Revised May 2015 


Administration Plan Content Guidelines

CDBG Downtown Revitalization Projects

Overview 
The Iowa Economic Development Authority (IEDA) is requiring all recipients of CDBG Downtown Revitalization grants to submit an Administration Plan at the beginning of their project. This plan is subject to IEDA review and approval, and any changes to the plan are also subject to IEDA review and approval. The plan must be uploaded and submitted in IowaGrants.gov and approved by IEDA prior to the first draw for the project. 
IEDA has provided a sample Admin Plan to assist recipients in finalizing their own. This includes roles for the city, grant administrator, architect, general contractor, and property owners. The sample also includes a project manager designated by the city, which is not required and those tasks could be absorbed by another entity listed in the Admin Plan. 

This does not cover every task or responsibility in administering this project, especially those tasks that are typical to any CDBG grant funded project. This addresses areas where there has been confusion in the past about roles and responsibilities or challenging coordination in DTR projects. Please add other responsibilities that would be helpful for you to have documented. This is intended to ensure that in the midst of many moving parts, the city can better:

· Oversee compliance with the city’s contract with IEDA and CDBG regulations.

· Avoid delays due to responsibilities being shared by too many individuals and resulting confusion on who executes what step. Equally avoid delays due to a responsibility not clearly identified with a particular role. 
· Keep the right people informed on matters pertaining to their responsibilities. 
Instructions

The following is a list of roles that will exist for your community’s CDBG Downtown Revitalization project. Editing options incIude but are not limited to: 

· Move responsibilities to another entity represented on the Admin Plan; 
· Add responsibilities that would be helpful to have in this documented plan; or 
· Replace some responsibilities with more specific steps that are delegated to more than one party (for example, change orders during construction and the steps of communication involved). 
You may send your edited draft Admin Plan to your IEDA project manager for review prior to securing the Mayor’s signature. 
This Admin Plan should be a useful tool that can be referred back to as the project progresses, as a local to-do list or reference. The city must ensure that any expectations outlined and approved by IEDA in this Admin Plan do not conflict with the terms of their contract with their grant administrator, architect, etc. Contact IEDA with any questions about consistency with other contracts. 
Fill in the blanks on the sample Admin Plan below to list the designated person and firm, as applicable.
Administrative Plan for the City of _______________________ 
Contract # __________________

For submittal to the Iowa Economic Development Authority (IEDA)

City: _______________________________

· Assume ultimate responsibility for the overall grant project, as the HUD designated Responsible Entity in accordance with 24 CFR 58.
· Monitoring of project timeliness to ensure project goes out to bid within a year of contract start date. 
· Monitor and provide guidance on deletion/substitution of properties, with the exception of property owners dropping out of the project which may be out of the city’s control. In the event of the contract performance measure changing (total number of buildings) an amendment must be requested to IEDA. 

· Ensure property owners are refraining from other work on their building that is not otherwise a part of the CDBG façade project.

· Review sample Easement Agreement and Construction Terms Agreements with city legal counsel. Once executed, oversee to ensure compliance. 

· Communication with property owners of any proposed change orders during construction, including how it may impact property owner financial contribution, as well as timing changes resulting from the potential to re-open consultation with SHPO. 
· Review/ approval of change orders as contract with general contractor specifies.

· Collection of property owner’s financial participation share.

· Council review and approval of invoices prior to submitting claim to IEDA, or having a Council-approved written policy outlining an alternative process for approving bills. 
Grant Administrator: ________________________
· Act as liaison with IEDA staff. 
· Determine if initial survey work is required for the evaluation of properties in the project area for listing on the National Register of Historic Places.  If such services are needed, work with the City to procure a consultant who meets the Secretary of the Interiors Professional Qualification Standards for Historian and/or Architectural Historian to survey the project area and generate Iowa Site Inventory Forms for participating properties.
· Contact IEDA Historic Preservationist on Section 106 related questions. Compile Section 106 Submittals including cover letters, Request for SHPO Comment on HUD Project forms, Iowa Site Inventory Forms, etc. Submit construction documents to IEDA Historic Preservationist for review prior to SHPO. 
· Ensuring that procurement, bidding and contracting, all follow federal provision/requirements.
· Monitoring of compliance with federal labor standards, including but not limited to: wage rate determination request to IEDA, completing contractor clearance forms for all contractors/subcontractors as soon as contractor is selected, and contractor interviews. 

· Maintain an up-to-date project budget with contingency, including pre-construction estimates and reviewing any post-construction change orders as they may impact budget. 
· Monitoring of project timeliness.
· Maintain list of property addresses and owners on IowaGrants.gov 

· Coordinate all amendment requests to IEDA 
· Submit Appendix C and construction documents on IowaGrants.gov for Green Streets Criteria compliance review, ideally within 2 weeks or more within going out to bid. 

· Review and approval of contractor pay requests prior to submittal to the city and sending to IEDA for claim. 
Architect: _________________________ 

· Maintain services contract pricing in accordance with CDBG requirements. Use a lump sum or up to amount for all expenses, not based on a percentage of construction cost, not adding percentage onto expenses. 

· Have the documentation to know if properties in the project area are listed on or eligible for listing in the National Register of Historic Places, and adhere to work specifications and historic preservation guidelines when applicable.
· Receiving input from property owners about the design for their building, including their priorities for improvements. 

· Provide updates on cost estimates and property owner general priorities / feedback on designs to grant administrator and/ or city. 
· Completing designs in a timely manner to ensure project goes out to bid within one year of the contract start date. 
· Adherence to Green Streets Criteria, including mandatory and optional criteria in application. Completion of Appendix C with mayor signature. Submit Appendix C and construction documents to grant administrator.

· Provide designs and construction documents to grant administrator for submittal to IEDA and SHPO.

· Review / preliminary approval of contractor pay requests.  
· Review/ preliminary approval of change orders. 
· On-site construction supervision (a certain number of visits for this purpose assigned in their contract). 

· Provide any design and construction documents to grant administrator for submittal to IEDA and SHPO for any significant changes in scope of work that occur at any point after initial SHPO Submittal. 
· Final inspection and sign-off on properties prior to payment.
Property Owners: List maintained in IowaGrants.gov
· Respond to city or their designee regarding status of participation in the program, as well as timely responsiveness with architects and others. 

· Review and Sign Easement Agreement and Construction Terms Agreement prior to construction.
· Avoid conducting any other work on their building that is not otherwise a part of the CDBG façade project.

· Review/ approval of change orders pertaining to their financial commitment. 
General Contractor: To Be Determined as a result of procurement
· Oversee all subcontractors’ compliance with labor standards.
· Gather and submit information for Contractor Clearance forms as soon as contract is awarded. 

· Submit weekly wage reports to grant administrator along with other required documentation to comply with labor standards. 

· Communication with grant administrator regarding schedule and subcontractors for the purposes of on-site contractor interviews. 

· Coordination with City in regards to any parking, vehicle traffic or bicycle or pedestrian disruptions. 
Project Manager designated by the City: ____________________________ 
· Communications to all property owners on the status of design, timeframes, and accomplishments; both to those with buildings being worked on and the target area as a whole.

· Communication with property owners about whether or not they are participating in the project.  
· Resolution of complaints involving property owner, contractor, architect, etc.

· Liaison with local organizations such as city council; main street board; historic preservation commission; chamber of commerce; downtown merchants, etc.

On behalf of the city of ___________________, I certify that this Administration Plan for the City’s Downtown Revitalization CDBG grant will be our method of operating throughout the course of our project. Any amendments to the plan will be submitted to IEDA for review and approval. 
______________________________________

Chief Elected Official/ Mayor Name Printed Here 

______________________________________                 ____________________

Signature






      Date 





 
