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AGREEMENT BETWEEN THE CITY OF LEAGUE CITY  
AND ARDURRA GROUP, LLC FOR CONSULTATION SERVICES  

RELATED TO THE CDBG-DR PROGRAM 
§ 
§ 
§ 

 
This Agreement (“Agreement”) is entered into by and between the City of League City (hereinafter the 
“City”) and Ardurra Group, LLC (hereinafter the “Consultant) on the date set forth below. 
 

RECITALS 
 
WHEREAS, the Texas General Land Office allocated approximately $240 million of recovery funds to the 
Harris-Galveston Area Council (H-GAC) region to address the impacts of Hurricane Harvey through an 
extension of the Community Development Block Grant (CDBG-DR) Program; and  
 
WHEREAS, the H-GAC allocated the City $6,987,717 for local buyout/acquisition activities and $6,807,796 
for local infrastructure activities; and  
 
WHEREAS, the City issued RFP 19-ENG-007 to acquire the services of a grant administrator for the 
CDBG-DR Program and selected Consultant as the best qualified candidate. 
 
NOW THEREFORE, for good and valuable consideration, the receipt and sufficiency of which is hereby 
acknowledged, the parties hereto hereby agree to the following terms: 
 

TERMS 
 

1. Recitals: The above-listed recitals are true and correct and hereby incorporated into this Agreement.  
 
2. Scope of Services:  Consultant will perform the designated services as set forth in Exhibit A-1 and A-2, 

which are attached and incorporated herein, and which can be generally described as pre-funding 
services and post-funding services related to Community Development Block Grant – Disaster 
Recovery (CDBG-DR) Program.   

 
3. Term and Termination:  This agreement shall begin on the April 23, 2019 and terminate on April 30, 

2023.  This agreement may be terminated for convenience by either party upon written notice to the 
other party.  Upon such termination, CITY shall pay Consultant, at the rate set out in Exhibit B, for 
services satisfactorily performed up through the date of termination.  Notwithstanding any provision in 
this Agreement to the contrary, CITY will not be required to pay or reimburse Consultant for any 
services performed or for expenses incurred by Consultant after the date of the termination notice that 
could have been avoided or mitigated by Consultant.   

 
4. Compensation:  Consultant shall be paid for the services as set forth in Exhibit B, attached and 

incorporated for all purposes.  The total compensation under this Agreement shall not exceed five 
hundred fifty thousand three hundred and eight dollars ($550,308).  CITY shall pay Consultant in 
accordance with the Texas Government Code 2251.  Consultant must submit invoices for all services, 
which invoices must include dates of service and details of services provided.  Payment for delivery of 
services rendered shall not be unreasonably withheld or delayed.  If CITY disapproves any amount 
submitted for payment by Consultant, CITY shall give Consultant specific reasons for disapproval in 
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writing.  Upon resolution of any disputed charges, Consultant shall submit an amended invoice covering 
any remaining charges to CITY. 

 
5. Relationship of the Parties:  Consultant is an independent contractor and is not an employee, partner, 

joint venture, or agent of CITY.  Consultant understands and agrees that he/she will not be entitled to 
any benefits generally available to City of League City employees. Consultant shall be responsible for all 
expenses necessary to carry out the services under this Agreement, and shall not be reimbursed by CITY 
for such expenses except as otherwise provided in this Agreement.  

 
6. Intellectual Property: This Agreement shall be an agreement for services and the parties intend and 

consider any work created as a result of this Agreement, including any and all documentation, images, 
products or results, to be a work for hire under federal copyright law. Ownership of the work shall 
belong to and remain the exclusive property of CITY. The work may be edited at any time within the 
City’s discretion. If the work would not be considered a work-for-hire under applicable law, Consultant 
hereby assigns, transfers, and conveys any and all rights, title and interest to City of League City, including 
without limitation all copyrights, patents, rights of reproduction, rights to ownership, and right to secure 
registrations, renewals, reissues and extensions thereof. As the sole copyright holder of the work, CITY 
maintains and asserts the rights to use, reproduce, make derivative works from, and/or edit the Work in 
any form of medium, expression or technology now known or hereafter developed, at any time within 
the City’s discretion. Consultant shall not sell, disclose or obtain any other compensation for the services 
provided herein.  If the work is one to which the provisions of 17 U.S.C. § 106A apply, the Consultant 
hereby waives and appoints CITY to assert on the Consultant's behalf the Consultant's moral rights or 
any equivalent rights regarding the form or extent of any alteration to the work (including, without 
limitation, removal or destruction) or the making of any derivative works based on the Work, including, 
without limitation, photographs, drawings or other visual reproductions of the work, in any medium, for 
City  purposes. 

 
7. Confidentiality: During the course of the work and/or services to be provided under this Agreement, 

Consultant may come in contact with confidential information of CITY. Consultant agrees to treat as 
confidential the information or knowledge that becomes known to Consultant during performance of 
this Agreement and not to use, copy, or disclose such information to any third party unless authorized in 
writing by CITY. This provision does not restrict the disclosure of any information that is required to be 
disclosed under applicable law. Consultant shall promptly notify CITY of any misuse or unauthorized 
disclosure of its confidential information and upon expiration of this Agreement shall return to CITY all 
confidential information in Consultant’s possession or control. Consultant shall further comply with all 
City information security policies that may apply and shall not make any press releases, public statements 
or advertisement referring to the services provided under this Agreement or the engagement of 
Consultant without the prior written approval of CITY. 

 
8. Warranties and Representations: Consultant warrants and agrees that Consultant shall perform the 

Services and conduct all operations in conformity with all applicable federal, state, and local laws, rules, 
regulations, and ordinances.  For any Service performed on premises owned or controlled by CITY, 
Consultant warrants and agrees that Consultant will perform the Services in compliance with all city 
Rules, including but not limited to, prohibitions related to tobacco use, alcohol, and other drugs.  

 
9. Licenses/Certifications:  Consultant agrees to obtain, at its own cost, any and all approvals, licenses, filings, 

registrations and permits required by federal, state or local laws, regulations or ordinances, required for the 
performance of the Services.   

 
10. Performance/Qualifications: Consultant agrees and represents that Consultant has the personnel, 

experience, and knowledge necessary to qualify Consultant for the particular duties to be performed 
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under this Agreement. Consultant warrants that all services performed under this Agreement shall be 
performed consistent with generally prevailing professional or industry standards.     

 
11. Conflict of Interest: Consultant warrants, represents, and agrees that Consultant presently has no 

interest and shall not acquire any interest, direct or indirect, that would conflict in any manner or degree 
with Consultant’s performance of the Services hereunder.  Consultant further warrants and affirms that 
no relationship or affiliation exists between Consultant and CITY that could be construed as a conflict of 
interest with regard to this Agreement. 

 
12. Insurance:  For the entire term of the Agreement (“Term”), Consultant shall maintain Comprehensive 

General Liability insurance coverage of $1,000,000 per occurrence or medical malpractice insurance 
(whichever applies). If, during the Term, Consultant will enter City  property, Consultant shall also 
maintain the following insurance: (i) Worker’s Compensation coverage with statutory limits for the State 
of Texas, including Employers Liability coverage of $500,000 per accident; (ii) Commercial Automobile 
Liability coverage of $1,000,000 Combined Single Limit; (iii) for engineers and architects only: 
Professional Liability coverage of $5,000,000 per occurrence; and (iv) for builders only: Builder’s Risk 
coverage in the amount of the construction cost, including protection against named windstorm and 
flood. All policies must contain a waiver of subrogation against City. Comprehensive General Liability 
and Commercial Automobile Liability policies must name CITY as Additional Insured. Consultant shall 
pay all insurance deductibles and deductibles must not exceed $10,000 unless approved in advance by 
City. Consultant shall provide City Certificates of Insurance evidencing these insurance requirements 
prior to the start of work. 

 
13. Indemnification:  Consultant shall indemnify and hold harmless City , and each of its directors, officers, 

agents and employees from and against all claims, actions, suits, demands, proceedings, costs, damages 
and liabilities, including without limitation attorneys’ fees and reasonable litigation costs, arising out of, 
connected with, or resulting from any acts or omissions of Consultant or any agent, employee, 
subcontractor, or supplier of Consultant in the execution or performance of this contract, to the extent 
the claim arises from negligence, willful act, breach of contract or violation of law.   

 
14. Force Majeure: Neither CITY nor Consultant shall be liable for any delay in the performance of this 

Agreement, nor for any other breach, nor for any loss or damage arising from uncontrollable forces such 
as fire, theft, storm, war, or any other force majeure that could not have been reasonably avoided by 
exercise of due diligence. 

15. Notices: Any notice given under this contract by either party to the other may be affected either by 
personal delivery in writing or by mail, registered or certified postage prepaid with return receipt 
requested.  Mailed notices shall be addressed to the addresses of the parties as they appear in the contract.  
Notices delivered personally shall be deemed communicated at the time of actual receipt.  Mailed notice 
shall be deemed communicated three (3) days after mailing. 

 
16. Texas Family Code Child Support Certification: Pursuant to Section 231.006, Texas Family Code, 

Consultant certifies that it is not ineligible to receive the award of or payments under the Agreement and 
acknowledges that the Agreement may be terminated and payment may be withheld if this certification is 
inaccurate. 

 
17. State Auditor: Consultant understands that acceptance of funds under the Agreement constitutes 

acceptance of the authority of the Texas State Auditor's Office, or any successor agency (collectively, 
“Auditor”), to conduct an audit or investigation in connection with those funds. Consultant agrees to 
cooperate with the Auditor in the conduct of the audit or investigation, including without limitation 
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providing all records requested. Consultant will include this provision in all contracts with permitted 
subcontractors. 

 
18. Jurisdiction: Any disputes under this Agreement shall be brought in a court of competent jurisdiction in 

Galveston, Texas and governed by Texas law.   
 
19. Alternative Dispute Resolution: To the extent that Chapter 2260, Texas Government Code, is 

applicable to this Contract and is not preempted by other applicable law, the dispute resolution process 
provided for in Chapter 2260 and the related rules adopted by the Texas Attorney General Pursuant to 
Chapter 2260, shall be used by CITY and the Consultant to attempt to resolve any claim for breach of 
contract made by Consultant that cannot be resolved in the ordinary course of business. The Director of 
Finance of CITY shall examine Consultant’s claim and any counterclaim and negotiate with Consultant in 
an effort to resolve such claims. The parties hereto specifically agree that (i) neither the occurrence of an 
event giving rise to a breach of contract claim nor the pendency of a claim constitute grounds for the 
suspension of performance by Consultant, (ii) neither the issuance of this Contract by CITY nor any 
other conduct, action or inaction of any representative of CITY relating to this contract constitutes or is 
intended to constitute a waiver of CITY’s or the state’s sovereign immunity to suit; and (iii) CITY has not 
waived its right to seek redress in the courts. 

 
20. Entire Agreement: This Agreement, with all exhibits, contain the entire agreement between the parties 

and supersedes any and all prior agreements, arrangements, and understanding, oral or written between 
the parties relating to this Agreement.  This Agreement may not be modified except by mutual written 
Agreement of the parties executed subsequent to this Agreement.    

 
21. Authority:  Consultant warrants and represents that Consultant has full power and authority to enter into 

and perform this Agreement and to make the grant of rights contained herein.  The person signing on 
behalf of CITY represents that he/she has authority to sign this Agreement on behalf of CITY. 

 
22. Remedies: In the event Consultant breaches a term of this Agreement, Consultant shall be subject to all 

administrative, contractual or legal remedies allowable under law.   
 

23. Compliance with the Contract Work Hours and Safety Standards Act:  
 
a. Overtime requirements.  No Consultant or subcontractor contracting for any part of the contract 
work which may require or involve the employment of laborers or mechanics shall require or permit any 
such laborer or mechanic in any workweek in which he or she is employed on such work to work in 
excess of forty hours in such workweek unless such laborer or mechanic receives compensation at a rate 
not less than one and one-half times the basic rate of pay for all hours worked in excess of forty hours in 
such workweek. 
 
b. Violation; liability for unpaid wages; liquidated damages: In the event of any violation of the clause 
set forth in paragraph (a) of this section the Consultant and any subcontractor responsible therefor shall 
be liable for the unpaid wages. In addition, such Consultant and subcontractor shall be liable to the 
United States (in the case of work done under contract for the District of Columbia or a territory, to such 
District or to such territory), for liquidated damages. Such liquidated damages shall be computed with 
respect to each individual laborer or mechanic, including watchmen and guards, employed in violation of 
the clause set forth in paragraph (a) of this section, in the sum of $10 for each calendar day on which 
such individual was required or permitted to work in excess of the standard workweek of forty hours 
without payment of the overtime wages required by the clause set forth in paragraph (a) of this section. 
 



 

                                                                                                Page 5 of 7 
 
                                                                                                                                                        
  

c. Withholding for unpaid wages and liquidated damages: The (write in the name of the Federal agency 
or the loan or grant recipient) shall upon its own action or upon written request of an authorized 
representative of the Department of Labor withhold or cause to be withheld, from any moneys payable 
on account of work performed by the Consultant or subcontractor under any such contract or any other 
Federal contract with the same prime contractor, or any other federally-assisted contract subject to the 
Contract Work Hours and Safety Standards Act, which is held by the same prime contractor, such sums 
as may be determined to be necessary to satisfy any liabilities of such contractor or subcontractor for 
unpaid wages and liquidated damages as provided in the clause set forth in paragraph (b) of this section. 
 
d. Subcontracts: Consultant or subcontractor shall insert in any subcontracts the clauses set forth in 
paragraph (a) through (d) of this section and also a clause requiring the subcontractors to include these 
clauses in any lower tier subcontracts. The prime contractor shall be responsible for compliance by any 
subcontractor or lower tier subcontractor with the clauses set forth in paragraphs (a) through (d) of this 
section.” 

 
24. Clean Air Act: Consultant agrees: 1) to comply with all applicable standards, orders or regulations issued 

pursuant to the Clean Air Act, as amended, 42 U.S.C. 7401 et seq., 2) to report each violation to the City 
and understands and agrees that the City will, in turn, report each violation as required to assure 
notification to the appropriate state agency, Federal Emergency Management Agency, and the 
appropriate Environmental Protection Agency Regional Office; and 3) to include these requirements in 
each subcontract exceeding $150,000 financed in whole or in part with Federal assistance provided by 
FEMA.  
 

25. Federal Water Pollution Control Act: Consultant agrees: 1) to comply with all applicable standards, 
orders or regulations issued pursuant to the Federal Water Pollution Control Act, as amended, 33 U.S.C. 
1251 et seq., 2) to report each violation to the City and understands and agrees that the City will, in turn, 
report each violation as required to assure notification to the appropriate state agency, Federal 
Emergency Management Agency, and the appropriate Environmental Protection Agency Regional Office 
and 3) to include these requirements in each subcontract exceeding $150,000 financed in whole or in part 
with Federal assistance provided by FEMA. 

 
26. Debarment and Suspension:  This contract is a covered transaction for purposes of 2 C.F.R. pt. 180 

and 2 C.F.R. pt. 3000. As such Consultant is required to verify that none of Consultant’s employees, its 
principals (defined at 2 C.F.R. § 180.995), or its affiliates (defined at 2 C.F.R. § 180.905) are excluded 
(defined at 2 C.F.R.§ 180.940) or disqualified (defined at 2 C.F.R. § 180.935).  
 
a. Consultant must comply with 2 C.F.R. pt. 180, subpart C and 2 C.F.R. pt. 3000, subpart C and must 
include a requirement to comply with these regulations in any lower tier covered transaction it enters 
into. 
 
b. This certification is a material representation of fact relied upon by the City. If it is later determined 
that Consultant did not comply with 2 C.F.R. pt. 180, subpart C and 2 C.F.R. pt. 3000, subpart C, in 
addition to remedies available to (name of state agency serving as recipient and name of subrecipient), the 
Federal Government may pursue available remedies, including but not limited to suspension and/or 
debarment. 
 
c. The bidder or proposer agrees to comply with the requirements of 2 C.F.R. pt. 180, subpart C and 2 
C.F.R. pt. 3000, subpart C while this offer is valid and throughout the period of any contract that may 
arise from this offer. The bidder or proposer further agrees to include a provision requiring such 
compliance in its lower tier covered transactions. 
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27. Byrd Anti-Lobbying Amendment: Contractors who apply or bid for an award of $100,000 or more 
shall file the required certification. Each tier certifies to the tier above that it will not and has not used 
Federal appropriated funds to pay any person or organization for influencing or attempting to influence 
an officer or employee of any agency, a member of Congress, officer or employee of Congress, or an 
employee of a member of Congress in connection with obtaining any Federal contract, grant, or any 
other award covered by 31 U.S.C. § 1352. Each tier shall also disclose any lobbying with non-Federal 
funds that takes place in connection with obtaining any Federal award. Such disclosures are forwarded 
from tier to tier up to the recipient 
 

28. Procurement of Recovered Materials: If applicable, Consultant, in the performance of this contract, 
shall make maximum use of products containing recovered materials that are EPA- designated items 
unless the product cannot be acquired—(i) Competitively within a timeframe providing for compliance 
with the contract performance schedule; (ii) Meeting contract performance requirements; or (iii) At a 
reasonable price.  Information about this requirement, along with the list of EPA-designate items, is 
available at EPA’s Comprehensive Procurement Guidelines web site, 
https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program.  

 
29. Amendments:  To be eligible for FEMA assistance under the City’s FEMA grant or cooperative 

agreement, the cost of the change, modification, change order, or constructive change must be allowable, 
allocable, within the scope of its grant or cooperative agreement, and reasonable for the completion of 
project scope. Therefore, no subsequent change may be made this Agreement that interferes with the 
City’s ability to seek reimbursement from FEMA.   

 
30. Access to Records: Consultant agrees to provide the City, any Texas state agency, the FEMA 

Administrator, the Comptroller General of the United States, or any of their authorized representatives 
access to any books, documents, papers, and records of the Consultant which are directly pertinent to 
this contract for the purposes of making audits, examinations, excerpts, and transcriptions. 
 
a. Consultant agrees to permit any of the foregoing parties to reproduce by any means whatsoever or to 
copy excerpts and transcriptions as reasonably needed. 
 
b. Consultant agrees to provide the FEMA Administrator or his authorized representatives access to 
construction or other work sites pertaining to the work being completed under the contract.”  
 

31. DHS Seal, Logo, and Flags: Consultant shall not use the Department of Homeland Security 
(hereinafter “DHS”) seal(s), logos, crests, or reproductions of flags or likenesses of DHS agency officials 
without specific FEMA pre- approval. 
 

32. Compliance with Federal Law, Regulations, and Executive Orders: This is an acknowledgement 
that FEMA financial assistance will be used to fund the contract only. Consultant will comply will all 
applicable federal law, regulations, executive orders, FEMA policies, procedures, and directives. 

 
33. No Obligation by Federal Government: The Federal Government is not a party to this contract and is 

not subject to any obligations or liabilities to the non-Federal entity, contractor, or any other party 
pertaining to any matter resulting from the contract. 

 
34. Program Fraud and False or Fraudulent Statements or Related Acts:  Consultant acknowledges that 

31 U.S.C. Chap. 38 (Administrative Remedies for False Claims and Statements) applies to the 
Consultant’s actions pertaining to this contract. 
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35. Prohibition on Boycotting Israel: Pursuant to Section 2270.002, Texas Government Code, by 
executing this Agreement Consultant verifies that Consultant: (1) does not boycott Israel; and (2) will not 
boycott Israel during the term of this Agreement. 
 

36. Prohibition Against Business with Iran, Sudan, or Foreign Terrorist Organizations: Consultant 
warrants, covenants, and represents that Consultant is not engaged in business with Iran, Sudan, or any 
company identified on the list referenced in Section 2252.152, Texas Government Code. 
 

 
Executed this __________ day of _____________ 2019. 
 
 
ARDURRA GROUP, LLLC 
 
 
 
___________________________________________________ 
Jeffrey S. Peters, PE, Partner 
 
 
CITY OF LEAGUE CITY, TEXAS 
 
 
 
____________________________________________________ 
John Baumgartner, City Manager 
 
 
 
ATTEST:  
 
 
 
____________________________________________________ 
Diana Stapp, City Secretary  
 
 
 
APPROVED AS TO FORM:  
 
 
 
______________________________________________________ 
Nghiem V. Doan, City Attorney 
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SCOPE OF SERVICES REQUESTED 
Providers will help the GLO fulfill State and Federal Community Development 
Block Grant Disaster Recovery (“CDBG-DR”) statutory responsibilities related to 
recovery in connection with any federally declared disaster. Providers will assist 
the GLO and/or grant recipients in completion of CDBG-DR qualified housing or 
non-housing projects. Respondents may be qualified to provide Grant 
Administration services for housing projects, non-housing projects, or both.  Grant 
administrative services must be performed in compliance with the U.S. Department 
of Housing and Urban Development (“HUD”) and guidelines issued by the GLO. 

 
DESCRIPTION OF SERVICES AND SPECIAL CONDITIONS 

Respondent must be able to perform the tasks listed herein to be considered eligible 
for an award under this Solicitation. Respondents should provide a detailed 
narrative of their experience as it relates to each of the items below. Respondents 
should clearly indicate if they intend to provide services in-house with existing staff 
or through subcontracting or partnership arrangements. Grant Administration 
Services will be provided in conformance with the guidance documents and use 
forms provided by the subrecipient utilizing GLO guidance. The providers shall 
furnish pre-funding and post-funding grant administrative services to complete the 
disaster recovery projects, including, but not limited to the following: 
 
Pre-Funding Services 
Grant Administrator will develop project scope and complete CDBG-DR 
application.  The provider will work with the subrecipient and Engineering, if 
applicable, to provide the concise information needed for submission of complete 
disaster recovery funding application and related documents.  The required 
information shall be submitted in a format to be described by the GLO.   
 
Post-Funding Services 
Grant Administrator will administer and complete infrastructure, utilities, housing 
and eligible projects approved for disaster recovery funding. The selected 
administrative firm must follow all requirements of the Texas CDBG Disaster 
Recovery program. 
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Grant Administration Services – General 
(a) Administrative Duties: 

 
i. Coordinate, as necessary, between subrecipient and any other 

appropriate service providers (i.e. Engineer, Environmental, etc.), 
contractor, subcontractor and GLO to effectuate the services 
requested. 
 

ii. May assist in public hearings. 
 

iii. Will work with GLO’s system of record. 
 

iv. Provide monthly project status updates. 
 

v. Funding release will be based on deliverables identified in the 
contract. 

 
vi. Labor and procurement duties: 

 
a. Provide all Labor Standards Officer (LSO) Services. 

 
b. Ensure compliance with all relevant labor standards 

regulations. 
 

c. Ensure compliance with procurement regulations and 
policies. 

 
d. Maintain document files to support compliance.  

 
vii. Financial duties: 

 
a. Prepare and submit all required reports (Section 3, 

Financial Interest, etc.). 
 

b. Assist subrecipient with the procurement of audit services. 
 

c. Assist subrecipient in establishing and maintaining a bank 
account for disaster recovery funds. 

 
d. Implementation and coordination of Affirmatively 

Furthering Fair Housing (“AFFH”) requirements as 
directed by HUD and the GLO. 

 
e. Implementation and coordination of Section 504 

requirements. 
 

f. Program compliance. 
 

 



Texas General Land Office 
 

 

- 4 - 

 

 
g. Ensure that fraud prevention and abuse practices are in 

place and being implemented. 
 

h. Prepare and submit all closeout documents. 
 

i. Submit all invoices no later than 60 days after the 
expiration of the contract. All outstanding funds may be 
swept after 60 days. The provider may request an extension 
of this requirement in writing. 

 
j. Assist in preparation of contract revisions and supporting 

documents including but not limited to: 
 

• Amendments/modifications, 
 

• Change orders. 
 
(b) Construction Management 

 
i. The provider will assist the subrecipient in submitting/setting up 

project applications in the GLO’s system of record. 
 

ii. The provider may compile and collate complete contract/bid 
packages that meet GLO program requirements. The packages will 
contain supporting documentation that meets or exceeds the 
requirements of the GLO’s program. If applications do not have 
the necessary forms, the provider may assist the subrecipient by 
coordinating to acquire the necessary documentation. 

 
iii. The provider may monitor, report, and evaluate contractor's 

performance; notify the subrecipient if the contractor(s) fails to 
meet established scheduled milestones. Receive, review, 
recommend, and process any change orders as appropriate to the 
individual projects. 

 
iv. The provider may assist the subrecipient with project Activity 

Draws/Close Out. 
 

v. The provider may assist the subrecipient by submitting all the 
necessary documentation for draws and to close a project activity 
in the GLO’s system of record. The provider will compile, review 
for completeness, and collate complete contract/closeout packages 
that meet GLO program requirements for draw requests. If 
applications do not have the necessary forms, the provider may 
assist the subrecipient by coordinating to acquire the necessary 
documentation. 

 
vi. The provider may assist the subrecipient in developing 
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Architectural and Engineering plans with guidance from the GLO. 
 

vii. Reassignment scope alignment (if necessary). 
 
Grant Administration Services – Infrastructure 
  

a) Administrative Duties: 
 

i. Ensure program compliance including all CDBG-DR requirements 
and all part’s therein, current Federal Register, etc. 
 

ii. Assist subrecipient in establishing and maintaining financial 
processes.  

 
iii. Obtain and maintain copies of the subrecipient’s most current 

contract including all related change requests, revisions and 
attachments. 

 
iv. Establish and maintain record keeping systems. 

 
v. Assist subrecipient with resolving monitoring and audit findings. 

 
vi. Serve as monitoring liaison. 

 
vii. Assist subrecipient with resolving third party claims. 

 
viii. Report suspected fraud to the GLO. 

 
ix. Submit timely responses to the GLO requests for additional 

information. 
 

x. Complete draw request forms and supporting documents. 
 

xi. Facilitate outreach efforts, application intake, and eligibility 
review. 

 
xii. Perform any other administrative duty required to deliver the 

project. 
 

xiii. Utilize and assist with GLO’s system of record to complete 
milestones, submit documentation, reports, draws, change requests, 
etc. 

 
xiv. Submit change requests and all required documentation related to 

any change requests. 
 
(b) Acquisition Duties: 

 
i. Submit acquisition reports and related documents. 
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ii. Establish acquisition files (if necessary). 

 
iii. Complete acquisition activities (if necessary). 

 
(c) Environmental Services 

 
i. Assist detailed scope of services 

 
a. Review each Review each project description to 

ascertain and/or verify the level of environmental review 
required: Exempt, Categorical Exclusion not Subject to 
58.5, Categorical Exclusion Subject to 58.5, 
Environmental Assessment, and Environmental Impact 
Statements; 
 

b. Prepare, complete and submit HUD required forms for 
environmental review and provide all documentation to 
support environmental findings; 
 

c. Consult and coordinate with oversight/regulatory 
agencies to facilitate environmental clearance; 
 

d. Be able to perform or contract special studies, additional 
assessments, or permitting to secure environmental 
clearance. These may include, but are not limited to 
biological assessments, wetland delineations, asbestos 
surveys, lead-based paint assessments, archeology 
studies, architectural reviews, Phase I & II ESAs, 
USACE permits, etc.; 
 

e. Prepare all responses to comments received during 
comment phase of the environmental review, including 
State/Federal Agency requiring further studies and/or 
comments from public or private entities during public 
comment period; 
 

f. Maintain close coordination with local officials, project 
engineer and other members of the project team to assure 
appropriate level of environmental review is performed 
and no work is conducted without authorization; 
 

g. Complete and submit the environmental review into 
GLO’s system of record; 
 

h. At least one site visit to project location and 
completion of a field observation report 
 

i. Prepare and submit for publication all public 
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notices including, but not limited to the Notice of 
Finding of No Significant Impact (FONSI), 
Request for Release of Funds floodplain/wetland 
early and final notices in required order and 
sequence; 
 

j. Provide documentation of clearance for Parties 
Known to be Interested as required by 24 CFR 
58.43; 
 

k. Process environmental review and clearance in 
accordance with NEPA; 
 

l. Advise and complete environmental re-
evaluations per 24 CFR 58.47 when evidence of 
further clearance or assessment is required; 
 

m. Prepare and submit Monthly Status Report; and 
 

n. Participate in regularly scheduled progress 
meetings. 

 
 

Grant Administration Services – Rental Housing 
 

a) Administrative Duties: 
 
i. Develop and submit for approval rental guidelines. 

 
ii. Assist the grant recipient in developing a Notice of Funding 

Availability (NOFA). 
 

iii. Develop and submit for approval an Affirmative Marketing Plan on 
behalf of the subrecipient utilizing GLO guidance. 

 
iv. Develop a tenant selection policy on behalf of the subrecipient 

based on GLO guidance. 
 

v. Develop and submit for approval a needs assessment on behalf of 
the subrecipient based on GLO guidance. 

 
vi. Develop and submit to site-specific environmental reviews as 

required by 24 CFR Part 58. 
 

vii. Develop and submit a monitoring plan for approved projects on 
behalf of the subrecipient based on GLO guidance. 

 
viii. The provider will assist the subrecipient in conducting 

assessments of all incomplete projects and align the GLO Form 
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11.17, to the constructed project. The provider will determine the 
percent complete and the dollar value of the partially completed 
project and the dollar value necessary to assign to the new 
Contractor to complete the project. This is accomplished through a 
joint Provider and Contractor site visit utilizing the initial 
Contractor's GLO Form 11.17, as the basis for construction and 
payment due to the contractor. 
 

b) Project Case Management: 
 

i. Assist the subrecipient with any project, transaction, service or 
response that is “opened” and “closed” over a period of time to 
achieve resolution of a problem, claim, request, proposal, 
development or other complex activity. 

 
ii. Assist the subrecipient in developing project application eligibility 

procedures, processing, and approvals. 
 
c) Site Inspections: 

 
i. Assist the subrecipient with Disaster Damage Assessments 

(Damage Inspections) - Assist in performing a visual field review of 
projects to determine the presence of damage to the project that may 
be attributable to the disaster event. The damage assessment will 
follow the GLO issued Damage Assessment Guidelines and 
includes: 
 

a. Assist the subrecipient with observations and 
documentation (written and photographic) of findings of 
disaster-related damage to the following: 

 
i. Foundation; 

 
ii. Exterior walls; 

 
iii. Exterior wall finishes; 

 
iv. Windows and doors; 

 
v. Roof system (roof coverings, deck, joists, tie 

downs, diaphragms, penetrations, flashing, and 
closures); 

 
vi. Floor system and structure; 

 
vii. Electrical system components; 

 
viii. Plumbing system components; 
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ix. Heating, ventilation and air conditioning 
system; 

 
x. Interior wall finishes; 

 
xi. Interior fixtures and components; 

 
xii. Porches; 

 
xiii. Exterior stairs and ramps; 

 
xiv. Miscellaneous items not covered by the above 

such as septic systems, chimneys/fireplaces, etc. 
 

b. The results of the Disaster Damage Assessment will be 
provided according to the GLO sample provided in the 
GLO issued Damage Assessment Guidelines. The 
damage inspector’s report will include: 
 

i. The reviewer’s name; 
 

ii. The property address; 
 

iii. The homeowner’s name; 
 

iv. A checklist of housing components that may 
have received disaster damage, if any; 

 
v. A narrative that specifically and clearly 

documents disaster-related property damage via 
photographic evidence and detailed narratives of 
the damage; 

 
vi. The reviewer’s certification, signature, and date 

of review. 
 

c. The results of the disaster damage assessment may be 
provided in a format similar to Forms 11.01  or  
11.01A. The 11.01A, Initial Inspection Checklist, Short 
will be completed for homes that have received disaster 
damage that obviously cannot be rehabilitated. Form 
11.01 will be completed in accordance with the 
guidance contained in HQS 52580. 

 
ii. Estimated Cost of Repair Inspection (Work Write-Up): 

 
a. Assist in providing an estimated cost of repair inspections 

with the damage assessments. Upon notification that a 
project has been determined eligible for Program 
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assistance, the respondent will prepare an Estimated Cost 
of Repair (ECR) for the program-eligible repairs. 
 

b. ECR’s will be developed to include repair of damage that 
could reasonably be attributed to the disaster event and 
repairs to bring the project into compliance with HUD 
Housing Quality Standards, local, state and federal building 
codes. The scopes of repair will be developed to include 
work items necessary for the identified repairs to be 
performed in accordance with the International Residential 
Code, 2009 Edition (where required) and to meet the GLO's 
Minimum Housing Design Standards. 

 
c. Assistance to the subrecipient may include: 

 
i. Contact the project owner to schedule a date and 

time to perform the field review. 
 

ii. Travel to the project site. 
 

iii. Perform the visual review of the project to 
determine the approximate amount and extent of 
damage to the project. The review will include the 
observations and documentation (written and 
photographic) of findings of disaster-related damage 
if not already documented. 

 
iv. Develop a Scope of Repair to address the observed 

damage and initially determine the applicability of 
the proposed repairs to the criteria of the Program. 
The draft Scope of Repair will include: 

 
a. a summary list of items to be 

addressed; 
 

b. a basic description of the repair 
approach for each item; 

 
c. estimated item quantities; and 

 
d. site photographs. 

 
v. Consider the following in preparation of the ECR: 

 
a. the specific materials needed; 

 
b. the quantity of those materials; 

 
c. trades involved; 
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d. the level of effort and duration for each trade; 

 
e. estimated rates and manpower; and 

 
f. equipment required to accomplish each of the 

identified repairs. 
 

vi. Utilize the following to develop the ECR: 
 

a. current industry cost standards as identified by 
Xactimate or RSMeans price lists for the project 
location; 

 
b. experience with projects of similar size and 

scope; and 
 

c. Knowledge of the local market rates and 
conditions. 

 
vii. Summarize the data and findings into the final ECR 

and will furnish a copy of the ECR to the 
subrecipient.  The final ECR will include the 
following: 

 
a. a completed Form 11.17, Work Write-up and 

Cost Estimate containing a general scope of 
repair and summary of construction costs. 

 
viii. Assist the subrecipient with project inspections at: 

 
a. 50% complete 

 
b. A final inspection at 100% complete 

 
ix. In the case of a single family rental, assist the 

subrecipient with reconstruction inspections: 
 

a. Foundation 
 

b. 33% complete progress inspection 
 

c. 66% complete progress inspection 
 

d. Final inspection at 100% completion 
 

e. Arrange for and TREC inspection to be 
conducted prior to closing. 
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x. Upon notification of a project being ready for a 
Construction Review, the provider may: 

 
a. Contact the project owner and or subrecipient to 

schedule a date and time to perform the Review. 
 

b. Travel to the project site. 
 

c. Conduct on-site observations (field review) of 
the work completed. 
 
The purpose of the field review is to observe and 
document: the progress of the work; the 
estimated quantity and value of work 
accomplished to date; the materials and 
workmanship utilized; the general conformance 
to the agreed upon Scope of Repairs (Scope); and 
identify items necessary for completion. 
During the field review, the provider may 
observe work which, in its opinion, does not 
conform generally to the agreed upon Scope or 
may compromise the integrity of the repair. The 
provider may recommend rejection of this work. 

 
Upon completion of the field review, the provider 
may summarize and present the findings of the 
field review to include: 

 
i. Estimated amounts owed to the 

Contractor. 
 

ii. Items of work that are incomplete (Punch 
List items). 

 
iii. Other items of work that may be required 

by the apparent intent of the Scope that is 
not included in the Scope. 

 
d) Environmental Service 

 
i. The provider may assist the subrecipient in performing 

environmental reviews and documentation for HUD  compliance 
in connection with the program. The provider may provide 
services for the preparation of Environmental Review Records 
(ERR) in accordance with the standards set forth by HUD and 
the statutes, executive orders, and regulations listed at 24 CFR 
Part 58. 
 

ii. The provider may submit a request for Special Services to 
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subrecipient if environmental document review and site 
inspections indicate that additional investigation is warranted. 

 
iii. Special services may include, but are not limited to the following 

tasks: 
 

a. Archeological study required by SHPO; 
 

b. Lead-based paint and/or asbestos inspection; and 
 

c. Wetlands assessment. 
 
 
Grant Administration Services – Non-Rental Housing 
 

a) Administrative Duties: 
 

i. Develop and implement Outreach Plans detailing specific 
outreach for the project. Plans will be required to be submitted and 
approved by GLO on a project by project basis. 
 

ii. Perform extensive community outreach to affected areas on behalf 
of the subrecipient utilizing GLO guidance. 

 
iii. Develop and submit for approval Housing Guidelines on behalf of 

the subrecipient utilizing GLO guidance. 
 

iv. Develop and submit for approval a Needs Assessment on behalf 
of the subrecipient based on GLO guidance. 

 
v. Provide case management support to subrecipient to manage the 

grant applications process, including but not limited to: 
 

a. creating eligibility procedures to lessen the fallout of 
applicants; 

 
b. advising applicants on eligibility and program  requirements, 

and assist in application preparation and submission; 
 

c. facilitating intake of applications from grant applicants; 
 

d. performing eligibility reviews; 
 

e. processing applications, including necessary 
communications; 

 
f. capture applicant fallout reasons; and 

 
g. the follow-up to grant applicants. 
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vi. Participate in the appeals process and handling of disputes for 
disallowed/ineligible applications. 

 
vii. Act as an advocate for applicants through appeals process when 

required. 
 

viii. Assist applicants through housing construction process. 
 

ix. Perform other application management and homeowner support 
duties as required to ensure the success of the program. 

 
x. Develop and submit to site-specific environmental reviews as 

required by 24 CFR Part 58. 
 

xi. Provide construction and builder management services as required 
to comply with applicable construction codes and program 
requirements. 

 
xii. The provider will assist the subrecipient in conducting 

assessments of all incomplete projects and align the GLO Form 
11.17, to the constructed project. The provider will determine the 
percent complete and the dollar value of the partially completed 
project and the dollar value necessary to assign to the new 
Contractor to complete the project. This is accomplished through 
a joint Provider and Contractor site visit utilizing the initial 
Contractor's GLO Form 11.17, as the basis for construction and 
payment due to the contractor. 

 
b) Site Inspections 

 
i. Establish Disaster Damage Assessments (Damage 

Inspections). 
 

a. Assist in performing a visual field review of single- 
family housing units to determine the presence of 
damage to the home that may be attributable to the 
disaster event. The damage assessment will follow the 
GLO issued Damage Assessment Guidelines and 
includes: 

 
b. The respondent may assist the subrecipient with: 

 
i. Contacting the Homeowner to schedule a date 

and time to perform the field review. 
 

ii. Traveling to the project site. 
 

iii. Interviewing the Homeowner on site to gain a 
perspective of the pre-disaster condition of the 
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structure; damage resulting directly from the 
disaster; and damage resulting from subsequent 
deterioration. The provider may utilize this 
information to assist in its review of the housing 
unit. 

 
c. Performing the visual review of the housing unit to 

determine the presence of damage to the home that 
may be attributed to a national disaster declaration. The 
review will include the observations and 
documentation (written and photographic) of findings 
of disaster-related damage to the following: 

 
i. Foundation; 

 
ii. Exterior walls; 

 
iii. Exterior wall finishes; 

 
iv. Windows and doors; 

 
v. Roof system (roof coverings, deck, joists, tie 

downs, diaphragms, penetrations, flashing, and 
closures); 

 
vi. Floor system and structure; 

 
vii. Electrical system components; 

 
viii. Plumbing system components; 

 
ix. Heating, ventilation and air conditioning 

system; 
 

x. Interior wall finishes; 
 

xi. Interior fixtures and components; 
 

xii. Porches; 
 

xiii. Exterior stairs and ramps; 
 

xiv. Miscellaneous items not covered by the above 
such as septic systems, chimneys/fireplaces, etc. 

 
d. The results of the Disaster Damage Assessment will be 

provided according to the GLO sample provided in the 
GLO issued Damage Assessment Guidelines. The 
damage inspectors report will include: 
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i. The reviewer’s name; 
 

ii. The property address; 
 

iii. The homeowner’s name; 
 

iv. A checklist of housing components that may 
have received disaster damage, if any; 

 
v. A narrative that specifically and clearly 

documents disaster-related property damage 
via photographic evidence and detailed 
narratives of the damage; and 

 
vi. The reviewer’s certification,  signature, and 

date of review. 
 

The results of the disaster damage assessment may be 
provided in a format similar to the 11.01 or 11.01A 
forms. The 11.01A, Initial Inspection Checklist, Short 
will be completed for homes that have received disaster-
damage that obviously cannot be rehabilitated. Form 
11.01, will be completed in accordance with the 
guidance contained in HQS 52580. 

 
ii. Estimated Cost of Repair Inspection (Work Write-Up). 

 
a. Assist in providing an estimated cost of repair 

inspections with the damage assessments. Upon 
notification that a property has been determined eligible 
for Program assistance, the respondent will prepare an 
Estimated Cost of Repair (“ECR”) for the program- 
eligible repairs. 

 
b. ECRs will be developed to include repair of damage that 

could reasonably be attributed to the disaster event and 
repairs to bring the home into compliance with HUD 
Housing Quality Standards, local, state and federal 
building codes. The scopes of repair will be developed 
to include work items necessary for the identified repairs 
to be performed in accordance with the International 
Residential Code, 2009 Edition (where required) and to 
meet the GLO's Minimum Housing Design Standards. 

 
c. Assistance to the subrecipient may include: 

 
i. Contact the Homeowner to schedule a date and 

time to perform the field review. 
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ii. Travel to the project site. 
 

iii. Perform the visual review of the housing unit to 
determine the approximate amount and extent of 
damage to the home. The review will include the 
observations and documentation (written and 
photographic) of findings of disaster-related 
damage if not already documented. 

 
iv. Develop a Scope of Repair to address the observed 

damage and initially determine the applicability of 
the proposed repairs to the criteria of the Program. 
The draft Scope of Repair will include: 

 
a. a summary list of items to be addressed; 

 
b. a basic description of the repair approach 

for each item; 
 

c. estimated item quantities; and 
 

d. site photographs. 
 

iii. Consider the following in preparation of the ECR: 
 

a. the specific materials needed; 
 

b. the quantity of those materials; 
 

c. trades involved; 
 

d. the level of effort and duration for each trade; 
 

e. estimated rates and manpower; and 
 

f. equipment required to accomplish each of the identified 
repairs. 

 
iv. Utilize the following to develop the ECR: 

 
a. current industry cost standards as identified by 

Xactimate or RSMeans price lists for the project 
location; 
 

b. experience with projects of similar size and scope; and 
 

c. knowledge of the local market rates and conditions. 
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v. Summarize the data and findings into the final ECR and 
will furnish a copy of the ECR to the applicable 
subrecipient. The final ECR will include the following: 
 
a. A completed Form 11.17, Work Write-up and Cost 

Estimate containing a general scope of repair and 
summary of construction costs. 

 
vi. Assist the subrecipient with Rehabilitation Inspections at: 

 
a. 50% complete progress inspection 

 
b. A final inspection at 100% complete 

 
vii. Assist the subrecpieint with reconstruction inspections at: 

 
a. Foundation 

 
b. 33% complete progress inspection 

 
c. 66% complete progress inspection 

 
d. A final inspection at 100% complete 

 
viii. Upon notification of a home being ready for a Construction 

Review, the provider may contact the homeowner and 
contractor to schedule a date and time to perform the Review. 
 

a. Travel to the project site. 
 

b. Conduct on-site observations (field review) of the 
work completed. The purpose of the field review is 
to observe and document: the progress of the work; 
the estimated quantity and value of work 
accomplished to date; the materials and 
workmanship utilized; the general conformance to 
the agreed upon Scope of Repairs (Scope); and 
identify items necessary for completion. During the 
field review, the provider may observe work which, 
in its opinion, does not conform generally to the 
agreed upon Scope or may compromise the integrity 
of the repair. The provider may recommend rejection 
of this work. 

 
Upon completion of the field review, the provider may 
summarize and present the findings of the field review to 
include: 
 

a. Estimated amounts owed to the Contractor. 
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b. Items of work that are incomplete (Punch List items). 
 

c. Other items of work that may be required by the 
apparent intent of the Scope that is not included in 
the Scope. 

 
c) Environmental Services 

 
i. The provider may assist the subrecipient in performing 

environmental reviews and documentation for HUD  
compliance in connection with the Program. The provider will 
provide services for the preparation of Environmental Review 
Records (ERR) in accordance with the standards set forth by 
HUD and the statutes, executive orders, and regulations listed at 
24 CFR Part 58. 

 
ii. The provider may submit a request for Special Services to 

subrecipient if environmental document review and site 
inspections indicate that additional investigation is warranted. 

 
iii. Special services may include, but are not limited to the following 

tasks: 
 

a. Archeological study required by SHPO; 
 

b. Lead-based paint and/or asbestos inspection; and 
 

c. Wetlands assessment. 
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