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RECORD KEEPING REQUIREMENTS
This guide is indented to assist Subrecipients in its required keeping and documentation requirements. This guide is to be used in conjunction with, not in lieu of, applicable federal regulations. Please always refer to the appropriate regulations for further clarification of documentation and reporting requirements.
	NATIONAL OBJECTIVES


Records demonstrating that each activity undertaken meets one of the three national objectives are mandatory. At a minimum, such records shall include the following information:

1. Benefit to Low- and Moderate-Income Persons

A. For each activity determined to benefit low- and moderate- income persons BASED ON THE AREA SERVED BY THE ACTIVITY: 

LMA (LowMod Area Benefit)
· Boundaries of the service area;
· Percentage of low- to moderate-income households that reside in service area; 
(Note: if the percentage of low- to moderate-income households is less than 51%, data showing that the area qualifies under exception criteria is required) AND
· The data used for determining the percentage of LMI persons.
B. For each activity determined to benefit low -and moderate-income persons BECAUSE THE ACTIVITY INVOLVES A FACILITY OR SERVICE DESIGNED FOR USE BY A LIMITED CLIENTELE CONSISTING OF EXCLUSIVELY OR PREDOMINANTLY OF LOW- AND MODERATE-INCOME PERSONS
LMC (LowMod Limited Clientele) 

· Documentation establishing that the facility or service id designed for the particular needs of or used exclusively by senior citizens, adults meeting the Bureau of the Census’ Current Population Reports definition of “severely disabled,” persons living with HIV/AIDS, battered spouses, abused children, the homeless, illiterate adults, or migrant farm workers, for which the regulations provide a presumption concerning the extent to which low- and moderate-income persons benefit; OR
· Documentation describing how the nature and, if applicable, the location of the facility or service establishes that it is used predominantly by low- and moderate-income persons; OR
· Data showing the size and annual income of the household of each person receiving the benefit. Note that clients cannot self-certify their income unless they are self-certifying their income is zero and/or they are homeless. Otherwise clients must provide backup to verify they are income is accurate. 
C. For each activity carried out for the purpose of providing or improving HOUSING which is determined to benefit low- and moderate- income persons:

LMH (LowMod Housing)

· A copy of the written agreement with each landlord or developer receiving CDBG assistance indicating the total number of dwelling units in each multifamily structure assisted and the number of those units which will be occupied by low- and moderate-income households after assistance;

· The total cost of the activity, including both CDBG funds and non-CDBG funds.
· For each unit occupied by a low- and moderate-income household, documentation stating the size and income for the household;

· For rental housing only: The rent charged (or to be charged) after assistance for each dwelling unit in each structure assisted; AND such information necessary to show the affordability of units occupied (or to be occupied) by low- and moderate-income households pursuant to any established criteria and made public.

· For each property acquired on which there is are no structures evidence of commitments ensuring that all CDBG criteria will be met when the structures are built;

· Where applicable, records demonstrating that the activity qualifies under other special conditions (see 24 CFR 570.208 (a) (3) (i));

· For any homebuyer assistance activity that qualifies, identification of the applicable eligibility paragraph and evidence that the activity meets the eligibility criteria for that provision; for any such activity qualifying under 570.208, provide information on the size and income of each homebuyer’s household,.

D. For each activity determined to benefit low- and moderate-income persons BASED ON JOBS TO BE

CREATED FOR OR RETAINED BY LOW- AND MODERATE-INCOME PERSONS:

LMJ (LowMod Job Creation and Retention)

· When choosing to document that at least 51% of the jobs will be available to low- and moderate-income persons, documentation of each assisted business shall include:
· A copy of the written agreement containing: 
· A commitment by the business that it will make at least 51% of the jobs available to low- and moderate-income persons and will provide training for any of those jobs requiring special skills or education;
· A listing by job title of the permanent jobs to be created indicating which jobs will be available to low-and moderate-income persons, which jobs require special skills or education and which jobs are part time, if any, and
· A description of actions to be taken by the recipient/subrecipient and business to ensure that low- and moderate-income persons may receive first consideration for those jobs, AND
· A listing of job title of the permanent jobs filled, and which jobs of whose were available to low- and moderate-income persons, and a description of how first consideration was given to such persons for those jobs. The description shall include what hiring process was used; which low- and moderate-income persons were interviewed for a particular job; and which low- and moderate-income persons were hired.

· When choosing to document that at least 51% of the jobs will be held by low- and moderate-income persons, documentation for each assisted business shall include:
· A copy of the written agreement containing: 
· A commitment by the business that at least 51% of the jobs, on a full-time equivalent basis, will be held by low- and moderate-income persons; and
· A listing by job title the permanent jobs to be created, identifying which are part-time, if any;
·  A listing by job title of the permanent jobs filled and which jobs were initially held by low- and moderate-income persons; AND
·  For each low- and moderate-income person hired, the size and annual income of the person’s household prior to the person being hired for the job.

·  For each activity that determined to benefit low- and moderate-income persons based on the retention of jobs;
· Evidence that in the absence of CDBG assistance jobs would be lost;
· For each business assisted, a listing by job title of permanent jobs retained, including which of those jobs are part-time and (where it is known) which were held by low- and moderate-income persons at the time the CDBG assistance was provided. Where applicable, identification of any of the retained jobs which are projected to become available to low- and moderate-income persons through job turnover within the next two years of the time CDBG assistance is provided. Information upon which the job turnover projections were based shall also be included in the record.
· For each retained job claimed to be held by a low- and moderate-income person, information on the size and income of the person’s household.
· For jobs claimed to be available to low- and moderate-income persons based on job turnover, a description covering the items required for available jobs, and a listing of each job which has turned over to-date, indicating which jobs were either taken or available to low- and moderate-income persons. For jobs made available, a description of how first consideration was given to such persons.

2. Prevention or Elimination of Slums or Blight:

A. For each activity determined to aid in the prevention or elimination of slums or blight BASED ON ADDRESSING ONE OR MORE OF THE CONDITIONS WHICH QUALIFIES AN AREA AS A SLUM OR BLIGHTED AREA:
SBA (Slum/Blight Areas Basis)

· The boundaries of the area; AND
· A description of the conditions which qualified the area at the time of its designation in sufficient detail to demonstrate how the area met the 570.208 (b) (1). Documentation and description of blighted conditions (e.g., photos, structural surveys or development plans)

· In addition to the above, for each RESIDENTIAL REHABILITATION ACTIVITY determined to aid in the prevention or elimination of slums or blight, IN A SLUM OR BLIGHTED AREA:

· The local definition of “substandard”

· A pre-rehabilitation inspection report describing the deficiencies in each structure to be rehabilitated, AND
· Details and the scope of CDBG assisted rehabilitation by structure.

C. For each activity determined to aid in the prevention or elimination of slums or blight BASED ON THE

ELIMINATION OF SPECIFIC CONDITIONS OF BLIGHT OR PHYSICAL DECAY NOT LOCATED IN A

SLUM OR BLIGHTED AREA:

SBS (Slum/Blight Spot Basis)

· A description of the specific condition of blight or physical decay treated; AND
· For rehabilitation carried out under this category, a description of the specific conditions detrimental to public health and safety which were identified and the details and scope of the CDBG assisted rehabilitation by structure.
D. For each activity determined to aid in the prevention or elimination of slums or blight BASED ON ADDRESSING SLUM OR BLIGHT IN AN URBAN RENEWAL AREA

SBR (Slum/Blight Urban Renewal) 

· A copy of the urban renewal plan, as in effect at the time the activity is carried out, including maps and supporting documentation is required. 

3. Other Urgent Needs:

A. For each activity determined to meet a community development need, having a PARTICULAR URGENCY: 
URG (Urgent Needs)

· Documentation concerning the nature and degree of seriousness of the condition requiring assistance;
· Evidence that the recipient certified that the CDBG activity was designed to address the urgent need;
· Information on the timing of the development of the serious condition; AND
· Evidence confirming that other financial resources to alleviate the needs were not available.
	ELIGIBLE ACTIVITIES


Records demonstrating the eligibility of certain activities are required for all programs and projects receiving CDBG funds. At a minimum, such records shall include the following information:
· A full description of each activity being carried out in whole or in part with CDBG funds.
· A description of the nature and purpose of the activity.
· The location of the activity (if the activity has a location focus).
· The amount budgeted for each activity.
· The amount obligated and expended for each activity.
· Records which demonstrate that the recipient has made the determinations required as a condition for eligibility of certain activities. Citation of 24 CFR 570 regulations is required. 
	OTHER REQUIRED DOCUMENTATION


At a minimum, the Subrecipient should maintain the following information, as applicable:

· Records which demonstrate compliance with 570.505 regarding the change of use of real property acquired or improved with CDBG assistance.
· Records that demonstrate citizen participation within the program or project assisted with CDBG funds.
· Records which demonstrate compliance with the requirements in 570.606 regarding acquisition, displacement, relocation and replacement housing.
· Documentation that demonstrated that the Subrecipient has complied with all applicable Fair Housing Laws, Equal Opportunity standards and all other Non-discrimination regulations.
· Documents that support all financial records; evidence to support how CDBG funds were expended is imperative.
· All other required that are required to be maintained in accordance with all other applicable laws. 
.

	CDBG-CV Specific Documentation


For CDBG-CV funding, the following additional documentation is required:

· Each subrecipient must be able to document how the activity prevents, prepares, or responds to the COVID-19 pandemic (in most cases, funds are used in response to the pandemic to provide stabilizing services to citizens affected by the pandemic). 
· Records that each client assisted was negatively impacted by COVID-19 (this can be a narrative or a checklist that indicates items such as job loss, COVID-19 illness, reduced working hours, increased childcare costs, etc.) 

· Each subrecipient must submit on a quarterly basis the CDBG-CV quarterly report that specifies they have taken efforts to prevent duplication of benefits. 
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