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Capital Improvement Projects
General Requirements
Programmatic Procedures

 Project Start (Agreement Execution/Authorization to Incur Grant Costs/Environmental 
Review)

 Procurement Procedures:

 Professional Services

 Construction Services

 Procurement Requirements (Bid Process/Selection):

 Request for Qualifications

 Request for Bids

 Preconstruction (Scheduling/Attendance/Document/Davis-Bacon)

 Project Construction Start/Completion

Budgetary Guidelines

 Drawdown Forms/Submittal

 Line-Item Budget Changes/Amendments

Compliance Overview

 HUD Reporting

 Monitoring

 Project Closeout/Final Performance Report (FPR)

 Maintenance of Records

Subrecipient Agreement Review



Capital Improvement Projects
Programmatic Procedures
 Project Start 

 Agreement Execution/Authorization to Incur Grant Costs

 Environmental Reviews

 Authorization to Incur Grant Costs - Allows you to begin obligating funds under 
your grant. Note: Engineering/Construction work cannot begin until after the 
procurement process and upon receipt of all County approvals.

 Procurement Procedures (All contractors using CDBG Funds must procure.):

 Professional Services

 Professional Service Contractor 

 Engineers, Architects, Consultants, Legal, etc. 

 Bids Under $25K (solicitation required)

 Bids Over $25K (publication required)

 Construction Services

 General Contractor 

 Construction Contractors - Street/Alley Resurfacing, Water main, Sanitary 
Sewer, etc. 

 Bids Under $50K (solicitation required)

 Bids Over $50K (publication required) 

Presenter
Presentation Notes
Cook County will submit all CDBG CI projects to the State Historic Preservation Office (SHPO) and await an ER approval letter. ER’s.  No Agreements will be fully executed until ER approvals are received. CI Projects must be Category Exclusive and must not be in a flood plain. Regular ER timeline 45-60 days, longer if in a flood plain.



Capital Improvement Projects
Programmatic Procedures (Cont’d)
 Procurement Requirements:

 Professional Services Contractor – Using CDBG Funds (Form 4A1)

Request for Qualifications:

 Engineer, Architect, Consultants, Legal, etc. 

 Federal Labor Standards Provisions

 Equal Employment Opportunity

 Debarment & Suspension

 Bid Solicitation Documents

 General Contractor – Using CDBG Funds (Form 4A)

Request for Bid Proposals:

 Construction Specifications and Minimized Drawings

 Special Provisions for Federally-Funded & Cook County CDBG-
Funded Projects

 Davis-Bacon Wage Determination: http://www.wdol.gov/

 Bid Publication Documents (Form 4B “Invitation to Bid” 
template.)

“All projects must receive an approved Form 4A1 or 4A prior to soliciting 
or publishing.”

Presenter
Presentation Notes
All projects and services funding by the CDBG Program, must comply with all procurement guidelines.

http://www.wdol.gov/




Presenter
Presentation Notes
http://www.wdol.gov/



 Bid Process:
 Bid Opening Required (pre-bid meeting optional)

 Professional Services Contractor (Form 4D1)

Bid Selection:
 Select three (3) Lowest Most Responsible Bid Proposals

 Submit Required Form 4D1 w/3 Qualified RFQ or RFP

 Submit Proof of Solicitation Documents 

 General Contractor (Form 4D)

Bid Selection:
 Select three (3) Lowest Most Responsible Bid Proposals

 Submit Required Form 4D w/3 Qualified RFP and Bonds (all proposals 
must include completed Special Provisions Packet/signed certifications)

 Submit Bid Tabulation/Final Publication Affidavit
“All projects must receive an approved Form 4D1 or 4D prior to awarding a professional service or 
construction contract. 

Also, all proposed contractors must have an active status in the “System for Award Management 
(SAM)”

Programmatic Procedures (Cont’d)

Presenter
Presentation Notes
All professional and/or construction contracts will be by and between the CDBG Subrecipient and Contractor. NO CONTRACTS SHOULD BE EXECUTED UNTIL AFTER THE PRECONSTRUCTION MEETING.







 Preconstruction:
 Meeting/Conference (optional for professional service)

Scheduling, Attendance & Documents:

 Engineer, Contractor & Subrecipient

 Required Attendance (Subrecipient, Contractor & Cook County 
Staff)

 Agenda, Sign-in Sheet & Minutes (after meeting)

 Cook County Staff will discuss Davis-Bacon and Cook County 
compliance forms/guidelines.

 Notice to Proceed (to be issued by municipality or agency)

Davis-Bacon Requirements:

 Prevailing Wages (General Decision Number)

 Labor Standards – Posters

Programmatic Procedures (Cont’d)

Presenter
Presentation Notes
Professional Services projects are required to have a project KICK-OFF meeting.



 Preconstruction (Cont’d):
 Meeting/Conference

Davis-Bacon Requirements (Cont’d):

 Davis-Bacon (MBE/WBE/DBE)

 MBE (24%) & WBE (10%) – Construction Project Only

 DBE (35%)

 Construction Company’s must be certified by Cook County or the City of 
Chicago: https://www.cookcountyil.gov/service/mbewbevbe-certification

 Employee Interview Forms

 Certified Payroll Review Forms (attach each applicable payroll)

 Contract and Subcontract Activity Report (HUD 2516)

 Section 3 Summary Report/Affirmative Action Plan

 ADDITIONAL CONSTRUCTION REQUIRED DOCUMENTS: Permits (Cook 
County or Village/City/Agency)

Programmatic Procedures (Cont’d)

https://www.cookcountyil.gov/service/mbewbevbe-certification


 Project Construction:
 General Project Oversight

 Start/Completion

 Site Inspections/Progress Meetings

 Photos:  Before, During & After or Drone (optional)

 Monitoring (Project File)

 Extension Requests (must submit requests 60 days before 12-month expiration)

 Change Order Requests (Form 4CO)

 Project Closeout:
 Required Documents 

 Complete Form 4E – Project Closeout/Completion Form (include all 
required compliance documentation)

 Final Performance Report (Accomplishment Narrative)

 Capital Projects (No. Persons Served Lineal Feet)

 Public Facility Projects (Beneficiary Data: Race/Income/No. Persons Served)

“Upon receipt and approval of all closeout documents, we will proceed with processing final 
payments.”

Programmatic Procedures (Cont’d)

Presenter
Presentation Notes
Monitoring:  A project file checklist/FPR will be provided prior to monitoring visit (Discuss and address issues). Extension Requests: Submit request 60 days before 12-month ATIGC letter expiration date.  Change Orders: “Are an exception not the Rule”-Submit to assigned Project Manager (provide all details). If approved, you will receive a signed CO from PM. 







Budgetary Guidelines
Drawdown Forms and Line-Item Budget Changes:
 Drawdown Forms

 Subrecipient Reimbursement Certification (Form 2)
 Drawdown Support Documentation (Summary)

 Drawdown Exhibit 2 (Other Costs), if applicable
 Drawdown Exhibit 1B (Semi-Monthly Timesheet)
 Invoices (Subrecipient/Contractor), Waiver of Liens, 

Affidavits, Cancelled Check Copies, etc.

 Line-Item Budget Changes
 Amend Project Summary (Line-Item Budget)
 Change Order (unforeseen)

 Substantial Amendment (scope of work)











Compliance Overview
Key Reporting, Administrative and Record Keeping Requirements:

 HUD Reports

 Contract and Subcontract Activity Report (HUD 2516)

 Semi-Annual Labor Standards Enforcement Report – Local Contracting 
Agencies (HUD 4710 - This reporting information is rec’d via the Form 4D)

 Section 3 Summary (HUD 60002)

 Monitoring Visits

 Project File Review

 Discuss Concerns (Finding)

 Project Closeout/Final Performance Reports (FPR)

 Project Closeout/Completion – Form 4E (must include all required supporting 
compliance documentation)

 FPR - Due at the end of the program year (September 30) or upon project 
completion

 Final Drawdown Request

 Maintenance of Records 

 File Organization (must be in order according to project task)

 Record Retention (must keep project files up to 5 years after project 
completion) CDBG – As per 570.502(b)(3)(ix) (A) and (B)



 HUD Regulations:  Please be familiar with the regulations for the 
Community Development Block Grant (24 CFR 570, which can be 
found at: https://www.hudexchange.info/resource/3689/24-cfr-
part-570-cdbg/ and HUD’s website: www.hud.gov

 Cook County Policies: Cook County Department of Planning and most 
recent CDBG Procedures and Operations Guide (Draft) can be found 
at:  https://www.cookcountyil.gov/content/grant-recipients-cdbg-esg

 Cook County Capital Improvement Forms - Website Links: 
 Capital Improvement Project Forms: 

https://www.cookcountyil.gov/content/cdbg-capital-
improvement-ci-project-forms-and-packets-guidelines

 Drawdown Request Forms: 
https://www.cookcountyil.gov/content/grant-recipients-cdbg-esg

 Cook County Department of Planning & Development Municipal Fair 
Housing Survey: 
https://www.surveymonkey.com/r/municipalfairhousingsurvey

Important Website Info.

Presenter
Presentation Notes
Municipal Fair Housing Survey – REMINDER!!!

https://www.hudexchange.info/resource/3689/24-cfr-part-570-cdbg/
http://www.hud.gov/
https://www.cookcountyil.gov/content/grant-recipients-cdbg-esg
https://www.cookcountyil.gov/content/cdbg-capital-improvement-ci-project-forms-and-packets-guidelines
https://www.cookcountyil.gov/content/grant-recipients-cdbg-esg
https://www.surveymonkey.com/r/municipalfairhousingsurvey


CDBG Capital  Improvement Projects 
– Success Story

 LOCATION OF PROJECT
The Longwood Drive Green-Complete Streets project spanned 
Longwood Drive between Vincennes Road and 119th Street in 
the City of Blue Island. The total project length was 2,496 feet or 
0.47 miles.

 DESCRIPTION OF PROJECT
This CDBG project consisted of the roadway portion of a larger 
focus on the northeast neighborhood of Blue Island. The overall 
focus brought together funding from the Cook County 
Community Development Block Grant, Illinois Green Infrastructure 
Grant, Illinois Finance Authority Loan Program, and City of Blue 
Island municipal funds. 
The overall project included the resurfacing and repair of 
Longwood Drive, the construction of rain gardens for flood 
mitigation, construction of traffic calming bump-outs, sewer 
televising and cleaning, a catch basin cleaning program, 
creation of shared bicycle lanes to bring the area into the City of 
Blue Island’s bicycle facility network and planting street trees for 
beautification, flood mitigation and to improve City air quality.



CDBG Capital Improvement Project Example
City of Blue Island 

Longwood Drive - Green Complete Streets Project
Street Resurfacing Project (Before)



Cont’d – Project Example
City of Blue Island 

Longwood Drive - Green Complete Streets Project
Street Resurfacing Project (Start of Construction)



Cont’d – Project Example
City of Blue Island 

Longwood Drive - Green Complete Streets Project
Street Resurfacing Project (During)



City of Blue Island 
Longwood Drive - Green Complete Streets Project

Street Resurfacing Project (During)

Cont’d – Project Example



City of Blue Island 
Longwood Drive - Green Complete Streets Project

Street Resurfacing Project (After)

Cont’d – Project Example



Questions



 DPD Staff will review your Subrecipient Agreements as follows:
 Original Agreement (one electronic copy)

 Resolution (one electronic copy)

 Resolution language used (if resolution includes grant amount, confirm it is correct)

 Resolution does pre-date or has the same date as the certification

 Correct Project Number (in resolution)

 Certification (with original signature)

 Certification language used

 Certification references the correct resolution date or ordinance number

 Authorized signer (per Resolution) is the signature on Agreement and the title is 
consistent between resolution and agreement

 Agreement is dated with original signatures

 Agreement signatures do not predate resolution

 Attorney’s Signature (if applicable, not required for NFP)

 Municipal or NFP seal (or letter if no seal)

Resolution: ______    Certification: ______     Signature Page: ______     Lobbying Certification: 
______

 Lobbying Certification (with original signature)

 Exhibit(s) pages in order

 Budget Correct (Project Summary)

Comments:

CDBG Capital Improvement Projects
Agreement Review



Please email a complete, signed, dated and sealed 
original CDBG Capital Improvement Subrecipient 
Agreement to include all required Resolution, Certification
and Exhibit’s to:

Ms. Sonia Brown
Cook County Department of Planning and Development 

at: Sonia.brown@cookcountyil.gov

All agreements are due by April 30, 2021.

CDBG Capital Improvement Projects
Agreement Review Questions

Presenter
Presentation Notes
If your agency do not have a seal, please let us know when you email your agreement.

mailto:Sonia.brown@cookcountyil.gov


Dominic Tocci, Deputy Director
(312) 603-1048
dominic.Tocci@cookcountyil.gov

Sylvia Parham, Grant Coordinator
(312) 603-1030
sylvia.parham@cookcountyil.gov

Timothy Kleist, Project Manager
(312) 603-1067
timothy.Kleist@cookcountyil.gov

Lesa Carey, Administrative Analyst
(312) 603-1056
lesa.carey@cookcountyil.gov

CDBG CAPITAL IMPROVEMENT 
CONTACT INFORMATION:

mailto:Dominic.Tocci@cookcountyil.gov
mailto:sylvia.parham@cookcountyil.gov
mailto:Timothy.Kleist@cookcountyil.gov
mailto:Lesa.carey@cookcountyil.gov


If you have any additional questions 
regarding your project, please do not 

hesitate to contact your assigned Project 
Manager or Sylvia Parham at:

(312) 603-1030 
sylvia.Parham@cookcountyil.gov

THANK YOU!!!

mailto:Sylvia.Parham@cookcountyil.gov
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