U. S. Departnent of Housing and Urban Devel opnent
O fice of Public and Indian Housing

Special Attention of:

Secretary’s Representatives, Notice PIH 98-42 (HUD)
St at e/ Area Coor di nat or s, | ssued: 7/ 31/ 98
Directors, Ofice of Public Housing Expires: 7/31/99

Directors, Ofice of Assisted Housing

PROCESSI NG OF GRANT APPLI CATI ONS FOR FI SCAL YEAR (FY) 1998
SUPERNCFA - Public Housing Tenant Opportunities Program
(TOP)

1. PURPOSE

This Notice provides instructions for processing Tenant
Qpportunities Program (TOP) grant applications submtted for
fundi ng under the Fiscal Year (FY) 1998 Super NOFA for
Econom ¢ Devel opnment and Enpower nent Prograns.

2. APPLI CABI LI TY

A. Eligible applicant’s in TOP-funded activities are
residents of conventional public housing devel opnents.
Publ i c housing Site-Based Resident Councils and Resi dent
Managenent Corporations and |Internedi ary Resident
Organi zations (1 RCs) which include National Resident
Organi zati ons (NRGs), Statew de Resident Organi zations
(SRGs), Regional Resident Organi zations (RRGCs), and
Jurisdiction-Wde Resident Organi zati ons (JRCs) may
apply for TOP Gants. Only IROs may apply for Mediation
Grants. Indian Housi ng Resident Organizations are now
ineligible to apply for TOP fundi ng.

B. For FY 1998, TOP funding is allocated to the foll ow ng
three grant categories:

(1) Economc Self-Sufficiency Gants (ESSGs) provide
techni cal assistance and training to Site-Based
Resi dent Associations (RAs) and I RGCs, to nove
wel fare dependent famlies to work. The overal
goal of the TOP is to focus resources on welfare to
work for non-elderly famly househol ds and on
i ndependent living for households wth elderly or
di sabl ed persons.

(2) Oganizational Devel opnent G ants (ODGs) are
available to Site-Based RAs and IRCs. The grant’s
purpose is to help build the capacity of Site-Based
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RAs to conduct welfare-to-work activities.

(3) Mediation Gants (Mss) are available to qualified
IROs to partner wth nmedi ati on organi zati ons who

provide training to the 1RO and residents on
medi ati on techni ques and to provide nediation
servi ces.

3. BACKGROUND

The TOP is authorized under Section 122 of the Housing and
Communi ty Devel opnment Act of 1987 (P.L. 100-242, approved
February 5, 1988. The United States Housing Act of 1937
was anmended by adding a new Section 20 (42 U.S.C. 1437r). A
Super Notice of Funding Availability (Super NOFA) for FY
1998 announci ng approximately $64.1 million in grant funds
was published in the Federal Register on April 30, 1998 (63
FR 23907) under the Consolidated Econom c Devel opnent and
Supportive Services Program (EDSS) and TOP. The EDSS was
funded at $47.2 mllion and the TOP funded at $16, 884, 530
this anount includes ($5 mllion in FY 98 appropriations
and $11,884,530 in carry over funds). The TOP funding wil|
be distributed to three grant categories as foll ows:
Econom ¢ Self-Sufficiency Gants - $10.9 mllion,

Organi zati onal Devel opnent, Grants - $3 million, and
Mediation Gants - $3 mllion. If all funds are not awarded
in one category, funds are transferable to the other grant
categories for use by qualified applicants.

4. FUND ASSI GNVENT PLAN
The fund assignnent plan for distributing grant funds to be
awar ded as announced for the TOP under the FY 1998 Super NOFA
will be inplenented in accordance with Handbook 1830.4, REV-
2, dated July 31, 1986

5. DEFI NI TI ONS
The common definitions for the consolidated TOP/ EDSS
Prograns are contai ned in Appendi x A of the TOP/ EDSS
Super NCOFA.

6. ELI G BLE AND | NELI G BLE ACTI VI TI ES
Al eligible and ineligible activities for the TOP are
described in Section (H), beginning in 63 Federal Register
23910 of the Super NOFA.

7. APPL| CATI ON REQUI REMENTS

To receive funding consideration, RAs nust submt conpleted
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applications (one original and two copies) to the |local HUBs
and Program Centers with del egated public housing
responsibilities attention: Director, Ofice of Public
Housi ng or Program Center Coordinator. The application kit

i ncludes information on all tabs and certifications required
under the Super NOFA. Applications are due 6:00 p.m (I ocal
tinme), Friday, July 31, 1998.

8. SELECTI VE RATI NG CRI TERI A

A TOP application selection factors are |listed begi nning
in 63 Federal Register 23912 of the Super NOFA. A TOP
application nust receive a total of 65 points out of
100 in order to be eligible for funding. There are
separate selective rating factors for both the ESSG and
M5 categories. There are no rating factors for the
ODGs. ODG recipients wll be selected by lottery
conducted by the GWC.

B. Bonus Points. Applicants may receive an award of up to
two bonus points for eligible activities/projects that
are proposed to be located in federally designated
Enpower nent Zones, Enterprise Communities, or Urban
Enhanced Enterprise Conmunities and serve the EZ/ EC
residents, and are certified to be consistent with the
strategic plan of the EZs and ECs. The application kit
contains a certification which nmust be conpleted for
the applicant to be considered for EZ/ EC bonus points.

9. APPLI CATI ON DI STRI BUTI ON FOR FY 1998

HUD Headquarters printed and distributed the application
kits to local HUBs and Program Centers with del egated public
housi ng responsibilities. The application kit is also
avai l able on the Internet through the HUD web site at
http://ww. hud. gov., the PIH Information Resource Center,
and t he Super NOFA I nformation Center.

10. HUD REFORM ACT PROVI SI ONS

A. The HUD Reform Act of 1988 prohibits any applicant from
gai ning an advantage in the conpetition as a result of
receiving confidential information. The final rule, (24
CFR Part 4) “Prohibition of Advance Di scl osure of Fundi ng
Deci sions,” which inplenents section 103 of the Reform
Act, specifically prohibits advance di sclosure of the
fol | ow ng:

(1) information regarding an applicant’s relative
st andi ng;

(2) ampount of assistance requested by any other
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11.

12.

appl i cant;
(3) identity of any other applicant;
(4) nunber of applications; and

(5) any other information contained in another
appl i cation.

B. HUD enpl oyees who have specific program questions, such
as whether a particular subject matter can be discussed
W th persons outside the Departnent, should contact the
cogni zant HUB or Program Center counsel. HQ counsel for
the programto which the question pertains may be
contacted on (202) 708-3815.

GRANTS MANAGEMENT CENTER

Headquarters PIH Grants Managenent Center (GVC) will be
responsi bl e for managi ng and coordi nating the FY 1998 TOP
conpetition. The GMC will convene a panel and coordinate the
review and scoring of Factors 1 through 4 for all TOP grant
applications. The application processing wll be |ocated at
the Grants Managenent Center (GWC) at 501 School Street, S.
W Suite 800, Washington, D.C. 20024. Al cognizant HUBs
and Program Centers nust forward conpl eted applications,
checklists, worksheets and score sheets to the address
above. The TOP Grant Adm nistrator for the GMC is Odessa W
Bur roughs, (202) 358-0221 ext. 130. The Ofice s TDD TYY
nunber or that of the Federal Information Relay Service is
1- 800-877-8339.

APPLI CATI ON DUE DATES AND SUBM SS| ON

A. The application due date for all TOP applications is July
31, 1998. Acceptance of applications as tinely depending
on nmet hod of delivery is described bel ow

B. Hand carried applications submtted to HUD cogni zant HUBs
or Program Centers (an original and two identical copies
of the original application) will be accepted during
nor mal busi ness hours before the application due date.

On the application due date applications will be accepted
in the South Lobby of the HUD Headquarters Buil ding,

busi ness hours will be extended to 12: 00 m dni ght,
Eastern time. (Appendi x A to Super NOFA lists hours of
operation for Cognizant HUB or Program Centers).

C. Mailed applications, if postmarked on or before 12:00
m dni ght July 31, 1998, will be considered as tinely if
recei ved by August 10, 1998.

TOP Processing Notice



D

Applications sent by overnight/express mail delivery nust
be received no later than July 31, 1998, or upon

subm ssi on of docunmentary evidence they were placed in
transit with the overnight delivery service by no |ater
than July 31, 1998. Appendix “A’ of the Super NOFA lists
t he hours of operation for Cognizant HUB or Program
Centers, which will be extended to 6:00 p.m on the
application due date.

13. APPLI CATI ON PROCESSI NG

A

The HUBs and Program Centers, and the GMC will ensure
that the TOP grant process is conducted in accordance
with the procedures set forth in this processing
notice, the Grants Managenent Handbook (where
applicable), and related HUD regul ati ons (24 CFR Part
964), the Super NOFA, notices, and any additional

gui dance provided by Headquarters.

Applications will be submtted by the applicant to each
desi gnat ed HUB/ Program Center in accordance with the FY
1998 Super NOFA. Refer to paragraph 26 begi nning on
page 16 of this Notice.

Foll owi ng the receipt of all grant applications and
upon conpletion of the master | ogs, the |ocal HUBs and
Program Centers are requested to take the foll ow ng
action:

(1) Fax the master log (A which includes Public
Housi ng RCs/ RMCs applicants and master |og (B)
whi ch i ncludes NRGs/ RROs/ SRCs/ JRGs applicants and
copy of the applicant fact sheet to the Gants
Managenent Center, 501 School Street, 8'" Floor
Room 831, Washi ngton, DC 20024, Fax nunbers (202)
358- 0258 or (202) 358-0246. NOTE: The master | ogs
(A and B) nust include date and tine of receipt,
type of grant and anount requested. Please fax
all master logs to Vivian Wllians, Director
Categorical Grants Division on the date listed in
the TOP grant processing schedule in Section 26 of
this Notice. FAX final updated naster | ogs and a
copy of the applicant fact sheet to the GVC Tor
those applications postnmarked on July 31,1998, but
recei ved by August 9, 1998.

(2) If a HUB or Program Center receives an application
not in its jurisdiction by the application
deadl i ne date, the HUB or Program Center shal
ensure the follow ng actions take place:
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a. Log the date and tinme of receipt, type of
grant and anount requested in the nmaster |o0g;

b. Notify the I ocal HUB or Program Center by
t el ephone that the application is being
f or war ded.

C. The application is to be forwarded via
overnight mail (Federal Express) with a
transmttal neno to the O fice of Public
Housi ng ( OPH)

d. The |l ocal HUB or Program Center receiving the
application shall log in the application
according to the prior cognizant HUB s or
Program Center’s recei pt date and ti ne.

The HUB or Program Center acknow edges receipt of al
applications received by July 31, 1998, via an
acknow edgnent letter to the applicant. A curable
deficiencies letter will be sent separately.

Three types of reviews will be conducted: the Local
HUB or Program Center will screen applications for
technical deficiencies, that is to determne if the
application subm ssion is conplete and on tine; review
thresholds to determ ne applicant eligibility; and the
GMC in Headquarters will conduct a technical reviewto
rate applications based on the progranis sel ective
rating factors published in the Super NOFA.

Applications shall be screened for eligibility,

curabl e/incurable deficiencies (refer to page 20 where
the term “curable deficiencies” is defined),
duplication of funding in accordance with the
Application Screening Instructions listed in
Attachnments 1-7 of this Notice.

The HUBs/ Program Centers will review and score

Sel ection Factor 5 (1-3), Conprehensiveness and

Coordi nation for the ESSG and MG Categories in
consultation wth the Secretary’s Representative/ Seni or
Comrunity Builder for the local jurisdiction covered by
the activities in the application for assistance. The
Program O fices are responsible for rating Factor 5 (1-
3) and forwardi ng copies of the application and Rating
Factor 5 score sheets to the Secretary’s
Represent ati ve/ Seni or Conmunity Buil der, who has the
option to provide comments for Factor 5 (1-3). If this
option taken, the Secretary’'s Representative/ Seni or
Community Builder will provide these cormments to the

TOP Processing Notice



Program O fice within seven (7) days of receipt. The
HUBs/ Progr am Centers nust comruni cate with the
Secretary’s Representative/ Senior Community Buil ders,
as needed, to seek clarification of their coments.

O herwi se the Secretary’s Representative/ Seni or
Communi ty Buil der nust indicate on the application that
t hey do not have comments and return the application to
the appropriate programoffice wthin seven (7) days of
receipt.

Comrents made by the Secretary’s Representative/ Seni or
Community Builder’s will then be taken into
consi deration by the panel of reviewers.

In addition, the cognizant HUB's or Program Center’s

i nput regarding the Sel ection Factor,
Applicant/ Adm ni strator Track Record, is very
inportant. Please conplete Attachnent 6 to assist the
Grants Managenent Teamin assessing and scoring this
factor. The scoring process for Selection Factors 1
through 4 will be conpleted by the TOP G ants
Managenment Revi ew Team at the GVC. The cogni zant HUB
or Program Center screens each application based on the
instructions provided by the GUC in Attachnent 1 of
this Notice. This screening is supervised and
validated by the Field Ofice Gant Adm nistrator
(FOGA). The FOGA should not be the sane person who
screens an application.

Data entry for all TOP applications wll be perforned
at the GVC. The cogni zant HUBs or Program Centers are
not required to performdata entry of the applications.

TRANSFER OF APPLI CATI ONS TO THE GVC

When the cogni zant HUBs or Program Centers have

conpl eted scoring Factor 5 (1-3), and the Secretary’s
Represent ati ves/ Seni or Comunity Buil der’ s have
returned the copy of the application subm ssion with
their comments (if applicable), HUBs or Program Centers
will retain one copy of each TOP application and send
the original and one copy of ALL APPLI CATIONS to the
GVC by Federal Express wnich wll guarantee arrival by
Friday, August 14, 1998 by 6:00 p.m |If the
Secretary’s Representatives/ Senior Conmunity Buil der’s
comments have not been received by this date, the
application wll still be forwarded to the GV, and the
comments will be faxed upon receipt by the HUBs/Program
Cent ers.

The HUBs/ Program Centers will include the foll ow ng
i tens when shipping the applications to the GV
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TRANSM TTAL LETTER  The enclosed transmttal letter
must identify the nunber of boxes by grant category
type (TOP), total nunber of applications shipped, and
alisting of all ineligible applications with the
reason for rejection; the followng additional itens
shoul d al so be encl osed:

- Appl i cati on Master Logs

- Threshol d Screening/ Certification and Assurances
Checkl i st

- Cross Check Worksheet Duplication of Funding

- Field Ofice I nput Regarding

Appl i cant/ Adm ni strator Track Record (Sel ection

Factors 3 EDSSG and 2(c) M5

- Cur abl e/ I ncurabl e Defici enci es Screening
Checkl i st

- Cur abl e Deficiency Log

- Curabl e deficiency letter and corrected

deficiency attached to each application. |If the
corrected deficiency is not received by the this
date, the application wll still be forwarded to

the GVMC, and the correction will be faxed upon
recei pt by the Program O fice.

For GMC managenent purposes, nunber and | abel boxes by
TOP Grant categories (ESSG ODG and M3 and include all
of the above requested docunents. Wthin each box,

t hose applications pending deficiency corrections and
Secretary’s Representatives comments, should be kept
separate and clearly identified.

Al'l boxes must be mailed via Federal Express to
guar antee overni ght delivery by August 14, 1998, to the
foll ow ng address:

Grants Managenent Center

501 School Street, SW

Suite 800

Washi ngton, D.C. 20024

ATTN.  Vivian WIIlians

Phone: (202) 358-0221 ext. 127

H. Al'l tasks nust be executed in accordance with the
schedule listed in Section 26 of this Notice.

14. DI STRI BUTI ON OF FUNDS

Al'l applications will be reviewed, and scored by the Gants
Managenent Center with the assistance of Field Ofice staff.
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15.

Upon conpl etion of the review, all applications will then be
pl aced in an overall nationw de ranking order and funded
until all funds are exhausted. |If all funds are not awarded
in one category, funds are transferable to the other grant
categories for use by qualified applicants.

MAXI MUM GRANT AMOUNTS

A Ceneral Rule for Site-Based RAs: No Site-Based RA may
receive grants in excess of $100, 000-i ncl udi ng funds
recei ved by the public housing devel opnent under
Resi dent Managenent (RM) or TOP in FY 1988-1998, and
the prorated portion of funds received by I ROs and on
behal f of the Site-Based RA. The $100, 000 cunul ati ve
maxi mum applies to RM TOP funds received for a
speci fic public housing devel opnent.

(1) Any eligible NRO RRO, or SRO may apply for a
single ESS, ODG or MG for up to $250,000. These
organi zations may al so apply for one grant each in
two or nore of the grant categories provided that
t he conbi ned anmbunt requested by the RO this year
does not exceed $350, 000.

(2) A JRO may apply for ESSG ODG or the M5 funds at
a maxi nrum $100, 000, and is limted to an
application in only one grant category.

(3) I RCs may not propose to assist Site-Based RAs
if the FY 1998 fundi ng request causes a Site-Based
RA to exceed its 1988-1998 RM TOP cunul ati ve
maxi mum of $100, 000.

B. Jurisdiction Maxi mum Applicants are subject tolimts
on the amount of RM TOP fundi ng nade avail able to non-
| RO applicants as foll ows:

(1) Housing authorities with 1-780 units: Maxi mum
of $700, 000

(2) Housing authorities with 781-7,300 units: Maximm
of $1.4 million

(3) Housing authorities with 7,301 or nore units:
Maxi mum of $2.1 million

C. Oher Limts:

(1) Basic Gants. Site-Based RAs that have never
received an RMor TOP grant nay receive up to
$100, 000 | ess val ue of TOP assistance
recei ved by the devel opnent froman | RO
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16.

17.

18.

(a) Economc Self-Sufficiency Gant-
Site-Based RAs may receive up to $100, 000
| ess the value of any TOP assi stance
previously received by the devel opnent from
an | RO

(b) Organi zational Devel opnent Grant - Site Based
RA may receive up to $40, 000.

(2) Additional Gants (ESS Gants Only). Any Site-
Based RA selected for a RMor TOP grant in FYs
1988-1997 (including mni grant for start-up
activities)that received |l ess than a total of
$100, 000 may apply for an Additional Grant for
econom c self sufficiency, provided that the
total cunulative RMTOP funding for a project
site, including CGtyw de or Internediary G ant
funds benefiting the project does not exceed
(i ncluding previous grants) the total statutory
maxi mum of $100, 000. Additional G ant applicants
may not apply for an CDG

HEADQUARTERS TOP RESPONSI BI LI TI ES

A Headquarters, O fice of Public and Indian Housi ng,
GVC i s responsi ble for providing TOP application
screening instructions to the local HUD Ofices.

This notice incorporates those instructions. The GVC
wi |l be responsible for managi ng and coordi nating the
FY 1998 TOP national conpetition.

B. Al reviewers will be trained at by Headquarters staff.

REVI EW AND SCORE APPLI CATI ONS

The GVC Staff will convene technical evaluation panels and
coordinate the review and scoring of Factors 1 through 4.

Upon conpl etion of the application review process, the GMC
will ship (receipt requested) all copies of each
application, all score sheets, and any other applicable
docunentation relating to the applications to the
appropriate cogni zant HUB or Program Center. The GMC w ||
retain a copy of the TOP score sheet for program

i nformation.

RANKI NG OF APPLI CATI ONS

A The GMC will performthe National Ranking of al
applications. Applications will be placed in rank
order. Al IRCs'" applications will be listed and ranked
in a separate database. The final ranking wll be
submtted by the GMC for approval by the Assistant
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Secretary and funded until all funds are exhaust ed.

In cases of applications with tie scores, where
selection is affected, the application with the nost
points for Factor 3, Soundness of Approach shall be
selected. |If there is still a tie, the application
with the nost points for Factor 4, |everagi ng Resources
shal | be sel ect ed.

19. CONGRESSI ONAL NOTI FI CATI ONS

A

Congressional notifications will be prepared by the GVC
based on the information in the G ants Managenent
Modul e. The GMC wil| prepare packages for approval by
the Assistant Secretary for Public and Indi an Housi ng,
for signature of the Assistant Secretary for
Congressi onal and Intergovernnental Relations (CIR).
The package will contain a transmttal nmenorandum
Congressional Notification letters for each award, and
a list of awards by location. CIR officially notifies
Congress of the sel ected awards.

After Congress has been notified, the GMC will notify
cogni zant HUBs or Program Centers of the

Congressional notification rel ease date, authorizing
rel ease of notification of selection and non-sel ection
letters.

20. NOTI FI CATI ONS TO SELECTEES AND NON- SELECTEES

A

The GMC staff will prepare and forward, via cc:nmail, a
list of award recipients and sanple award letters to
cogni zant HUBs and Program Centers.

1) The award letters wll not be sent until:

PIH'S O fice of Managenent and Pl anni ng prepares the
Form HUD- 185 (Fund Assignnent) for the grantees

sel ected. Upon validation of funding availability,
by the Ofice of the Chief Financial Oficer (CFO,
the Assistant Secretary for PIHw Il sign the Form
HUD- 185 and send to the appropriate HUB or Program
Center via pouch nail

2) CR has conpleted the notification of Congress.

B. The cogni zant HUB or Program Center will provide witten

notification to all applicants whether or not they have

been selected. Notification (strengths and weaknesses)

and other relevant information. GVMC will provide sanple
notification letters.
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21.

C. The cognizant HUB or Program Center will provide an
original signature copy of each award letter to the
Field Accounting Director (FAD) to reserve and obligate
grant funds.

D. The cognizant HUB or Program Center will provide the
executed grant agreenents to the local FAD to establish
di sbursenent authority in the paynent system

Further instructions will be issued in regard to B,C and D
above if procedures have changed under the Departnent’s 2020
reorgani zati on.

GRANT AGREEMENT PREPARATI ON AND PROCESS

A. Grant Docunentation Preparation. Sinultaneous with the
i ssuance of award letters, cognizant HUB or Program
Center Coordinators/Gant Oficers wll prepare for
bil ateral signature and di spatch to awardees the grant
award docunent, Form 1044; with related grant agreenent
docunents. Gant agreenents and related forns will be
prepared in accordance with Chapter 4 of the Gants
Managenent Handbook 7490. 01, and other instructions or
standardi zed grant agreenent formats as may be issued by
the GMC to assist in this process.

B. The local HUD Ofice nust verify award anmount(s) and
may place any special conditions, such as LOCCS edit,
reductions in funding, or programmatic restrictions
necessary for conpliance or performance of the approved
award. Grantees and subgrantees are required to

i npl emrent, adm ni ster and nonitor prograns so as to
mnimze the risk of fraud, waste, abuse, and liability
for losses fromadversarial |egal action. LOCCS is
designed to treat all projects in a programthe sane,
with mniml variations.

C. The OPH nust transmt the grant agreenent package to the
grantee with a cover letter. The grantee nust conplete
bl ocks 10 and 19 of Form HUD- 1044. |In addition, the
grantee nust sign all three copies of Form HUD- 1044 and
forward themto the OPH within two weeks of the date of
the HUD transmttal letter along with the foll ow ng
forms and docunment ati on:

(1) A Drect Deposit Sign-Up Form SF-1199A and
cancel l ed check. Note that the LOCCS program area
code name for the Tenant Qpportunities Programis
RM TOP and nmust be typed into Section 1. Block F
of the form This formis required for al
grantees that are not currently receiving grant
funds through the LOCCS/ VRS. G antees who
currently have access to LOCCS wll also need to
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(2)

(3)

(4)

conplete a formand request that RM TOP be added
to their access.

A revised program plan or other materials required
by any special conditions of the grant award,

A signed original of the LOCCS Voi ce Response
Access Aut horization Form HUD- 27054 and one

si gned/ notari zed copy. Note that the LOCCS
program code name for Tenant Cpportunities Program
- RMTOP - nust be typed into Block 5a. of the
form and

A copy of the Internal Revenue Service (IRS)
source docunent establishing the grantee's
Taxpayer ldentification Nunber (TIN) (only for
grantees who are not currently LOCCS users).

D. The OPH shall nmaintain a supply of the fornms/docunents
to be distributed as a part of the grant agreenent
package to each grantee, as needed. The Field
Adm nistrative Oficer aware of this requirenent. (The
Field Adm nistrative Oficer nmust also maintain a
supply of Form HUD- 27054- A (which is used by HUD
personnel only) is available on the LAN HUD For ns.

The grant agreenent package includes the program grant
agreenent and the follow ng forns:

(1)
(2)

(3)

(4)

(5)

(6)

Form HUD- 1044, Assi stance Awar d/ Anendnent ;

LOCCS Voi ce Response System (VRS) Access
Aut hori zation - Form HUD- 27054 and i nstructions
(for use by grantees);

Paynent Voucher -- Form HUD 50080-RM TCP 073;

Fi nanci al Status Report -- Form SF-269A and
i nstructions;

LOCCS- VRS Change of Address Request -- Form HUD
27056 and instructions; and

LOCCS User @uide: Part | dated June 1995.

NOTE: The OPH nust provide a copy of Part | of
the LOCCS User Cuide dated June 1995 to grantees.
The Field Ofice nust advise grantees that a
LOCCS- VRS vi deot ape, which expl ains the system and
the initialization procedures, is available from
the Field Ofice for tenporary | oan.

22. GRANT AGREEMENT EXECUTI ON
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The OPH nust send a copy of the approved budget with
the grant agreenent. The OPH nust identify all changes
to the grant application as condition(s) of approval
and nust provide these changes with the grant

agreenent. Prior to the initial draw down, the grantee
shal | have secured online access to the internet as a
means to conmuni cate with HUD on grant matters. Al
correspondence concerning the grant award nust include
t he project nunber shown on the approval letter.

The OPH nust review, upon receipt fromthe grantee, the
signed grant agreenent copies and forns and check for
the foll ow ng:

(1) Ensure the tax identification nunber (TIN) on the
Form HUD- 1044 matches the TIN on Form HUD- 27054.
Any di screpancy nust be resolved. The TIN should
al so be included on the SF-1199A

(2) Check that authorized user and the approving
official on the LOCCS- VRS Access Aut horization
Form HUD- 27054 are different, and that the formis
conpl ete and notari zed;

(3) Check that any other forns are properly conpl eted
as part of the Grant Agreenent; and

(4) Check that the Form SF-1199A was conpleted (if
required) and that the grantee information is in
accordance wth the LOCCS User Guide instructions,
(not the instructions on the reverse of the
printed Form SF-1199A), that a cancel ed check was
provi ded, and that the TIN agrees with the TIN on
Form HUD- 1044. The grantee nust have one bank
depository account for all HUD PIH funds.

(5 The OPH retains a copy of the conpleted Form HUD
27054 and sends the original along with a
transmttal (indicating the form has been reviewed
for accuracy and content) to:

Dept. of Housing and Urban Devel opnment
O fice of the Chief Financial Oficer
Attention: LOCCS Security Team
P. Q. Box 23774
Washi ngton, DC 20026- 3774
or
Room 3143
451 Seventh Street, S. W
Washi ngton, D.C. 20410-3600

Note: If pronpt and reliable delivery is desired,
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(6)

(7)

use overnight mail or return receipt requested.

The Program O fice forwards a transmttal letter
encl osi ng Form SF-1199A, noting on the face of the
envel ope, "SF-1199A", to the foll ow ng address:

Dept. of Housing and Urban Devel opnment

O fice of the Chief Financial Oficer

O fice of Information Policies and Systens;
ATTN. ACH Team

P. O Box 44816

Washi ngton, D.C. 20026-4816

The Director, OPH signs the HUD 1044 in Bl ock 20
and enters the date in Block 5 and on Page 15 of
the grant agreenent. After execution of the grant
agreenent, the OPH nust:

a.

Transmt one signed copy of the grant
agreenent and a copy of the IRS docunent to
the FAD (with the TIN for new grantees) and
retain one copy on the grant file. The OPH
nmust conpl ete these actions pronptly upon
recei pt of acceptable materials fromthe

gr ant ee.

Send one copy of the grant agreenent to the
grantee when the grant paynent systemis
operational. The grant systemis operational
when the follow ng are conpl et ed:

(1) Recording of the grant agreenent
(di sbursenent authority by CFQ FAD;

(1i) Entering 1199 data into LOCCS

(tit)Entering the grant budget line item
entries into LOCCS and confirm ng that
the Gantee has received its VRS nunber.

(tv) Verifying the correct banking
i nformati on has been entered into LOCCS
using query screen @5 and that the TIN
agrees with the grant agreenent Form
HUD- 1044; and

(v) Assuring that the grantee has LOCCS- VRS
access by query of LOCCS, confirmng the
grant ee has been provi ded a LOCCS- VRS
user identification nunber. (This
capability in now available and it is
shown on screen Q60.)

| ncl ude copi es of Form HUD- 50080- RM TOP
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23.

26.

Paynent Voucher with this transmttal

BUDCET LI NE | TEMS ARE AS FOLLOWE:

9810

9820
9830
9840
9850
9860
9870

9880

Enmpl oynent Readi ness Trai ning Contracts

Busi ness/ Job Training Contracts

Job Pl acenment/ Retention Contracts

Medi ation Activities

Resi dent Organi zati on Devel opnment Contracts
Travel Costs

O her Resident Costs

(Sti pends/ Rei mbur senent s)

Adm ni strative and O her Costs

TOP PROCESSI NG SCHEDULE

The PIH GVC, shall execute this process in accordance
with the below tinetable, and any other instructions
i ssued by the Depart nent

STEPS

DEADLI NE DATE

Desi gnate FOGA & SecRep June 30 , 1998
(Pl ease notify Headquarters of

the selection by cc:mail to

Qdessa Burroughs).

TOP Processing Notice provided to
cogni zant HUBs or

Program Centers by Headquarters July 23, 1998
Conduct Conference call w th cognizant

HUB or Program Center Staff July 28, 1998
Application deadline July 31, 1998

Fax master log (A) and (B) and TOP fact sheets

to GVC ATTN:

Acknow edgnent

COdessa Burroughs August 3, 1998

letters sent to applicants August 6, 1998

Screening for technical deficiencies

conpl eted, acknow edgnent letters

and curable deficiencies letters

sent by fax to RAs and | RCs August 10, 1998

Program O fi ce sends SecRep/ Seni or
Communi ty Buil der application and
Factor 5 score sheet for conment August 10, 1998

FAX updat ed nmaster | ogs and fact sheets
to GMC for those applications postnarked
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July 31, 1998, but received between August
3 through 9 August 10, 1998

FOGA shi ps ALL APPLI CATI ONS over ni ght
with all required docunents to the
GvC August 13, 1998

Al'l Applications received at GVC August 14, 1998
GMC organi zes applications for

revi ew process August 15, 1998
Reviewers are trained by HXx staff

on site at GVC August 17, 1998
TOP Grants review begins August 17, 1998

Al'l deficiency corrections/Secretary’s
Representatives conments due to the
cogni zant HUBs or Program Centers August 17, 1998

HUBs and Prograns Centers FAX al
deficiency corrections/Secretary’s
Representatives coments to GVC August 17, 1998

GMC conpl etes review of all
eligible applications August 28, 1998

Data entry validated by data
entry person and val i dated

by the Grant Adm nistrator August 28, 1998
GVC ranks all
appl i cations Septenber 2, 1998

Or gani zati onal Devel opnent G ant
Lottery Sept enber 2, 1998

Recommendati ons wi th Congressi onal
Notification to PIH A/'S Septenber 3, 1998

Assi stant Secretary approves
grant sel ections Sept enber 9, 1998

GMC forwards by cc:nmail tenpl ates

of grant approval and di sapprovals to

to cogni zant HUBs or

Program Centers Sept enber 10, 1998
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24. GVC sends lists of grant awards with
HUD- 185s to budget office Septenber 11, 1998

25. Cogni zant HUBs or Program Centers
send the original approval letters and
grant agreenent to FAD to reserve funds Septenber 17, 1998

26. FAD conpl etes reservation of TOP grant
f unds Sept enber 25, 1998

27. Cogni zant HUBs or Program Centers
send t he approval
letters to RAs and | RGs Sept enber 28, 1998

28. Cogni zant HUBs or Program Centers conpl etes
Grant Agreenents and send to grantees Cct ober 1, 1998

29. Grant Agreenents signed by RAs and | RGCs
and returned to cogni zant HUBs or Program

Centers Cct ober 10, 1998
30. Gant Agreenents signed by OPH Cct ober 14, 1998
31. Budget Line Itens entered into LOCCS Cct ober 26, 1998
32. Funds available for grantee to drawdown Cct ober 30, 1998
27. REPORTS

A. As in past years, to ensure that the program schedul es
are adhered to and that applicants are not adversely
affected, the below listed nonitoring/tracking report is
required. HUB s and Program Center’s reports shall be,
but not limted to, confirmation of the foll ow ng:

1. executed approval /di sapproval letters to applicants;
2. executed grant agreenents (Form HUD 1044);
3. transmtted award letter and grant agreenents

(Form HUD- 1044 to FAD); and
4. input budget line itenms (BLIs) into LOCCS
B. FO shall submt conpletion of the above status, via
cc:mail, no later than Cctober 31, to the GV
Attention: Mchael E. Diggs (cc:mail address for
M chael E. Diggs is PlIHPOST4.
28. CONTACTS

LOCCS - The Headquarters point of contact for OPH staff with
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guestions concerning the TOP programis Public and Indian
Housi ng, Information Services Division at
(202) 708-0614, extension 4147.

Program O fice Contact - For information, contact
(Odessa Burroughs, GVC, (202) 358-0221 extension 130. The
O fice’'s TDD/ TYY nunber or that of the Federal Information
Rel ay Service is 1-800-877-8339.

Grantee Point of Contact - The primary point of contact for
grantees is the | ocal Cognizant HUB or Program Center,
Attention: Director, Ofice of Public Housing or Program
Center Coordi nator as appropriate.

29. APPLI CATI ON DEBRI EFI NGS

A GVC will provide HUBs and Program Centers copi es of
score sheets and rel ated docunents to issue with
notification letters. The HUBs or Program Centers wl|
be required to provide feedback, if requested, to those
RAs and | RGs whose TOP applications were not approved
for funding. The HUBs or Prograns will have on file a
copy of all applications and the reviewer’s comments.

/s/

Ceneral Deputy Assistant Secretary
for Public and Indian Housing

Att achment s
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ATTACHMENT 1

1998 TENANT OPPORTUNI TI ES PROGRAM GRANT
SCREENI NG | NSTRUCTI ONS

OVERVI EW

The screening process begins with a review of each application in its
entirety by the local cognizant HUB or Program Center for deficiencies
Wi th respect to conpl eteness, internal consistency or correct
conputations. Reviewers are to use the attached Screeni ng Checklist in
conjunction with these instructions to screen each application.

1. |f an application is determined to contain no deficiencies (either
curable or incurable), the application will be submtted to the GVC for
rating in accordance with the processing noti ce.

2. If a deficiency is found that is not curable, the cognizant HUB or
Program Center will hold the application pending conpletion of the
entire rating and ranking process. The TOP Master Logs submtted to
the GMC should also list the nanmes of applications found to have non-
curabl e deficiencies. These applications should be clearly identified
as such.

3. |f a curable deficiency is identified, the cognizant HUB or
Program Center nust send the applicant a deficiency letter in
accordance with the date listed in the processing notice. Applicants
wi |l have 14 cal endar days to respond to deficiencies. If corrections
are received by the local HUD Ofice after the 14-day period, the
application will not be considered for funding. Applicants should
note, however, that HUD may not seek clarification of itens or
responses that inprove the substantive quality of the applicant’s
response to any eligibility or selection criterion.

4. Each successful applicant will have a duty to affirmatively
further fair housing. Applicants should include in their work

pl ans the specific steps that they will take to (1) address the
elimnation of inpedinents to fair housing that where identified
inthe jurisdiction’s Analysis of Inpedinents (Al) to Fair
Housi ng Choice; (2) renedy discrimnation in housing; or (3)
pronote fair housing choice. Further, applicants have a duty to
carry out the specific activities cited in their responses to the
rating factors that address affirmatively furthering fair

housi ng.

SCREENI NG

Screeni ng shoul d be perforned by a single reviewer as assigned by the
cogni zant HUB or Program Center. |If nore than one reviewer is

i nvol ved, each reviewer should place their signature on the signature
line indicating their review. In such a case, the reviewers should
initial the itens on the checklist they revi ewed.
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CURABLE/ | NCURABLE DEFI CI ENCI ES

Curabl e technical deficiencies relate to itens that are not necessary
for HUD s review under selection factors and woul d not inprove the
quality of the applicant's program proposal. Sonme exanples of a
curabl e deficiency would be the failure of an applicant to submt a
requi red assurance, budget narrative, certification, conputational
errors, applicant data form inconplete forns such as the SF-424 or

| ack of required signatures. Sonme exanples of a non-curable deficiency
is re-submtting data to address the Threshold and Sel ecti on Factors.

| f there are any questions regarding whether certain information is
curabl e or incurable, please contact the GV

DEFI Cl ENCY LETTER

If the deficiency is curable, the cognizant HUB or Program Center wl|
send a deficiency letter to the applicant. The letter nmust contain the
foll ow ng el enents:

- specifically list and explain the nature of each deficiency
- expl ain what has to be provided to cure the deficiency

- state the deadline date (the 14th cal endar day after the date of
the letter) and time for responding to the deficiency and that the
response must be received at the cogni zant HUB or Program Center
by that date specified in the processing schedule of this notice

- state that an applicant's failure to adequately respond to the
deficiency letter will result in its application not being
consi dered for funding

- in addition, the letter will state that in responding to the
deficiency, the applicant may only change the iten(s) noted as
deficiencies by the | ocal cognizant HUB or Program Center.

The cogni zant HUB or Program Center must also call the applicant and
alert it to the fact that it will be receiving a deficiency letter. |If
an applicant failed to respond to a deficiency letter within the

deadl ine set, the application will not be considered for funding.

RESCREENI NG

Once an applicant responds to the deficiency letter, the responses nust
be rescreened to ensure that the revised application is conplete,

consi stent, and contains correct conputations. |If a deficiency is not
adequately cured, the application will not be considered for funding.

A reviewer nust ensure that the corrections submtted do not
substantially revise the application or change fundanental features of
the program Exanpl es of such changes woul d be:

- changi ng the applicant's nane;
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- changi ng responses other than to cure incorrect budget anounts or
revisions required to correct inconsistencies with other criteria.

Revi ewers who determ ne that an applicant has substantially revised
their application, or changed a fundanental feature of the program not
listed in the previous exanples, may consult with the GMC in
determining if the corrections are acceptable.

COVMENTS

In addition to screening for technical deficiencies, cognizant HUBs or
Program Centers are encouraged to provide coments, if any, regarding
the application. The coments will be used as background material for
reviewers scoring the applications. Coments should be recorded on the
Comrent Form attached. |If comrents are provided, please attach a copy
of the comment sheet to the applications being mailed to the GVC

FURTHER PROCESSI NG

After the screening process is conpleted and the curabl e deficiencies
corrections are included in all applications, the cognizant HUBs or
Program Centers shall attach deficiency letter(s) (if any) and a copy
of the Cooment Formto the applications being forwarded to the GVC
for scoring. The screening checklist should be attached to the
receiving office's copy of the application with copies of deficiency
letter(s) (if any), and the original Corment Formto be retained for
record keepi ng purposes.
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ATTACHMENT 2
APPLI CATI ON_SCREENI NG PROCESS/ CHECKLI ST

ELIG BILITY:

Al applicants nust neet the definition of a RA or IROoutlined in
Section E of the Super NOFA, and nust address all Threshold Factors and
application subm ssion requirenents to be eligible for funding.

Applications submtted by a PHA or other private organizations are not
acceptable and wll be deened ineligible.

Make a conpl ete cross-check of all applications against current
grantees in the cognizant HUB or Program Center's jurisdiction to avoid
fundi ng duplication and verify the information with respective PHA, if
appropri ate.

All applicants nust conply with all Fair Housing and civil rights
| aws, statutes, regulations and executive orders as enunerated in
24 CFR 5.105(a). If an applicant (1) has been charged with a
viol ation of the Fair Housing Act by the Secretary; (2) is the
defendant in a Fair Housing Act lawsuit filed by the Departnent
of Justice; or (3) has received a |letter of nonconpliance
findings under Title VI of the Gvil R ghts Ac t, Section 504 of
the Rehabilitation Act, or Section 109 of the Housing and
Communi ty Devel opnent Act, the applicant is not eligible to apply
for funding under this Super NOFA until the applicant resol ves
such charge, lawsuit, or letter of findings to the satisfaction
of the Departnent.

NOTE: Under no circunstances should a Revi ewer change any information
in an application to make an applicant eligible for funding.

HUD Headquarters encourages each reviewer to provide conments regarding
any inaccurate information included in the application. The cogni zant
HUB or Program Center may al so determne if the applicant neets
eligibility requirenents based on the inaccurate information.

THRESHOLD CRI TERI A DESCRI PTI ON

Each TOP category has separate threshol d requirenents.

Al applicants nmust address each threshold criteria requirenent in a
category in order to be considered for rating and ranking. |If the
applicant fails to address any threshold requirenent, the application
is automatically rejected by the reviewer. Once a reviewer has checked
to verify that all threshold requirenments have been addressed, the

revi ewer nust further check for curable itenms within the information
submtted. |If signatures are m ssing on docunentation submtted in the

application, it is a curable deficiency.
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ATTACHMENT 2
FI ELD OFFI CE APPLI CATI ON SCREENI NG CHECKLI ST
APPLI CANT NAME:

HA CCODE
HUB/ PROGRAM CENTER

REVI EVIEER( S: DATE

DATE

Pl ease make the appropriate selection below for each Threshol d
Factor. |If an applicant failed to address a Threshold Factor that is
consi dered a non-curabl e deficiency, the application will not be
considered for further processing. Please note the Threshold Factors
t hat have asterisks, each reviewer nust certify that the information
provided for these factors are accurate.

SUPERNOFA ECONOM C SELF- SUFFI Cl ENCY GRANTS THRESHOLD CRI TERI A

COMPLETED THRESHOLD FACTCORS
YES NO

1. An original and two copies of a conplete
application nust be postmarked July 31,
1998, and submitted to the appropriate HUB
or Program Center as prescribed by the
Super NCOFA.

2. Focus on Residents Affected by Welfare
Ref orm
Appl i cant nust state that:

a) at least 51% or nore of the public
housi ng residents to be included in the
proposed program are affected by the
wel fare reforml egislation. These may
i ncl ude TANF recipients and al so may
i nclude legal immgrants, and disabl ed
SSI recipients to the extent that their
benefits are clearly affected by welfare
reform In addition, elderly or persons
with disabilities who are schedul ed,
under the work plan, to provide services

to famlies affected by TANF nay al so be
included in the 51% (TAB 3, Section
narrative, also refer to TAB 2, Needs
Assessnent to determ ne whether there are

TOP Processing Notice

24



sufficient nunbers of TANF or ot her
affected residents to inplement a
successful TOP program under which 51% of
t hose served woul d be affected by welfare
reform. Also, to the extent that

el derly or persons with disabilities who
are not directly affected by welfare
reformare included in the 51% review
the work plan to determne that they wll
provi de services to public housing
residents affected by welfare reform

b) For elderly projects applicants,
t he cogni zant HUB or Program Center
nmust determ ne that the
information provided is accurate
and justifies the statenent above.

3. Partnership between the Resident
Associ ation (RA) and the Housi ng
Aut hority (HA).

a) Si gned MOU between the RA and the
HA. It must be finalized, dated
and signed by duly authorized
officials of both the RA and HA
(TAB 6 MOU with HA).

4* . Accessible Community Facility.
(TAB 3, Sec. VIl narrative, TAB 6 MOU with HA
if applicable, or Use Agreenent) (non-curable)

Appl i cant must incl ude:

a) an executed use agreenent with the HA or
Use Agreenent with proper authority
(owner or operator of the site) for use
of the facility, and, (curable)

b) facility nust be accessible to persons
with disabilities (non-curable)

c) a description of the community facility
which indicates that mgjority of the
activities wll be adm nistered at a
community facility in or within easy
accessibility of the property; (TAB 3,
Section VII narrative) (non-curable)

d) in the case of applications for prograns
to be inplenented for the primary benefit
of residents in housing that is dispersed
in arural setting, the applicant nust
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5.

6*.

provi de evidence that participants wl|
have access to transportation to the
community facility that is convenient
(non-cur abl e)

Contract Adm nistrator (CA).
(TAB 3, Sec. IV narrative, TAB 6 Partnership
Agreenent or MOU) (non-curable)

Appl i cant must incl ude:

a) a narrative in TAB 3, Section |V which
i ndi cates that the applicant has entered
into an agreenment with a capable entity
who is a Contract Adm nistrator, and

b) conpl ete TAB 6, Partnership agreenment or
a MU that is signed and dat ed.

A Contract Adm nistrator is not required
if the applicant has provided the
fol |l ow ng evi dence:

a) a certification and/or letter from HUD or
an | PA stating that the financial
managenent systemis established,
determ ned satisfactory, in conpliance
with the requirenent of 24 CFR Part 84,
and t hat adequate procurenent procedures
are established.

Applicant Non-Profit Status and
Certification of Elections TAB 5,
Certification of Resident Council Board
El ection) (curable)

Appl i cant must incl ude:

a) for IROs, evidence that the applicant is
regi stered as a nonprofit corporation
with 501(c) status or have applied for
such status (copy of certification from
State that the applicant is registered as
a corporation and docunentation which
show t hat applicant has filed with
I nt ernal Revenue Service (IRS) and
process is conpleted or an acknow edgnent
letter fromIRS that applicant's
paperwork is in process), or
for site-based RAs evidence that the
applicant is registered as a nonprofit
(copy of State certification that
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applicant is registered as a corporation)
and nust have applied for 501c
status with the IRS.

b) For site-based RAs only
Certification of the RA board
el ection, signed by the HA
and/ or an independent third-party
nmoni t or and notari zed.

7*. Conpliance wth Current Prograns
(TAB 4, Applicant/Adm nistrator Track Record,
Certification) (curable)

Appl i cant must incl ude:

a) a certification which show that the
applicant and contract admnistrator, if
applicable, is not in default with
respect to any previous HUD funded grant
prograns the applicant has received.

(cogni zant HUB or Program Center mnust ensure
that the above certification does not
contradict wwth any current information in
whi ch the reviewing office may have on the
appl i cant and the applicant has not been
declared in default by the local field

of fice.)

8. Internediary Resident O gani zations

a) Provi ded nanme of the RAs that w |
receive training, technica
assi stance and/ or coordi nated
supporti ve services with letter of
support fromeach entity
i dentifi ed.

9.* AUDI T FINDINGS AND EQUAL OPPORTUNI TY
REQUI REMENTS
(TAB 4, Applicant/Adm nistrator Track Record,
Certification) (curable)

Applicant must certify that with respect to
applicant and, if applicable, contract
adm ni strator:
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b)

that there are no unresol ved, outstanding
| nspector General audit findings,

there are no findings of outstanding
civil rights violations in accordance
with the requirenents of Section Il B of
the General Section of the NOFA. (Check
t he applicant against the |list provided
by FHEO of potential applicants who do
not nmeet the civil rights threshol d).

that there are no Field Ofice managenent
review findings relating to

di scrim natory housing practices and nust
be in conpliance with civil rights | aws
and equal opportunity requirenents.

(cogni zant HUB or Program Center mnust
ensure that the above certification

does not contradict with any current
information in which the review ng office
may have on the applicant.)

ORGANI ZATI ONAL DEVELOPMENT GRANTS THRESHOLD CRI TERI A

COVPLETED
YES NO

THRESHOLD FACTCORS

1.* Certification of Elections (Curable)

Appl i cant must i ncl ude:

a)

certification of the RA's board el ections
as required by HUD, notarized by the

| ocal HA and/or an independent third-
party nonitor

Board El ection Does not apply to IRO
applicants. (Tab 5)

2.*Contract Adm nistrator (CA)
TAB 3, Sec. IV narrative, TAB 6
Part nershi p Agreement or MOU
(non-curabl e) Does not apply to | RGCs.

Appl i cant must incl ude:

a)

b)

a narrative in TAB 3, Section |V which

i ndi cates that the applicant has entered
into an agreenment with a capable entity
who is a Contract Adm nistrator, and

conpl ete TAB 6, Partnership agreenment or
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a MU

A Contract Adm nistrator is not required
if the applicant has provided the follow ng
evi dence:

a) a certification and/or letter from HUD or
an | PA stating that the financial
managenent systemis established,
determ ned satisfactory, in conpliance
with the requirenent of 24 CFR Part 84,
and t hat adequate procurenent procedures
are established.

.* Conpliance with Current Prograns

*

(TAB 4, Applicant/Adm nistrator Track Record,
Certification) (curable)

Appl i cant must incl ude:

a) a certification which show that the
applicant and, if applicable,
contract dmnistrator,is not in default
W th respect to any previ ous HUD
funded grant prograns the applicant
has received.

(cogni zant HUB or Program Center must ensure
that the above certification

does not contradict with any current
information in which the reviewi ng office may
have on the applicant and the applicant has not
been declared in default by the local field

of fice.)

COVPLI ANCE W TH CURRENT PROGRAMS
(TAB 4, Applicant/Adm nistrator Track Record,
Certification) (curable)

Applicant must certify that with respect to
applicant and, if applicable, contract
adm ni strator:

a) there are no unresol ved, outstandi ng
| nspector General audit findings,

b) there are no findings of outstanding
civil rights violations in accordance
with the requirenents of Section Il B of
the General Section of the NOFA. (Check
t he applicant against the |list provided
by FHEO of potential applicants who do
not nmeet the civil rights threshol d).
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VEDI ATI ON GRANT

there are no Field Ofice nanagenent
review findings relating to

di scrim natory housing practices and nust
be in conpliance with civil rights | aws
and equal opportunity requirenents.

(cogni zant HUB or Program Center mnust
ensure that the above certification

does not contradict with any current
information in which the review ng office
may have on the applicant.)

THRESHOLD CRI TERI A

COVPLETED
YES NO

THRESHOLD FACTORS

1. Witten Agreenent with Mediator (Tab 6)
(non-cur abl e)
Appl i cant must i ncl ude:

a)

b)

Witten agreenent w th professional
medi ator or nedi ati on organi zation
with roles and responsibilities of
each party.

Agreenment nust specify, consistent
with the work plan,

medi ator/partner will train IRO
staff and/or vol unteers.

2. Medi ation Experience/ Referral Agreenent
(non-cur abl e)
Appl i cant must i ncl ude:

a)

b)

Evi dence that nedi ator/partner have
at least three years of experience
in providing mediation services and
at least 2 years experience in

medi ati on training; (Tab 4)

I ncl udes referral agreement with a
judicial, |aw enforcenent or soci al
servi ce agency for nediation
referral. (Tab 6)

3.* Applicant Non-Profit Status
(curabl e)
Appl i cant must incl ude:

a)

evi dence that the applicant is registered
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4.

*

as a nonprofit corporation with 501(c)
status or have applied for such status
(copy of certification from State that
the applicant is registered as a
corporation and docunentation which show
that applicant has filed with Internal
Revenue Service (IRS) and process is
conpl eted or an acknow edgnent letter
fromIRS that applicant's paperwork is in
process). (Tab 6)

AUDI T FI NDI NGS AND EQUAL OPPORTUNI TY

REQUI RENMENTS

(TAB 4, Applicant/Adm nistrator Track Record,
Certification)(curable)

Applicant must certify that for applicant and
medi ati on partner:

a)

b)

that there are no unresol ved, outstanding
| nspector General audit findings,

No finding of outstanding civil rights
violations in accordance with the

requi renents of Section Il B of the
CGeneral Section of the NOFA. (Check the
appl i cant against the list provided by
FHEO of potential applicants who do not
meet the civil rights threshol d).

that there are no Field Ofice managenent
review findings relating to

di scrim natory housing practices and nust
be in conpliance with civil rights | aws
and equal opportunity requirenents.

(cogni zant HUB or Program Center mnust
ensure that the above certification

does not contradict with any current
information in which the review ng office
may have on the applicant.)
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ATTACHVENT 3

APPLI CATI ON SCREENI NG CHECKLI ST (Cont’ d)
TAB COVPLETED CERTI FI CATI ONS AND ASSURANCES

APPLI CANT TRANSM TTAL LETTER
FACT SHEET

STANDARD FORM 424

NEEDS ASSESSMENT REPORT

w N R R R

TWO YEAR WORK PLAN WHI CH | NCLUDES
GOALS, BUDGET, TI METABLE AND
STRATEGQ ES.

4 APPL| CANT/ ADM NI STRATOR TRACK
RECORD

5 CERTI FI CATI ON AND ASSURANCES

62

RESOLUTI ON OF AGREEMENT TO
COVPLY W TH HUD TERMS

OTHER FUNDI NG SOURCES
ASSURANCE FOR NON- CONSTRUCTI ON
DRUG- FREE WORKPLACE

o o1 o1 O

DI SCLOSURE OF LOBBYI NG ACTI VI TI ES

NOTE: Al applicants nust address the selection factors in TOP Super
NOFA, page 99-109. The scoring instructions will be used to review and
score each factor for all applications at the GVC in Washi ngton, D.C.
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ATTACHVENT 4

CROSS CHECK WORKSHEET FOR DUPLI CATI ON OF FUNDI NG

This worksheet is to be used for each Tenant Opportunities Program

application being reviewed in the FY 1998 funding round. The cross
check nust be perforned by cogni zant HUB or Program Center staff on al
appl i cants.

[ —

VWhat is the Applicant's nane?

Has a TOP grant been awarded to this applicant in prior years?

| f yes, does the ampbunt requested exceed the $100, 000 statutory
limt? Yes No

I f applicant is applying for an additional grant, does the anount
request ed exceed the $100,000 statutory limt? Yes No

Has the applicant received a TOP grant under a different nanme in
prior years? Yes No

| f yes, please provide the organization nanme used and anount
recei ved?

Organi zati on Nane Anmount Recei ved

Has the applicant received training froman Internediary

Organi zation, jurisdiction-wide or city-wde TOP grant?
Yes No_

| f yes, please provide the Internediary Organization,

jurisdiction-wide or city-w de nane and grant anount

allocated to applicant site.

Organi zati on Nane Anmount Recei ved
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ATTACHVENT 5

Field Ofice Input Related to Sel ection Factor:
Appl i cant/ Adm ni strator Track Record/ Capability

ESSG ( FACTOR 3) (6 PONTS) MG (FACTOR 2C) ____ (6 PO NTS)

1. Review Chart Ain Tab 4 of the application. Do any of the grants
mentioned fall in the public housing domain?

Yes /__ T No /__T

2. If so, check the status of the grant(s) in LOCCS and any
information on the grant in the project file. Comment on the extent to
which the information in LOCCS and/or the project file(s): 1) confirns
the information provided on the applicant or contract adm nistrator; 2)
contradicts the information provided on the applicant or contract

adm ni strator; 3) does not include relevant information.

3. If the contract admnistrator is a housing authority, provide the
| atest PHMAP scores of the housing authority in the follow ng areas:

a) Financial managenent/cash reserves OR operating reserves; and

b) Resident services and comunity buil di ng OR Resi dent
initiatives

4. |If the contract adm nistrator and/or financial manager is NOT a
Housing Authority, review the letter provided on the Contract

Adm ni strator's behalf by a previous client or the I PA audit. Comment
on what the letter does or does not reveal about the contract
admnistrator's capacity and predi sposition towards satisfactory
fulfillment of the contract admnistrator's responsibilities in the
Part nershi p Agreenent (see Tab 6).
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5. State explicitly whether or not the applicant has the necessary
adm ni strative capacity, fromyour experience wth the applicant, the
desi gnated contract adm nistrator and/or the designated financi al

manager, to performits responsibilities under the MOU or Partnership
Agr eenent .
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ATTACHVENT 6

FY 1998 TENANT OPPORTUN Tl ES PROGRAM GRANT
REVI EW PROCESS CHECKLI ST

This checklist will assist the GVC as they manage the review of the

Tenant Qpportunities Program Grant TOP applications. It is recommended
that the checklist itens be initialed and dated as each step is
conpleted in this review process. It is inportant that each

application be accounted for at all tinmes. Use this checklist in
conjunction with the Resident Initiatives Handbook (7490.01) and this
Notice. |If there are any questions, please contact the GVC at (202)
358-0221 for clarification.

1. Applications submtted to the cognizant HUB or Program
Center or Area Ofice.

2. The OPH | ogs and applications received on or before
t he deadl i ne date.

3. The OPH faxes, logs, and applicant fact sheet to Qdessa
Burroughs at (202) 358-0246.

4. Cogni zant HUB or Program Center sends a letter to each
appl i cant acknow edgi ng recei pt of the application.

5. Cogni zant HUB or Program Center screens applications for
curabl e deficiencies and inforns applicants of
corrections needed.

_______ 6. The screening and rescreening of all applications are
conpleted. All curable deficiencies have been
corrected.

7. Cogni zant HUB or Program Center sends TOP applications
to the GVMC in Washi ngton, D.C

8. The HUB or Program Center sends a neno to the
Secretary's Representative with the follow ng
attachnents:

- One (1) copy of each application
- Log Sheet to verify receipt of applications
- Rati ng Factor 5 Score Sheet for comrent

- The Secretary's Representative/ Seni or Community
Bui |l der returns the applications, a copy of the |og
sheet, score sheets and coment forns to the
cogni zant HUB/ Program Cent er.
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9. The HUBs/ Program Centers sends the original and one (1)
copy of each application and other required docunents to
the GMC by the date outlined in the Processing Schedul e
to the foll owi ng address:

Grants Managenent Center
501 School Street S. W
Suite 800

Washi ngton, D. C. 20024
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ATTACHMENT 7

TOP APPLI CATI ON MASTER LOG (A)

APPLI CANT NAME

DATE
RECEI VED

TI ME
RECE

LOGGED I'N
| VED BY: NAVE/ HUB OR
PROGRAM CENTER

TYPE OF GRANT/ AMOUNT

Ol 0| N[O O | W] N[

[
o

[ —
[ —

=
N

[
w

[EN
D

[
(62}

=
(o]

[ —
\‘
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ATTACHVENT 8

TOP APPLI CATI ON MASTER LOG (B) (I ROs)

HA CCDE

APPLI CANT NAME DATE
RECEI VED

TI ME
RECEI VED

LOGGED I'N
BY: NAME/ HUB OR
PROCGRAM CENTER

TYPE OF GRANT/ AMOUNT

Ol 0| N[O O | W] N[

[
o

[ —
[ —

=
N

[
w

[EN
D

[
(62}

=
(o]

[ —
\‘
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ATTACHMENT 9
TOP CORRECTED DEFI Cl ENCY LOG (C)

HUB or APPLI CANT NAME DATE TI ME LOGEGED I N BY: COMVENTS
Program RECEI VED RECEI VED NAME/ HUB OR
Cent er PROGRAM CENTER
LTR DATE

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

COGNI ZANT HUB OR PROGRAM CENTER
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ATTACHVENT 10
FY 1998 TENANT OPPORTUN Tl ES PROGRAM
RESCREENI NG CHECKLI ST

Directions: Use this checklist in conjunction with the screening
instructions to screen responses to curable deficiencies to
determne if the tabs |isted below are cured and conpl et ed.

APPLI CANT NAME
HA CODE NUMBER
GRANT CATEGORY

| TEM RESCREENED |S | T CURED?

The foll owm ng docunents:

_____ TAB 1 TRANSM TTAL LETTER Y N
_____ TAB 1 FACT SHEET Y N
_____ TAB 1 STANDARD FORM 424 Y N
_____ TAB 4 COVPLI ANCE CERTI FI CATION (unsigned)Y__ N__
_____ USE AGREEMENT (unsi gned) Y N
_____ TAB 5 CERTI FI CATI ON OF ELECTI ON Y N
_____ TAB 5 CERTI FI CATI ON OF AUTQVATED

CAPABI LI TY (unsi gned) Y N
_____  TAB S5 CERTI FI CATI ON OF BOARD ELECTI ON Y N
_____ TAB 5 BOARD RESOLUTI ON Y N
_____ TAB 5 OTHER FUNDI NG SOURCES Y N
_____ TAB 5  ASSURANCE FOR NON- CONSTRUCTI ON Y  N__
_____ TAB 5 DRUG- FREE WORKPLACE Y N
_____ TAB 5 STANDARD FORM 2880 Y N

TAB 5 DI SCLOSURE OF LOBBYI NG Y N

SUMVARY: Pl ease check mark on applicable line

After rescreening the application has no deficiencies -
all deficiencies are cured -- forward for rating.

After rescreening the application continues to have
deficiencies -- not all deficiencies cured --
application will not be considered for TOP fundi ng.

REVI EVERS ( S) DATE
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ATTACHVENT 11
SAMPLE DEFI CI ENCY LETTER

Appl i cant
Addr ess

Dear Applicant:

Thank you for your recent application subm ssion for the
FY 1998 Tenant Qpportunities Program (TOP). The (nanme of |ocal
field office) has conducted the initial screening of your
application. Your application was found technically deficient in
the foll ow ng areas:

1
2.
3.

Pl ease provide the additional information identified as
curable deficiencies within 14 days fromthe date of this letter.
Pl ease submt your corrections to:

Nane of Contact person
Local Field Ofice
Addr ess

The Field Ofice will review the response(s) submtted by
your RC RMC to ensure that your response(s) corrects the
deficiency(s) previously identified. |If your response(s) do not
address the deficiencies identified above, your application wll
not be considered for funding. You will be notified in witing
that your application is ineligible.

| f you have any questions, please contact (insert name
and tel ephone nunber). The Ofice’ s TDD/ TYY nunber or that
of the Federal Information Relay Service is 1-800-877-8339.

Thank you for your interest in the Departnent's prograns.

Si ncerely,

Signature Nane and Title
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ATTACHVENT 12

FY 1998 TENANT OPPORTUN Tl ES PROGRAM GRANT
COMVENT FORM

APPLI CANT NAME:

HA CODE:
GRANT CATEGORY:

REGARDI NG TAB (S):

COVMENTS:

Nane of Comrenter

Signature of Comrenter Dat e
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ATTACHVENT 13

FY 1998 TENANT OPPORTUNI TI ES PROGRAM
SCORI NG | NSTRUCTI ONS
SELECTI ON FACTOR #5
ECONOM C SELF- SUFFI CI ENCY GRANT

APPLI CANT NAME:
| DENTI FI ER (HA CODE OR PROJECT #)
REVI EVER:

DATE OF REVI EW

COMPREHENS| VENESS AND COORDI NATI ON
MAXI MUM PO NTS: 10

This factor addresses the extent to which the applicant’s program
reflects a coordinated, community based process of identifying
needs and building a systemto address the needs by using
avai |l abl e HUD fundi ng resources and other resources available to
the comunity.

1. COORDI NATI ON W TH THE CONSOLI DATED PLAN (2 Points).

Revi ewers shall consider the extent to which the application
denonstrates that the applicant has reviewed the community’s
Consol i dated Pl an and/ or Anal ysis of I|npedinents to Fair Housing
Choi ce, and has proposed activities that address the priorities,
needs, goals or objectives in those docunents; or substantially
further fair housing choice in the community based on race,
color, national origin, religion, sex, famlial status, and
di sability.

HGH- 2. A high score is received where the application
successfully denonstrated that the applicant has reviewed the
community’s Consolidated Plan and/or Analysis of Inpedinents to
Fai r Housi ng Choice, and has proposed activities that clearly
address the priorities, needs, goals or objectives in those
docunents; or substantially further fair housing choice in the
community; and has hel ped the community to update the Al to

i ncorporate these activities.

LOWV- 0. A lowscore is received where the application has not
denonstrated or provided evidence that the applicant has revi ewed
the community’s Consolidated Plan and/or Anal ysis of inpedinents
to Fair Housing Choice, and not proposed activities that address
the priorities, needs, goals or objectives in those docunents; or
substantially further fair housing choice in the community.
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Strengt hs TAB/ Pg. #

Weaknesses TAB/ Pg. #

Poi nt s Assi gned:

2. COORDI NATI ON W TH STATE WELFARE PLAN (4
PO NTS)

Revi ewers shall determine if the application provides evidence
that the proposed TOP has been coordinated with and supports the
housing authority’s efforts to increase resident self-sufficiency
and is coordinated and consistent with the State Wel fare Pl an.

HGH - 3-4. A high score is received where the applicant clearly
docunents and provi des substantial evidence that the proposed TOP
has been coordinated with and supports the housing authority’s
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efforts to increase resident self-sufficiency and i s coordi nated
and consistent with the State Wl fare Pl an.

MEDI UM - 1-2. A nediumscore is received where the applicant has
provided a fair anmount of evidence that the proposed TOP has been
coordinated with and supports the housing authority’'s efforts to
i ncrease resident self-sufficiency and is coordi nated and
consistent with the State Welfare Pl an.

LOV- 0. A lowscore is received where the applicant provides
little or no evidence that the proposed TOP has been coordi nated
w th and supports the housing authority’s efforts to increase
resident self-sufficiency and is not coordi nated and/ or
consistent with the State Welfare Pl an.

Strengt hs TAB/ Pg. #

Weaknesses TAB/ Pg. #

Poi nt s Assi gned:
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3. COORDI NATI ON W TH OTHER ACTI VI TI ES (4) points.

The reviewer shall determ ne the extent to which the application
denonstrates that the applicant, in carrying out program
activities, wll develop |inkages with: other HUD funded program
activities proposed or on-going in the comunity; or other State,
Federal or locally funded activities proposed or on-going in the
communi ty which taken as a whol e support and sustain a
conprehensi ve systemto address the needs.

H GHd -3-4. A high score is received where the applicant clearly
denonstrates and provi des support that |inkages will be devel oped
wi th other HUD funded program activities proposed or on-going in
the comunity; or other State, Federal or locally funded
activities proposed or on-going in the community which taken as a
whol e support and sustain a conprehensive systemto address the
needs.

MEDI UM -2-1. A nedium score is received where the applicant
provi des average support that |inkages will be devel oped with
ot her HUD funded program activities proposed or on-going in the
community; or other State, Federal or locally funded activities
proposed or on-going in the community which taken as a whol e
support and sustain a conprehensive systemto address the need.

LOWVW 0. A lowscore is received where the applicant fails to
provi de any docunentation to support the devel opment of |inkages
with other HUD funded program activities proposed or on-going in
the comunity; or other State, Federal or locally funded
activities proposed or on-going in the community which taken as a
whol e support and sustain a conprehensive systemto address the
needs.

Strengt hs TAB/ Pg. #

TOP Processing Notice

47



Weaknesses TAB/ Pg. #

Poi nt s Assi gned:
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FY 1998 TENANT OPPORTUNI TI ES PROGRAM
SCORI NG | NSTRUCTI ONS FOR SELECTI ON FACTOR #5
VEDI ATI ON GRANT

APPLI CANT NAME:

| DENTI FI ER (HA CODE OR PROJECT #)
NAME OR REVI EVER

DATE OF REVI EW

COMPREHENS| VENESS AND COORDI NATI ON
MAXI MUM PO NTS: 10

This factor addresses the extent to which the applicant’s
programreflects a coordi nated, community-based process of
identifying nediation needs and building a systemto
address the needs by using avail able HUD fundi ng resources
and ot her resources available to the community.

1. COORDI NATI ON W TH THE CONSOLI DATED PLAN (2 PO NTS)

High 2. A high score is received where the application
clearly denonstrates the applicant has reviewed the
community’s Consolidated Plan and/or Analysis of

| npedi nents to Fair Housing Choice, and has used charts to
denonstrate how proposed activities will clearly address
the priorities, needs, goals or objectives in those
docunents; or substantially further fair housing choice in
the community.

LOWO: A lowscore is received where the
application has failed to provide evidence that
t he applicant has reviewed the community’s
Consol i dated Pl an and/ or Anal ysis of |npedinents
to Fair Housing Choice, and has not proposed
activities that address the priorities, needs,
goal s or objectives in those docunents; or
substantially further fair housing choice in the
comunity.

Strengt hs TAB/ Pg. #
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Weaknesses TAB/ Pg. #

Poi nt s Assi gned:

2. Coordination with the State Wlfare Plan (1
poi nt) .

High (1 Point). Through appropriate use of HUD
forms and narratives in TAB 3, the applicant
provi des concrete evidence that the proposed TOP
must have been coordi nated with and supports the
housi ng authority’'s efforts to increase
resident-self sufficiency and is coordi nated and
consistent wwth the State Wl fare Pl an.

Low (O Points). The applicant provides
i neffectual or no evidence that the proposed TOP
must have been coordi nated with and supports the
housi ng authority’'s efforts to increase
resident-self sufficiency and is coordi nated and
consistent with the State Welfare Pl an.

Strengt hs TAB/ Pg. #
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Weaknesses TAB/ Pg. #

Poi nt s Assi gned:

3. Coordination with Oher Activities (7 points).

High (5-7 Points). The application clearly denonstrates
that the applicant is capable in carrying out program
activities which will develop significant |inkages wth:
ot her HUD funded program activities proposed or on-going
in the conmunity; or other State, Federal or locally
funded activities proposed or on-going in the community
whi ch taken as a whol e support and sustain a

conpr ehensi ve systemto address the nedi ati on needs.

Medium (4-2 Points). The application denonstrated that
the applicant in carrying out programactivities wll
devel op sone |inkages wth: other HUD funded program
activities proposed or on-going in the community, or
other State, Federal or locally funded activities
proposed or on-going in the community which taken as a
whol e support and sustain a conprehensive systemto
address the nedi ati on needs.
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Low (1-0 Points). The application failed to denonstrate
that the applicant can carry out programactivities or
wll be able to devel op adequate |inkages with: other
HUD funded program activities proposed or on-going in the
community, or other State, Federal or locally funded
activities proposed or on-going in the comunity which
taken as a whol e support and sustain a conprehensive
systemto address the nedi ati on needs.

Strengt hs TAB/ Pg. #

Weaknesses TAB/ Pg. #

Poi nt s Assi gned:
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FY 1998 SCORI NG FACTORS
EZ/ EC

APPLI CANT NAME:
REVI EVERS NAME:
DATE OF REVI EW
GRANT CATEGORY
HA CODE

The applicant certified that its activities/projects (nmust be
eligible) are in a Federally designated EZ/ EC and that it serves
the EZ/EC residents and that its activities/projects are
consistent wwth the EZ/ EC strategic plan.

2 points if yes

0 points if no

FOGA Signature Dat e
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PART 1 GENERAL APPLI CANT | NFORVATI ON

Appl i cant
Nane

Amount Requested $

G ant _Type (Pl ease check one):

( ) Economc Self-Sufficiency G ant
Basic Grants
Addi tional Gant (ESS Grant Only)

( ) Oganizational Devel opment G ant
() Mediation G ant
PART 2 FACTOR 5 SCORI NG | NFORMATI ON

Econom c Sel f-Sufficiency Gants
FACTOR 5 Maxi mum Poi nts: 10
Fi nal Score

PART 3 FACTOR 5 SCORI NG | NFORVATI ON

Medi ati on Grants
FACTOR 5 Maxi nrum Poi nts 10
Fi nal Score

Revi ewer/ Scor er
Nanme:

(Pl ease type or print)

| certify that the review and screeni ng process
of this application is conplete and contains
appropriate conmments for supporting the score.

| did not provide technical assistance to this
applicant, or discuss the application with

anyone who did. | do not have a relationship to
the applicant that would present a conflict of

i nterest.

Si ghat ure

Dat e
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PART 4

RATI NG FACTCOR 5

SECRETARY’ S REPRESENTATI VE/ SENI OR COVWMUNI TY
BU LDER S COMVENTS

NAIE: DATE:
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