documentation is not required for the draw request of HMGP match funds because the entire request has
been approved and audited at Homeland Security prior to its submission to the lowa Economic
Development Authority. However, if you receive program income, please include a memo that explains
the source of the program income.

All forms are required to be completed for each draw request. An incomplete draw request that is
received by IE