
GOVERNMENT OF PUERTO RICO 
Department of Housing 

COMMUNITY DEVELOPMENT BLOCK GRANT - DISASTER RECOVERY (CDBG-DR) 

AGREEMENT FOR 
PROGRAM MANAGEMENT SERVICES 

BETWEEN THE 
PUERTO RICO DEPARTMENT OF HOUSING 

AND 
AECOM TECHNICAL SERVICES, INC. 

THIS AGREEMENT FOR Program Management Services, (hereinafter referred to as the 
"Agreement") is entered into in San Juan, Puerto Rico, this~ of Jv-'-4 , 2019. 

\ 
by and between the PUERTO RICO DEPARTMENT OF HOUSING (hereinafter. PRDOH), a 
public agency created under Law No. 97 of June 10. 1972, as amended, 3 LPRA § 441 et 
seq., known as the Department of Housing Governing Act with principal offices at 606 
Barbosa Avenue, San Juan, Puerto Rico, herein represented by Hon. Fernando A. Gil­
Ensenat, lawyer, of legal age, married and resident of Guaynabo. Puerto Rico, in his 
capacity as Secretary; and AECOM TECHNICAL SERVICES, INC. (hereinafter, the 
"CONTRACTOR"), with offices in 954 Ponce de Leon Avenue, Suite 300 San Juan, Puerto 
Rico 00907, herein represented by Vahid Ownjazayeri, in his capacity as Executive Vice 
President, of legal age, married and resident of Boston, Massachusetts duly authorized 
by Resolution by the CONTRACTOR. 

WHEREAS, on September 2017. Hurricanes Irma and Marfa made landfall in Puerto 
Rico causing catastrophic island wide damage, knocking out power, water. and 
telecommunications for the entire island and its island municipalities. Hurricane Marfa 
caused major structure and infrastructure damage to family homes, businesses and 
government facilities triggering the displacement of thousands of residents of the Island 
from their homes and jobs. 

WHEREAS, under the Continuing Appropriations Act, 2018 and Supplemental 
Appropriations for Disaster Relief Requirements Act, 2017. signed into law September 8, 
2017 (Pub. L. 115-56), $ 1.5 billion were allocated by the U.S. Department of Housing and 
Urban Development (HUD) for disaster recovery assistance to the Government of Puerto 
Rico under the CDBG-DR. These funds are intended to provide financial assistance to 
address unmet needs that arise and that are not covered by other sources of financial 
aid. 

WHEREAS, on February 9. 2018, a Notice was published in the Federal Register, Vol. 83, 
No. 28 (83 FR 5844), that allocated $1.5 billion for disaster recovery assistance to the 
Government of Puerto Rico. 

WHEREAS, pursuant to a letter dated February 23, 2018 sent by the Governor of Puerto 
Rico, Ricardo Rossell6 Nevares, to the Honorable Benjamin Carson, Secretary of HUD, the 
PRDOH is the governmental agency designated by the Governor of Puerto Rico as 
grantee of the CDBG-DR funds allocated to the Government of Puerto Rico. 

WHEREAS, on August 14, 2018, an additional allocation of $8.22 billion for recovery was 
allocated to Puerto Rico under Federal Register, Vol. 83, No. 157 (83 FR 40314). With these 
allocations of funding, the PRDOH aims to lead a transparent, comprehensive recovery 
to benefit the residents of Puerto Rico. PRDOH holds accountability and is committed to 
the responsible, efficient, and transparent administration of CDBG-DR grant funding. On 
September 20, 2018, the Governor of Puerto Rico and the Secretary of HUD signed the 
Grant Agreement. 
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WHEREAS, the PRDOH is interested in contracting a Program Management Services firm 
to assist PRDOH with the oversight and management of CDBG-DR funds allocated to 
Puerto Rico as a result of Hurricane Marfa. This firm will support PRDOH's objectives of 
ensuring compliance with all CDBG-DR, HUD and applicable federal and local 
requirements, rules and regulations, as-well as in PRDOH's objectives of the Action Plan, 
as amended, and adequately coordinating and monitoring all CDBG-DR related 
activities. 

WHEREAS, on October 10, 2018 the PR DOH issued a Request for Proposals CDBG-DR-RFP-

2018-04 for "Program Management Services" with CDBG-DR funds. This request was 
placed through public notice. Afterwards, PRDOH requested Quotations or Proposals 
from qualified Proposers therein registered. Through this procurement process, PRDOH 
was able to reach four (4) qualified firms listed for their capacity and experience with 
federal grants to deliver qualified services. 

WHEREAS, on November 14, 2019, the CONTRACTOR submitted a proposal (hereinafter 
referred to as the "Proposal"), which fully complied with the requirements set forth by the 
PRDOH. 

WHEREAS, pursuant to written notice from PRDOH to the CONTRACTOR dated May 31, 
2019 (the "RFP Award Notice"), the Evaluation Committee recommended AECOM 
Technical Services, Inc. to perform the required services at a reasonable proposed cost 
(Attachment A) to assist PRDOH in the Puerto Rico's recovery efforts according to the 
award criteria established in the RFP. 

WHEREAS, the PR DOH desires to enter into an agreement with AECOM Technical Services, 
Inc. to secure its services and accepts the CONTRACTOR'S Proposal and costs, in 
accordance with the RFP Award Notice, and the CONTRACTOR by its acceptance of 
the terms and conditions of this Agreement is ready, willing and able to provide the 
requested services to the PRDOH for the CDBG-DR Program Management in 
accordance with its Proposal, the RFP, and contemplated under this Agreement in 
Attachment A, Band C). 

WHEREAS, the PRDOH has the legal power and authority, in accordance with its enabling 
statute, Act No. 97 of June 10, 1972, as amended, particularly under Article 4 (3 L.P .R.A. 
§ 441 C), the federal laws and regulations creating and allocating funds to the CDBG-DR 
program and the Action Plan, to issue and award the RFP, enter and perform under this 
Agreement. 

NOW THEREFORE, in consideration of the mutual promises and the terms and conditions 
set forth herein, the PRDOH and the CONTRACTOR agree as follows: 

I. TYPE OF CONTRACT 

Contract Type: This is a monthly lump sum for the General Program and Administration 
task and per unit cost for the other tasks as set forth in this agreement. Under this 
Agreement, CONTRACTOR shall submit monthly invoices to the PRDOH based on the 
Compensation Schedule (Attachment D) and as the services are rendered. Any and all 
changes and/or modifications to this Agreement shall be in writing and must be signed 
by both parties. 

Attachments Incorporated: The following attachments are incorporated into this 
Agreement by reference and _are hereby made part of this Agreement: 

A1.~ v.o 'tr 
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Attachment A 

Attachment B 

Attachment C 

Attachment D 

Attachment E 

Attachment F 

Bid Board, Program Management Services, CDBG-DR-RFP-2018-
04, Resolution of Award. Dated May 28, 2019 

Program Management Services, Under CD BG-DR, a Proposal for 
the Puerto Rico Department of Housing. Dated November 14, 
2018 
Scope of Work 

Compensation Schedule 

Insurance Requirements [DV-OSPA-78-5) 

HUD General Provisions 

All Attachments hereto are fully incorporated herewith such that the terms and 
conditions of the Attachments shall be as binding as any terms and conditions of this 
executed written Agreement. Should any inconsistency appear between the 
Attachments and this Agreement, the Agreement shall prevail. 

II, TERM OF AGREEMENT 

A, This Agreement shall be in effect and enforceable between the parties from the 
date of its execution. The Term of this Agreement will be for a performance period 
of thirty six (36) months, ending in °<ll,."1 , ~ 2otl.: 

\ 

B, Agreement Extensions: PRDOH may, at its sole discretion, extend the Agreement's 
term for an additional term of twenty four (24) months, or expressed in days, seven 
hundred and thirty (730) da\:'s upon mutual written agreement of the parties. 

C. The term of this Agreement shall not exceed a period of five (5) years, including 
options for renewal or extension. 

Ill, SCOPE OF SERVICES 

A. The CONTRACTOR will provide the services and deliverables ("Deliverables") 
described in the scope of work included in Attachment B and Attachment C of the 
Agreement [jointly, the "Services"), in each case and as applicable. The parties 
agree that the CONTRACTOR shall furnish all permits, consents, licenses, 
equipment, software and supplies necessary to perform the Services, at 
CONTRACTOR'S sole cost. 

B. The CONTRACTOR shall perform the Services in accordance with the applicable 
requirements and assumptions set forth in the Scope of Work and its proposal. The 
Parties may, from time to time, agree to amend the Scope of Work by mutual, 
written agreement of the Parties; provided that CONTRACTOR will not 'be 
obligated to perform work beyond the scope identified in any such Scope of Work, 
except as amended in accordance with this Agreement. 

C. If there are any changes to the scope, schedule or other matters [including 
without limitation relevant project policies, procedures, processes or related 
matters) affecting the Services [including those resulting from Force Majeure), the 
parties shall work in good faith to finalize an appropriate modification to this 
Agreement and/or the applicable statement of work, which shall be executed by 
the Parties. 

v-0 
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D. PRDOH may instruct CONTRACTOR in writing as to the manner in which it desires 
CONTRACTOR to pertorm or implement the Services, including, but not limited to, 
where necessary to ensure compliance with laws applicable to PRDOH [a 
"Compliance Directive"). CONTRACTOR shall use reasonable efforts to comply 
with such instructions, and shall be authorized to act and rely on, and shall 
implement, each Compliance Directive in the pertormance and delivery of the 
Services or Deliverables as agreed by the parties, including without limitation in 
accordance with change control procedures. 

IV. COMPENSATION AND PAYMENT 

A. The PRDOH agrees to pay the CONTRACTOR for allowable Services rendered 
under this Agreement in accordance with the rates and amounts described in 
Attachment D of this Agreement. 

B. The PRDOH will pay the CONTRACTOR, for allowable services performed during 
the term of this Agreement, a maximum amount not to exceed TWENTY TWO 
MILLION THREE HUNDRED AND EIGHTY FOUR THOUSAND NINE HUNDRED AND FORTY 
THREE DOLLARS ($22,384,943.00); Account Number: R0l H07RRR-DOH-LM 4190-10-
000 

C. Such payment shall be compensation tor all allowable services required, 
performed and accepted under this Agreement included in Attachment B and 
Attachment C. 

D. Any additional funds to complete the services requested by the PRDOH to the 
CONTRACTOR will be subject to evaluation betore acceptance as well as funds 
availability and will require an amendment to this Agreement. 

E. The CONTRACTOR shall submit an invoice to PRDOH on a monthly basis. Said 
invoice must be submitted including all required invoice supporting documents, 
including but not limited to monthly reports, timesheets, invoice and photos 
evidence, expense plan and/or work projections. If PRDOH determines that the 
submitted invoice and supporting documents are acceptable, then the invoice 
will be approved for payment. 

F. An authorized representative of the PRDOH will review each invoice and, if 
adequate, will approve and process its payment. Payments to the CONTRACTOR 
shall be made by electronic funds transfer [EFT). PRDOH reserves the right to 
conduct any audits it deems necessary. The CONTRACTOR agrees to cooperate 
fully with any such audit or audits. 

G. While providing the services under this Agreement, the CONTRACTOR must adhere 
to applicable requirements of the CDBG-DR grant. If the CONTRACTOR performs 
ineligible activities under the CDBG-DR grant or program, the CONTRACTOR 
cannot include them in the invoice tor payment to the CONTRACTOR. 

H. In order for the CONTRACTOR to receive payment tor any work performed 
hereunder, the following certification must be included in each application tor 
payment or invoice submitted to the PRDOH tor payment: 

"Under penalty of absolute nullity, I certify that no public servant of 
the government entity is a party to or has an interest in the profits or 
benefits that are the product of the contract subject of this invoice, 
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and to be a party to or have an interest in the profits or benefits of 
resulting from the contract, under this invoice a prior dispensation 
has been issued. The sole consideration to furnish the contracted 
goods or services subject of the contract is the payment agreed 
upon with the authorized representative of the parties. The amount 
that appears in the invoice is fair and correct. The work has been 
performed, the products have been delivered and the services 
rendered, and no payment has been received for them." 

V. REIMBURSABLE EXPENSES 

The PR DOH will not reimburse any costs incurred by the CONTRACTOR not included in the 
approved Proposal or in an executed written amendment unless written approval is 
otherwise provided by PRDOH. 

VI. ADDITIONAL SERVICES 

Should additional services be needed by the PRDOH, such additional services shall be 
agreed upon by the parties in a written document signed by both parties, prior to the 
issuance of a notice to proceed with the performance of such additional services. 

VII. OWNERSHIP AND USE OF DOCUMENTS 

A. With the exception of the CONTRACTOR'S working papers and pre-existing 
intellectual property, the CONTRACTOR acknowledges the PRDOH's ownership of all 
information, drafts, documents, reports, papers and other materials specifically, 
explicitly and in writing commissioned by PRDOH and developed and prepared by 
the CONTRACTOR, its agents or representatives pursuant to the scope of work 
associated with this Agreement for purposes of performing key obligations 
hereunder. In the event of .any termination, the CONTRACTOR shall deliver such 
information, drafts, reports, papers and other materials to the PRDOH, in document 
form or as computer program data, and the CONTRACTOR recognizes the PRDOH's 
right to request such documentation or computer program data. If the 
CONTRACTOR fails to deliver said information, the PRDOH may seek a judicial order 
to enforce its rights. 

B. Proof of expenditures incurred by the CONTRACTOR on behalf of PRDOH shall be 
made available to PRDOH. The CONTRACTOR agrees to maintain accurate records 
and files of all contract documents, correspondence, book estimates, bills and other 
information related to the CONTRACTOR account. These documents shall be open 
for the PR DOH examination at all reasonable times during the term of this Agreement, 
and up to five (5) years after termination. 

VIII. DOCUMENTATION AND RECORKEEPING 

A. Records to be Maintained: The CONTRACTOR shall maintain records of the state and 
units of general local government, including supporting documentation, which shall 
be retained for the greater of five (5) years from closeout of the grant to the state, or 
the period required by other local applicable laws and regulations. Such records 
include but are not limited to: Records providing a full description of each activity 
undertaken; Records demonstrating that each activity undertaken meets one of the 
National Objectives of the CDBG-DR program; Records required to determine the 
eligibility of activities; Records required to document the acquisition, improvement, 
use or disposition of real property acquired or improved with CDBG-DR assistance; 
Records documenting compliance with the fair housing and equal opportunity,,;;,_ 

I _, 
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requirements of the CDBG-DR program regulations; Financial records as required by 
24 C.F,R, § 570,502, and 2 C,F,R. Part 200, including records necessary to demonstrate 
compliance with all applicable procurement requirements; and other records 
necessary to document compliance with this agreement, any other applicable 
Federal statutes and regulations, and the terms and conditions of PRDOH's Federal 
award, 

B. Access to Records: The CONTRACTOR shall permit the PRDOH and its auditors to 
have access to the CONTRACTOR'S records and financial statements directly related 
to CONTRACTOR's performance under this contract as necessary for the PRDOH to 
meet its audit requirements under the Federal grant. 

C. Record Retention and Transmission of Records to the PRDOH: Prior to close out of this 
Agreement, the CONTRACTOR must transmit to the PRDOH records sufficient for the 
PRDOH to demonstrate that all costs under this Agreement met the requirements of 
the Federal award. 

D. Contractor's Data and Privileged Information: The CONTRACTOR is required to 
maintain data demonstrating client eligibility for activities provided under this 
agreement. Such data may include, but not be limited to, client name, address, 
income level or other basis for determining eligibility, and description of activities 
provided. 

IX. NON-DISCLOSURE AND CONFIDENTIALITY 

A. Confidential Information; Definition: The term Confidential Information as used 
throughoyt this Section, means any information concerning PRDOH operations and 
that of its CONTRACTOR (e.g., the projects, computer processing systems, object and 
source codes and other PRDOH business and financial affairs). The term Confidential 
Information shall also deem to include all notes, analysis, compilation, studies and 
interpretation or other documents prepared by CONTRACTOR, its agents or 
representatives, in connection with PRDOH operations. The term Confidential 
Information shall not include information which (i) is previously known to or in the 
possession of the recipient, its affiliates, and their respective directors, officers, 
employees, agents, consultants, advisors and/or representatives (such persons, the 
"Representatives"), (ii) is available to the public prior to the time of disclosure 
hereunder other than as a result of breach of this Agreement, (iii) subsequent to the 
time of disclosure hereunder, becomes available to the public other than as a result 
of a breach of this Agreement by CONTRACTOR, (iv) subsequent to th.e time of 
disclosure hereunder becomes available to the recipient or its Representatives by a 
third party who, to the knowledge of the recipient, is under no obligation to keep the 
information confidential, (v) is independently developed by the recipient or its 
Representatives without reference to the Confidential Information or (vi) is approved 
for disclosure or release by a PRDOH or other Government official. 

Notwithstanding the above, the recipient may divulge Confidential Information to its 
Representatives to fulfill the purposes of this Agreement or provide advice or 
guidance to the recipient, provided that such persons shall have been advised of 
the confidential nature of such materials and information and the recipient shall 
require them to treat as confidential such information and to return all materials to 
CONTRACTOR. 

A party will not be considered to have breached its obligations under this Article IX 
for disclosing Confidential Information of the other party to the extent required to 
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provided that promptly upon rece1v1ng any request from or on behalf of such 
authority and to the extent that it may legally do so, such party receiving such 
request: (a) timely advises the other party prior to making such disclosure in order 
that the other party may object to such disclosure, take legal action to ensure 
confidential treatment of the Confidential Information, or [subject to applicable law) 
take such other action as it considers appropriate to protect the Confidential 
Information: and [b) takes reasonable action to limit disclosure of Confidential 
Information to that which is required to satisfy such legal requirement. 

B. Non-Disclosure: CONTRACTOR agrees to take all reasonable steps or measures, but 
in no event no less than those taken by the Contractor to protect its own confidential 
information, to keep confidential all Confidential Information and will not, at any 
time, present or future, without PRDOH express written authorization, signed by the 
Secretary of the PRDOH, use or sell, market or disclose any Confidential Information 
to any third party, other CONTRACTOR, corporation, or association for any purpose 
whatsoever. CONTRACTOR further agrees that, except as they relate to the normal 
course of the service, the CONTRACTOR will not make copies of the Confidential 
Information except upon PRDOH express written authorization, signed by an 
authorized representative of PRDOH, and will not remove any copy or sample of 
Confidential Information without prior written authorization from PRDOH. 
CONTRACTOR retains the right to control its work papers subject to these 
confidentiality provisions. 

C. Return Documents: Upon receipt of written request from the PRDOH, CONTRACTOR 
will return to PRDOH all copies or samples of Confidential Information which, at the 
time of the notice are in CONTRACTOR'S or its agent's possession. CONTRACTOR 
reserves the right to retain a set of its work papers. Notwithstanding the foregoing; if 
the Contractor reasonably and in good faith determines that the return or 
destruction of any Confidential Information is not feasible because it is stored on the 
Contractor's electronic/backup storage devices in the normal course of business, 
the Contractor shall extend the confidentiality protections of this Agreement to such 
information until such time as the information is destroyed in accordance with the 
Contractor's data retention policies 

D. Equitable Relief: The CONTRACTOR acknowledges and agrees that a breach of the 
provision of subparagraph B and C of this Section will cause PRDOH to suffer 
irreparable damage that could not be remedied or compensated adequately only 
by mere monetary retribution. The CONTRACTOR further agrees that money 
damages may not be a sufficient remedy for any breach of this Section. Accordingly, 
the CONTRACTOR agrees that PR DOH shall have the-right to seek injunctive relief 
and the specific performance of the provisions of this Section to enjoin a breach or 
attempted breach of the provision hereof. such right being in addition to any and all 
other rights and remedies that are available to PRDOH by law, equity or otherwise. 

X. TERMINATION 

A. Termination for Cause or Default: The PRDOH may terminate this Agreement, in 
whole or in part, because of CONTRACTOR'S failure to fulfill any of its obligations. The 
PR DOH shall terminate this Agreement by delivering to the CONTRACTOR a thirty [30) 
day notice of termination specifying the extent to which the performance of the 
service under this Agreement is terminated, the reason therefor and the effective 
date of termination. CONTRACTOR shall, upon written notice, be provided a ten [l 0) 
day opportunity to cure the alleged defect that resulted in the perceived default. If 
the defect is not cured within that period of time, CONTRACTOR shall immediately 

J-Q 1ft 
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discontinue all such services being terminated and deliver to the PRDOH all 
information, notes, drafts, documents, analysis, reports, compilations, studies and 
other materials accumulated or generated in performing the services contemplated 
in this Agreement, whether completed or in process, Notwithstanding the above, the 
CONTRACTOR shall not be relieved of liability to the PR DOH for damage sustained to 
PRDOH CDBG-DR Program by virtue of any breach of the Agreement by the 
CONTRACTOR, The PRDOH may withhold any payments to the CONTRACTOR, for the 
purpose of off-set or partial payment, as the case may be, of amounts owed to the 
PRDOH by the CONTRACTOR, PRDOH shall make payment, in accordance with the 
terms of this Agreement, of any amounts due to CONTRACTOR for allowable services 
rendered prior to the termination notice, 

8. Termination for Convenience: The PR DOH may terminate this Agreement, in whole or 
in part, whenever the PRDOH determines that such termination is necessary or 
convenient to the Agency. The PRDOH will terminate this Agreement by delivering to 
the CONTRACTOR a thirty (30) day notice of termination specifying the extent to 
which the performance of the work under this Agreement is terminated, and the 
effective date of termination, Upon receipt of such notice, the CONTRACTOR shall 
immediately discontinue all services affected and deliver to the PRDOH all 
information, studies and other materials property of the PRDOH, In the event of a 
termination by Notice, the PRDOH shall be liable only for payment of services 
rendered up to and including the effective date of termination, PRDOH shall make 
payment, in accordance with the terms of this Agreement, of any amounts due to 
CONTRACTOR for allowable services rendered prior to the termination notice. 

C. Termination by Unilateral Abandonment: The PRDOH will consider this Agreement 
immediately terminated, in the event that the CONTRACTOR unilaterally and without 
prior notice, chooses to abandon (in any shape, form or fashion) cease and desist in 
the specific performance of its general and particular duties and responsibilities as 
agreed in this Agreement. Upon the knowledge of such event, the PRDOH will not 
be held liable and will immediately, automatically and retroactively deduct from any 
future reimbursement, all funds from the day such unilateral abandonment took 
place. The PRDOH will not be compelled to continue the performance of the 
Agreement, should the CONTRACTOR breach the Agreement by unilateral 
abandonment. For the purposes of this Section, Abandonment shall mean that 
CONTRACTOR voluntarily and intentionally disavows its contractual duties in a 
manner that is overt and without question a relinquishment of said contractual duties. 

D. Unilateral Termination: The PR DOH may terminate this Agreement, in whole or in part, 
at PRDOH's sole discretion, with or without cause, at any time, The PRDOH will 
terminate this Agreement by delivering to the CONTRACTOR a thirty (30) day notice 
of termination specifying the extent to which the performance of the work under this 
Agreement is terminated, and the effective date of termination, Upon receipt of 
such notice, the CONTRACTOR shall immediately discontinue all services affected 
and deliver to the PR DOH all information, studies and other materials property of the 
PRDOH. In the event of a termination by Notice, the PRDOH shall be liable only for 
payment of services rendered up to and including the effective date of termination. 

E. Suspension: The PRDOH may suspend this Agreement in whole or in part at any time 
for the PRDOH's convenience. The PRDOH shall give the CONTRACTOR five (5) days' 
written notice of such suspension. Upon receipt of said notice the CONTRACTOR shall 
immediately discontinue all Services affected, 

F. Immediate Termination: In the event the CONTRACTOR is subjected to a criminal or 
civil action, suit, proceeding, inquiry or court of applicable jurisdiction, or any 
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governmental agency, or the CONTRACTOR shall be subject to an order, judgment, 
or opinion, issued by any federal or local authority, a court of applicable jurisdiction, 
or any governmental agency, in connection with the execution, delivery, and 
performance by the CONTRACTOR of this Agreement or the CONTRACTOR of this 
Agreement has been noncompliant, breach, inaccuracy of any representation, 
warranties, covenants, or the certifications provided herein, whether the 
noncompliance, breach or inaccuracy takes place before or after the execution of 
this Agreement, the PRDOH shall have the right to the immediate termination of this 
Agreement notwithstanding, any provisions to the contrary herein. This Section will 
apply in the event of any judgment that may obligate the PRDOH to terminate the 
Agreement pursuant to Act Number 2 of January 2, 2018, as amended, known as 
the Anti-Corruption Code for the New Puerto Rico. 

G, Period of Transition: Upon termination of this Agreement, and for ninety (90) 
consecutive calendar days thereafter (the Transition Period), CONTRACTOR agrees 
to make himself available to assist .the PR DOH with the transition of services assigned 
to CONTRACTOR by the PRDOH. CONTRACTOR shall provide to .the PRDOH the 
assistance reasonably requested to facilitate the orderly transfer of responsibility for 
performance of the Services to the PR DOH or a third party designated by the PRDOH. 
The parties agree to execute a Transition Services Agreement for the Transition Period 
and CONTRACTOR will be paid at a reasonable, agreed upon hourly rate for any 
work performed for the PR DOH during the Transition Period. 

In the event that the funds are suspended, withdrawn, canceled, or are otherwise 
unavailable, this Agreement will be immediately terminated. 

XI. PENALTIES AND LIQUIDATED DAMAGES 

A, Penalties 

1 .. In the event the CONTRACTOR is determined to have engaged in any proscribed 
conduct or otherwise is in default as to any applicable term, condition, or 
requirement of this Agreement, at any time following the Effective Date of the 
Agreement, the CONTRACTOR agrees that, PRDOH may impose sanctions against 
the CONTRACTOR for any default in accordance with Attachment C and this 
Section. Refer to Procurement Manual and Contract Requirements, Art. XII, 
Section 2(a.), and all required provisions set forth at 2 C.F.R. § 200.326 and 24 C.F.R. 
§ 570.489 (g). 

2. If the CONTRACTOR fails to comply with federal statutes, regulations or the terms 
and conditions of the Agreement, PR DOH may take one or more of the following 
actions: 

i. Temporarily withhold cash payments pending correction of the 
deficiency by the CONTRACTOR. 

ii. Disallow all or part of the cost of the activity or action not in 
compliance. 

iii. Initiate suspension or debarment proceedings as authorized under 2 
C.F.R. Part 180. 

iv. Withhold further Federal awards for the project or program. 
v. Take other remedies that may be legally available. 

1/-0 
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B. Liquidated Damages: The Contractor shall be subject to the liquidated damages 
below: 

a. Damage Assessments: Consultant shall pay to PRDOH, as liquidated damages, 
$300 for each calendar day that a Damage Assessment deliverable required is 
late until deemed in compliance subject to a maximum of $1,500 established in 
the Contract between PEDOH and the Consultant. Said sum, in view of the 
difficulty of accurately ascertaining the loss which PRDOH will suffer by reason of 
such delay. Liquidated damages received hereunder are not intended to be nor 
shall they be treated as either a partial or full waiver or discharge of the PRDOH'S 
right to indemnification, or the Consultant's obligation to indemnify the PRDOH 
pursuant to this Contract, or to any other remedy provided for in this Agreement 
or by LAW. Liquidated damages may be assessed at the sole discretion of PRDOH. 
For the purpose of calculating such liquidated damages, a grace period of ten 
(l 0) days shall be observed, and the contract schedule shall be extended by any 
additional time or delays outside the control of the Consultant caused by an act 
of commission or omission of the PRDOH, HUD, or any of their representatives. The 
PRDOH may deduct and retain out of the monies which may come due 
hereunder shall be less than the amount of liquidated damages due to the PR DOH 
per the formula above, the Consultant shall be liable to pay the difference. 

b. Single-Family Repair, Reconstruction, or Relocation Milestone Inspections and 

Home Energy Resilience Inspections: Consultant shall pay to PRDOH, as liquidated 
damages, $75 for each calendar day that a Single-Family Repair, Reconstruction, 
or Relocation Milestone Inspection or a Home Energy Resilience Inspection 
deliverable required is late until deemed in compliance subject to a maximum of 
$600 established in the Contract between PRDOH and the Consultant. Said sum, 
in view of the difficulty of accurately ascertaining the loss which PRDOH will suffer 
by reason of delay in the completion of the Work hereunder, is hereby fixed and 
agreed as the liquidated damages that PR DOH will suffer by reason of such delay. 
Liquidated damages received hereunder are not intended to be nor shall they be 
treated as either a partial or full waiver or discharge of the PRDOH's right to 
indemnification, or the Consultant's obligation to indemnify the PRDOH pursuant 
to this Contract, or to any other remedy provided for in this Agreement or by Law. 
Liquidated damages may be assessed at the sole discretion of PRDOH. For the 
purpose of calculating such liquidated damages, a grace period of ten ( l 0) days 
shall be observed, and the contract schedule shall be extended by any additional 
time or delays outside the control of the Consultant caused by an act of 
commission or omission of the PRDOH, HUD, or any of their representatives. The 
PRDOH may deduct and retain out of the monies which may become due 
hereunder, the amount of any such liquidated damages; and in case the amount 
which may become due hereunder shall be less than the amount of liquidated 
damages due to the PRDOH per the formula above, the Consultant shall be liable 
to pay the difference. 

XII. LIABILITY 

In no event, the PRDOH shall be liable for any indirect, incidental, special or 
consequential damages, or damages for loss of profits, revenue, data or use, incurred by 
either party or any third party, whether in an action in contract or tort, even if the other 
party or any person has been advised of the possibility of such damages. Third parties 
operating under this program, with their agency, will have their own general civil and 
criminal liability imposed by law towards the PRDOH, the CONTRACTOR and any citizen. 
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The CONTRACTOR shall carry the insurances as are required by law (if applicable), as set 
forth below, The CONTRACTOR shall furnish PRDOH certificates of insurance, 

XIII. INSURANCE 

A. Required Coverage 

The CONTRACTOR shall keep in force and effect for the period beginning from the 
execution of the Agreement and ending at the completion of all services to be provided 
hereunder, insurance policies in compliance with the PRDOH's requirements as set forth 
required in OSP A-78-5, attached hereto and made an integral part hereof as Attachment 
E. 

Upon the execution of this Agreement, the CONTRACTOR shall furnish PR DOH with original 
and two (2) certified copies of the insurance policies described in Attachment E and any 
other evidence PRDOH may request as to the policies' full force and effect. 

Any deductible amount, under any of the policies, will be assumed in whole by the 
CONTRACTOR for any and all losses, claims, expenses, suits, damages, costs, demands or 
liabilities, joint and several of whatever kind and nature arising from the Agreement 
resulting from this solicitation by and between the CONTRACTOR and PRDOH, 

The PRDOH shall not be held responsible under any circumstances for payments of any 
nature regarding deductibles of any Commercial Liability Policies for the aforementioned 
Agreement. 

B. Endorsements 

Each insurance policy maintained by the CONTRACTOR must be endorsed as follows: 

l. PRDOH, Government of Puerto Rico, HUD and its officers, agents and 
employees are included as additional insured (except Worker's 
Compensation and Professional Liability) but only with respect to liability 
arising out of tasks performed for such insured by or on behalf of the named 
insured. 

2. To provide waiver of subrogation coverage for all insurance policies 
provided or herein in favor of PR DOH and its respective officers, agents and 
employees. 

3. The insurer shall be required to give PRDOH written notice at least ninety 
(90) days in advance of any cancellation or material change in any such 
policies. 

The CONTRACTOR shall furnish to PRDOH, prior to commencement of the work, 
certificates of insurance from insurers with a rating by the A.M. Best Co. of B+ and five (5) 
or over on all policies, reflecting policies in force, and shall also provide certificates 
evidencing all renewals of such policies. Insurers shall retain an A.M. Best Co. rating of B+ 
and five (5) or over on all policies throughout the term of this Agreement and all policy 
periods required herein. The insurance company must be authorized to do business in 
Puerto Rico and be in good standing. 

C. Related Requirements 

V,() 
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The CONTRACTOR shall furnish original Certificates of Insurance evidencing the required 
coverage to be in force on the Effective Date of Agreement. In the case of Payment and 
Performance Bond, Certificate of Authority, Power of Attorney and Power of Attorney 
License issued by the Commissioner of Insurance shall be furnished. THE REQUIRED 
DOCUMENTATION MUST BE RECEIVED PRIOR TO THE CONTRATOR COMMENCING WORK. 
NO CONTRACTOR OR ITS AUTHORIZED REPRESENTATIVES ARE TO BEGIN THEIR 
RESPONSIBILITIES UNDER THE AGREEMENT PRIOR TO FULL COMPLIANCE WITH THIS 
REQUIREMENT AND NOTIFICATION FROM PRDOH TO PROCEED. 

Renewal Certificates of Insurance or such similar evidence is to be received by the 
Procurement Department prior to expiration of insurance coverage. At PRDOH's option, 
non-compliance will result in one or more of the following actions: ( 1) The PR DOH will 
purchase insurance on behalf of the-CONTRACTOR and will charge back all cost to the 
CONTRACTOR; (2) all payments due the CONTRACTOR will be held until the 
CONTRACTOR has complied with the Agreement; and/or (3) The CONTRACTOR will be 
assessed Five Thousand Dollars ($5,000.00) for every day of non-compliance. 

The receipt of any certificate does not constitute agreement by PRDOH that the 
insurance requirements in the Agreement hm(e been fully met or that the insurance 
policies indicated on the certificate are in compliance with the requirements of the 
Agreement. The insurance policies shall provide for ninety (90) days written notice to be 
given to PRDOH in the event coverage is substantially changed, cancelled or non­

renewed. 

The CONTRACTOR shall require all subcontractors or consultants to carry the insurance 
required herein or the CONTRACTOR, may provide the coverage for any or all of its 
subcontractors and if so, the evidence of insurance submitted shall so stipulate and 
adhere to the same requirements and conditions as outlined above. 

The CONTRACTOR expressly understands and agrees that whenever the CONTRACTOR is 
covered as an Additional Insured by other primary, excess, or excess contingent 
insurance that, any insurance or self-insurance program maintained by PRDOH shall 
apply in excess of and will not contribute with insurance provided by the CONTRACTOR 
under this Agreement. 

XIV. HOLD HARMLESS 

The CONTRACTOR and its affiliates, its successors and assignees will indemnify the PRDOH 
from any damages and/or losses arising out of any breach of this Agreement by the 
CONTRACTOR or against personal injuries or property damage resulting from any act of 
negligence or omission by the CONTRACTOR and its affiliates in connection with this 
Agreement. 

XV. FORCE MAJEURE 

In the event of a fire, flood, earthquake, natural disaster, hurricane, riot, act of 
governmental authority in its sovereign capacity, strike, labor dispute or unrest, embargo, 
war, insurrection or civil unrest, including inciement weather, herein collectively referred 
to as Force Majeure during the term of this Agreement, neither the PRDOH nor the 
CONTRACTOR shall be liable to the other party for nonperformance (other than payment 
obligations under this Agreement) during the conditions created by such event. 

The affected party shall promptly notify, the other party of the occurrence of the Force 
Majeure event and describe in reasonable detail, the nature of the Force Majeure event. 

v-0 1j.t 
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XVI, INDEPENDENT CONTRACTOR 

The relationship of the CONTRACTOR to PRDOH shall be that of an independent 
CONTRACTOR rendering professional services. Neither the CONTRACTOR nor any 
personnel of the CONTRACTOR shall have any authority to execute contracts or make 
commitments on behalf of PRDOH. Nothing contained herein shall be deemed to create 
the relationship of employer/employee, principal/agent, joint venture or partner 
between the CONTRACTOR and PRDOH. Further, the CONTRACTOR recognizes that in 
view of its status as an independent CONTRACTOR, neither it nor its employees or 
subcontractors will be entitled to participate in or receive any fringe benefits normally 
granted to PRDOH employees under such programs, including, but not limited to, 
worker's compensation, voluntary disability, travel accident insurance, medical/dental 
insurance, life insurance, long-term disability, holiday pay, sick pay, salary continuation 
pay, leaves of absence [paid or unpaid), pension plan and savings plan. 

The CONTRACTOR shall have exclusive control over its employees and subcontractors 
(and the CONTRACTOR'S employees and subcontractors are herein, collectively, 
referred to as the "CONTRACTOR Personnel"), its labor and employee relations and its 
policies relating to wages, hours, working conditions and other employment conditions. 
The CONTRACTOR has the exclusive right to hire, transfer, suspend, lay off, recall, 
promote, discipline, discharge and adjust grievances with its CONTRACTOR Personnel. 
The CONTRACTOR is solely responsible for all salaries and other compensation of its 
CONTRACTOR Personnel who provide Services. 

The CONTRACTOR is solely responsible for making all deductions and withholdings from 
its employees' salaries and other compensation and paying all contributions, taxes and 
assessments, including union payments. The CONTRACTOR shall be responsible for and 
shall defend, indemnify and hold harmless PRDOH, and its agents, officers, directors, 
employees, representatives, CONTRACTOR'S, successors and assigns against all costs, 
expenses and liabilities, including without limitation reasonably prudent attorneys' fees 
relative to the situation, in connection with the CONTRACTOR'S employment and/or 
hiring of any CONTRACTOR Personnel providing any of the Services, including without 
limitation: [i) payment when due of wages and benefits, [ii) withholding of all payroll 
taxes, including but not limited to, unemployment insurance, workers' compensation, 
FICA and FUTA, [iii) compliance with the Immigration Reform Control Act, and (iv) 
compliance with any other applicable laws relating to employment of any CONTRACTOR 
Personnel of, and/or hiring by, CONTRACTOR in connection with the Services. 

XVII, NOTICES 

All notices required or permitted to be given under the Agreement shall be in writing, and 
shall be deemed given when delivered by hand or sent by registered or certified mail, 
return receipt requested, to the address as follows: 

To: PRDOH 

To: CONTRACTOR 

Hon. Fernando Gil-Ensenat 
606 Barbosa Ave. 
Juan C. Cordero Davila Bldg. 
San Juan, PR 00918 

Vahid Ownjazayeri 
Executive Vice President 
954 Ponce De Le6n Avenue 
Suite 300 
San Juan Puerto Rico 00907 

v-o 
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Either party may change these designations at any time within its discretion and may 
notify the other of such changes in designation(s) in writing. 

XVIII. THIRD PARTIES 

Nothing contained in this Agreement shall create a contractual relationship with, or a 
cause of action of a third party against either the PR DOH or the CONTRACTOR. 

XIX. SUBCONTRACTS 

A. General: CONTRACTOR shall ensure all subcontracts follow 2 C.F.R. 200 as well as any 
applicable HUD rules and regulations. All subcontracts shall contain the applicable 
provisions described in Appendix II to Part 200 on "Agreement Provisions for non­
Federal Entity Agreements Under Federal Awards", as well as applicable provisions set 
forth in 2 C.F.R. § 200.1 Ol. The PR DOH shall review subcontracts as part of the 
compliance, monitoring, and oversight process performed by PRDOH or upon 
request. 

B. Specific Requirements: All subcontracts shall contain provisions specifying: 
1. That the work performed by the subcontractor be in accordance with 

the applicable terms of this Agreement between the PRDOH and 
CONTRACTOR; 

ii. That nothing contained in such subcontract agreement shall impair the 
rights of the PRDOH; 

iii. That nothing contained herein, or under this Agreement will create any 
contractual relation between the subcontractor and the PRDOH; 

iv. That the subcontractor specifically agrees to be bound by the 
' confidentiality provision regarding Personal Identifiable Information set 

forth in this Agreement; 
v. That CONTRACTOR will be responsible for ensuring all subcontract work 

is performed consistent with federal and state regulations and/or 
policies to be eligible for reimbursement of the approved work; and 

vi. All Federal flow down provisions are included in the subcontract 
agreement per Federal guidelines. 

C. Monitoring: CONTRACTOR shall diligently monitor all subcontracted services. If 
CONTRACTOR discovers any areas of noncompliance, CONTRACTOR shall provide 
the PRDOH summarized written reports supported with documented evidence of 
corrective action. 

D. Content: CONTRACTOR shall cause all the applicable provisions of this Agreement to 
be included in, and made a part of, any subcontract executed in the performance 
of this Agreement. 

XX. SECTION 3 CLAUSE 

A. The work to be performed under this Agreement is subject to the requirements of 
Section 3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 
§ 1701 u (Section 3). The purpose of Section 3 is to ensure that employment and other 
economic opportunities generated by HUD assistance or HUD-assisted projects 
covered by Section 3, shall, to the greatest extent feasible, be directed to low- and 
very low-income persons, particularly persons who are recipients of HUD assistance 
for housing. 



Program Management Services 
~etween the PRDOH and AECOM Technical Services, Inc. under CDBG-DR 
Page 15 o/24 

B. The parties to this Agreement agree to comply with HU D's regulations in 24 C.F.R. Part 
135, which implements Section 3. As evidenced by their execution of this Agreement, 
the parties to this Agreement certify that they are under no contractual or other 
impediment that would prevent them from complying with the Part 135 regulations. 

c. The CONTRACTOR agrees to send to each labor organization or representative of 
workers with which the CONTRACTOR has a collective bargaining agreement or other 
understanding, if any, a notice advising the labor organization or workers' 
representative of the CONTRACTOR'S commitments under this Section 3 clause, and 
will post copies of the notice in conspicuous places at the work site where both 
employees and applicants for training and employment positions can see the notice. 
The notice shall describe the Section 3 preference, shall set forth minimum number 
and job titles subject to hire, availability of apprenticeship and training positions, the 
qualifications for each; and the name and location of the person(s) taking 
applications for each of the positions; and the anticipated date the work shall begin. 

D. The CONTRACTOR agrees to include this Section 3 clause in every subcontract 
subject to compliance with regulations in 24 C.F.R. Part 135, and agrees to take 
appropriate action, as provided in an applicable provision of the subcontract or in 
this Section 3 clause, upon a finding that the subcontractor is in violation of the 
regulations in 24 C.F.R. Part 135. The CONTRACTOR will not subcontract with any 
subcontractor where the CONTRACTOR has notice or knowledge that the 
subcontractor has been found in violation of the regulations in 24 C.F.R. Part 135. 

E. The CONTRACTOR will certify that any vacant employment positions, including 
training positions, that are filled (l) after the CONTRACTOR is selected but before the 
Agreement is executed, and (2) with persons other than those to whom the 
regulations of 24 C.F.R. Part 135 require employment opportunities to be directed, 
were not filled to circumvent the CONTRACTOR'S obligations under 24 C.F.R. Part 135. 

F. Noncompliance with HUD's regulations in 24 C.F.R. Part 135 may result in sanctions, 
termination of this Agreement for default, and debarment or suspension from future 
HUD assisted contracts. 

XXL CERTIFICATION OF COMPLIANCE WITH LEGAL REQUIREMENTS 

Given that the Agreement involves funds for which HUD is the oversight agency, the 
CONTRACTOR agrees to carry out its obligations under this Agreement in compliance 
with all the requirements described in Attachment F (HUD General Provisions) and the 
following provisions: 

A. Compliance with Executive Order 24: Pursuant to Executive Order 24 of June 18, 1991, 
the CONTRACTOR certifies and guarantees that at the signing of this Agreement it has 
filed all the necessary and required income tax returns to the Government of Puerto 
Rico for the last five (5) years. The CONTRACTOR further certifies that it has complied 
and is current with the payment of any and all income taxes that are, or were due, to 
the Government of Puerto Rico. The CONTRACTOR shall hand out, to the satisfaction 
of the PRDOH and whenever requested by the PRDOH during the term of this 
Agreement, the necessary documentation to support its compliance of this clause. 
The CONTRACTOR will be given a specific amount of time by the PRDOH to produce 
said documents. During the term of this Agreement, the CONTRACTOR agrees to pay 
and/or to remain current with any repayment plan agreed to by the CONTRACTOR 
with the Government of Puerto Rico. 

B. Compliance with Executive Order 52: Pursuant to Executive Order 52 of August 28, 
1992, amending E0-1991-24, the CONTRACTOR certifies and warrants that it has 
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made all payments required for Unemployment benefits, workmen's compensation 
and social security for chauffeurs, whichever is applicable, or that in lieu thereof, has 
subscribed a payment plan in connection with any such unpaid items and is in full 
compliance with the terms thereof. The CONTRACTOR accepts and acknowledges 
its responsibility for requiring and obtaining a similar warranty and certification from 
each and every CONTRACTOR and subcontractor whose service the CONTRACTOR 
has secured in connection with the services to be rendered under this Agreement 
and shall. forward evidence to PRDOH as to its compliance with this requirement. 

C. Social Security and Income Tax Retentions: The CONTRACTOR will be responsible for 
rendering and paying the Federal Social Security and Income Tax Contributions for 
any amount owed as a result of the income from this Agreement. 

D. Government of Puerto Rico Municipal Tax Collection Center (CRIM, for its Spanish 

acronym): The CONTRACTOR certifies and guarantees that at the signing of this 
Agreement it has no current debt with regards to property taxes that may be 
registered with the Government of Puerto Rico's Municipal Tax Collection Center. The 
CONTRACTOR further certifies to be current with the payment of any and all property 
taxes that are or were due to the Government of Puerto Rico. The CONTRACTOR shall 
hand out, to the satisfaction of the PRDOH and whenever requested by the PRDOH 
during the term of this Agreement, the necessary documentation to support its 
compliance of this clause. The CONTRACTOR will deliver upon request any 
documentation requested under this clause as per request of PRDOH. During the Term 
of this Agreement, the CONTRACTOR agrees to pay and/or to remain current with 
any repayment plan agreed to by the CONTRACTOR with the Government of Puerto 
Rico with regards to its property taxes. 

E. Income Tax Withholding: The PRDOH shall retain the corresponding amount from all 
payments made to the CONTRACTOR, as required by the Puerto Rico Internal 
Revenue Code. The PRDOH will advance such withholdings to the Government of 
Puerto Rico's Treasury Department (known in Spanish as Departamento de Hacienda 
de/ Gobierno de Puerto Rico). The PRDOH will adjust such withholdings provided the 
CONTRACTOR produces satisfactory evidence of partial or total exemption from 
withholding. 

F. Compliance with Article 1 of Act No. 48-2013, as amended, 3 L.P.R.A. § 8611, note: It 
is established that all contracts, except those granted to non-profit entities, for 
professional services, consultancy, advertising, training or guidance, granted by an 
agency, dependency or instrumentality of the Government of Puerto Rico, public 
corporation, as well as the Legislative Branch, the Office of the Comptroller, the Office 
of Ombudsman and the Judicial Branch, a special contribution will be imposed 
equivalent to one point five ( 1.5%) percent of the total amount of said contract, which 
will be destined to the General Fund. 

\ 
G. Compliance with Act No. 45 of April 18, 1935, as amended, 11 L.P.R.A. § 1, et seq.: The 

CONTRACTOR certifies and guarantees that at the signing of this Agreement has valid 
insurance issued by the State Insurance Fund Corporation (CFSE, for its Spanish 
Acronym), as established by Act No. 45, supra, known as the "Puerto Rico Workers' 
Accident Compensation Act". 

H. Government of Puerto Rico's Agency for the Collection of Child Support (ASUME, for 

its Spanish acronym): The CONTRACTOR certifies and guarantees that at the signing 
of this Agreement that the CONTRACTOR nor any of its Partners, if applicable, have 
any debt or outstanding debt collection legal procedures with regards to child 
support payments that may be registered with the Government of Puerto Rico's Child 

J·O 
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Support Administration, The CONTRACTOR hereby certifies that it is a limited liability 
company organized and existing in good standing under the laws of the Government 
of Puerto Rico, The CONTRACTOR shall present, to the satisfaction of PRDOH, the 
necessary documentation to substantiate the same. The CONTRACTOR will be given 
a specific amount of time by PRDOH to deliver said documents, 

I. Compliance with Act No, 168-2000, as amended, 3 L.P.R.A. § 711, et seq.: The 
CONTRACTOR is in full compliance with Act No. 168-2000, as amended, known as "Act 
for the Improvement of Elderly Support of Puerto Rico." 

J. Compliance with Act No. 1-2012, as amended, 3 L.P.R.A. § 1854, et seq.: The 
CONTRACTOR hereby certifies that in signing this Agreement it is in compliance with 
Act No. 1-2012, as amended, known as "Puerto Rico Government Ethics Act of 2011 ". 
In connection with the possibility of a conflict of interest, this Act stipulates that no 
employee or executive of the CONTRACTOR, nor any member of his/he immediate 
family (spouse, dependent children or other members of his/her household or any 
individual whose financial affairs are under the control of the employee) shall have 
any direct or indirect pecuniary interest in the services to be rendered under this 
Agreement, except as may be expressly authorized by the Governor of Puerto Rico 
in consultation with the Secretary of Treasury and the Secretary of Justice of the 
Government. 

K. Other payments or compensation: The CONTRACTOR certifies that it does not receive 
payment or compensation for regular services rendered as an official or public 
employee to another government entity, agency, public corporation or municipality, 
and knows the ethical standards of his profession and assumes responsibility for his 
actions, 

L. Consequences of Non-Compliance: The CONTRACTOR expressly agrees that the 
conditions outlined throughout this Section are essential requirements of this 
Agreement; thus, should any one of these representations, warrants, and certifications 
be incorrect, inaccurate or misleading, in whole or in part, there shall be sufficient 
cause for PRDOH to render this Agreement null and void and the CONTRACTOR 
reimburse to PRDOH all moneys received under this Agreement. 

XXII. BYRD ANTI-LOBBYING AMENDMENT, 31 U.S.C. §1352 

The CONTRACTOR certifies, to the best of his or her knowledge, that: 

A. No Federal appropriated funds have been paid or will be paid, by or on behalf of the 
undersigned, to any person for influencing or attempting to influence an officer or 
employee of an agency, a Member of Congress, an officer or employee of Congress, 
or an employee of a Member of Congress in connection with the awarding of any 
Federal contract, the making of any Federal grant, the making of any Federal loan, 
the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any Federal contract, grant, loan, or 
cooperative agreement, 

B. If any funds other than Federal appropriated funds have been paid or will be paid to 
any person for influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or an employee 
of a Member of Congress in connection with this Federal contract, grant, loan, or 
cooperative agreement, the undersigned shall complete and submit Standard Forms-

LLL. "D;;closom FoITT to Report Lobby;og," lo occo<dooce with Its lostrucll7-0 1f. t 



Program Management Services 
~etween the PRDOH and AECOM Technical Services, Inc. under CDBG-DR 
Page 18 of 24 

C, The CONTRACTOR shall require that the language of this certification be included in 
the award documents for all subawards at all tiers (including subcontracts, subgrants, 
and contracts under grants, loans, and cooperative agreements) and that all sub 
recipients shall certify and disclose accordingly. This certification is a material 
representation of fact upon which reliance was placed when this transaction was 
made or entered into. Submission of this certification is a prerequisite for making or 
entering into this transaction imposed by 31, U.S.C. § 1352 (as amended by the 
Lobbying Disclosure Act of 1995). The CONTRACTOR acknowledges that any person 
who fails to file the required certification shall be subject to a civil penalty of not less 
than $10,000 and not more than $100,000 for each such failure. The CONTRACTOR 
certifies or affirms the truthfulness and accuracy of each statement of its certification 
and disclosure, if any. In addition, the CONTRACTOR understands and agrees that the 
provisions of 31 U.S.C. §3801 et seq., apply to this certification and disclosure, if any. 

XXIII. EQUAL OPPORTUNITY 

A. The CONTRACTOR will not discriminate against any employee or applicant for 
employment because of race, color, religion, sex, or national origin. The 
CONTRACTOR will take affirmative action to ensure that applicants are employed, 
and that employees are treated during employment without regard to their race, 
color, religion, sex, or national origin. Such action shall include, but not be limited to 
the following: Employment, upgrading, demotion, or transfer; recruitment or 
recruitment advertising; layoff or termination; rates of pay or other forms of 
compensation; and selection for training, including apprenticeship. The 
CONTRACTOR agrees to post in conspicuous places, available to employees and 
applicants for employment, notices to be provided setting forth the provisions of this 
nondiscrimination clause. 

B. The CONTRACTOR will, in all solicitations or advertisements for employees placed by 
or on behalf of the CONTRACTOR, state that all qualified applicants will receive 
considerations for employment without regard to race, color, religion, sex, or national 
origin. 

C, When applicable, the CONTRACTOR will send to each labor union or representative 
of workers with which he has a collective bargaining agreement or other contract or 
understanding, a notice to be provided advising the said labor union or workers' 
representatives of the CONTRACTOR'S commitments under this Section and shall post 
copies of the notice in conspicuous places available to employees and applicants 
for employment. 

D. The CONTRACTOR will comply with all prov1s1ons of Executive Order 11246 of 
September 24, 1965, as amended by Executive Order 11375 of October 13, 1967, and 
as supplemented by the rules, regulations, and relevant orders of the United States 
Secretary of Labor. 

E. The CONTRACTOR will furnish all information and reports required by Executive Order 
11246 of September 24, 1965, as amended, and by rules, regulations, and orders of 
the Secretary of Labor, or pursuant thereto, and will permit access to his books, 
records, and accounts by the administering agency and the Secretary of Labor for 
purposes of investigation to ascertain compliance with such rules, regulations, and 
orders. 

F. In the event of the CONTRACTOR'S noncompliance with the nondiscrimination 
clauses of this Agreement or with any of the said rules, regulations, or orders, this 
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Agreement may be canceled, terminated, or suspended in whole or in part and the 
CONTRACTOR may be declared ineligible for further Government contracts or 
federally assisted construction contracts in accordance with procedures authorized 
in Executive Order 11246 of September 24, 1965, as amended, and such other 
sanctions as may be imposed and remedies invoked as provided in Executive Order 
11246 of September 24, 1965, as amended, or by rule, regulation, or order of the 
Secretary of Labor, or as otherwise provided by law. 

G. The CONTRACTOR will include the portion of the sentence immediately preceding 
paragraph (A) and the provisions of paragraphs (A) through (F) in every subcontract 
or purchase order unless exempted by rules, regulations, or orders of the Secretary of 
Labor issued pursuant to Section 204 of Executive Order 11246 of September 24, 1965, 
as amended, so that such provisions will be binding upon each subcontractor or 
vendor. The CONTRACTOR will take such action with respect to any subcontract or 
purchase order as the administering agency may direct as a means of enforcing such 
provisions, including sanctions for noncompliance. Provided, however, that in the 
event a CONTRACTOR becomes involved in, or is threatened with, litigation with a 
subcontractor or vendor as a result of such direction by the administering agency, 
the CONTRACTOR may request the United States to enter into such litigation to 
protect the interests of the United States. 

XXIV. CLEAN AIR ACT 

A. The CONTRACTOR agrees to comply with all applicable standards, orders or 
regulations issued pursuant to the Clean Air Act, as amended, 42 U.S.C. § 7401 et seq. 

B. The CONTRACTOR agrees to report each violation to the PRDOH and understands 
and agrees that the PRDOH will, in turn, report each violation as required to assure 
notification to the Government of Puerto Rico, HUD, and the appropriate 
Environmental Protection Agency Regional Office. 

C. The CONTRACTOR agrees to include these requirements in each subcontract 
exceeding $150,000 financed in whole or in part with Federal assistance provided by 
HUD. 

XXV. WATER POLLUTION CONTROL ACT 

A. The CONTRACTOR agrees to comply with all applicable standards, orders or 
regulations issued pursuant to the Federal Water Pollution Control Act, as amended, 
33 U.S.C. §1251, et seq. 

B. The CONTRACTOR agrees to report each violation to the PRDOH and understands 
and agrees that the PRDOH will, in turn, report each violation as required to assure 
notification to the Government of Puerto Rico, HUD, and the appropriate 
Environmental Protection Agency Regional Office. 

C. The CONTRACTOR agrees to include these requirements in each subcontract 
exceeding $150,000 financed in whole or in part with Federal assistance provided by 
HUD. 

XXVI. SUSPENSION AND DEBARMENT 

A. This Agreement is a covered transaction for purposes of 2 C.F.R. Part 180 and 2 C.F.R. 
Part 3000. As such, the CONTRACTOR is required to verify that none of the 
CONTRACTOR, its principals (defined at 2 C.F.R. § 180.995), or its affiliates (defined at 

JO 1ft 
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2 C.F.R. § 180.905) are excluded (defined at 2 C.F.R. § 180.940) or disqualified (defined 
at 2 C.F.R. § 180.935). 

B. The CONTRACTOR must comply with 2 C.F.R. Part 180, subpart C and 2 C.F.R. Part 
3000, subpart C and must include a requirement to comply with these regulations in 
any lower tier covered transaction it enters into. 

C. This certification is a material representation of fact relied upon by PR DOH. If it is later 
determined that the CONTRACTOR did not comply with 2 C.F.R. Part 180, subpart C 
and 2 C.F.R. Part 3000, subpart C, in addition to remedies available to (name of state 
agency serving as recipient and name of sub recipient), the Federal Government 
may pursue available remedies, including but not limited to suspension and/or 
debarment. 

D. The CONTRACTOR agrees to comply with the requirements of 2 C.F.R. Part 180, 
subpart C and 2 C.F.R. Part 3000, subpart C while this offer is valid and throughout the 
period of any contract that may arise from this offer. The CONTRACTOR further agrees 
to include a provision requiring such compliance in its lower tier covered transactions. 

l. CONTRACTOR 

a) Competitively within a timeframe providing for compliance with the 
contract performance schedule; 

b) Meeting contract performance requirements; or 

c) At a reasonable price. 

2. Information about this requirement, along with the list of EPA- designated items, is 
available at EPA's Comprehensive Procurement Guidelines web site, 
https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg­
program 

XXVII. ACCESS TO RECORDS 

A. The CONTRACTOR agrees to provide the Government of Puerto Rico, PRDOH, HUD's 
Secretary, the Comptroller General of the United States, or any of their authorized 
representative's access to any books, documents, papers, and records of the 
CONTRACTOR which are directly pertinent to this Agreement for the purposes of 
making audits, examinations, excerpts, and transcriptions. 

B. The CONTRACTOR agrees to permit any of the foregoing parties to reproduce by any 
means whatsoever or to copy excerpts and transcriptions as reasonably needed. 

XXVIII. COMPLIANCE WITH FEDERAL LAW, REGULATIONS & EXECUTIVE ORDERS 

The CONTRACTOR acknowledges that HUD financial assistance will be used to fund the 
Agreement only. Also, the CONTRACTOR shall comply with all applicable federal, state 
or local rules, regulations, or policies relating to CDBG-DR and CDBG program services. 
This includes without limitation, applicable Federal Registers; 2 C.F.R. § 200 Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards; 
Community Development Act of 197 4; 24 C.F.R. Part 570 Community Development Block 
Grant; applicable waivers; Fair Housing Act, 24 C.F.R. § 35, 24 C.F.R. Part 58, 24 C.F.R. Part 
135; National Historic Preservation Act, and any other applicable state laws or 
regulations, including the requirements related to nondiscrimination, labor standards and 

' 
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the environment; and Action Plan amendments and HUD's guidance on the funds. Also, 
CONTRACTOR shall comply, without limitation, those set forth in Attachment F. 

XXIX. NO OBLIGATION BY THE FEDERAL GOVERNMENT 

The Federal Government is not a party to this Agreement and is not subject to any 
obligations or liabilities to the non-Federal entity, CONTRACTOR, or any other party 
pertaining to any matter resulting from the Agreement. 

XXX, PROGRAM FRAUD & FALSE OR FRAUDULENT STATEMENTS OR RELATED ACTS 

The CONTRACTOR acknowledges that 31 USC. Chapter 38 (Administrative Remedies for 
False Claims and Statements) applies to the CONTRACTOR'S actions pertaining to this 

Agreement. 

XXXI, BANKRUPTCY 

In the event that CONTRACTOR files for bankruptcy protection, the Government of Puerto 
Rico and PR DOH may deem this Agreement null and void, and terminate this Agreement 
without notice. 

XXXII. ENTIRE AGREEMENT 

This Agreement and all its attachments represent the entire and integrated agreement 
between PRDOH and the CONTRACTOR and supersede all prior negotiations, 
representations, agreements and/or understandings of any kind. This Agreement may 
be amended only by written document signed by both PRDOH and the CONTRACTOR. 

XXXIII, MODIFICATION OF AGREEMENT 

Any modification of this Agreement or additional obligation assumed by either party in 
connection with this Agreement shall be binding only if written and signed by both 
parties, and its authorized representatives. 

XXXIV, BINDING EFFECT 

This Agreement shall be binding upon and shall inure to the benefit of PRDOH and the 
CONTRACTOR, their successors and assigns. 

The CONTRACTOR shall not assign this Agreement, in whole or in part, without the prior 
written consent of PRDOH, and any attempted assignment not in accordance herewith 
shall be null and void and of no force or effect. 

XXXV. ASSIGNMENT OF RIGHTS 

The rights of each party hereunder are personal to that party and may not be assigned 
or otherwise transferred to any other person, CONTRACTOR, corporation, or other entity 
without the prior, express, and written consent of the other party. 

XXXVI. NON-WAIVER 

The failure or delay of either party to insist upon the performance of and/or the 
compliance with any of the terms and conditions of this Agreement shall not be 
construed as a waiver of such terms and conditions or the right to enforce compliance 
with such terms and conditions. 
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XXXVII. GOVERNING LAW JURISDICTION 

This Agreement shall be governed by, interpreted and enforced in accordance with, the 
laws of the Government of Puerto Rico and any applicable federal laws and regulations. 
The parties further agree to assert any claims or causes of action that may arise out of 
this Agreement in the Puerto Rico Cou_rt of First Instance, Superior Court of San Juan, 

Puerto Rico. 

XXXVIII. SEVERABILITY 

If any provision of this Agreement shall operate or would prospectively operate to 
invalidate the Agreement in whole or in part, then such provision only shall be deemed 
severed and the remainder of the Agreement shall remain operative and in full effect. 

XXXIX. COUNTERPARTS 

This Agreement may be executed in any number of counterparts, each of whom shall 
be deemed to be an original, however, all of which together shall constitute one and 

the same instrument. 

XL. ETHICS CLAUSE 

According to Act Number 2 of January 2, 2018, as amended, known as the Anti­
Corruption Code for the New Puerto Rico, no employee or officer of PRDOH as well as 
any member of their families can have any interest in the earnings or benefits from this 
Agreement CONTRACTOR also acknowledges receipt of the Ethics Code for Producers, 
Suppliers, and Applicants of Economic Incentives from the Government of Puerto Rico 
Agencies known in Spanish as "C6digo de Etica para Contratistas, Sup/idores y 

So/icitantes de lncentivos Econ6micos de las Agencias Ejecutivas de/ Estado Ubre 
Asociado de Puerto Rico". 

XLI. CONFLICTS OF INTEREST 

The CONTRACTOR shall comply with the ethics requirements set forth herein and warrant 
that to the best of its knowledge and belief and except as otherwise disclosed, it does 
not have any organizational conflict of interest which is defined as a situation in which 
the nature of the work under a PRDOH contract and CONTRACTOR'S organizational, 
financial, contractual or other interest are such that: 

a) Award of the Agreement may result in an unfair competitive advantage; or 
b) The CONTRACTOR'S objectivity in performing the contract work may be 
impaired. 

The CONTRACTOR agrees that if after award he or she discovers an organizational 
conflict of interest with respect to this Agreement, it shall make an immediate (within the 
next 72 hours) and full disclosure in writing to the Contracting Officer, which shall include 
a description of the action, which the CONTRACTOR has taken or intends to take to 
eliminate or neutralize the conflict. The CONTRACTOR will disclose the details of any 
existing or future contract to provide services to third parties participating or for the 
purpose to participate in disaster recovery programs or projects in Puerto Rico. The 
PRDOH may, however, terminate the Agreement for the convenience of PRDOH if it 
would be in its best interest. 

In the event the CONTRACTOR was aware of an organizational conflict of interest before 
the award of this Agreement and did not disclose the conflict to the Contracting Officer, 

UIJ ¼~ 
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the PRDOH may terminate the Agreement for default, 

The provisions of this clause shall be included in all subcontracts and/or consulting 
agreements wherein the work to be performed is similar to the services provided by the 
CONTRACTOR, The CONTRACTOR shall include in such subcontracts and consulting 
agreements any necessary provision to eliminate or neutralize conflicts of interest, 

XLII. NON-CONVICTION 

The CONTRACTOR certifies that it has not been convicted nor accused of a felony or 
misdemeanor against the government, public faith and function, or that involves public 
property or funds, either federal or local in origin, Furthermore, CONTRACTOR also certifies 

that: 

A. It has not been convicted, nor has pleaded guilty at a state or federal bar, in any 
jurisdiction of the United States of America, of crimes consisting of fraud, 
embezzlement or misappropriation of public funds, as stated in Act Number 2 of 
January 2, 2018, as amended, known as the Anti-Corruption Code for the New Puerto 
Rico, which prohibits the award of Offers or government contracts to those convicted 
of fraud, misappropriation of public fund, 

B. It understands and accepts that any guilty plea or conviction for any of the crimes 
specified in Article 3 of said Act, will also result in the immediate cancellation of any 
contracts in force at the time of conviction, between the undersigned and whichever 
Government Agencies, Instrumentalities, Public Corporations, Municipalities and the 
Legislative or Judicial Branches, 

C. It declares under oath the above mentioned in conformity with what is established as 
in Act Number 2 of January 2, 2018, as amended, known as the Anti-Corruption Code 
for the New Puerto Rico, which prohibits awarding Offers for government contracts, 
to those convicted of fraud, embezzlement or misappropriation of publics funds. 

D. The CONTRACTOR represents and guarantees that none of its employees, officials or 
agents have been convicted of a felony or misdemeanor, Moreover, the 
CONTRACTOR agrees to notify PRDOH should any employee, official, or agent is 
convicted of a felony or misdemeanor after the date of this Agreement. Said notice 
shall be made within ten ( 10) days from the time of the conviction. 

XLIII. DRUG FREE WORKPLACE 

The CONTRACTOR should establish procedures and policies to promote a Drug-Free 
workplace. Further, the CONTRACTOR should notify all employees of its policy for 
maintaining a Drug-Free workplace, and the penalties that may be imposed for drug 
abuse violations occurring in the workplace, Further, the CONTRACTOR shall notify the 
PRDOH if any of its employees is convicted of a criminal drug offense in the workplace 
no later than ten (10) days after such conviction. 

XLIV. HEADINGS 

The titles to the paragraphs of this Agreement are solely for reference purposes and the 
convenience of the parties and shall not be used to explain, modify, simplify, or aid in the 
interpretation of the provisions of this Agreement, 

J.() 
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XLV. ACT NO. 18 OF OCTOBER 30, 1975, as amended, 2 L.P.R.A. secs. 97-98 

The parties to this Agreement agree that its effective date will be subject to the due 
registration and remittance to the Office of the Comptroller of Puerto Rico. No rendering 
or consideration subject matter of this Agreement will be required before its registration 
at the Office of the Comptroller of Puerto Rico pursuant to Act No. 18 of October 30, 
1975, as amended. The CONTRACTOR will be responsible for ensuring that this Agreement 
has been registered before the rendering of services by requesting a copy of the 
registered Agreement with its proper number and date of registry. No services under this 
Agreement will continue to be delivered after its effective date unless at the expiration 
date, an amendment signed by bot.h parties and duly registered exists. No services 
performed in violation of this provision will be paid. The party violating this clause will be 
doing so without any legal authority, this action will be deemed as ultra vires. 

XLVI. MEMORANDUM NO. 2017-001; CIRCULAR LETTER 141-17 OF THE OFFICE OF THE 

CHIEF OF STAFF OF THE GOVERNOR (SECRETARIA DE LA GOBERNACION) & THE 

OFFICE OF MANAGEMENT AND BUDGET (OFICINA DE GERENCIA Y 

PRESUPUESTO) 

A. lnteragency Services Clause: Both contracting parties acknowledge and agree that 
services retained may be provided to any entity of the Executive Branch with which 
the contracting entity makes an interagency agreement or by direct provision of the 
Office of the Chief of Staff of the Governor (Secretario de la Gobernaci6n). These 
services will be performed under the same terms and conditions in terms of hours of 
work and compensation set forth in this Agreement. For purposes of this clause, the 
term "Executive Branch entity" includes all agencies of the Government of Puerto 
Rico, as well as public instrumentalities and corporations and the Office of the 
Governor. 

B. Termination Clause: The Chief of Staff (Secretario de la Gobernaci6n) of the Governor 
shall have the power to terminate this Agreement at any time. 

IN WITNESS THEREOF, the parties hereto execute this Agreement in the place and on the 
date first above written. 

DEPARTMENT OF HOUSING 

Fernando A. Gil-Enseiiat, Esq. 

Secretary 
 

AECOM TECHNICAL SERVICES, INC. 

Vahid Ownjaza ri 
Authorized Representative 

 
DUNS Number: 003184462 



GOVERNMENT OF PUERTO RICO 
Department of Housing 

Notice of Award 

Attachment A 

REQUEST FOR PROPOSALS - CDBG-DR-RFP-201 B-03 
PROGRAM MANAGEMENT SERVICES 

May 31, 2019 

Mr. Vahid Ownjazayeri 
AECOM Technical Services, Inc. 
954 Ponce de Leon Avenue 
Miramar Center Plaza, Suite 300 
San Juan, PR 00907 

Tel. (617) 371-4425 
By email: vahid.ownjazayeri@aecom.com 

Re: Requestfor Proposals No. CDBG-DR-RFP-2018-04 
Program Management Services 
Community Development Block Grant for Disaster Recovery 

Dear Mr. Ownjazayeri, 

On October 10, 2018, the Puerto Rico Department of Housing (PRDOH) issued Request for 
Proposals No. CDBG-DR-RFP-2018-04 for Program Management Services (the RFP] under 
th.e Community Development Block Grant for Disaster Recovery (CDBG-DR). The RFP 
sought to select firms that will aid in the PRDOH 's objectives of strategic preparation and 
development of housing programs. 

In response to the RFP, AECOM Technical Services, Inc. submitted a Proposal to the 
PR DOH on November 14, 2018. The Bid Board, with quorum duly constituted, pursuant to 
Article II, Section 1 (e] of the of the Regulation No. 9075 of February 26,.2019, Procurement 
Manual and Contractual Requirements for CDBG-DR (Regulation 9075), upon evaluation 
of the recommendation issued by the CDBG-DR Procurement Office regarding the RFP, 
including the Evaluation Committee Report dated April 29, 2018, decided to issue an 
award under the RFP to (i) Innovative Emergency Management, Inc. for the total amount 
of $22,280,143.65 and a 3-year term: (ii) ICF Incorporated, LLC for the total amount of 
$25,054,079.92 and a 3-year term: (iii) Alliance for the Recovery of Puerto Rico for the total 
amount of $22,693,267.78 and a 3-year term: and (iv) AECOM Technical Services, Inc. for 
the total amount of $22,384,953.00 and a 3-year term. All these Proposers .are responsive 
and responsible Proposers whose Proposals were advantageous to the PRDOH in terms 
of price and other evaluation factors included in the RFP (Exhibit I). The Operations Start­
Up section of the Scope of Work stated: "As the PRDOH may select more than one 
Program Manager, the specific municipalities or regions where each Program Manager 

606 Barbosa Avenue, Building Juan C. Cordero D6vila Rio Piedra,, PR 00918 J P.O. Bax21365 San Juan, PR 00926-1365 
T. (787) 274-2527 I www.vivienda.pr.gov 
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may perform work will be determined at the sole discretion of the PRDOH.", The initial 
region assigned to AECOM Technical Services, Inc. is hereby included as Exhibit II and 
includes the following municipalities: 

• Aguas Buenos • Coamo • Ponce 
• Aibonito • Guayama • Salinas 
• Arroyo • Juana Diaz • San Lorenzo 
• Caguas • Maunabo • Santa Isabel 
• Cayey • Patillas • Villalba 
• Cidra • Pefiuelas 

Regions were determined by the PR DOH using a combination of hurricane damage data 
from FEMA and Low to Moderate Income Households data. Regions were developed in 
such a way that an equal quantity of applications to the Home Repair, Reconstruction, 
or Relocation Program can be expected at each, 

A summary of the results of the evaluation of each Proposal with its origlnal pricing, as 
evaluated by the Evaluation Committee, is shown in the table below. 

Table 1: Original Proposals Evaluotion Summary 

Proposer Mondatory Technical 
Requirements Points Proposal Cost Price Per Point 

Innovative Emergency Management, Inc. Pass 70.77 $98,738,532.00 $1,395,203.22 

ICF Incorporated, LLC Pass 99.50 $58,383,009.68 $586,763.92 

Alliance for the Recovery of Puerto Rico Pass 77.83 $228,713, 156.15 $2,938,624.65 

AECOM Technical Services, Inc. Pass 76.83 $25,508,678.00 $332,014.55 

All Proposers were considered "Qualified" for the services and thus, were scored using 
the Price Per Point methodology as required by Section 8.4 of the RFP. This, to determine 
the Proposers whose Proposals were the most advantageous to the PRDOH. 

opened negotiations with Proposers. After completing negotiations, Proposals scoring is ,; 
The Procurement Office, based on the recommendations of the Evaluation Committeet· 

as shown the table below. 1; 

Table 2: Proposals Scoring Aller Negotiations were Concluded 

Proposer Re!~r~~"!,~is T ec~~~: Proposal Cost Price Per Point 

Innovative Emergency Management, Inc. Pass 70.77 $60,137,018.85 $849,752.99 
J-J 

ICF Incorporated, LLC Pass 99.50 $49,928,20200 $501,790.97 

Alliance for the Recovery of Puerto Rico Pass 77.83 $54,325,588.38 $698,003.19 

AECOM Technical Services, Inc. Pass 7 6.83 $40,523,400.00 $527,442.41 



Notice of Award 
Request for Proposals No. CDBG,DR-RFP-2018-04 
Program Management Services 
Community Development Block Grant for Disaster Recovery 
Moy31,2019 
Page3 of 7 

Pursuant to the terms of the RFP, Proposers with the lowest Price Per Point shall be 
awarded the services. The PRDOH could also award one 11) to four 14) Proposers in the 
best interest of the overall programs' implementation and the people of Puerto Rico. 

After thoroughly evaluating the Proposals and the Best and Final Offers received from the 
Proposers the PRDOH Procurement Office determined that all revised Cost Proposals 
were ones of reasonable cost for the services. Given the above, all four 14) Proposers are 
being awarded the services under the RFP. Initial awards are being issued in the quantities 
of 1,5001 Home Repair, Reconstruction, or Relocation Program applications, 500 Housing 
Quality Standard Inspection tasks, 1,2002 Appraisal of Home Market Value tasks, and 3603 
monthly payments for Intake Centers to each awarded Proposer4• These initial awards 
result in the following contracts: 

• An award to Innovative Emergency Management, Inc. for a total amount of 
$22,280,143.65 and a 3-year term for Program Management Services under CDBG­
DR distributed as shown in the following table. 

Table 3: Summary of Award to Innovative Emergency Management, Inc. 
TASK AWARDED COST 

Maximum Monthly Cost $17 4,7 46.63 

Total for 3-Years of Service (36 Months) $6,290,878.85 

Range of Applications 

Applications 1 to 1,000 

Qty. 
[Al 

1,000 

Units 
I BI 

Apps. 

Cost Per App. 
(lnsp. by PM) 

I c I 
$9,696.00 

Cost Per App. 
(lnsp. by Mun.) 

ID I 
$8,548.00 

Total Cost 
[ E=A/2x(C+D) ] 

$9,122,000.00 

1 Note 3 of the Cost Form included with the BAFOs reads: "/3) Based on the number of Proposer.; finally awarded through 
this RFP, contracts might be signed for quantities ·of applications, and therefore per-unit tasks, lower than those stated in 
this Cost Form. Regaldless of the quantity of opplicotions included in the controct, the unit prices will not be altered in the 
contract's compensation schedule." 
2 Note 9 of the Cost Form in duded with the BAFO reads: "/9) The Appraisal of Home Market Value will be required for most, 
but _not necessarily on, appllcations of the Home Repair, Reconstruction; or Relocation Program. Program Manager does 
not require approval from PRDOH to perform the Appraisal of Home Market. Value task for any application. Nonetheless, 
the PRDOH will not pay for an .Appraisal of Home Market that was not considered necessary. Gujdefines on When the 
Appraisal of Home Market Value task may be omitted for an application will be established in thie Program's standard 
Operating Procedures. The PRDOH estimates at 4,800 the overall quantity of Appraisals of Home Market Value to be 
performed for the entire Home Repair, Reconstruction, or Relocation Program. For details regarding what the tosk entails 
refer to the Scope of Work." 
3 Note 10of the Cost Form induded wilh the BAFOreads: "/10/ Intake Centers, in order to be set-up by the Proposer, must 
first be approved by the PRDOH through a Request for Approval /RFA) where the details and need for the centers shall be 
specified on a case by case basis. The PR DOH esffmates that Intake Centers might be required for the first two /2) years of 
services. Overall, the PRDOH estimates to put in place around 40 Intake Centers around the island ,for the Home Repail 
Reconstruction, or Relocation Program. For details regarding what the task entails refer to the Scope of Work." 
' Note 11 of the Cost Form included with the BAFO reads: "/11/ Quantities stated in notes 9 and 10 above are for the 
entirety of the Program. Therefore, the amount of the allowance and the potential quantity that the Proposer might be 
able to perform for these tasks will be dependent on the final number of Proposers that might be awarded through the 
RFP." 

J.-J 
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TASK 

Applications l,001 to 3,000 

Applications > 3,000 

Total for R3 Applications 

Task 

R3 HQS Inspection 

Total for R3 HQS Inspections 

Task 

Appraisal of Market Value 

Intake Centers 

Total for Addttional Services 

Total Contract Amount 

500 Apps. 

0 Apps. 

1,500 Apps. 

Qty. Untts 
IA] [BJ 
500 

Qty. 
r A J 

1,200 

360 

Each 

Untts 
I BJ 

Each 

Months 

$9,502.08 

$9,405.12 

$8,377.04 

$8,291.56 

Unit Cost 
I c J 

$600.00 

Unit Cost 
IC J 

$575.00 

$3,909.68 

'' --··- .,,, __ . 

AWARDED COST 

$4,469,780.00 

$0.00 

$13,591,780.00 

Total Cost 
I D=AxCJ 

$300,000.00 

$300,000.00 

Total Cost 
I D-Axc J 

$690,000.00 

$1,407,484.80 

$2,097,484.80 
•• •• .,.,, ••.• C.cc,••,s 

$22,280, 143.65 

• An award to ICF Incorporated, LLC for a total amount of $25,054,079.92 and a 3-
year term for Program Management Services under CD BG-DR distributed as shown 
in the following table. 

Table 4: Summary of Award to ICF Incorporated, LLC 

TASK AWARDED COST 

[~~/i)G~MY~N~GEMENT?~NDfADMf~(sj:it;xl'(),~!s:,\",;i'ii,~i','?F'J:~!;~% ti!,i;l'ff~i1~;fil;:~!K'~~[~:'~]'f;,l),;g;·,,mi;,:;:ps:",.}1 
Maximum Monthly Cost $316,510.47 

Total for 3-Years of Service [36 Months) $11,394,376.92 

Range of Applications Qty. Units 
I A I I BI 

Cost Per App. Cost Per App. Total Cost {lnsp. by PM) (lnsp. by Mun.) 
I E=A/2x(C+DJ I r c J [DI 

Applications l to 1,000 1,000 Apps. $10,663.81 $8,013.13 $9,338,470.00 

Applications l,001 to 3,000 500 Apps. $7,067.16 $5,043.20 $3,027,590.00 

Applications > 3,000 0 Apps. $6,483.24 $4,701.84 $0.00 

1,500 Apps. Total for R3 Applications $1~,366,060.00 

tR3~'.ijQS11NSP:1:CliJEJ~.ss-:~- ::;~:-~:1~~:~~;y~r'.~l~mr~~i~;~~~~~~;-~flt~'Il: ;;:D,~~;}tEr~:;~;~,(:'.;fJ.~it~~~~~;2~~if!~~~~ijfu~~5lli~.~:;.~w;1i'.i~lliti;i'lB~~J.:µ~i~7f~I~;~ 
Task 

R3 HQS Inspection 

Total for R3 HQS Inspections 

Task 

Appraisal of Market Value 

Qty. 
[ A) 
500 

Units 
I BI 

Each 

Qty. Untts 
[A] [BJ 

1,200 Each 

Unit Cost 
IC I 

$614.75 

Unit Cost 
r c 1 

$481.93 

Total Cost 
[ D-AxC] 

$307 ;37 5.00 

$307,375.00 

Total Cost 
[ D=AxC] 

$578,316.00 

rj.J 
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TASK AWARDED COST 

Intake Centers 360 Months $1,133.20 $407,952.00 

Total for Addltional Services $986,268.00 

Total Contract Amount $25,054,079.92 

• An award to Alliance for the Recovery of Puerto Rico for a total amount of 
$22,693,267.78 and a 3-year term for Program Management Services under CDBG­
DR distributed as shown in the following table. 

Table 5: Summary ot Award to Alliance for the Recovery of Puerto Rico 
TASK AWARDED COST 

Maximum Monthly Cost $245,790.71 

Total tor 3-Years ot Service (36 Months) $8.848,465.38 

Range of Applications 

Applications l to 1,000 

Applications I ,001 to 3,000 

Applications> 3,000 

Total for R3 Appllcatlons 

Task 

R3 HQS Inspection 

Total for R3 HQS Inspections 

Qty. 
I A I 

1,000 

500 

0 

1,500 

Qty. 
I A I 
500 

Units 
I BI 

Apps. 

Apps. 

Apps. 

Apps. 

Units 
I BI 

Each 

Cost Per App. 
(lnsp. by PM) 

[CJ 
$10,100.00 

$9,197.50 

$8,210.00 

Cost Per App. 
(lnsp. by Mun.; 

[DI 
$7,220.00 

$6,617.50 

$5,790.00 

Unit Cost 
[CI 

$600.54 

Total Cost 
I E=A/2x(C+D) ] 

$8,660,000.00 

$3,953,750.00 

$0.00 

$12,613,750.00 

Total Cost 
[ D=AxC] 

$300,270.00 

$300,270.00 

~[[QII~i:™1~$.l!Y(~:~~~l~.}M:1f~S@t~t]:}~Jl1ii~~~l{f;f,tt¥1Vfi\r;~;~;t~i::jfi}Sl11~~)i~::~l,ii\\rfjtlt~~;;?ft~imt.(1l:&ti?1j~llt~~f~J~;-~)~~{ 
Qty. Units Unit Cost Total Cost 
[AI I B I [ CI [ D=AxCJ 

Task 

Appraisal of Market Value 1.200 Each $424.85 $509,820.00 
Intake Centers 360 Months $1. 169.34 $420,962.40 

Total for Addltional Services $930,782.40 

Total Contract Amount $22,693,267.78 

• An award to AECOM Technical Services, Inc. for a total amount of $22,384,943.00 
and a 3-year term for Program Management Services under CD BG-DR distributed 
as shown in the following table. 

Table 6: Summary ot Award to AECOM Technical Services, Inc. 
TASK AWARDED COST 

t.~~q~~tMk{~~:~M~~NJi~:~~t~QMJti(~]~i,~:~~~t1:~:i_~l~~11irG~;(;~~{~1~;~ ~~~m::;~;::ffaJ~~~:Jf~~'.;J~i:~;~~~ff:'.;::rW'.f¥.1i\!A~~;nm~~~H1 
Maximum Monthly Cost $370,743.00 
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TASK AWARDED COST 

Total for 3-Years of Service (36 Months) $13,346,748.00 

~~iji~i~(Q!AI!P.~§J;@;i~J.ij.t;):I(~-1;Sq]iirn?:t~;t'.-ti fH:;JtliffH~('.:J?lf~ft:['.Ji!f:? CJt:{_;~1~1jJ~'.\\?f&2~J;)t7 ':J::?:;1::;::::);-:1E~l!It:~:;-;:;t~~ 
Range of Applications 

Applications 1 to 1,000 

Applications 1,001 to 3,000 

Applications> 3,000 

Total for R3 Applications 

Task 

R3 HQS Inspection 

Total for R3 HQS Inspections 

Task 

Appraisal of Market Value 

Intake Centers 

Total for Additional Services 

Total Contract Amount 

Qty. 
[Al 

1,000 

500 

0 

1,500 

Qty. 
I A I 
500 

Units 
I Bl 

Apps. 

Apps. 

Apps. 

Apps. 

Units 
I BI 

Each 

Qty. Units 
[A) [BJ 

1,200 Each 

360 Months 

Cost Per App. 
(lnsp. by PM) 

IC I 
$5,413.52 

$5,142.85 

$4,885.68 

Cost Per App. 
(Jnsp. by Mun.) 

ID I 
$4,190.24 

$3,980.77 

$3,781.72 

Unit Cost 
[CI 

$500.18 

Unit Cost 
IC I 

$525.00 

$2,987.00 

Total Cost 
[ E=A/2x(C+D)] 

$4,801,880.00 

$2,280,895.00 

$0.00 

Total Cost 
[ D=AxCJ 

$250,090.00 

$250,090.00 

Total Cost 
[ D=AxC) 

$630,000.00 

$1,075,320.00 

$1,705,320.00 

$22,384, 943.00 

The list of Proposers, which is attached hereto and made an integral part hereof as Exhibit 
Ill, details the names, addresses, and contact information of all Proposers that submitted 
a Proposal in response to the R FP. 

Any person, party, or entity that considers itself having been adversely affected by an 
award determination of the Bid Board made under the pro.Visions of the CDBG-DR 
Manual, may file a petition for rec.onsideration with the PRDOH Bid Review Board t 
(Request for Reconsideration] within 20 days from the date on which a copy of the Notice ;-
of Award was duly notified in accordance with Section 3.19 of Act 38-2017, as amended, \ii 
Uniform Administrative Procedure Act of the Government of Puerto Rico. Simultaneously, 
with the filing of the Request for Reconsideration, said person, party, or entity shall submit 
a copy of the Request to all the parties in the procedure and to the PRDOH. The Review 
Board shall consider the motion for reconsideration within thirty (30] calendar days from 
the date of filing thereof, which term the Review Board may extend once for just cause 
for an additional period of fifteen ( 15) calendar days. J. 0 
If the Review Board issues a decision on the motion for reconsideration, the term to file a 
request for judicial review before the Court of Appeals will begin as of the date of deposit 
of a copy of the corresponding notice with the U.S. Postal Service. If the Review Board 
does not issue a decision on the motion for reconsideration within the term allowed by 
law, the motion will be deemed denied as of right, and the term to file a request for 
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' judicial review will begin to run as of the date thereof, as provided in Section 3.19 of Act 
38-2017. 

An original and two copies of the motion for reconsideration shall be filed to the Secretary 
of the Review Board, and a copy thereof shall be filed with the Bid Board. 

Any Respondent that considers itself adversely affected by this Notice or the 
determination of the Review Board on a request for reconsideration, may file a request 
for judicial review before the Court of Appeals within twenty (20) calendar days from the 
date of deposit of the corresponding notice with the U.S. Postal Service, or within twenty 
(20) days from the date of expiration of the term, hence deemed denied as of right, set 
forth in Section 4.2 of Act 38-2017. 

This Award Notice does not represent a contract or constitute a contractual relationship 
between the PR DOH and your firm. 

Sincer ly, 

· vv1,1/~2., 
G. R;~-Maldonado, Esq. 

DR Procurement Director 

Attachments 

cc. 
Mrs. Luz M. Acevedo-Pellot, PE, Chairman 
Ms. Niurka E. Rivera-Rivera, Member 
Mr. Omar Figueroa-Vazquez, Esq. 
Mr. Jose Torres-Echevarria, Member 
Adalgisa Polanco, Secretary ;/, 

I hereby certify that this Notice of Award was delivered to all Proposers listed in Exhibit Ill. ~ f 
Receipt Number: _______ _ 

J,() 
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Date: May 28, 2019 

BID BOARD 

Request for Proposals 
Program Management Services 

CDBG-DR-RFP-2018-04 

RESOLUTION OF AWARD 

Exhibit I 

Time: 3:12pm 

The Bid Board of the Puerto Rico Department of Housing (the "Board") with quorum duly 
constituted, pursuant Article II, Section 1 ( e) of the Regulation No. 907 5 of February 26, 2019, 
Procurement Manual and Contractual Requirements for CDBG-DR (Regulation 9075), upon 
evaluation of the recommendation issued by the CDBG-DR Procurement Office regarding the 
process for the Program Management Services under the Request for Proposals No. CDBG-DR­
RFP-2018-04 (RFP-2018-04), including the Evaluation Committee Report dated April 29, 2019, has 
decided to award the RFP-2018-04 to the following Proposers: (i) Innovative Emergency 
Management, Inc. for the total amount of $22,280,143.65 and a 3-year term; (ii) ICF 
Incorporated, LLC for the total amount of $25,054,079.92 and a 3-year term; (iii) Alliance for the 
Recovery of Puerto Rico SRL for the total amount of $22,693,267.78 and a 3 year term; and (iv) 
AECOM Technical Services, Inc. for the total amount of $22,384,943.00 and a 3 year term. All 
Proposers demonstrated through their Proposals that they understand the PRDOH objectives for 
the services after the evaluation of the work approach requirements set forth in the RFP-2018-
04. 

This RFP process was conducted after the Bid Board evaluation of the Statements of 
Qualifications (SOQ) and selection of the abovementioned qualified firms pursuant the 
requirements under the Request for Qualifications for Program Management Services No. 
CDBG-DR-RFP-2018-01 on September 26, 2018. 

On October 10, 2018, the PRDOH issued the Request for Proposals No. CDBG-DR-RFP-2018-04 for #.; 
Program Management Services (the RFP). On November 14, 2018, the PRDOH Procurement \I 
Office received a total of four Proposals. An Evaluation Committee was appointed by the 
PRDOH to review, score, and make recommendations to the Bid Board. 

The Evaluation Committee performed an evaluation of the Proposals based on the criteria 
stated in the RFP. The following criteria were considered as part of the evaluation: 

• Mandatory Requirements (Pass/Fail) (Section 6.1 of the RFP) 
• Work Approach ( 100 points) (Section 6.3 of the RFP) 
• Cost Requirements (Section 7 of the RFP) 

Initial evaluation considered the Mandatory Requirements of the Proposals stated in Section 6.1 
of the RFP. Those Proposers whose Proposals met the Mandatory Requirements were evaluated 
by the Evaluation Committee for Work Approach and Cost Requirements. 

DEP,r,.fnMENTOF 

ij.J 
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The Proposers were scored using a Price Per Point methodology as required by Section 8.4 of 
the RFP to determine the Proposers whose Proposals are most advantageous to the PRDOH. The 
Evaluation Committee evaluated the Cost Proposals submitted by Proposers and combined the 
technical and economic aspects of the Proposals to determine the Proposers whose Proposals, 
conforming to the RFP, are most advantageous to the PRDOH. A summary of the results of the 
evaluation of each Proposal is shown in Table 1 below. 

Table 1: Summary of Proposals EvaluaHon 

Innovative Emergency Management, Inc. Pass 70.77 $98,738,532.00 $1,395,203.22 

ICF Incorporated, LLC Pass 99 .50 $58,383,009.68 $586,763.92 

Alliance for ihe Recovery of Puerto Rico Pass 77.83 $228,713,156.15 $2, 938,624.65 

AECOM Technical Services, Inc. Pass 76.83 $25,508,678.00 $332,014.55 

According to Regulation No. 9075 of February 26, 2019, the Procurement Manual and 
Contractual Requirements for CDBG-DR, prior to publishing the RFP, on September 5, 2018, the 
PRDOH prepared an Independent Cost Estimate (ICE) using market prices and past experience 
with this type of services in the amount of $134,700.480. Due to differences between the Unit 
Pricing of the ICE and the prices received from Proposers, as well as additions and modifications 
to tasks of the RFP during the Document Availability Period, on April 11, 2019 the ICE was revised 
to help evaluate offers. Pursuant to the revised ICE, the services were estimated in the amount 
of $104,159,480 and a revised Certification of Funds in this amount was issued by the Finance 
Department on May 20, 2019. The revised ICE is shown in Table 2. 

Table 2: Revised Independent Cost Estimate Dated April 11, 2019 

Program Management and Administration (4 PMs) 36 Month $1,291,680.00 $46,500,480.00 

R3 Complete Applications 6,000 EA $800.00 $4,800,000.00 

R3 Damage Assessments 6,000 EA $1,500.00 $9,000,000.00 
R3 Award Coordination 6,000 EA 

R3 Inspections & Payments requests (by PM) 12,000 EA 

R3 Inspections & Payments requests (by Municiparities) 12,000 EA 
R3 Application Closeout 6,000 EA 

$2,000.00 

"""""""' ~ $875.00 $10,500,000.00 t 
$300.00 $3,600,000.00 

$700.00 $4,200,000.00 
HER Complete Application 6,000 EA $250.00 $1,500,000.00 
HER Award Coordination 6,000 EA $300.00 $1,800,000.00 
HER Inspections and Payment Requests 6,000 EA $700.00 $4,200,000.00 
HER Applicaiion Closeout 6,000 EA $200.00 $1,200,000.00 
Appraisal of Home Market Value 4,800 EA $625.00 $3,000,000.00 
Intake Centers (Max. 40) 1,440 Months $1,100.00 $1,584,000.00 
R3 HQS Inspections 500 EA $550.00 $275,000.00 

Table 3 was developed to help the Evaluation Committee to compare the overall Cost 
Proposals submitted with the revised ICE. Table 3 also considers the Program 

DEPAIITM.ENT OF 

J.J 
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Management and Administration task for a single Program Manager with a unit price of 
$322,920.00. The RFP only requested unit pricing from Proposers for the Appraisal of Home 
Market Value and Intake Center tasks. The PRDOH would establish the amount for the 
allowances upon the RFP's award. Therefore, these tasks are not a part of the Proposers' overall 
Proposal Cost. 

Program Management and Administration (1 PM) 36 Month $322,920.00 $11,625,120.00 

R3 Complete Applications 6,000 EA $800.00 $4,800,000.00 

R3 Damage Assessments 6,000 EA $1,500.00 $9,000,000,00 

R3 Award Coordination 6,000 EA $2,000.00 $12,000,000.00 
R3 Inspections & Payments (by PM) 12,000 EA $875,00 $10,500,000,00 

R3 Inspections & Payments (by Municiparities) 12,000 EA $300,00 $3,600,000,00 

R3 Application Closeout 6,000 EA $700,00 $4,200,000,00 

HER Complete Application 6,000 EA $250.00 $1,500,000,00 
HER Award Coordination 6,000 EA $300.00 $1,800,000.00 

HER Inspections and Payment Requests 6,000 EA $700.00 $4,200,000,00 
HER Application Closeout 6,000 EA $200,00 $1,200,000.00 

Appraisal of Home Market Value /No Qty. in Cost Proposo~J 0 EA $625,00 $0.00 
Intake Centers /No Qty. in Casi Proposal) 0 Months $1,100.00 $0,00 
R3 HQS Inspections $275,000.00 

c-.,:·_.,..,. "t•,,', ,.,;.,,,:".,---,,,, ____ ._, 

•·- •• $&:4;7'.QO;TJ!Q,RD, 

A recommendation of the area of some changes were made in the Scope of Work of the 
Program Management Services. Accordingly, requested the following changes to the Scope of 
Work of the Program Management Services: (i) remove all tasks under the RFP related to the 
HER Program as this program suffered changes in the substantial amendment to the Action Plan 
and is beyond the Scope of Work for the Program Management Services, The Substantial 
Amendment to the Action Plan was approved by the U.S. Department of Housing and Urban 
Development [HUD) on February 28, 2019. 

The Procurement Office sent letters to all Proposers to revise their Cost Proposals. The revised i ( 
Cost Proposals would be considered the Proposers' Best and Final Offers (BAFO). The"(1'>, 
Procurement Office received the BAFOs from all Proposers, as well as detailed cost breakdowns 
of the costs assumed in their unit pricing. 

Since the Public Relations Coordinator and the Community Coordinator positions where 
removed from the Scope of Work, the Program Management and Administration task was ,J. () 
modified to a monthly cost of $275,310.00 for a single Program Manager. Also, all the Home 
Energy Resilience Program tasks where removed from the Scope of Work. Table 4 was 
developed to compare the overall Cost revised Proposals submitted with the ICE, 

606 Barbosa Avenue, Building Juan C. Cordero Davila, Rio Piedras, PR 00918 I P.O. Box 21365 San Juan, PR 00928-1365 
Tel: (787)274-2527 I www.vivienda.pr,gov 
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Program Management and Administration (l PM) 

R3 Complete Applications 

R3 Damage Assessments 

R3 Award Coordination 

R3 Inspections & Payments (by PM) 

R3 Inspections & Payments (by Municipalities) 

R3 Application Closeout 

HER Complete Application 

HER Award Coordination 

HER Inspections and Payment Requests 

HER Application Closeout 

Appraisal of Home Markel Value (No Qty. in Cost Propose~} 

Intake Centers (No Qty. in Cost Proposal] 

R3 HQS Inspections 

Git/ 
36 

6,000 

6,000 

6,000 

12,000 

12,000 

6,000 

0 

0 

0 

0 

0 

0 

500 

Exhibit I 

Curiits-•--•-: 

Month $275,310.00 $9,911,160.00 

EA $800.00 $4,800,000.00 

EA $1,500.00 $9,000,000.00 

EA $2,000.00 $12,000,000.00 

EA $875.00 $10,500,000.00 

EA $300.00 $3,600,000.00 

EA $700.00 $4,200,000.00 

EA $250.00 . $0.00 

EA $300.00 $0.00 

EA $700.00 $0.00 

EA $200.00 $0.00 

EA $625.00 $0.00 

Months $0.00 

EA $275,000.00 
r ,,_'-,,.'°:• 

(.\;,{,· ~4.~~il1tli-li\>; 

After reviewing, the revised Cost Proposals received and their cost breakdowns the 
Procurement Office came to the conclusions shown in Table 5 regarding cost reasonableness. 

Program Management and Adm. (base of $275,310/month) R R R 
R3 Cost per App. (Inspections by PM) (base of $8,500) R H L 
R3 Cost per App. (Inspections by Mun.) (base of $6,200) H R H L 
Appraisal of Home Markel Value (base of $625) R R L L 
Intake Centers (base of $1,100) H R R H 
Appraisal of Home Market Value (base of $625) R R R L 

Legend: L = Low I R = Reasonable I H = High 

The Procurement Office sent a letter to all Proposers inviting them to individual meetings to be 
held at the PRDOH Headquarters for the understanding of PM Services proposals of each 
proposers as per requested. 

Following the meetings, the Procurement Office requested a second BAFO from all Proposers. 

At the date and time established for the submission of the BAFOs, the Procurement Office 
received responses from all Proposers. Table 6 shows a comparison of the overall Cost Proposals 
submitted by the Proposers with the amounts of Table 4 

Dlii:PJIF11MENTOF 

0.0 

606 Barbosa Avenue, Building Juan C. Cordero Davila, Rfo Piedras, PR 00918 I P.O. Box 21365 San Juan, PR 00928-1365 
Tel: (787)274-2527 I www.vivienda.pr.gov HOUSING - .......... _,, 



f i GOVERNMENT OF PUEITTO RICO 
• .. ~°'P1,1' Exhibit I 

~ ? Department of Housing 
o{j o • *, 

IEM $60,137,018.85 +10.8% 

ICF $49,928,202.00 
$54,286,160.00 $ 

Alliance 54,325,588.38 

AECOM $40,523,400.00 

With the final Cost Proposals received, the scoring of the Proposals according 
requirements is shown in Table 7. 

IEM $60,137,018.85 $849,752.99 

ICF $49,928,202.00 $501,790.97 

Alliance 77.83 $54,325,588.38 $698,003.19 

AECOM 76.83 $40,523,400.00 $527,442.41 

-8.0% 

+0.1% 

-25.4% 

to the RFP 

Yes 

Yes 

Yes 

Yes 

Given everything discussed, the Evaluation Committee's recommendation, the BAFOs 
received, and pursuant to the terms of the RFP, the Procurement Office recommend that 
awards be issued to all Proposers of the RFP. The Procurement Office also recommend that such 
awards be for a quantity of 1,500 applications of the Home Repair, Reconstruction, or Relocation 
Program. This splits the estimated workload evenly amongst the awarded Proposers in 
accordance with the terms of the RFP. The Procurement Office also recommend that the 
awards include a quantity of 1,200. Appraisal of Home Market Value tasks and 360 monthly 
payments for Intake Centers to each Proposer as the allowance for these services. 

Program Management and Adm. (36 
months! 
R3 Cost per Applicafions{l st 1,000 and 
2nd 500 

R3 HQS Inspections (500 each) 

Intake Centers(360 monthly payments) & 
Appraisal of Home Market Value(l,200I 

$ 6,290,878.85 

$ 13,591,780.00 

$ 300,000.00 

12,366,060.00 

307,375.00 

986,268.00 

8,848,465.38 

12,613,750.00 

300,270.00 

13,346,7 -48.00 

7,082,785.00 

$ 
250,090.00 

All Proposers are responsive and responsible after consideration of the RFP requirements and v-0 
their Proposals. All Proposers demonstrated through their Proposals that they understand the 
PRDOH objectives for the services after the evaluation of the work approach requirements in 
the RFP. The Procurement Office searched the System for Award Management [SAM) and 
confirmed Proposers'm 
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eligibility. The Limited Denial of Participation [LDP), HUD Funding Disqualifications and Voluntary 
Abstention List as of May 23, 2019 was also searched to confirm that Proposers are not under a 
HUD imposed LDP. 

The awards hereby issued add up to a total of $92,412,434.35. This amount is lower than the total 
funds certified for the services under the Home Repair, Reconstruction, or Relocation Program 
on May 20, 2019 of $95,459,480.00 ($90,686,506 under activity no. R0l H07RRR-DOH-LMI and 
$4,772,974 under activity no. R0l H07RRR-DOH-UN). 

The Bid Board Resolution shall be notified to all persons or legal entities who submitted Proposals 
in response to the RFP-2018-04. The Award Notice shall indicate that any person, party or entity 
that considers itself having been adversely affected by an award determination of the Bid 
Board made under the provisions of the Regulation 9075, may file a petition for reconsideration 
with the Bid Review Board (Request for Reconsideration) within 20 days from the date on which 
a copy of the Award Notice was duly notified in accordance with Section 3.19 of Act 38-2017, 
Uniform Administrative Procedures Act of the Government of Puerto Rico. Simultaneously, with 
the filing of the Request for Reconsideration, said person, party or entity shall submit a copy of 
the Request to all the parties in the procedure and to the Puerto Rico Department of Housing 
(PRDOH). Alternatively, a petition for review may be filed before the Court of Appeals of Puerto 
Rico. 

The mere presentation of a Request for Reconsideration will not have the effect of halting the 
contested award. The Bid Review Board may or may not consider the Request for 
Reconsideration. The terms in relation to this action or lack of action, as well as its Judicial review, 
if any, shall be those established in Act 38-2017, supra. 

Signed by: 

Ms. Luz M. Acevedo Pellot, P.E. 
Chairman 

Ms. Niurka E. Rivera Rivera 

Mr. Joel Ayala Martinez 

Mr. Jose Torres Echevarria 

Mr. Omar Figueroa Vazquez, Esq. 

(}:o~. 0 

1Jff=-
CERTIFICATION: I hereby certify that I have delivered the original of the Resolution to William G. 
Rios Maldonado, Esq., Procurement Director under CDBG-DR, on this 31 of May 2019. J.Q 

Q P2 "'-=~a Po;;nco Reyes 
Secretary, Bid Board 
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No. Proposer Name 
1 Innovative Emergency 

Management, Inc. 

2 ICF Incorporated, LLC 

3 Alliance for the 
Recovery of Puerto Rico 

4 AECOM Technical 
Services, Inc. 

EXHIBIT Ill 
LIST OF PROPOSERS 

Request for Proposals 
Program Management Services 

CDBG-DR-RFP-2018-04 

Address 
Mr. Brad Tiffee 
Innovative Emergency Management Inc. 
P.O. Box 110265 
Durham, NC 27709-5265 
brad.tiffee@iem.com 
Mrs. Dorothy A. Shields 
ICF Incorporated, LLC 
9300 Lee Highway 
Faifax, VA 22031 
dotti.shields@icf.com 
Mr. Raymundo Martfnez 
Alliance for the Recovery of Puerto Rico 
Rexco Industrial Park 
Edificio Santa Manna 2 #300 
Guaynabo, PR 00968-806 l 
ray.martinez@atkinsglobal.com 
Mr. Vahid Ownjazayen 
AECOM Technical Services, Inc. 
954 Ponce de Leon Avenue 
Miramar Center Plaza, Suite 300 
San Juan, PR 00907 
vahid.ownjazayen@aecom.com 

Telephone 
(225) 9 52-£229 

(703) 218-2580 

(787) 773-1849 

(703) 218-2580 
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AECOM 
November 14, 2018 

Rafael Vazquez-Muniz 

Procurement Area, Department of Housing 

606 Barbosa Ave., Juan C. Cordero Bldg. 9th Floor 

San Juan, PR 00918 

AECOM 
954 Ponce de Le6n Ave. 
Suite 300 
San Juan, Puerto Rico 00907 
T 1-787-723-3332 
www.aecom.com 

Re: Program Management Services Under the Community Development Block Grant-

Disaster Recovery, CDBG-DR-RFP-2018-04-Approach Proposal 

Dear Mr. Vazquez-Muniz: 

We thank the Puerto Rico Department of Housing (PRDOH) for this opportunity to submit our 

detailed approach to successfully deliver this critical program for the residents of Puerto Rico. 

Our proven approach was developed through decades of experience helping similar 

communities recover from billions of dollars in devastating impacts due to catastrophic natural 

events. Utilizing our full national and global expertise we have assembled a tremendous team of 

resources to be based locally in Puerto Rico, and we are ready to begin work immediately to 

get this critical support to the residents that need it most. 

Certainty of Execution - Intake to Closeout 

The AECOM approach to managing a recovery initiative of this scale is maintaining compliance 

with HUD Community Development Block Grant - Disaster Recovery (CDBG-DR) requirements 

while maximizing the benefit of available grant funding and minimizing the potential for 

repayment of federal funds due to non-compliance. Our proven approach will assist the PRDOH 

and the citizens of Puerto Rico make the most of this opportunity to drive resilient recovery 

throughout the island. 

As required by your Request for Proposals (RFP), we have included our Mandatory Requirements 

Proposal, Work Approach Proposal and Cost Proposal. In addition, our response has been 

prepared in accordance with Addendum l issued October 24, Addendum 2 issued October 31 and 

Addendum 3 issued November 7, 2018. 

This program is important to AECOM and our teaming partners. As a Chief Executive, I commit 

our firm to provide you with the resources and expertise to address the challenges facing Puerto 

Rico. As a local firm, we're committed to the success of this program. We look forward to 

working with you and the people of Puerto Rico. 

Sincerely, 

~z7ef· 
Chief Executive, Emergency Response and Recovery 



Work Approach Proposal 

Request for Qualifications for Program Management Services 

under the Community Development Block Grant - Disaster Recovery 

CDBG-DR-RFP-2018-04 

AECOM Technical Services, Inc. 

954 Ponce de Le6n Avenue, Suite 300 

San Juan, Puerto Rico 00907 

Vahid Ownjazayeri 

Executive Vice President/ AECOM 

Tel: 617.371.4425 

Email: Vahid.Ownjazayeri@aecom.com 

November 14, 2018 

AS'COM Imagine it. 
Delivered. 



A ~,-AAA Imagine it. 
~\,,,Vlrl Delivered. 
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Request for Proposals 
Program Management Services 

Community Development Block Grant - Disaster Recovery 
CDBG-DR-RFP-2018-04 

(Revised for Addendum No. 3) 

Submitted Proposals shall incorporate the following documents in the order provided, the forms 
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•• Understanding of the Programs 

The AECOtvl team's experience implementing CDBG-DR funded recovery 
programs gives us capacity, insight and expertise that few other firms 

have~we are confident we are the right partner to assist PRDOH in 

getting maximum value for Puerto Rjgo 'fi.t)1jn the allotted timeframe. 

We Understand the Devastating 
Storm Impacts ... 
The 20 I 7 storm season brought devastation 

to Puerto Rico when both Hurricane Irma and 

Maria made landfall within two weeks of each 

other. Over 1 million homes were damaged 

and households left without power for an 

extended period of time. Recovery efforts 

have been further hampered by post-storm 

infrastructure damage, the varying geography 

of the island and distance from the continental 

U.S. 

The continued impact of the hurricanes and 

logistical constraints to recovery have been 

integrated into the AECOM team's Project 

Management and Operational Plan to ensure 

the effective delivery of PRDOH's programs 

and customer service to impacted residents. 

PRDOH Program Management Services under CD BG-DR 

We Understand Puerto Rico's 
Housing Needs ... 
The hurricanes hit Puerto Rico in an already 

struggling housing market which has continued 

to decline due to the impact of the storm. 

Foreclosures and demand for affordable 

housing options are at an all-time high. In 

addition, many storm damaged homes have 

been built using "info1mal construction" 

methods without proper permitting or 

construction materials on improperly deeded 

land. By understanding the current realities of 

island living in Puerto Rico, our approach has 

been developed to include: 

• Effective case management, comprehensive 

evaluation of recovery options, and timely 

referral of distressed applicants in need of 

AECOM Work Approach Proposal j 1 



HUD counseling services and/or title clear­

ance services as necessary. 

• Damage assessments reviewed by local 

licensed engineers and architects to proac­

tively identify structural issues and homes 

built using "informal construction" methods. 

• Maximized Section 3 opportunities 

to increase economic prospects for the 

impacted storm survivors and disadvantaged 

businesses during housing recovery 

activities. 

We will bring our expertise in navigating these 

challenges from similar AECOM programs in 

order to successfully deliver this program for 

PRDOH. 

We Understand Your Program 
Goals ... 

Puerto Rico has structured recovery programs 

that meet the immediate needs of the most 

vulnerable populations on the island by 

emphasizing housing programs that serve low­

to-moderate income households and prioritize 

elderly persons aged 65 and above. 

To meet these recovery goals, over $800 

million in CDBG-DR funding has been 

allocated to three housing initiatives that 

will serve approximately 6,000 households. 

These initiatives are: 1) Single Family Repair, 

Reconstruction or Relocation Program (R3); 

2) Housing Counseling; and 3) Home Energy 

Resilience (HER). 

2 I AECOM Work Approach PropOS.tl 

We Have the Right Approach ... 
The AECOM team has developed a customer 

service approach to support impacted 

residents - from application to close out. Our 

approach is designed to maximize assistance 

to applicants and offer a transparent and 

coordinated recovery. 

• CDBG-DR Project Management with 

Customer Service approach. 

• Effective case management that clearly 

outlines program options for applicants. 

• Accurate eligibility and benefit 

determinations that maximize available 

assistance. 

• Clear policies and processes to expedite 

applicant funding and community recovery. 

• Transparent tracking and reporting of 

program issues and outcomes. 

• Compliance with federal, state and local 

regulations. 

... and We Will Deliver 

• An Experienced Management Team who 

have demonstrated their ability to effectively 

deliver CD BG-DR recovery programs for 

previous disasters. 

• Streamlined Approaches designed to 

expedite recovery to Puerto Rico's citizens 

and communities. 

• Capacity to efficiently handle the volume 

and velocity of PRDOH's large-scale 

housing initiatives. 

CDBG-DR-RFP-2018-04 
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FJGURE J: PROGRAM ROADMAP 

Roadmap to a Successful Program 
TASKOO 
Go,o,J Prog,,m 
Mamgcmcnt and 
Administr:ltion 

TASK01 (A&B) 
RJIHER 
Complete 
Application 

TASK02 
R3D=,g, 

"""'"""' 
TASK 03 (A&B) 
R31HER 
A=d 
Coordination 

'D\SK04(A&B) 
R3/HER 
Pro,= 
Ins~ons and 
Pa}=tRcguests 

TASKOS(A&B) 
R3/HER -CJ"""' 

TASK06 
R3HQS 
Inspections 

~ 
Certainty of Execution: Intake to Closeout 

FASTSIARrfor Innovative, Advanced ,_., Best pnctices -~ Qualified 
quick Opel'3DOIW pnivm outreach l«lmoJogy and mviroomental for compliauce prousses Crom inspectors to 
mobiliution and lUldproofof ~"' professionals in and fraud mulriple =r= 
support ownership assessors for PR with HUD& mor1itoring CDBG-DR qualityb 

methods efJ"icienl, proven Tie.- 1 uperience progn.msin bftlldelivered ·- pas1Syun 

We are here now and ready to go. 

Prog,am ComplaiDt Anticipated. 
Compliance Prevention and Problems/ 

Our innovatrvc Resolution Propo,ai 

approach identifies Our :innovative Solutions 

and m.itigat,:s risks - Challenges such as 
toprogmm c:stablishes clear proof of own<!fSbip. 
compliance which requin:ment:s which applicant~ 
have the potential to will be broadcast labor comraccors, 
require the througltowc and quality of 
repaym=itof comm.unicarions -~ federal funds. This outrcacli plan to workmanship all 
is key to man:aging ensure eligible have the potential to 
a recovety initiative applicants are creme challenges. 
of this scale with properly informed. Proaccivdy 
multiple programs. We will provide addressing ~ of 
sub-recipients, Md «en1plaiy custOlller concern allows for 
contracted vendors service lhaJ: preemptive 
maoagmg separate proactivcly measures to be put 
yet critical internal addresses issues into place in order 
controls. that may arise. to m.inimi7.e or 

eliminate delays. 



FIGURE l: PROGRAM TASKS 
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THE ADVANTAGES OF THE AECOM TEAM 

An Experienced 
Management 
Team 

$10B 
in disaster recovery 
programs in past 
10 years 

Our PM Tim Hallinan and his team have 

managed billions of CD BG-DR dollars for 

multiple clients across the U.S. We have a 

comprehensive knowledge and understanding 

of not only the processes and procedures, but 

also your expectations of the program manager. 

Streamlined 
approaches and 
innovative 

solutions 

Best 
practices and 
valuable lessons 
learned to benefit 
PRDOH 

Our knowledge and lessons learned allow 

us to be proactive and reduce program risk 

and cost through proven solutions designed 

to address anticipated problems and provide 

opportunities to streamline and enhance the 

program. Our team has significant capacity 

in the region with the expertise to implement 

programs efficiently and effectively to meet 

established deadlines 

Capacity for 
quick start-up 
and full support 

500+ 
qualified staff 
and staff already 
deployed in region 

Our staff based in Puerto Rico and the 

mainland are immediately available to provide 

technical expertise and additional capacity 

necessary to respond rapidly. Our team is 

comprised of local AECOM staff and subcon­

sultant partners and other deployed resources 

PRDOH Program Management Services under CDBG-DR 

located in dozens of offices throughout the 

region. We have boots on the ground in the 

impacted areas and we can leverage these 

resources for a quick, efficient start-up. 

Confidence in 
trusted, proven 
partners 

l0+years 
of collaboration 
with local/specialist 
partners 

Our team has provided this exact scope of 

services for more than a decade, often in 

collaboration with our valued U.S. and Puerto 

Rico based teaming partners - Plexos; 

Winsor; Interlink; Alvarez, Diaz & Villalon. 

Our strong collaborative work history 

combined with our knowledge of best 

practices wilJ provide significant value in 

implementing this important program. 

55+ 
Serving Puerto Rico 
clients from our 
local offices 

Puerto Rico has been home to AECOM 

since the early 1960s. We are invested and 

personally committed to Puerto Rico and this 

program's success. We will ensure that the 

investment of federal funds remains on the 

island to be reinvested in the local economy. 

We also offer PRDOH world class capabilities 

and expertise through our global internal 

networks, which will provide invaluable 

lessons learned, training and knowledge 

transfer. 

Figures 1 and 2 show our proposed roadmap 

and task activities for the program. 
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fj Management Plan - Tasks and Deliverables 

With experience on the largest CDBG-DR housing recovery programs 
in U.S. history, drawing on lessons learned, expertise, capacity and 
some of the best solutions in the industry, our team will accomplish 
the project scope in accordance with your program requirements. 

AECOM's management strategy and 
approach are based on the following 
core principles: 

APathway 
t:i Recovery 

for program 

applicants through 

effective case 

management that clearly outlines 

program options and maximizes 

funding available for applicants 

through accurate eligibility and benefit 

determinations. 

Certainty of 
Execution 

through streamlined 

policies and 

processes, 

transparent tracking and reporting, 

and compliance with regulations-all 

focused on expediting applicant 

funding and community recovery. 

toCDBG-DR 

To implement our management strategy 
and ensure that our principles are at 
the core of our work, we have selected 
a highly qualified leadership team that 
more than meets PRDOH's criteria fo1· 
this program. 

Our proposed program manager - Tim Halli­
nan - is a certified program manager with 

23 years of experience in CD BG-DR housing 

programs and federal/state disaster programs. 

He has been working on major storm recov­

ery efforts since Hurricanes Katrina and Rita 

and has served as program manager for three 

previous CDBG-DR programs: New York City 

Build it Back, New York City Small Business 

Services, and Rebuild NC. In these programs, 

he has overseen the CD BG-DR application 

process for over 33,000 applicants. 

As the point of contact between PRDOH and 

our program management team, Tim will be 

accountable for the successful delivery of the 

three programs. He will be supported by the 

following managers, who will work together A Customer 
service 
a!Jproach 

with Tim to ensure the smooth performance of 
project management 

team: 
that focuses on unmet 

· needs and full-service • Jim Netterwald as Deputy PM, with 39 

support of our customers from 

application to close out. 

6 I AECOM Work Approach Proposal 

years of management experience. Jim served 

as program manager on a $2.SB Puerto Rico 

rail program. In this role, he managed 40 staff 

supporting PRHTA in the execution of 7 major 
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construction contracts. Additionally, he has 

provided construction management oversight 

on our Louisiana and USVI housing recovery 

programs. In Louisiana, Jim provided oversight 

for temporary repairs to approximately 11,000 

residences damaged by floods in the Baton 

Rouge area during August 2016. He oversaw 

assignments to 9 general contractors, coordi­

nated site visits and inspections, and tracked 

program performance metrics. In USVI, 

Jim served as superintendent for the $300M 

housing program designed to assist 15,000 

home owners with up to $25,000 in basic 

emergency repairs that will enable residents 

to return to or remain in their homes while 

permanent repairs are completed. 

• Luis Torres as Operations Manager, with 

more than 20 years experience in construc­

tion management, quality control, inspections 

and managing multidisciplinary projects. 

Luis has served as project director on several 

Puerto Rico Public Housing Projects ( over 800 

units). He was also project coordinator for the 

program and construction management for the 

design, rehabilitation, demolition and construc­

tion of new low-income housing (over 1,500 

houses) under the "Comunidades Especiales" 

Program by PRDOH. He is a registered PR 

Professional Engineer (#15932) and has been 

with AECOM for 14 years. 

• Kevin Hamby as Regulatory Compliance 

Manager, with 20+ years of housing legal 

counseling experience to the team. Kevin has 

worked on 6 recent CD BG-DR housing recov­

ery programs. As an attorney and counselor at 

law, he has provided comprehensive guidance 

to CDBG funded programs on Section 3, Fair 

Housing, Davis Bacon Laws, compliance with 

ADA and Section 504, Uniform Relocation 

Act, and HUD record keeping for both infra­

structure and housing programs. His expertise 

will allow the AECOM team to track and 

report on housing counseling agencies that are 

selected for funding under this Program. 

A leadership team that 
will deliver for PRDOH MANAGER )( tilfl 

TIM HALLINAN l ril 

PROGRAM •,·.}- --rill 23 years in federal contract 

mgmt; PM for 3 CDBG-DR 
recovery programs 

DEPUTY PROJECT 
MANAGER 
ITMNETIERWALD 

~' 

39 years in program management, 
including Louisiana & USVI 

Housing 
Bilingual, PR-licensed PE 

OPER-\TIONS 
MANAGER 
LUIS TORRES, PE 

20+ years in construction mgmt., 
Project director on several PR 
Public Housing Projects 
PR licensed PE 

REGULATORY 
COMPLIANCE 
MANAGER 
KEVIN HAMBY 

20+ years in 

housing legal counseling 
6 recent CDBG-DR housing 
recovery programs 

The AECOM leadership team will provide PRDOH with the 
confidence that the program will stay focused, on schedule, with the 
goal of managing and exceeding expectations of applicants and the 
recovery of Puerto Rican communities. 
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~TASKOO 
~ GENERAL PROGRAM MANAGEMENT AND ADMINISTRATION 

Delivering a Program grounded in HUD policy, focused on the 
Puerto Rico Action Plan and high quality customer services 

We have established 6 critical phases that 

will be executed under this task in order to 

implement a compliant, efficient, and effective 

Program Management process. 

• Phase 1: Operational Plan 

• Phase II: Operational/Project Management 

Start-Up & Support 

• Phase III: Applicant Intake and Relations 

• Phase IV: Document Control and Manage­

ment 

• Phase V: Accounting & Reporting 

• Phase VI: Construction and Statutory 

Compliance 

Phase I: Operational Plan 

To execute and coordinate delivery of the 

PRDOH CD BG-DR program, the AECOM 

team will launch program management initia­

tives by developing an Operational Plan within 

10 days of contract execution. The contents 

of this plan will be based on our previous 

experience with successful CDBG-DR 

programs and will also be developed in coordi­

nation with PRDOH. At a minimum, the plan 

will include the following elements: 

• Organizational Structure, Onboarding, and 

Staffing Utilization Plan 

• Program Facility Plan and Operations 

• Mobilization Strategy 

• Project Work Plan (PWP)/Timeline and 

Benchmark/Performance Metric Monitoring 

8 I AECOM Work Approach Proposal 

Highlights 
=> Using similar operation plans, our team 

managed day-to-day operations for 

4 simultaneous CDBG-DR programs 

with over 50,000 applicants. 

=> The AECOM team has 500+ staff 
trained in federal accounting and 

reporting that has accounted for over 

$ I 5B in storm recovery federal funds 

bver the last l 5 years. 

• Contractual Deliverables List 

• Data Collection Records, Retention/ 

Document Management, Program Reporting 

• Quality Assurance/Quality Control (QA/QC) 

• Anti-Fraud, Waste and Abuse (AFWA) 

• Communications Plan and Outreach 

• Training Plan and Evaluation of Program 

Personnel 

Once complete, the Operational Plan will serve 

as a blueprint to launch program management 

activities and operations designed to fully 

support PRDOH in the implementation of the 

R3, Housing Counseling, and HER Programs. 

In addition, the plan will assist PRDOH in 

monitoring program performance based 

on the PWP and established benchmarks, and 

effectively manage expectations and communi­

cate with program applicants and stakeholders. 

CDBG-DR-RFP-2018-04 
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Phase II: Operational/Project 
Management Start-Up & Support 

In addition to the overall Operational Project 

Work Plan, we will work closely with PRDOH 

to establish a policy review board whose role 

is to advise the PRDOH and its contractors, 

where appropriate, on policy development and 

revisions to keep the Program Management 

Team(s) properly aligned with PRDOH direc­

tion on CD BG-DR regulation and preferred 

policy. 

Project Management and Operational 

Start-Up: Our goal will be to review exist­

ing or proposed PRDOH CDBG-DR program 

policy for compliance with required regula­

tory requirements. Initially, the review will be 

focused on the following: 

• Asset Management and Tracking 

• Financial Management Policies and Proce­

dures in compliance with 2 CFR Part 200 

• IT Acceptable Use and Personally Identifi­

able Information (Pll) Practices 

• Document Management/Records Retention 

• Appointment Scheduling for Applicants and 

Construction Monitoring Visits 

• Call Center Operations Planning 

• Section 504 Facility Review and Transition 

Plans (if necessary) 

• Continuity of Operations Plan (COOP)/ 

Disaster Recovery (DR) Plan for PMO and 

Facilities 

• Program Safety Plan 

• FHEO Policies and Procedures 

• Section 3 Plan 

• Subcontractor Compliance and Monitoring 

Plan 

Phase III: Applicant Intake and 
Relations 

The AECOM team will stand up a well-trained, 

local and multi-lingual core team within 2 

weeks of receiving program policies and 

procedures. We will provide a fully opera­

tional local call center and case management 

staff for intake and eligibility operations for 

the R3 and HER programs. We anticipate 

staffing the local call center with 6 customer 

service representatives trained in the program's 

policies and procedures. Based on demand, 

staffing will be adjusted. 

In addition, the FR Notice requires PRDOH 

to: 1) ensure the accessibility and privacy of 

individualized information for all applicants; 

2) indicate the frequency of applicant status 

The AECOM team: 

AECOM mObil ized. approximately _I 00 local staff.to 
enroll Some· 10,000 applicants in the USYI Prognim. 

PRDOH Program Management Senrices under CD BG-DR 

Successfully start-up activities for 25+ federally 
funded housing.programs following Katrina, 

. Ike, Sandy, Matthew, Harvey, Inna and Maria: 

+Mobilized applicant support staff iii less 
than 48 hours for each CDBG-DR program + Mobilize a full team within 2 weeks of 

·· ·. receipt of program policies and procedures; 

AECOMWorkApproachProposal I 9 

v-[) 



updates; and 3) identify the personnel or unit 

responsible for informing applicants of the 

status of recovery applications. To meet these 

requirements, we will develop an Appli­

cant Relations/Communications Plan and 

Outreach Strategy as pa1t of the initial PWP. 

The plan will be closely coordinated with 

PRDOH staff and will be designed to proac­

tively inform applicants of their status as 

their file progresses through the lifecycle of 

CDBG-DR programs. 

Procedures and methods of communica-

tions are typically coupled with performance 

measures to provide a climate in which 

communications related to application status 

are made in a timely manner by case manag­

ers or other program staff. Each method of 

communication is required to be evidenced 

in the communication log of the system of 

record coupled with the upload of letters 

and/or email, for program communications. 

Outreach Strategy: The outreach strategy 

will outline the methods to increase partici­

pation rates and levels of assistance through: 

program website; written outreach materials; 

Call Center campaigns; community outreach 

initiatives and meetings; media press releases 

and coverage; and deployment of mobile 

intake units in areas that may be underserved. 

Methods to track and report outreach efforts 

and outcomes will also be included in the plan. 

AECOM team members have developed 

Applicant Relations and Communications 

Plans in NY, NJ, TX, USVI and NC. These 

plans have kept applicants informed of their 

status as their file progressed through the 

lifecycle of CD BG-DR program. 

10 I AECOM Work Approach Proposal 

I 

More than 300,000 applicants 
have benefited from these efficient and 

transparent communication methods. 

Written Appeals Procedures and Notifica­

tion Process: HUD requires that applicants are 

provided with a written appeals policy at 

application intake as evidenced by a signed 

receipt. Prior to the launch of applicant intake, 

we will obtain PRDOH approval of our SOPs 

related to your Appeals Policy. The Appeals 

Policy will be provided to applicants during 

the intake process. All applicant appeals must 

be documented in a centralized log/repository 

for each program with a written response 

provided via regular mail within 15 days. 

Program Accessibility: To achieve compli­

ance with Section 504 requirements, all 

program activities must be accessible to 

applicants regardless of disability and 

individuals with Limited English Proficiency 

(LEP). This section of the plan will outline 

protocols and procedures to provide accessi­

bility to disabled applicants and eliminate any 

language barriers that may exist. The AECOM 

team will also identify a Section 504 coordi­

nator for the evaluation of program facilities, 

accessibility of program operations and special 

needs requests. 

CDBG-DR-RFP-2018-04 
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Phase IV: Document Control and 
Management 

The AECOM team has developed methods 

and SOPs for maintaining both digital and 

hard copy files of grant-related activities on 

multibillion-dollar programs in many states, 

including Hurricane Katrina/Rita recov­

ery, the largest CD BG-DR funded housing 

program in U.S. history. 

Our CD BG-DR records retention policies 

are designed to meet federal as well as state/ 

territorial records management and retention 

policies and protocols. They will be custom­

ized to meet PRDOH's needs in conjunction 

with any federal requirements. 

Working with PRDOH, we will customize 

document management/records retention 

SOPs in accordance with program policies that 

will facilitate: 

• Uniform implementation of records reten­

tion policies that are compliant with federal 

and state/territorial regulatory requirements. 

identifying appropriate methods of storage 

(physical vs. electronic) and clear delineation 

of required documentation that comprises 

an applicant's "file" to be collected by case 

managers, program vendors, subrecipients. 

• Set up and maintenance of files that 

can easily be disposed of based on HUD 

Handbook 2225 .6, Records Disposition 

Schedules and HUD Handbook 2228.2, 

General Records Schedules. 

• Appropriate retirement, preservation and 

transfer of records of permanent value to 

state/territorial archives or federal records 

center for permanent retention. 

• Appropriate disposal of records that are no 

longer needed. 

Phase V: Accounting & Reporting 

AECOM is ready to adapt our account-

ing and reporting systems to align with 

PRDOH's program policies and procedures. 

At a minimum, those processes will drive and/ 

or address the following: 

• Internal control systems will be put in place 

and regularly evaluated for compliance with 

HUD and PRDOH policies. 

• Internal procurement policies and procedures 

• Efficient, economical and effective 

management of program information and 

records, including creation, use, maintenance 

and disposition. 

• Consistent filing of CDBG-DR program 

records by standardizing document naming 

conventions, filing classification schemes, 

in compliance with 2 CFR Part 200 and terri- ,,{, ;' 

torial requirements. {J"' \I 

~ 

PRDOH Program t\,fanagement Servic~s umkr CD BG-DR 

The AECOM team: 
Over 1.5 million documents with 
private information protected. We created 

the records retention system for NYC Build it Back 

case management and are intimately familiar with 

HUD's expectation that each :file tells its own story. 

AECOMWorkApproacb Proposal I II 
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• Document retention processes to support 

accounting record entries. 

• Project costs are reasonable, allowable and 

auditable. 

• Draw down and disbursement procedures 

minimize the amount of time elapsed 

between the transfer of funds from the U.S. 

Treasury and disbursement by the Closing 

Agent. 

• Financial reports and statements are 

complete, current and reviewed periodically. 

• Reconciliation of federal funds is routinely 
conducted every quarter. 

• Audit Recommendation and Findings are 

proactively and appropriately resolved in a 

timely manner. 

Phase VI: Construction and Statutory 
Compliance 

The AECOM team will develop internal 

protocols to provide a compliant and forward 

moving construction process. QA/QC 

processes are at the center of our oversight 

and management plan. Examples of those 

internal protocols or processes are: 

• Construction monitoring checklists and 

protocols for evaluating construction activ­

ity in accordance with Minimum Program 

Standards (MPS). These checklists will be 

designed to accurately report the stages of 

construction, quality of work performed, 

percentage of completion and aging of 

applicant rehabilitation and reconstruction 

projects. 

• Construction Monitoring Protocols to allow 

for timely construction monitoring visits as 

construction is completed and requests for 

12 I AECOM Work Approach Proposal 

payment are submitted by program contrac­

tors. 

• Each program policy manual will outline the 

process of providing written notification to 

the applicants regarding construction warran­

ties within HUD prescribed timeframes and 

resolution of warranty issues within the 

warranty period. 

• Change order SOP to verify that project costs 

are necessary and reasonable, adequately 

documented, auditable, approved in advance, 

and included in grant award calculations. 

Assumptions for creation of our 
Operational Plan 

• The Operational Plan is to be based on the 

program described in the approved Action 

Plan for PRDOH and its Housing Program. 

• The PRDOH-provided data management 

system will be built in such a way that it 

allows for efficient processing of intake, 

streamlined data review, simple application 

searching, and pre-designed reports on key 

program metrics. 

• There will be an adequate number of 

applications submitted to keep the Program 

staff consistently utilized. 

• AECOM is responsible for safety of our 

employees. 

- To maximize project safety, the work 

week is assumed to be 6 days per week, 

Monday - Saturday. The work day will 

generally be 10 hours per day. A month 

is considered to be a four-week month. 

- First aid kits and personal protective equip­

ment for AECOM staff have been included. 

• The program management team anticipates 

the CDBG drop-out rate will be similar to 

CDBG-DR-RFP-2018-04 
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previous programs and is defined as the 

following: 

- Some of the customers that begin the appli­

cation process will not be deemed eligible 

because of programmatic restrictions or 

applicant decisions. 

- Some of eligible applicants will leave the 

program due to Duplication of Benefits 

issues or lack of agreement on proscribed 

Scope of Work. 

- Also, some of applicants that participate in 

Award Coordination will leave the program 

before Closeout because of construc-

tion issues or applicant decisions not to 

continue. 

'18 2019 

TASK00 
DELIVERABLES 

• Operational Plan 

The deliverables for 

this task are as 

follows: 

• Development of Policy Review Board 

• Operationalize Local Call Center 

• Applicant Relations/Communications Plan 

• Development of accounting and reporting 

system to document controls, applicant 

progress, and program financials. 

TASK00 
TIMEFRAME 

The general 

management and 

administration task 

1i ~~ will begin on Day 1 

and continue for the duration of the contract, as 

shown in the schedule below. 

2020 2021 
ND J FM AM J JASON DJ FM AM J JASON DJ FM AM J JASO ND 

The AECOM team will deliver programs grounded in 
HUD policy, focused on the Puerto Rico Action Plan and 

committed to high quality customer services. 

PRDOH Program Management Services under CD BG-DR AECOM Work Approach Proposal I 13 
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~ TASK 01 (A) 
~ COMPLETE APPLICATIONS OF THE R3 PROGRAM 

Focusing on customer experience and satisfaction with a talented, 
multilingual intake staff and HUD eligibility expertise 

Intake 

Our intake strategy is centered on our 

ability to get property owners to an 

eligibility determination as easily, quickly 

and effectively as possible. 

To reach ow- goal of quickly bringing appli­

cants to eligibility determination, ow-team will 

take applications for CD BG-DR assistance 

through multiple sources - the call center, 

in-person at intake centers which could be at 

municipal offices of the local government or 

at regional offices of the PRDOH, via the web 

and/or by mail. Ideally, the PRDOH-provided 

system will manage both in person or online 

applications and will assign applicants to case 

managers. 

The application is the first and most 

important step in the process and is the 

beginning of the relationship between the 

case manager and the applicant. Scripts for 

various types of conversations will be devel­

oped for use by case management staff at the 

intake centers. 

An application intake checklist will be used 

to guide the case manager through the intake 

process for each application accepted. 

The local call center will advise the applicant 

of the items on this checklist prior to the initial 

intake meeting so they can be fully prepared 

to complete the application with the fewest 

14 I AECOMWorkApproachPropos.al 

Highlights 

::::> Successfully managed the entire Intake 

process for nearly 30,000 applications as 

part of NYC Build It Back Program 

::::> Creation and deployment of mobile 

intake on previous programs 

::::> Multiple QA/QC layers to ensure 

completeness of the application 

::::> Subject matter expertise on policy and 

procedw-es 

touch points or interactions. Should the appli­

cant need to provide additional documentation, 

the case manager will set up a time to follow 

up prior to the end of each conversation or 

meeting. These details will be recorded in 

the PRDOH provided system. 

We employed a 

"boots on the 

ground" initiative 

in the Virgin 

Islands to aid 

"home bound" 

applicants with 

great success. 
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Intake/Eligibility Process 

As applications are received by the program, 

the AECOM team will work with PRDOH to 

identify methods to accelerate intake and 

eligibility processes based on best practices 

developed in response to previous disasters. 

The intake/eligibility process steps are shown 

in the figure below: 

• FIGURE 3: 
Case Manager responsibilities at 
time of application: 

rr~'!!I.'->,\ 1. Verifying 
Checking accuracy an~ completeness of 

application,. incJuding collection of required 

documentation to support eligibility review. 

2. Summarizing 
'1==---'"c-,1 Providing a summary of program 

to iipplicant. 

3. Analyzing 
Detailing the different solutions available. 

4. Responding 
Answering any questions posed. 

5. Explaining 
Making sure the applicant understands 

the 'process and the timeframes. 

6. ComD'.lunicating 
Identifying the best lines of communication 
between the applicant and the case manager. 

7. Logging 
Creating· an appliCant commW1ication log. 

Checklist for each application based on the 

information collected. The local call center will 

schedule an intake meeting with the applicant. 

This scheduling call will communicate to 

the applicant the required documentation 

that should be uploaded and/ or brought 

to the intake meeting ( citizenship, primary 

residency, homeowner's and flood insur­

ance, income tax documentation, etc.). The 

request for documents will be followed with 

an automated email (when possible) identi­

fying the required items. Intake documents, 

and required HUD notifications, ( consent 

and release, ROE form, eligibility and income 

certifications, etc.) are typically provided and 

submitted during the intake meeting. A house­

hold case record will also be developed to 

fully inform the case manager regarding the 

unmet needs of the applicant. AECOM will 

review each applicant's particular situation 

for the possibility of URA requirements and 

provide gnidance to PRDOH as necessary 

based on those reviews. The case manager 

will record URA requirements of each appli­

cant within the established system of record as 

applicable. 

Upon completion of the intake meeting the CM 

will provide a list of all outstanding documen­

tation to the applicant. 

Application Complete: Once all documents 

are complete and documents successfully 

scanned, named, tagged, uploaded and verified 

by the CM in the PRDOH-provided system, 
Intake: The case managers (CMs) will log in all the required data will be entered into the 

to the system each day and "check out" appli- system. The CM will move the application to 

cations that are assigned to them for process- the Quality Control (QC) Review step. 
ing. The CMs will complete an Intake Review 

PRDOH Program Management Services under CDBG-DR AECOMWorkApproachProposa.l] JS 



Quality Control Review: Applications that 

are in the QC review step will be assigned 

to individual reviewers in the system. QC 

reviewers will perform a review of all data and 

documentation for completeness. Once the 

QC review is complete, applications that pass 

the review will move to the Eligibility Review 

Step. Applications that fail will move back 

to the Intake process step and be assigned 

to the original CM so they can contact 

the applicant and inform them of missing 

documentation and/or data. 

Eligibility Review: Files that pass the QC 

Review step will be assigned to reviewers 

for an eligibility review in accordance with 

prescribed standards developed by PRDOH. 

Some of the sources of data that will be 

reviewed are shown in Table 1 (next page). 

If the application successfully passes the 

Eligibility Review, the application will move 

to the Initial Duplication of Benefits Review 

step, where it is assigned to a reviewer. 

If the Eligibility Review fails, the file will 

receive a second review to determine if unique 

circumstances are preventing the applicant 

from benefiting from the program. If this is the 

case, files may be presented to the PRDOH-Ied 

Eligibility and Exceptions Panel for review and 

consideration. Ineligible files not warranting a 

panel review will be identified and the appli­

cant will be notified that they are ineligible 

with a right to appeal the program decision. 

Information regarding ineligibility deter­

mination will be captured in the PRDOH 

provided system and will be accessible by 

the CMs and appeals team to assist with 

responding to appeals. 

161 AECOMWorkAppro.achPropos.al 

Duplication of Benefits (DOB) Review 

Files that pass the Eligibility Review process 

step will be passed to the DOB Team through 

the PRDOH system to determine if the appli­

cant received duplicative assistance from 

FEMA, SBA, NFIP or other sources such as 

homeowners insurance or assistance from 

Voluntary Organizations Active in Disaster 

(VOAD). Funds received by each applicant 

from other sources will be documented in 

the PRDOH provided system and used in the 

DOB calculation. A detailed description of 

the steps to finalize benefits determination 

is provided in our writeup for Task 03(A). 

Once through the DOB process step, our team 

will QC the file to verify that all documen­

tation is complete and DOB is calculated 

correctly. If the file passes the QC review, we 

will submit an eligibility package and recom­

mendation to PRDOH regarding the outcome 

of the file. Files approved as eligible by 

PRDOH will move to the Damage Assessment 

phase of the program. 

--". AECOM has scored an 
·-,I' "Outstanding" rating by 
95% of Program grant recipients. 
On the NYC Build It Back Program, 

we successfully integrated the counseling 

needs into the construction timeline to 

registrants 

100+ 
case managers 
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TABLE 1: Eligibility Reviews - Documentation Types and Verification Sources 

DOC TYPE DOC SOURCE VERlFICATION SOLRCE 

Identity U.S. passport, Driver's License, government 
issued ID 

Identity verification 

Ownership of property Dee~ property tax record, homeowners insurance 
Property title and encumbrance 
reports 

Wage statements, interest statements, and Employers, banks. the U.S. Social 
Security Administration and puublic 
assistance agencies 

Income 
____________ , __ 

' unemployment insurance statements, alimony, 
__________________ •. pension, social security,_ other retirement income 

- ·-·-····--, ... _ _, _____ ,,, .. ____ ---------

Curren.t OD Property Tax Property tax statement 
Municipal property tax records, real 
estate tax status ~ports 

Primary Residence ( or 
l'resenc!,' o;fYe"r-Ronnd 

.Rent~~t 

: Mortgage, lease documents, property tax state­
ments, income tax returns, utility invoices 

Municipa1/county property tax 
records, real estate tax status reports, 
credit check 

TASKOl(A) 
DELIVERABLES 

. c.~ .... ,,,, .. , .• ,,, 

Under this task we 

will produce the 

following deliverables 

for each application: 

• Complete and Signed Application 

• Complete Intake QA/QC Checklist 

• Set of Program Documents appropriate 

for each application 

• Initial DOB Review Checklist 

'18 2019 

TASKOl(A) 
TIMEFRAME 

The timeframe for this 

task, shown below, is 

based on the 

assumption that 

PRDOH will provide intake center space that 

has a public setting area, existing utility 

service, high speed internet connections, and 

adequate ventilation/air conditioning to ensure 

customer comfort during the application 

process. 

We anticipate an application can be completed 

within a 2-hour appointment. 

2020 2021 

N D J F M A M J J A S O N D J F M A M J J A S O N D J F M A M J J A S O N D 
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/S')i TASK 01 (B) 
~ COMPLETE APPLICATIONS OF THE HER PROGRAM 

Leveraging our intake protocols to assist the maximum number of 
Puerto Rico residents in accessing renewable energy sources 

to increase resilience to future power outages 

With the implementation of a Home Energy 

Resilience (HER) Program, applicants will go 

through a similar application process as that 

established for the R3 Program. The process 

will be combined with the R3 intake and 
eligibility process described in the previous 

task when applicants are applying for both 

withdrawal confinnation letters. Letters will 

include documents outlining appeals process. 

Eligible applicants will proceed to Task 03(B) 

HER Program Award Coordination Phase. 

TABLE 2: Eligibility Requirements 

========== --• iii·+ 
programs using the System of Record. Table Confirmed ~am~e tp property • 

• 

n/a 

2 outlines key eligibility requirements and 

differences in the two programs. 

Those applicants that are deemed eligible for 

the R3 Program will be eligible for the HER 

Program (but not all HER eligible applicants 

will be eligible for R3). Prioritization 

requirements vary slightly between the 

programs, so that applicants who are approved 

for the R3 program may not necessarily 

receive assistance from the HER program due 

to funding limitations. To minimize applicant 

inconvenience, we assume the system will be 

able to transfer R3 application data into the 

HER application to reduce duplicate data entry. 

We assume 70% of R3 applicants will also 

apply for HER. 

AECOM will submit complete HER eligibility 

packages to PRDOH for eligibility and award 

amounts determination. Within 7-15 days, 

PRDOH will notify AECOM of the eligibility 

determination for each property. For ineligi­

ble applicants, we will mail ineligibility or 

18 I AECOMWorkAppr02cb Proposal 

. ow,;.;:;,1;;,.;perty & 

,. 9~£~pied at.time of~~ . .: _ __:,_. 
n/a 

j>~My .. RC;i4~~~-·~-·-. 
· .O\.Vller· or_ Ren~r ____ ·.-. _______ ,,, -·---- ._. 

n/a • 

• 
. . . 

aefow 80% AMF1 • 

65 Yea.rs. Or _Olde! Priority Priority 

Lo_c~ted in'CO~uDify-~ijiO-Ut·· -
:_~lectrical ~::-w,-:;-:eccrcc·==----~--­

Eligible single-fumily slritc(tJre 

n/a Priority 

TASKOI(B) 
DELIVERABLES 

• n/a 

Under this task, the 

following deliverables 

will be produced: 

• Complete HER application 

• Eligibility checklist 

TASKOI(B) 
TIMEFRAME 

Because the HER 

eligibility and DOB 

requirements are less 

onerous than for the 

R3 program, it is expected that HER 

applications will be completed in less time 

than R3 applications. 

CDBG-DR-RFP-2018-04 
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~TASK02 
~ R3 DAMAGE ASSESSMENT 

Focusing on the primary mission of this program: 
Returning Applicants to their Homes 

The Damage Assessment phase of the R3 

program is the key step to assess and quantify 

sto1m related damages. The amount and 

type of applicant work to the home will also 

be evaluated and documented. All damage 

assessments will be certified by a licensed 

professional engineer or licensed architect in 

Puerto Rico. 

The AECOM team has conducted thousands 

of housing damage assessments in disaster 

stricken areas. We are well aware and well 

versed in the unique challenges in Puerto 

Rico, including cisterns and plumbing, 

interior finishes, construction techniques, 

building codes and other considerations. 

Our team member, Interlink, has a long 

history of development and construction 

in Puerto Rico over the past 40 years, 

including $1.SB in housing construction 

work. 

Assessment Package Preparation 

The damage assessment team will prepare the 

assessment package that includes floodplain 

~ 

Highlights • Our integrated tablet based damage 

assessment tools will enhance 

consistency and quality • Schedule coordination with 
•. · Environmental Consultant will minimize 

impact for homeowners 

determination, record of soil or water hazards 

near the home, potential for lead based materi­

als (pre-1978 construction) and other criteria. 

The damage assessment package is generated 

and prepopulated with relevant homeowner 

and property information, including the flood­

plain and environmental hazard information 

prepared by the damage assessment team. 

Once the package is complete, the application 

moves to the Damage Assessment Scheduling 

step. 

Damage Assessment Scheduling 

Foil owing Assessment Package Preparation, 

the application will be placed in the Damage 

Assessment Scheduling queue. The local 

call center will coordinate with homeowner 

~1 65,000+ damage assessments in remotely 
,....... -•. .·. . ' ' 

__::::; populated and urban areas . 

_ 5,700+ for the Katrina CDBG-DR Program ~- . = ,,-~ 14,000+ environmental review records 

PRDOH Program Man:igement Services under CD BG-DR AECOM Work Approach Proposal I 19 

l). 0 



and PRDOH's environmental consultant 

to coordinate the damage assessment 

and environmental site visit to minimize 

disturbance to the homeowners. The 

appointment will be scheduled within one 

week of the applicant being deemed eligible, 

or as soon after as practicable based on the 

homeowner and/or Environmental Consultant's 

availability. AECOM bas successfully 

deployed appointment scheduling software 

and/or used client-provided systems on 

other disaster recovery housing programs. 

Once the damage assessment has been 

scheduled, they will be dispatched to 

individual inspectors based on geographic 

location, routing between assessments, volwne 

of assessments in each inspector queue 

and other criteria to maximize inspection 

efficiencies and the number of assessments 

accomplished each day. 

Damage Assessment 

We have• 

perfected the 

damage 

assessment 

process, 

particularly in 

areas with limited 

communications, through advanced 

technology and season.ed damage assessors. 

For instance, the AECOM team damage 

assessors are currently using a robust 

damage assessment platform that uses 

technology similar to UPS and FedEx for 

dispatching work orders. 

20 I AECOM Work Approach Proposal 

With advanced technology 

and dispatched assess-

- ments loaded on the I inspector tablet devices, 
inspections can be accom­

plished in an "offiine" 
1 mode, with required 

information loaded 

directly on the device. 

This issue will be particularly important in 

remote areas where cell phone and internet 

coverage are limited. 

The inspection package for each house will 

include the following: 

• Damage estimate form with a "pick list" of 

required repair items with unit costs, and 

quantities to complete the program allowable 

repairs as shown in the RFP Attachment 2, 

Scope of Work 

• Tier 2 Environmental Checklist 

• Quantity and value of work performed by the 

applicant after the disaster 

• Affirmation of the home location on lot and 

GPS coordinates 

• Photographs 

• Notes 

• Sketches (when appropriate and helpful) 

• Any other surveys required by PRDOH 

• Signatures of the homeowner, damage 

assessment inspector and environmental 

inspector 

• Any additional documents requiring signature 

Once the damage assessment is complete 

and signatures are acquired on the tablet, the 

inspector will hit the submit button and, if 

CDBG-DR-RFP-2018-04 



connected to the internet or with cell cover­

age, the assessment package will be instantly 

uploaded. The application then will enter the 

Damage Assessment QA/QC Review workflow 

step. 

Damage Assessment QA/QC Review 

Once the damage assessment has been 

completed for an application, the application 

will be assigned to a Damage Assessment 

QA/QC reviewer. The QA/QC reviewer will 

examine the inspection and other relevant 

documents and data for accuracy, consistency 

with program guidelines, and other QA/QC 

parameters. Rejected assessments will be 

returned to the Damage Assessment queue. 

Passed assessments will result in the applica­

tion being moved to the Damage Assessment 

Report queue. 

Damage Assessment Report 

For damage assessments passing the QA/QC 

stage, a Damage Assessment Report will be 

automatically generated and will include: 

• Total cost of rehabilitation (pick list quanti­

ties and unit costs). 

• Value of work performed by applicant after 

the disaster. 

• Quantity take-offs and prices for all eligible 

items. 

• Photographs of structure and evidence of 

damage identified during assessment. 

• Conditions hindering rehabilitation or recon-

struction. 

The application will then be assigned to a 

licensed engineer or architect ("licensed 

reviewer"). Licensed reviewers can then 

review the entire application, including the 

Damage Assessment, Environmental Review, 

Damage Assessment Report and other criteria. 

Based on this review the licensed reviewer 

completes the Damage Assessment Report 

with a recommendation for rehabilitation, 

reconstruction or relocation, certification of 

the report, and signature with date. With the 

_ Damage Assessment Report complete, the 

application moves to the Pending PRDOH 

Approval. At its option, PRDOH can either log 

into their system to approve it or send back for 

revision. 

Once it is approved by PRDOH, the appli­

cation enters the Award Coordination Stage, 

where it is assigned to the award coordination 

team. 

W !~ In 2016, AECOM mobilized ateam to perform building assess-
. ~ . . ·~ ments damaged by Hurricane Matthew in Haiti. The assessment 

J teams responded quickly, beginning work the same day. 
·•· AE.COM received positive feedback from the client who stated: 

' ' We gave you .an impossible task- thanks for 
. · delivering. All of us at USAID appreciate your 

dedication and partnership on this. 
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TASK02 
DELIVERABLES 

The deliverables for 

this task are as 

• Damage Assessment Report certified by a 

Puerto Rico licensed professional engineer 
or architect 

TASK02 
TIMEFRAME 

~ 

The damage 

assessment schedule 

for individual eligible 

applications is 

expected to be completed within 2 weeks of 

approval of eligibility by PRDOH. The 

AECOM team will coordinate closely with 

PRDOH to minimize and document schedule 

impacts from: 

• Scheduling conflicts from PRDOH's 

Environmental Consultant 

• Homeowner availability 

'18 2019 

This timeframe also assumes that: 

• Homes are reasonably accessible by 2-wheel 

drive vehicles. 

• No environmental services are required 

under this program management contract. 

The PRDOH environmental contract will be 

responsible for any liability for pre-existing 

hazardous materials, mold, asbestos, 

lead-based paint or other environmental 

liability at the affected homes. 

• Should the municipality choose to conduct 

the progress inspections (Task 04(A2)), that 

they will be able to send someone to the 

initial damage inspection in a timeframe tat 

does not impact customer schedule (should 

the municipality choose to attend this 

assessment). 

2020 2021 
N D J F M A M J J A S O N D J F M A M J J A S O N D J F M A M l J A S O N D 

Focusing on timely, accurate damage assessments 
with the goal of returning app,icants to their homes. 

22 I AECOM Work Approach Proposal CDBG-DR-RFP-2018-04 
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~TASK03(A) 
~ R3 AWARD COORDINATION 

Verifying Received Benefits through Centralized Data Feeds in Order to 
Provide the Best Solution for the Applicant and the Program. 

Once PRDOH has made a final eligibility 

determination on an applicant's file, AECOM's 

program management team will ensure that all 

aspects of the damage assessment and environ­

mental review are properly incorporated into 

the scope of work and final award for the appli­

cant's home. Items to be reviewed for proper 

project scoping will include the following: 

• Tier II clearance was properly performed and 

matches the construction activity. 

• Additional Tier II mitigation measures 

(SHPO, Radon, etc.) and permitting require­

ments are clearly noted. 

• Property location in relation to high risk 

areas. 

• Lead Based Paint Interim Controls or Abate­

ment (if required). 

• Asbestos Removal and Disposal (ifrequired). 

• Green Building Standards (as required by 

Federal Register Volume 83, No. 28, Febru­

ary 9, 2018). 

Identified discrepancies or suggested "condi­

tional approval" will be identified prior to 

PRDOH approval. Once it has been deter­

mined that environmental requirements 

have been properly scoped, a final award 

calculation for the applicant's file will 

be prepared based on an updated DOB 

analysis conducted in accordance with the 

approved DOB SOPs. As a result, we will 

review to make sure: l) all duplicative as sis-

PRDOH Program Manageme11t Services under CD BG-DR 

Highlights 

• Our experience with DOB will reduce/ 

eliminate the chance of future claw 

back of funding. • Iiy maintaining contact with applicants 

through the process, our CMs will help 

reduce confusion and frustration. • Clear communication on scope of work 

will build homeowner trust. 

tance is deducted from the award calculation 

and/or scope of work, as necessary; 2) any 

amount of funding to be escrowed from the 

applicant is identified and properly calculated; 

and 3) scoped work does not exceed feasibility 

thresholds established for rehabilitation and 

reconstruction. 

Once the final project scope and award 

amount have been determined, the file will 

be forwarded to PRDOH for review and 

approval. Once approved, CMs will produce 

a Notice of Award Letter and meet with the 

applicant to review the following: 

• Program requirements included in the Grant 

and Subrogation Agreements. 

• Scope of work and environmental mitiga­

tion/remediation requirements (a copy of the 

LBP Risk Assessment will be provided to the 

applicant if not previously provided by the 

PRDOH environmental contractor). 
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• DOB analysis and any amount of funding to 

be provided by the applicant. 

• Relocation timeframes and requirements 

(URA requirements and notifications will 

also be discussed if the applicant has a tenant 

in occupancy). 

If the applicant accepts the scope of work and 

award calculation, the applicant's file will be 

assigned to a contractor and construction 

monitor and a pre-construction meeting will 

be scheduled. The pre-construction meeting 

will be held at the applicant's home and will 

include the assigned contractor and applicant. 

The purpose of this meeting is to: 

• Review the scope of work (and make 

revisions, if necessary). 

• Review Tier II environmental remediation 

requirements and permitting. 

• Discuss construction and temporary reloca­

tion timeframes. 

• Review construction monitoring require­

ments and timeframes. 

• Obtain contractor insurance and bonding 

documentation. 

• Discuss programmatic flood insurance 

requirements. 

As a result of the meeting, the agreed upon 

scope of work will be incorporated into the 

Grant Agreement and NTP unless changes 

to the scope require PRDOH approval. If 

there are no changes, the applicant will sign 

the Grant and Subrogation Agreements. The 

project management team will then issue the 

NTP and Work Order (WO) to the assigned 

contractor if all required insurance and 

bonding documentation has been submitted 

and approved. We will also coordinate 

the filing of any deed restrictions and/or 

covenants to see that they are recorded by the 

jurisdictional agency. Recorded instruments 

and recordation information will then 

be uploaded into the system provided by 

PRDOH. 

TASK03(A) 
DELIVERABLES 

The deliverables for 

this task are as 

follows: 

• Notice of Award Letters 

• Contractor Work Orders/Scope of Work 

• Notice to Proceed 

· TheAECOMTeam 

,, For the Louisiana Shelter at Home 

'. Program: 

> 21,515 applications 
processed 

. , 12,109 work orders 
1 issued for construction \). Q 
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~TASK03(B) 
~ HERAWARD COORDINATION 

We Will Calculate the Appropriate Awards for HER participants and 
Coordinate HER and R3 Participation to Minimize Applicant Inconvenience. 

Once PRDOH has made a final eligibility 

determination on an applicant's file as it relates 

to the HER Program, AECOM's program 

management team shall coordinate the 

award benefits with the applicant. For 

applicants who have been approved as part of 

both the R3 and HER programs, both awards 

will be coordinated to minimize construction 

impacts for the homeowner. Similar to the R3 

Program, the AECOM team will: 

• Finalize the benefit determination and verify 

DOB 

• Develop work order and scope 

• Adjust scope to address DOB 

• Submit final work order to PRDOH for 

approval 

• Issue award letters 

• Coordinate with applicant to get required 

signatures and documentation 

• Coordinate with installer/supplier and 

homeowner to schedule install date 

• Issue NTP to selected installer/supplier 

The HER Award Coordination process and the 

• While there will be a VOB/DOB review, 

since the HER program is focused on adding 

energy resilience components to the house, 

it is unlikely it would duplicate with any 

completed work. 

• For applicants only in the HER program, the 

construction impacts are unlikely to require 

tempora1y relocation to complete the work. 

• When appropriate for the specific scope, 

installers must meet Puerto Rico's solar 

certification requirements. 

TASK03(B) 
DELIVERABLES 

The deliverables for 

this task are as 

follows: 

R3 Award Coordination process (described • Notice of Award Letters 

under Task 03A) are nearly identical with some • Contractor Work Orders/Scope of Work 

minor differences, and they are: • Notice to Proceed· 

• No Environmental Coordination is required 

for properties that participate ONLY in the 

HER program. 
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TASK 03(A&B) 
TIMEFRAME 

Our timeframe shown 

below can be impacted 

by the following 

items: 

• Cbanges to the home design by the home 

owner, architect or permit agency after initial 

inspection or award coordination will require 

a project change order which could delay 

next steps. 

• The AECOM team will coordinate with the 

applicant/tenant to make sure they have been 

contacted by those responsible to perform 

relocation services (if needed). In the event 

the applicant/tenant has not been contacted, 

we will notify the responsible party, but this 

may extend the timeframe to complete the 

next steps. 

'18 2019 

• Any challenges in the construction contractor 

reviewing construction options with the 

homeowner will be noted by the AECOM 

team in the PRDOH system, along with 

confirmation that the meeting eventually 

takes place. These additional steps may 

extend the time taken to complete the next 

steps. 

2020 2021 
N D J F M A M J J A S O N D J F M A M J J A S O N D J F M A M J J A S O N D 
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~ TASK 04 (Al&A2) 
\I@) R3 PROGRESS INSPECTIONS AND PAYMENT REQUESTS 

Timely, compassionate and high quality inspections using technology and 
approaches that leverage our large capacity and operational excellence. 

The AECOM team will schedule and conduct 

periodic inspections to monitor progress on an 

applicant's project and ensure compliance with 

federal and local building requirements. 

Progress inspections are typically based on the 

following schedule/milestones: 

• Demo/Foundation complete (Initiate 

Progress Inspection) 

• Structure Complete (Initiate Progress Inspec-

tion) 

• Home Finishes (Initiate Progress Inspection) 

• Final/Punch list (Initiate Final Inspection) 

During the scheduling process, the CM will 

review documentation submitted by the 

construction/rehabilitation contractor and 

ensure that the requested progress inspec­

tion is warranted. The requested progress 

inspection will be recorded in the PRDOH 

system of record as approved or denied. If 

denied, a statement documenting the reason for 

denial will be issued. The CM will then coordi­

nate with the construction contractor and the 

assigned inspector to schedule a date and time 

for the progress inspection. Scopes of work, 

plans and specifications will be reviewed in the 

provided system prior to visiting the location. 

The assigned inspector will have 72 hours 

from the progress inspection request date 

to complete the inspection. Each progress 

inspection will be completed using an inspec-

PRDOH Program Management Services under CD BG-DR 

Highlights 
• Over the past 5 years, the AECOM team 

has performed more than 65,000 damage 

assessments for HUD CDBG-DR and 

over 3,000,000 FEMA contracts. • Our local su bconsu ltant, Interlink, has 

been working on the island for over 40 

years. 

tion checklist that comes preloaded with 

all construction items that were verified as 

complete during that inspection. The inspector 

will record completed or incomplete items 

on their tablet during the inspection. 

During our progress inspections, the inspec­

tor will visit the site with the contractor where 

the checklist items will be assessed for overall 

progress and quality of work. Progress inspec­

tions will ensure that all work performed is 

within the scope, approved plan and speci­

fication of the program specified for each 
homeowner. 

The tablet platform that we propose to use 

during inspections allows inspectors to take 

photographic evidence of the project's progress ~ _ 

that is ultimately recorded into the PRDOH ,¥ t 
system. Checklists that are distributed to {)'" · 

field tablets will only contain materials and/ 

or equipment that are in compliance with 

the project's scope, plans and specs. 
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Our damage assessment platform allows 

the inspectors to take photographic 

evidence of the project's progress that is 

ultimately recorded into the system. 

Checklists that are distributed to field tablets 

will contain materials and/or equipment that 

are in compliance with the project's scope, 

plans and specs. 

After the progress inspection is completed, 

data from the tablet utilized during inspection 

is transferred to the PRDOH system. At this 

point of the process, QC of the data is 

conducted and evaluated. In addition, reports 

will be certified by a licensed professional 

engineer or licensed architect. 

Completed and certified progress reports 

are reviewed to support contractor invoicing 

and statutory compliance. This is done by 

reviewing and recording the documents while 

checking that they meet the standards set forth 

by the CD BG-DR and PRDOH. 

When our completeness review of the progress 

inspection is completed, we will upload the 

reports to the PRDOH system. The report will 

include any recommendations of approval 

for the contractor's payment request and, if it 

is a final progress inspection, will include a 

complete performance evaluation of construc­

tion. Our team understands the importance 

28 I AECOM Wo.-k Approach Proposal 

of submitting properly completed funding 

requests and therefore will assist PRDOH with 

review and submittal of those requests. From 

the first funding request submission through 

to the last, the AECOM team will track 

expenditures of CDBG-DR funds used for 

construction. 

When appropriate, to increase program 

efficiencies, our team will attempt to coordi­

nate and schedule progress inspections for 

those applicants that are receiving both 

HER and R3 benefits. The HER inspection 

process, requirements and our activities will be 

according to the progress inspection under R3. 

We will hold HER progress inspections to the 

same high standard as R3 progress inspections. 

When municipalities have chosen to utilize 

the option available to them to conduct the 

progress inspections (under Section 4-Al 

of the scope) for the R3 program, our team 

will coordinate those inspections between 

the construction/rehabilitation contractor and 

the local municipalities inspector or inspec-

tor representative. Additionally, the progress 

inspection report will be reviewed by our 

team for compliance and quality control for 

adherence to federal regulations, such as 

Davis Bacon and URA, as well as for overall 

completeness and adherence to PRDOH 

program policy. 

Following the review of the inspection file, 

and upon certification that it meets the afore­

mentioned requirements, we will upload the 

inspection reports and, where appropriate, 

recommend approval of contractor payment. 

CDBG-DR-RFP-2018-04 
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TASK 04(Al&A2) 
DELIVERABLES 

The deliverables for 

this task are as 

follows: 

• Demo/Foundation Inspection Report 

• Structure Inspection Report 

• Home Finishes Inspection Report 

• Final Inspection Report and Punch List 

'18 2019 

TASK 04(Al&A2) 
TIME FRAME 

The timeframe for this 

task is shown below. 

This timeframe will be 

, , ,_, impacted if municipal­

ities choosing to conduct progress inspections 

do not provide adequate inspection staff to 

meet program schedules. 

2020 2021 
N D J F M A M J J A S O N D J F M A M J J A S O N D J F M A M J J A S O N D 
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(@\TASK04(B) 
\I@) HER PROGRESS INSPECTIONS AND PAYMENT REQUESTS 

The AECOM team understands that progress 

inspection for HER related services are to be 

coordinated with the general contractor in a 

manner that allows only one (I) final inspec­

tion. In cases where an applicant may partic­

ipate in both the R3 and the HER Programs, 

and if an award is made to the applicant under 

both programs, then no separate HER inspec­

tion will be perfmmed. 

To reduce applicant inconvenience, our 

team will make every attempt to plan 

and schedule progress inspections at the 

same time where and when feasible for 

those applicants that are receiving both 

HER and R3 benefits. All appointments to 

schedule inspections and other services will 

be performed through the PRDOH provided 

system. The HER inspection process, require­

ments and our activities will largely mirror a 

progress inspection under R3. We will hold 

HER progress inspections to the same standard 

as a R3 progress inspections. 

An example of a dashboard tracking 

construction scheduling is shown below. 
0nstruct1on c e u 1ng as oar 

ProJ•= Ponding '°"'""'"' S,hOOulin• P,oJocl:15chodulod 

--..... ~-----~ .......... ,. __ :_~f!¢.:_:: _________ it:;;; _____ -...,.,,,,,ce· -==:,,,-:'" 

30 I AECOM Work Approach Proposal 

Completed and certified inspection reports will 

be reviewed to support contractor invoicing 

and statutory compliance. This will be done by 

reviewing and recording the documents while 

reviewing that they meet the standards set 

forth by the CD BG-DR and PRDOH. Checks 

against the URA will also be required, and our 

system will flag records that may need special 

attention. 

When our completeness review of the progress 

inspection is completed, we will submit the 

reports to PRDOH, any other necessary third­

party and the construction/rehabilitation 

contractor in a timely manner. The intention 

of this submission is to establish an applica­

tion for the contractor's progress payment. 

Additional review of documents to establish 

appropriate contractor bonding and insurance 

requirements and support of the Davis-Bacon 

Act requirements will occur at this point. 

Similar to the process adopted for R3 Progress 

Inspections, from the first funding request 

submission through to the last, the AECOM 

team will track all expenditures of CD BG-DR 

funds through the PRDOH provided system. 

Efficient and effective progress inspections 

will help maintain the quality of work 

performed by the contractors and enable 

PRDOH to issue payments throughout the 

construction process, reducing cash flow 

challenges for contractors and keeping 

important recovery funds flowing into the 
local economy. 

CDBG-DR-RFP-2018-0.. 
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,1§2\ TASK 05 (A&B) 
~ R3/IIERAPPLICATION CLOSEOUT 

Ensuring Program Compliance through the end of the program, 
using tested and proven Application of Quality Control Procedures 

A critical step in file and grant closeout is 

maintaining compliant and accurate records 

throughout each applicant's project. As such, 

the planning for the file closeout process 

will begin at the start of the program with 

the development of document controls and 

procedures that will support ongoing file 

organization. As the first applicants begin to 

move into their new or repaired homes, the 

closeout team will undertake procedures for 

each respective file to uphold compliance as 

well as provide efficiency throughout the life 

of the entire program. 

Well written SOPs that reflect PRDOH 

policies and procedures are crucial, from initial 

start-up to implementation through closeout 

of this program, to increase efficiency, reduce 

frustration, and facilitate compliance. As part 

of program management start-up activities, 

the AECOM team will develop closeout 

policies and procedures that include review 

checklists to be approved by PRDOH. During 

on-boarding, program staff will receive 

closeout training and checklist materials 

to ensure that the appropriate applicant 

documentation is collected during the 

lifecycle of the project rather than waiting 

for the completion of construction to initiate 

the closeout process. 

PR DOH Program Ma.a.:i.gement Services under CD BG-DR 

Highlights 

• Successfully managed closeout of the 

$2.8 billion NY Rising CDBG-DR 

Housing Program • Subject matter experts in compliance 

related areas • QA/QC of closeout steps 

Recommended documentation for the Closeout 

Checklist to be used by various stakeholders 

such as construction/rehabilitation contractors 

and/or installers and suppliers is shown in 

the Table 3 on page 32. As documentation is 

collected and uploaded into the system, the 

project management team can track and report 

on the status of closeout activities. 

Where necessary, closeout documentation 

requirements can be modified, and/or 

additional applicant assistance provided to 

obtain required documentation. AECOM 

will verify that expenditures are adequately 

documented and within contracted amounts. 

At a minimum, closeout requirements and 

checklists will ensure compliance with 2 

CFR 200 Subpart F, 24 CFR 570.509, CPD 

Closeout Notices, and DR Closeout Process, as 

applicable. 
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TABLE 3: Recommended documentation for the Closeout Checklist 
DI U\'ER \BLLS R-::4u11.::d Do..::urns:nlat1011 t0 en~w"' do::i~out 

Program Application 

Intake Documentation., inc11:],ding ·but not limited to:_ 

Primary and/or Co-J:\_ppl_icant Ident~cation (Driver's License, Territory I_ssued_ ID, Passport) 

Affidavit of Primary Residency at the time of the stonn 

URA Site Survey Form (certifying tenfillt OCCl;lpancy status at the ti[(le of application) 

Proof of Ownei"ship at the time of the storm (Mortgage Statement, Property Deed, Tax Record or Bill, 
Homestead Exemption., Insuiance Declaration Page, etc.). 

ProofofOccupancy at the time of the storm (Utility or Cable Bill, Credit Card Statement, Pay Stub) 

Proof of Private Insurance at the ~ime of the storm or "No Insurance Certification" Form 

If applicable, Proof of Flood Ins:u~ce at the time of the storm_ or ''"No Insurance Certification" Form 

Income Information for a.Li adult (over 18) houSChold members (2017 tax Ietums (1040 Form), W.ige State­
ments!Pay Sti.ibs, Social Security or Disa_biJity Statement, Pensions, Zero Income Certification", etc.) 

Applicant Release and Conse_nt FOrm for Thir4 Party veri:fic_ation of application informat~o_n 

Construction Cease and D6sist Notice Receipt 

Right-of-Entry Form 

HUD ""P_rotectYour Family from Lead" Brochure Receipt 

''PRDOHAppe~s/Grievance Proce_dtires" Rece_ipt 

P_oWer of Attom_ey, if applicable_ 

National Objective Achieyed (LMI or Urgent Need) 

DamageAsses_sment (R3 Applicants Only) with photos and measurements 

Work Write-Up/Cost Estimate 

Voucher Eligibility Determinatio_n 

Duplication of Benefits (DO~) Verification and Anajys_is 

J-\.pprov~d Tier IT clearance 

Lead Based Paint Risk Assessment and sigJ?,ed receipt from ~pplic~t (if required) 

Asbestos Testing, Remcival, and Disposal (if required). 

Scope of Work 

No~ce of Award to Applicant 

Signed Grant Agreement 

S~gned Subrogation _AgreemeJ?,t 

Pre-Constniction :rvfeeting Minutes 

Construction (R3) or Installation (HER) Contract 

Required Permits 

Change Orders 

Notice to_ Proceed to Proceed to ~ontractor (R3) /Installer (HER) 

Pr()gress Inspection Reports to document Completed Work 

Contra~tor (R3) /Installer (HER) Requests for Payment 

Documentation of Payments and Final AW"ard Calculation (R3) or Proof of Payment (HER) 

Release of Liens/Final Bills A:ffi.4,a.vit from Contractor 

Gre_en Building Docwnentation (Energy Star Checklist (Reconstruction-Only) or HUD Green Building Retro• 
Fit Checkli~ (Rehabilitation). 

Certifi~ate (?f Occupancy (or ~quivalent) 

Applic~t Acknowledgement of CDBG-DR As.sista.nce 

Flo~d Insurance Documentation (if required) 

Warrantie~ from Contractor and Warranty Notifications to Applicants 

--• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
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TASK OS(A&B) 
DELIVERABLES 

The deliverables for 

this task are as 

follows: 

• Complete application file 

• Closeout Report 

'18 2019 

TASK OS(A&B) 
TIMEFRAME 

2020 

The time frame for this 

task is shown in the 

schedule below. 

2021 
N D J F M A M J J A S O N D J F M A M J J A S O N D J F M A M J J A S O N D 

• Design with the End in Mind 

The AECOM Team: 

Developed, implemented and defended closeout packaging and processing on 

more than $10B ofFEMAand HUD funded projects, 

including New York, New Jersey, Louisiana, Texas, USVI and North Carolina. 

10,000+ 
closeouts 

NY Storm Recovery 

PRDOH Program Management Services under CDBG-DR 

7,000+ 
closeouts ongoing 

NJRREM 

5,000+ 
closeouts ongoing 

USVI STEP 
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~TASK06 
~ HOUSING QUALITY STANDARDS (HQS) INSPECTIONS 

AECOM will apply our call center procedures to efficiently coordinate 
with the appropriate parties to assess whether or not they meet 

HUD's "decent, safe and sanitary" requirements. 

As stated in the RFP, relocation awardees 

under the R3 Program applicants will have 

the option of purchasing an existing home to 

replace the damaged property. The AECOM 

team will first schedule an appointment for 

the inspection with the landlord (if applicable) 

and a record of the inspection will be saved 

in the PRDOH provided system. Current 

HQS regulations consist of 13 key aspects of 

housing quality, performance requirements, 

and acceptability criteria to ensure compliance. 

HQS includes requirements for all housing 

types, including single and multi-family 

dwelling units, as well as specific requirements 

for special housing types such as manufac­

tured homes, congregate housing, single 

room occupancy, shared housing, and group 

residences. 

We know that HUD has a checklist for HQS 

Inspections, and AECOM will customize this 

Highlights 

• Develop HQS Checklist as part of the 

inspections task • Inspectors trained in HUD HQS 

Inspections • Performed more than 50,000 HQS 

inspections on prior programs. 

Our inspectors know the program 

requirements, HUD HQS, and the cmTent 

International Residential Codes. 

------..----.. -0. ...... p,, __ ... _ .. ___ 

_______ ,. ____ .. ___ ,. _____ ,,,, 
' .......... ___ ,_ .... _ .. _ ... _______ _,,_..,. __ . -·------------·---• .. ....,::._,,_,...,,.iC' . ..::.~ur.n ... __, ...... -

u..,_.., ___ .,. ____ _ 
_,..__,,,,_,, ____ P'l,OI __ ,. ______ ., 

'~•-=--•-..c:,.,~c.=11-. ..... _.,,. _ _._ ______ _ ' --·--•~.-.-----· ... --·----"""'I---! =-==-=.=...-::-..:.::-:-====:-.=....~----=:.,.~=="-
,-.. -

.·· 1~-

_ _.__ 
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existing checklist to local conditions based • • __ _ 

on discussions with PRDOH. Under this task, • -------> §f2E-
::::~:~t0o;::d::: :i:;!:

0
::;o~~ental .== .""•-'-=·~'"-'"· =. ·------,,,-

1
~~ •. -~l=-.~...~t§~=--= 

§==--'-----consulting firm procured by PRDOH. =-
Our team of inspectors will check that the 

inspections meet requirements and valid 

warranties are documented, retained in the 

PRDOH provided system, and provided to the 

applicants. 
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Inspectors will verify that the home acquired 

provides value to the program and gives the 

applicant a home that has an increased likeli­

hood to withstand the next storm and require 

fewer repairs. An inspection report document­

ing the findings will be provided to the appli­

cant within 5 days of the HQS inspection and 

also saved in the PRDOH-provided system. 

'18 2019 

• 

TASK 03(A&B) 
DELIVERABLES 

The deliverables for 

this task are as 

follows: 

• Housing Inspection Checklist 

• HQS Inspection Report 

TASK 03(A&B) 
TIMEFRAME 

2020 

The time frame for 

this task is shown in 

the schedule below. 

2021 
N D J F M A M J J A S O N D J F M A M J J A S O N D J F M A M J J A S O N D 
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• ADDITIONAL SERVICES 

If asked to do so, the AECOM team has a detailed plan in place to quickly set up intake opera­

tions for multiple intake centers. We have identified equipment, supplies and services necessary 

to quickly begin processing applicants into the R3 and HER Programs. The AECOM team has 

also, as part of the identified Additional Services, identified real estate firms that have a long 

history appraising home market values in Puerto Rico. We are confident that we can work 

with PRDOH to accomplish these two additional service areas if called upon to do so. 
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AECOM can identify innovative solutions to enhance resiliency 
from impacts to water and electrical systems 

The PRDOH has outlined the Horne Energy Resilience Program in the original Action 
Plan along with an expanded program under the Community Energy and Water Resilience 
Installations program described in the Action Plan Amendment dated September 21, 2018. 
Both of these programs offer tremendous opp01tunities to enhance resilience for local residents. 
AECOM has identified innovative approaches that could be applied to the program to not 
only integrate into the R3 program but also look to identify and targeting potential small 
business candidates for the program to help enhance both their business and overall community 
resilience. 

Solarized Hot Water Heater Applications -Advanced systems can 
be deployed under the HER program that utilize Category 5 resistant 
materials that swpass the requirements of the Miami Dade wind test 

to protect from future major events These solutions also allow for the 
elimination of a bulky, expensive storage tank and use the existing 
water heater tank, making this system ideal for home installations. 

Integrated Solar Roof-The IU program will result in installatio11 
of thousands of new roofs a.cross Puerto Rico, Leveraging integrated 
solar roofing solutions_ can combine cOstsassocia.ted with roof 
replacem~nt under the R3 program to impkiment solar energy· 
solutions and l'llllUII)al ac:lditioJJal. cost One $UCh.solutioJ1 combines the 
industry optimal Category 5 resistant solar. solution with a Category 5 
resistantmetal roofugtechnology. The endcresulti~a functional and 
environmentally friendly roof system that generates renewable, clean 
energy even in the harshest envirom:nent 

Commercial Nano Grid Applications-
An expanded program that includes small 
business as well provides the opportunity 

to provide facility level or Nano-Grid 
solutions that can provide uninterrupted 
power supply with a seamless transition 
from the grid in times of outage. These 
solutions are tremendously valuable in 

allowing key local businesses to maintain 
operations for days/weeks/months after 

an event while normal electric; service is 
disrupted. Allowing businesses such as 

grocery, hardware, gas stations to continue 
operations can greatly enhance resilience 

for nearby residents. 

PRDOH Program Ma.c:igement Services under CD BG-DR AECOM Work Approach Proposal I 37 



II Compliance Plan 

Risk Assessment, and Compliance 
and Monitoring Plans 

The evaluation of CD BG-DR programs and 

early identification of potential risks is key 

to effectively managing disaster recovery 

initiatives involving multiple complex 

programs, sub-recipients with varying 

capacities, and contracted vendors that 

have assumed roles involving key internal 

controls. AECOM team experts have extensive 

experience in identifying and minimizing 

risks to, in tum, minimize the possibility 

of repayment of federal funds. Led by our 

compliance and monitoring subject matter 

expert, Marisa Mason, our team will provide 

the following services: 

• Conducting a risk assessment to deter­

mine the level and frequency of compliance 

and monitoring that should occur for each 

program. 

• Evaluating areas where key internal 

controls have been contracted to vendors or 

outside agencies to evaluate level of risk and 

establish monitoring procedures. 

• Developing compliance and monitoring 

plans for grantee administered programs, 

subrecipients and vendors. 

• Recommending mitigation strategies to 

avoid or mitigate risk and ensure compliance 

with HUD regulations based on experience 

with CDBG-DR programs for housing, infra­

structure, and economic development. 

• Developing a tracking system and report­

ing for documenting compliance and 

monitoring initiatives, technical assistance 
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activities, contract deliverables and perfor­

mance metrics 

If effectively carried out, compliance and 

monitoring activities can reduce grant recovery 

and accelerate program close out activities. 

Our compliance and 

monitoring subject 

. matter expert, Marisa 

Mason has more than 12 

years of experience, with 

specific focus on 

CDBG-DR funded 

programs. As compli-

ance manager, she developed and managed 

staff, logistical, and administrative close-out 

of AECOM's Intake and Case Management 

contract on the New York City Build it 

Back program, delivering HUD and 

CDBG-DR fund compliant files to the 

client for over 30,000 applicants upon 

contract close, 

QA/QC Processes 

Supplemental to the development of a 

Compliance and Monitoring Plan, Quality 

Assurance and Quality Control (QA/QC) 

Plans for CD BG-DR programs are typically 

developed to meet the requirements of the 

approved Action Plan and to outline a formal 

process 

to identify potential compliance issues and 

implement best practices for disaster recovery. 

More specifically, the AECOM team has 

developed comprehensive QA/QC plans and 

review checklists that have been evaluated 
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and accepted by HUD in previous large and 

moderate scale disasters. 

AECOM can proactively assist PRDOH 

in complying with program monitoring 

requirements and: 

• Perform file reviews and use data collected 

during the desk review process to improve 

program processes and procedures. 

• Monitor that programs are operat-

ing within the terms of the Action Plan 

approved by HUD and program guidelines 

established by PRDOH. 

• Confirm that program expenditures/draw 

requests are eligible based on applicable 

laws and CDBG regulations. 

• Report exceptions and concerns to reduce 

HUD monitoring concerns, findings, and/or 

repayment. 

• Follow-up with identified compliance 

issues, initiate corrective actions, and imple­

ment program controls as necessary. 

PR DOH Program Management Services under CD BG-DR 

• Implement continuous process improve­

ment. 

• Identify opportunities for training and/or 

re-training of program staff. 

• Eliminate non-value added policies or 

processes. 

To achieve these goals and meet federal 

requirements, QA/QC plans usually contain 

review protocols and checklists for CDBG-DR 

programs with the exception of those that 

are covered by the agency's Compliance and 

Monitoring Plan. Typical phases of QA/QC 

review are as follows: 

• Phase 1: Applicant Eligibility and Benefit 

Determination Checklist 

• Phase 2: Post-Construction 

• Phase 3: Closeout 

Upon contract execution, the AECOM team 

will work with PRDOH to develop QA/QC 

checklists to ensure compliance with the 

approved Action Plan and Program Policies 

and Procedures. 

On prior programs like the 

Louisiana Shelter at Home 

Housing Recovery Program, 

AECOM technical experts 

have provided rapid-start 

orientations for staff and later 

weekly or bi-weekly training 

for staff to give them reliable 

information and the 

confidence in their decision 

making process and 

compliance monitoring. 
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f • Complaint Prevention and Resolution 

AECOM's goal on CDBG-DR program 

management is 100% customer satisfaction. 

We have developed training methods and issue 

tracking protocols designed to always aspire 

to serve the applicants. However, we know 

that issues can arise in the implementation 

of these programs. The key is to quickly 

identify the issue and present timely, fair 

resolution options. The following section 

outlines our training, performance metrics, 

and complaint resolution methodology proven 

to reduce program risk and increase applicant 

satisfaction. 

Training and Performance Metrics 

The main goal of the AECOM project 

management team is to provide exemplary 

customer service that proactively addresses 

issues that may arise for applicants during 
the initial step of their long-term recovery. 

To achieve this goal, our call center, case 

managers and inspectors will undergo 

extensive training prior to interacting with our 

customers and other stakeholders. Training 

and testing of our team members will ensure 

that they are well versed in program policies, 

communication protocols and mechanisms 

to expedite resolution of issues delaying or 

preventing applicants from receiving program 
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assistance. The following themes are central to 

our training program: 

• Providing compassionate customer service 

while appropriately managing applicant 

expectations about eligible program activities 

and timeframes for assistance. 

• Communication protocols and proactive 

methods of escalation. 

• Case management that clearly outlines 

program options and a path to recovery for 

applicants. 

• Consistent interpretation, communication, 

and application of program policies and 

procedures. 

• Methods to proactively identify and 

resolve applicant issues through Appeals, 

Eligibility Exceptions, and Policy Change 

processes. 

Performance Metrics: In addition to the 

training program, our team will establish, 

and monitor performance metrics designed 

to optimize the applicant's experience with 

PRDOH's programs and minimize the number 

of issues that may arise due to lack of commu­

nication and ineffective issue resolution. Some 

examples of customer service metrics that 

will be established and monitored are as 

follows: 

The AECOM team has been responsible 

for intake and eligibility training and QA 

policy guidance for the USVI CDBG-DR­

funded program. We mobilized approx­

imately 100 local staff to enroll some 

10,000 applicants in the STEP Program. 
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• Call Center/Customer Service 

Representatives: Wait times for assistance; 

length of time to return applicant calls and 

correspondence; proactive written and 

oral communication to applicants within 

prescribed timeframes; timely documentation 

of applicant interactions in the system of 

record; customer feedback on customer 

service interactions. 

• Case Managers: Length of time to return 

applicant calls and correspondence; proactive 

written and oral communication to applicants 

within prescribed timeframes; timely upload 

of applicant documentation into, the system 

of record; aging of applicant files at 

• Construction Monitors (Inspectors): 

monitoring/inspections within 24 hours of 

contractor notification; number and types 

of errors in monitoring/inspection reports; 

aging of applicant files at each phase of the 

repair process; timely upload of applicant 

documentation into the system of record; 

length of time to resolve warranty claims and 

issues; customer feedback on construction 

monitors and quality of work. 

Any enhanced training will be proactively 

conducted to keep staff current with all 

policies and procedures. 

Program staff will be regularly evaluated on 

their performance and staffing adjustments will 

be made as necessary and appropriate. 

Complaint Resolution 

In addition to training and performance metrics 

designed to proactively minimize applicant 

issues and complaints, our team with work 

closely with PRDOH to establish policies and 

procedures which provide our team with the 

PRDOH Program Marulgemeat Services under CD BG-DR 

tools necessary to streamline review processes 

and expeditiously resolve applicant issues that 

do arise during the lifecycle of the programs. 

Complaint Resolution Procedures will be 

outlined in the following documents: 

Applicant Communications Outreach Plan: 

The AECOM team will work with PRDOH to 

develop the Applicant Communications and 

Outreach Plan which is designed to provide 

guidance to AECOM team members who 

are communicating on a regular basis with 

program applicants, contractors, and other 

service providers. This plan will cover the 

following: 

• Procedures for external and internal 

communication. 

• Methods of acceptable verbal and written 

communication. 

• Professional standards for applicant and 

contractor interactions. 

• Procedures to handle external inquiries 

(legislative, media, auditors, etc.) 

• Protection of Personally Identifiable 

Information (PII) 

• Program Accessibility to Customers with a 

Disability or Limited English Proficiency 

(LEP) 

Appeals Process: In conjunction with 

PRDOH, we will establish an Appeals Process. 

During intake, applicants will be provided 

a copy with the appeals process for the 

program and informed of their rights to 

appeal a program decision regarding their 

eligibility or program benefits. In addition 

to the appeals process, a "Request for Appeals 

Fonn" will be provided to applicants should 
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they disagree with a program determination. 

AECOM customer service representatives 

and case managers will be trained to assist 

applicants to fill out an appeal form and 

prepare a response for PRDOH review and 

approval. 

Performance metrics will be established to 

ensure that appeals are appropriately acknowl­

edged and responded to within prescribed 

timeframes. 

Eligibility and Exceptions Panel: To prevent 

the bottleneck or aging of applicant files 

pending eligibility reviews, our team will 

work closely with PRDOH to implement 

Eligibility and Exceptions Procedures. 

These procedures will be implemented to 

provide customer service representatives and 

i 

case managers with a process to escalate files 

and quickly resolve applicant issues when 

program policies and procedures do not clearly 

prescribe the methods in which to proceed 

with an individual applicant's file due to 

unique circumstances not requiring a policy or 

procedural change to the program. 

In these unique circumstances, our customer 

service representatives and case managers will 

be trained and provided with a "Exception and 

Eligibility Determination Form." As identified, 

individual applicant issues will be presented to 

and reviewed by the PRDOH Eligibility and 

Exceptions Review Panel. The Review Panel 

will discuss each case and decide whether an 

exception can be made given program require­

ments and individual circumstances. 

A ~"Q1AJI Housing Recovery Toolkit A~dll onalApp• ,:: I We,.cme User Leg CH -'""='-' J't'I R,constnJetIon RcnabJ111a1ron Elcva1Ion and ~•mgaucn 

I <BaektoAppllcantListings I Complaint Resolution 
Resources 

Legend 

• Open 

e Closed 

Pendlng 

• High 

• Medium 

• Low 

Complaints 
Applicant# 

100034 

100047 

200013 
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Type Status Priority 

Intake • • 
Inspection • • 
Appeal • 

0 Gr,nt Ansouol 

$215 000 00 

Details 

Can't come to center 

Dog in yard 

Questions decision 
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If approved, a designated PRDOH representa­

tive will sign the form indicating the eligibility 

decision and the form will be scanned and 

sent to the assigned AECOM customer service 

representative or case manager. The form will 

then uploaded into the system of record and 

the decision if documented into a Master Log 

categorizing the eligibility decision 

Policy and Procedural Change Control 

Processes: In the event AECOM team 

members begin to identify policies and 

procedures that are affecting the eligibility and 

assistance of a larger number of applicants, 

staff will be trained and empowered to 

propose changes to existing program policies 

and procedures. These changes will be 

memorialized on a CCB form for review and 

evaluation by PRDOH. This process will assist 

AECOM and PRDOH staff to proactively 

identify and resolve policy issues preventing 

applicants from receiving assistance. 

One Year Warranty: As required by the 

HUD, AECOM will further facilitate customer 

satisfaction with the R3 and HER programs 

and the quality of work by ensuring warranty 

of all material and workmanship for a period 

of one year from the applicant's acceptance of 

work to their home. 

During the warranty period, AECOM will 

issue a written warranty notice to the applicant 

notifying them of the effective and end date of 

the warranty period. This notice will provide 

the applicant with a Warranty Claim Form if 

they discover material or workmanship issues 

within the one year period. Our construction 

monitors (inspectors) will be responsible 

for ensuring that written warranty notices 

PRDOH Program Management Services under CDBG-DR 

have been received by the applicant and are 

uploaded into the system of record. A second 

warranty notice will be issued to the applicant 

six ( 6) months from the warranty expiration 

date to provide them with a final opportunity to 

resolve any construction related issues. 

If a claim is received within the warranty 

period, AECOM construction monitors 

(inspectors) will be required to acknowledge 

receipt of the claim within one (1) business 

day aud evaluate warranty claims within 

five (5) business days. Upon validation of 

the warranty claim, the AECOM construction 

monitor must issue a Work Order to the 

responsible contractor within twenty-four (24) 

hours. Warranty performance metrics will be 

monitored by our team to ensure a high level 

of customer service and satisfaction from the 

completion of construction to file closeout. 
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J-j Anticipated Problems and Proposed Solutions 

By virtue of our vast CDBG-DR experience 

over the past 10 years, the AECOM team has 

identified several issues that are anticipated 

to require special attention by our team and 

PRDOH. 

The narrative that follows highlights the ones 

we consider most important and the innovative 

and proven solutions that we propose to make 

sure PRDOH's goals are met and funding is 

maximized. They are summarized in Table 4. 

TABLE 4: ANTICIPATED PROBLEMS, SOLUTIONS AND BENEFITS 

~ 

1. Logistics/ Technology solutions that facilitate Reduced risk of schedule 

supply chain/ communication and supply/tracking slippage and more consis-
communications of materials tency in delivery 

2. Proofof 
Proactive identification and referral Proven process applied 

Ownership 
of applicants to the Title Clearance to minimize schedule 
Program for limited legal services. impact 

Very clear and effective case manage- Reduced hardship and 
3. Applicant issues ment approach based on proactive, fatigue associated with the 

innovative outreach methods aftermath of a disaster 

4. Qualified Immediate capacity to staff program 
Empowered Puerto 

Resources with individuals who have the right 
Ricans with the knowledge 

-Labor/ credentials and a proven program to 
and expertise to take over 

Contractors recruit, train, test and monitor staff 
management and operation of 

the program 

. Standardized systems, policies and Enhanced consistency 
5. Consistency/ procedures employed throughout and quality, and more 

Quality of Work programs, and training to certify efficient reporting and data 
workers on these systems tracking. 

Anti-Fraud, Waste and Abuse 
Fraud, waste and abuse 6. Fraud, Waste (AFWA) team currently deployed 

and Abuse within the region (USVI) led by 
prevention, ensuring 

proper use of funds 
former anti-fraud FBI expert 
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1. Logistics/supply chain/ 
communications 

0 We understand that difficulties in 

communication, supply chain 

management and logistics that can arise 

during a large-scale disaster recovery program, 

especially in areas that are more isolated like 

Puerto Rico. 

A Key to overcoming communication 

W issues, is to ensure that communica­

tion takes place regardless of internet acces­

sibility or phone provider coverage. Our 

offline tablet platform allows damage asses­

sors and inspectors to document and perform 

their job functions regardless of internet access 

or cellular coverage. Data is collected in the 

field and later, when internet access is present, 

transferred to online platform. 

Because we're also a construction company 

we can provide oversight and tracking of 

materials the general contractors to help 

ensure timely delivery and ordering of 

materials. In this role, we increase the good 

stewardship of expedient homeowner recov-

• .P I I · 
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ery. Our supply chain system is a cloud- based 

solution that tracks materials for contractors, 

though use of our warehouse embedded inven­

tory specialists. The output of the process and 

system supply the program with rich standard­

ized reporting and intelligence. 

The reports are used to make more intelligent 

decisions about ordering products and where 

certain products are being used over others. 

They help contribute to contractor performance 

management, indicate what items are used 

more than others program wide, and detect a 

rate of consumption that helps predict needs. 

• 
Our solutions to these key 
problematic areas are tailored 

to mitigate, transfer, and sometimes 
eliminate these risks,-leading to 
faster completion of homes and more 
consistency throughout the program. 

The images below are from the USVI 

Program reports built by our supply chain 

inventory tracking team using RedBeam. 

Inventory 
Forecasting 
example 

Material 
Consumption 
Forecasting 
example 

AECOM Work Approach Proposal I -45 



2. Proof of Ownership 

0 One of the biggest challenges in a 

CDBG-DR housing program is 

establishing proof of ownership of a 

property. In Puerto Rico, this problem is 

further exacerbated by construction of homes 

on non-registered land not owned by the 

applicant. 

A The AECOM team will include 

W Arvelo Vazquez, PSC and Vilella­

Janeiro, two local MBE/WBE law firms that 
special- ize in property ownership and title 

issues. They will be available to assist case 

managers in reviewing ownership issues for 

low and moderate income applicants who may 

require remedial and curative title/ownership 

assistance. 

They will rely on processes that have 

already been designed and are in place in 

Louisiana, Build it Back in New York and 

other programs. 

Applicants will then be referred to the Title 

Clearance Program where they will receive 

limited legal services from a PRDOH approved 

law firm. 

A Our team's lessons learned 
V from the above~mentioned 
programs and the processes used 
therein will facilitate the hand(ing of 
this issue and prevent it from 
impacting PRDOH's schedule. 

46 I AECOM Work Approach Proposal 

3. Applicant issues 

0 Surviving a disaster is undoubtedly a 

traumatic experience. Fallowing a 

disaster event, applicants are exposed to 

several assistance programs from providers 

such as the federal goverrunent, state funding 

sources and assistance from non-profit and 

voluntary organizations. Funding is in most 

cases limited and not everyone qualifies or 

receives assistance. Completing an application 

and providing all the required information can 

be a time-consuming process. With this 

background, residents are often tired of apply­

ing for another program with no guaranteed 

outcome. 

In addition, it has been our experience, after 

conducting intake for numerous programs 

nationwide, that applicants don't always bring 

in all the necessary documents on the first 

or subsequent intake meeting with their case 

manager. This can be due to multiple factors 

- whether it's the inability to find the needed 

documentation or a preoccupation with restor­

ing their lives after such an enormous disaster. 

A The AECOM team is proposing a 

W very clear and effective case manage­

ment approach based on proactive outreach. 
We have found it beneficial to reach out to 

appli- cants via phone or email a few days 

before their intake or subsequent appointments 

and remind them of all outstanding documenta­

tion. Applicants often use this as an opportu­

nity to get further clarification about the 

program. We propose to follow this method 

during this procurement. 
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Due to the complexity of this program, tradi­

tional means of outreach will be supplemented 

with other, less traditional approaches to more 

effectively reach the average homeowner, 

namely, mobile centers used for intake and 

follow up. We will also work with PRDOH to 

establish a "boots on the ground" campaign, 

where trained local staff will join PRDOH 

at outreach events and enroll as many 

homeowners as possible. This will be a signif­

icant effort requiring strong organization and 

management; and AECOM is uniquely quali­

fied to perform this key role because based on 

our lessons learned and the ample resources 

and relationships at our disposal. 

A This proactive outreach 
V approach will reduce the 
hardship on applicants and the 
fatigue associated with the 
aftermath of a disaster on the scale 
that Puerto Ricans have suffered in 
the oast vear. 
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4. Qualified Resources -
Labor/Contractors 

0 A key issue in a CDBG-DR Housing 

Program in Puerto Rico is finding an 

adequate and qualified labor pool, as well as 

contractor capacity, to effectively perform all 

the tasks required for the program. 

A AECOM is the only firm, among 

W those short-listed, that has the 

immediate capacity to staff this program 

with individuals who have the right creden­

tials and experience from similar past 

performances. We also have a proven 

program to recruit, train, test and monitor staff. 

Training is standard practice at AECOM for 

this type of program and knowledge transfer 

from the experienced AECOM staff to local 

staff is integral to our approach. This ensures 

that there is growth in the local talent pool as 

well as continuity in service over the long 

term. 

A Our plan empowers Puerto 
V Ricans with the knowledge 
and expertise to be able to take over 
the management and operation of 
such large projects and programs 
supported by qualified staffing 
available locally. 

We have held Job Fairs in Puerto Rico to 

recruit local workers, and also in the U.S. 

so as to get U.S. citizens of Puerto Rico 

back to the island. When we had a Job 

Fair in December 2017, we were able to 

find 162 qualified personnel, for various 

positions out of the 202 that attended it. 
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5. Consistency/Quality of Work 

0 Lack of consistency in scope and 

quantity estimates on previous 

programs have posed challenges for 

contractors in delivering consistent quality 

of work for homeowners. 

A To ensure consistency, AECOM has 

W standardized systems, policies and 
procedures that are employed throughout 

programs. We have established training 

programs for our damage assessors and inspec­

tors to ensure that each is "certified" on these 

systems, processes and procedures. In addition, 

our team has implemented tablet- based 

damage assessment tools to complete damage 

assessments and progress inspections. 

• 
A strong training program 
along with a standardized 

platform for damage assessments 
and progress inspections will ensure 
enhanced consistency and quality in 
establishing projects scopes, reduce 
potential follow up site visits and 
more efficient reporting and data 
tracking. 
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6. Fraud, Waste and Abuse 

0 Fraud, waste and abuse are always 

an issue on large-scale disaster 

recovery programs. They may arise from 

applicant eligibility, duplication of benefits, 

contractor misuse of funds and other functions. 

Risks can be quite substantial when fraud, 

waste or abuse are not detected and responsi­

bly addressed. 

A AECOM has a currently deployed 

W Anti-Fraud, Waste and Abuse 

(AFWA) team within the region - for the 

USVI housing recovery effort. 

Our AFWA team will be led by David 

Welker, a former anti-fraud FBI expert. 

David was the Director of 

Fraud, Waste, and Abuse for 

the $25 billion Deepwater 

-. Horizon Economic and 

Property Trust and the recent 

USVI Housing Program. With a successful 
career in law enforcement, and serving as 

the Special Agent in Charge of the New 

Orleans Field Office responsible for all 

FBI operations in Louisiana, his qualifica­

tions ma.ke him uniquely qualified to lead 

a process mitigating program fraud and 

funding loss. 

David's team provides for detection and 

reporting fraud under a comprehensive SOP 

and specific polices, including code of conduct, 

inappropriate content, conflict of interest and 

an anti-kickback policy. Regular and rigorous 

analysis of program data and analytical 

routines assist to proactively identify fraud, 
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waste and abuse. Our analytical routines are 

designed to detect issues such as duplicate 

applications, false filings of eligibility informa­

tion, potential overpayments, theft, loss or 

misuse of program equipment, just to name a 

few. The AFWA team also establishes anony­

mous telephone and e-mail botlines to receive 

inbound tips regarding potential for these 

behaviors, as well as misconduct by program 

personnel, contractors and subcontractors. All 

team findings are delivered to executive 

management for appropriate decisions in the 

form of a weekly AFWA report. AFWA teams 

also establish and maintain strong relationships 

internally and externally to coordinate certain 

investigative activities with local police and 

federal law enforcement agencies (HUD OIG) 

as necessary. Under David's direction on the 

USVI program, our team has established strong 

relationships with I 0-4, United States Attor­

ney's Office (USAO) for the USVI; Depart­

ment of Homeland Security-Office of Inspector 

General (DHS-OIG); National Center for 

Disaster Fraud (NCDF); Federal Bureau of 

Investigation (FBI) Puerto Rico Division; and 

the U.S. Secret Service (USSS) (by extension 

since they currently run the National Center for 

Disaster Fraud). 

• 
With the insight our AFWA 
team solutions provide into 

use of government funding, we can 
help prevent fraud, reduce waste 
and abuse, and ensure that those 
funds are used to help eligible 
applicants repair or replace their 
homes. 

· ·· ·.·· 'iifJIJ);tWill Bring a Fast Recovery. 
tf',c/:1· , 
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Examples of Past Deliverables 

The following are specific examples of 

deliverables prepared for past projects by the 

AECOM team. 

Intake and Eligibility 

• NYC Build it Back Application QC Checklist 

• Case Management 

• Appeals: Standard Operating Procedure 

• Eligibility Review Procedures 

Damage Assessments 

• Louisiana Shelter at Home Program - Legal 

Right of Entry and Indemnification Form 

• Standard Operation Procedure for DA Field 

Monitoring 

Duplication of Benefits 

• Coordination of Benefits Worksheet 

• Duplication of Benefits -A Program 

Approved Reference Guid 

Inspections / Reporting 

• Storm Recovery in New York State 

• GOSR Construction Gantt Chart 

• Environmental Program Report 

• State QA/QC Final Inspection Complete 

Closeout + QA/QC 

• Closeout Production Plan 

• URS Quality Assurance Plan for NYC Build 

it Back Program 

• Closeout Report- VIHRA Emergency Home 

Repairs VI 
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NYC BUILD IT BACK 
APPLICATION QC CHECK LIST 
DATE: 

Applicant Name: 

Co-Owner 1. 

Co-Owner 2. 

Co-Owner 3. 

Co-Owner 4. 

COMPLETE: • 

Please ensure that all owners are entered in "Home Contacts" in CMS as "Other Owners" 

APP#: 

Schedule Date: 

HRS/Staff Name: 

QC Reviewer Name: 

Proof of Ownership (ONE required) 

Property Deed 

Other proof of property ownership with Build it Back applicant name(s) verifying 

ownership (List under comments section) 

Number 
Proof of Identity (ONE required for each property owner/co-owner) Provided 

" Fiii·i-Hiiiiid 

NYC Build it Back 
' N'>'C Haom::l!lg Rn~ Os>tnrtlane 

250~.241t,AC111r 
N0'\11' Vari<, NY 10007 -----

INCOMPLETE: • 

YES NO Scanned 

YES NO Scanned 

If there are multiple property owners on deed, each owner must provide proof. Expired documents will be accepted. The number of 

documents provided should equal the total number of owners. 

Driver's License/State ID 

Passport/Birth Certificate 

Permanent Resident Card 

Military ID 

Other Official State or Federal Photo ID (List under comments section) 

Proof of Citizenship or Qualified Alien Status (ONE required for each Number 

property owner/co-owner) Provided 
YES NO Scanned 

If there are multiple property owners, they all must provide proof. The number of documents provided should equal the total 

number of owners. 

FEMA Award for Individual Housing Assistance (preferred) 

US Passport/Passport Card 

US Birth Certificate 

Certificate of Naturalization 

Certificate of Citizenship 

NV State Enhanced Driver's License (EDL) 

NY State Enhanced Non-Driver Photo ID Card (ENDID) 

If not a US citizen, ONE of the following is required: 

Alien Number 

1-94 Admission Number ~ 

-
V4-July 1, 2014 t llPage 
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Proof of Household Income (Required) YES NO Scanned 

If applicant(s) owns and lives in residence, both of the following are required: 

F6 - Income Self-Certification Form for household (showing total income for all 
household members over 18 years of age and living at the residence 1 and listing the total 
number of residents including those under 18 years old) 

2012 Tax Return (IRS 1040 or 1040A or 1040EZ Tax Return Long Form for each 
household member) 

If no 1040, information required for the following sources of income: 

Wages, salaries, tips, etc. (minimum of six {6) consecutive 12ay stubs) 

Taxable Interest 

Dividends 

Taxable refunds, credits, or offsets of state and local income taxes 

Alimony (or separate maintenance payments) received 

Business income 

Capital gain 

Other gains (or losses) (List under comments section) 

Taxable amount of individual retirement account (IRA) distributions 

Taxable amount of pension and annuity payments 

Rental real estate, royalties, partnerships, S corporations, trusts, etc. 

Farm income (or loss) 

Unemployment compensation payments 

Social Security Income 

Taxable amount of social security benefits 

Other Income (List under comments section) 

If applicant has additional units, one of the following is required for each unit: 

F7-lncome Self-Certification for Tenants (for each tenant in building), or; 

F7 - Income Self Certification for Tenants marked "Refused" 

For Unoccupied units an LMI Agreement, or; 

For Unoccupied unit without an LMI Agreement, an Acknowledgement of 165% AMFI 

Proof of Primary Residency or Year-Round Tenancy (Required) YES NO Scanned 

Proof of receipt of FEMA housing REPAIR or REPLACEMENT benefits for the damaged 
property address (preferred) 

Proof of 2012 School Tax Relief (STAR)/ 2012 Homestead Exemption 

Government-issued identification issued before October 28, 2012, and expiring on or 
after October 28, 2012 

2012 Federal Tax Return 

2012 Tax Return Transcript 

Vehicle Registration or Renewal for 2012 

Certificate of Title for Vehicle Issued in 2012 

Receipt of government benefits received for at least one month between September 
2012 and May 2013 

Copy of water, electric, or gas bill(s) showing service for the six (6) months prior to 
October 28, 2012 

Letter from a water, electric, or gas service provider stating that service was provided 
in the name of the applicant(s) for the six (6) months prior to October 28, 2012 
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Other documentation from a government or commercial source which would tend to 
evidence that the applicant resided at the address listed on the application on 
October 28, 2012 as their primary residence 

Repairs and Expenses (As applicable) YES NO Scanned 

F13 -Affidavit of Sandy Expenses (REQUIRED even if there are no exQenses) 

Purchase Receipts 

Services Receipts/Invoices 

Temporary Housing and Storage Receipts 

Legal Expenses for Successful Insurance Settlement 

Force Mortgage Payoff 

Contractor Estimated Bills 

Contractor Fraud Complaints 

Other Claimed Expenses (List under comments section) 

Documentation of Other Assistance Received (As applicable) YES NO Scanned 

FEMA (registration number, structural damage, and amounts) 

Small Business Administration (SBA loan approved/received, amount, and application 
number) 

Flood Insurance NFIP 

Homeowners Insurance declaration page showing insurance in force on October 29, 
2012 

Homeowners Insurance claim documentation for damages resulting on October 29, 
2012 

Other Assistance Received (List under comments section) 

Legal and Consent Documents (and who must sign) Required YES NO Scanned 

Fl - Notice of Acknowledgement of limited availability of 
Yes 

funding (all owners) 

F2 -Conflict of Interest Disclosure Form (one for each owner) Yes 

F3 - Right of Entry Permit (all owners) Yes 

F4- Insurance Consent and Release (all owners) Yes 

F6- Income Self Certification form for Household (Head of 
Yes 

Household only) 

F7 - Income Self Certification for Tenants (only if they have 
Yes, if there are tenants 

tenants - signed by tenant) 

F8 - Communication Designation Authorization (owner if they 
Optional 

want another to receive correspondence on their behalf) 

F9 -Authorization for Release of Mortgage Loan Information Yes, if there is a 

(all owners) mortgage 

Fl0 -Affidavit of Authority to Bind Corporation (owner Only if property is 
authorized to bind corporation - requires notarization) owned by a corporation 

Only if owners had an 

FU-Affidavit of No Insurance (primary applicant - requires National Flood 

notarization) Insurance Policy, and 

no additional policv.. 
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Legal and Consent Documents (and who must sign) Required YES NO Scanned 

Only if owner's name 

F12 -Affidavit of One and the Same Name (owner with 
appears differently on 

their property records 
different name - requires notarization) 

because their name 

has since changed 

F13 -Affidavit of Sandy Expenses (primary applicant) Yes, even if no expenses 

F14 -Affidavit of Zero Income (applicants who claim zero 
Only if applicant(s) 

claim to have zero 
income - requires notarization) 

income 
• 

Only if owner(s) wish 
to be represented by 

FlS - Power of Attorney (requires notarization) someone else 

throughout the 
application process 

F16 - URA Homeowner Acknowledgement (all owners with Only if homeowner has 

tenants) tenants 

Only for owners 

F17 -Decent, Safe and Sanitary (DSS) Certification (all owners seeking 

seeking reimbursement for completed repairs) reimbursement for 
completed repairs 

Comment: 

Team Lead Date 

Site Supervisor or Deputy Site Supervisor Date 
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CASE MANAGEMENT 

Background: 

Due to the limited availability of hotels and motels in the affected area, the Transitional 
Shelter Assistance (TSA) Program is not a viable temporary housing solution. To 
address the need, FEMA has authorized The Shelter at Home Program (SAP) for the 
State to perform emergency temporary repairs and power restoration in single-family 
owner occupied residences. Where safe and practicable, SAP may enable residence to 
return to or remain in their homes as a form of shelter while permanent repairs are 
completed, thereby reducing the number of individuals, in shelters or requiring 
assistance through the TSA. SAP will also return communities to normalcy by allowing 
schools serving as shelters to open sooner and hastening the pace of overall 
community recovery. 

Case Manager Role: 

The role of the Case Manager is to help an applicant work through the process of the 
Shelter at Home Program. The Case Manager will collect required documentation, 
establish initial contact with the applicant, answer questions about an applicant's file or 
project status, determine initial eligibility, provide information to the construction team so 
the applicant's project can be scheduled for inspection, and create a closeout package 
once construction has been completed. 

Case Managers will be assigned to approximately 100 applicants at all times and will be 
responsible for providing updates and status to management as required. 

Case Manager Process: 

Application Intake 
and First Call for 

Required 
Documentation 

Assigned to Case 
Manager for 

Documentation 
Verification and 
Eligibility Review 

Once deemed eligible 
and Right of Entry 

Form is received, File 
is assigned to 

Construction Team 

Initial Eligibility Determination -

Contractor is assigned 
and Initial Inspection 
takes place to verify 

estimated cost to 
make Safe and 

Habitable 

Home is Repaired 
(verified through Fin;il 

Inspection) 

Contractor Payment 
and F\le Closeout 

In order to determine initial eligibility, Case Managers must verify and obtain the 
following information/documentation: 
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• Verify the applicant's home is located in one of the 20 declared parishes 
(Enclosure) 

• Obtain Proof of Ownership 
• Proof of Primary Residence 
• Signed Right of Entry (ROE) form 

Documents required to determine initial eligibility include: 

Proof of Ownership: 

• Tax Bill (Preferred, Enclosure 2 provides links to parish websites) 
• Structural Insurance 
• Official Records - notarized document confirming long-term ownership. An 

original deed or deed of trust to the property listing the applicant as the legal 
owner 

• Mortgage Payment Book 
• Affidavit or Title Number after viewing an official government document verifying 

the home address and applicant to own the dwelling 

Proof of Primary Ownership: 

• Driver's License (Preferred) 
• Utility Bill 
• Merchant's statement 
• Voter's Registration card 
• Employer's Statement 

Signed Right of Entry (ROE) form (Enclosure) 

Once these documents have been obtained, an applicant can be scheduled for 
inspection. 

Document Collection: 

There are currently 5 methods by which a Case Manager can collect documentation 
from an applicant: 

Email - documents@lasahp.com 

Fax - 1-800-927-0216 

Mail to P.O. Box - LA SAHP Program, PO Box 66097, 4500 Government Street, Baton 
Rouge, LA 70806 

Hand Deliver - 7389 Florida Boulevard, Baton Rouge, LA 70806 

Inspectors may collect documentation from applicant when applicable 
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Case Management Database:TBD 

File Management: 

Before initial contact with the applicant, the Case Manager will create a file, specific to 
the applicant, to store all documentation associated with the applicant's project. 

All files will be saved using the following naming convention: 

LASAHXXXXXX_LASTNAME_DOC TYPE 

Document Types: 

OWN 

RES 

ROE 

Fl 

Photos 

sow 

POP 

- Proof of Ownership 

- Proof of Primary Residency 

- Right of Entry 

- Proof of Flood Insurance or Certification of NO Flood Insurance 

- Photos of Damage 

- Scope of Work Performed on the Structure 

- Proof of Payment (Invoices, Cancelled Checks, etc.) 

The Case Manager will first attempt to collect the tax document on line (this will ease the 
burden of documentation provided by the applicant and will speed along the processing 
of the applicants project). 

If the tax document cannot be collected online, then the Case Manager must collect one 
of the approved documents listed above to determine Proof of Ownership. 

In addition to the tax document, the Case Manager will check the share drive and the 
documents email box to check for previously submitted documentation. 

Once the above documents are obtained, the Case Manager will make initial contact 
with the applicant. 

Initial Contact: 

CM: Good morning my name is (NAME) calling from the Louisiana Shelter at 
Home Program, I am your Case Manager that has been assigned to help you 
complete your project. I would like to give you my contact information in case we 
get disconnected (If the applicant has the ability to take your name, phone 
number, and email address, give it to them at this time). 

Once the Case Manager has established initial contact with the applicant, it is very likely 
that the applicant may have additional questions about the program. Some of the 
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questions they may ask are listed below. The Case Manager should only answer 
questions which they are sure of the answer, if the Case Manager is unsure of an 
answer, they should ask a supervisor. 

Answers to Common Questions: 

I already submitted a FEMA application. Is that the same thing? No, your FEMA 
application is separate from the Louisiana Shelter at Home Program 

Am I eligible? A case manager will work with you on your file and eligibility 
determination. 

When will I hear back? I do not have a good timeframe to provide, but we are 
processing alt applications in the order they are received. 

How do I qualify? 

• Be in one of the 20 declared parishes (refer to list) 
• An inspector will determine if your home can be made safe and 

habitable with a cost of not more than 15,000. 
• Must own the property 
• Must be your primary residence 
• Other site-specific requirements as noted in the FEMA guidelines 

If I don't qualify, what are my options? Apply for temporary housing 
assistance via through FEMA online at www.DisasterAssistance.gov or 1-800-621-
3362 

Calls to ask about their status, requests for confirmation that application was 
received, or calls to see if their documents were received - the assigned Case 
Manager will contact the applicants in the order their application was received. 
We don't have the ability to do that in the call center. 

If applicant calls to update their application - let them know they can do that 
with their case manager during the documentation/eligibility review process 

Are duplexes eligible? - Yes. 

Are Mobile Homes or Trailers eligible - Not at this time, but mobile homes 
with a permanent addition will be considered on a case by case basis. 

If they would like a FEMA trailer - let them know this is an alternative for the 
FEMA trailer, but they can reach out to www.disasterassistance.gov and apply 
online if they would like to proceed with applying for a FEMA trailer. 

What documentation do I need to provide? Refer to the Required 
Documentation list from the FEMA guidance. 
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We are getting some instances where we get all the way to the end of the 
application and find out that the property is a rental. Make sure you ask if they 
will be able to provide proof of ownership AND proof of residency early in the 
application process. 

Once all documentation has been collected and the applicant has been determined to 
be initially eligible, the Case Manager will mark the file as "Eligible" in the Case 
Management database. At this point, the applicants file will transition to the inspection 
team to perform the necessary inspection and schedule construction. When 
construction has completed, the file will then be transferred back to the Case Manager 
for creation of the Closeout Package. 

Closeout: 

Upon completion of construction, the file will transition back to the Case Manager for 
creation of the closeout package. The closeout package will include: 

• Owner/occupant's name and address 
• FEMA Individual Assistance registration number, if applicable 
• Signed Right of Entry form 
• Flood Insurance policy or certification of no flood insurance 
• Photos of damage 
• Damage description and scope of work required 
• Work orders for each property describing costs and specific work performed at 

the property (i.e. debris removal, dry wall removal, installation of air conditioning 
units, etc ... ). Start and stop dates of work must be included. 

Closeout packages must be submitted to the state within 90 days of completion of work 
at final property address. 
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MEMORANDUM FOR: 

FROM: 

SUBJECT: 

ATTACHMENT V FEMA GUIDANCE 

U.S. l)q,artmcnt of .Homdaud S-ccurit)' 
Washmgton. DC 20472 

.FEMA 

August 22, 2016 

Gerald Stolar 
Federal Coordinating Officer 
FEMA-4277-DR-LA ~ ,.,J 

fs~~~drninistrator ~ t.,.,J\~ 
Recovery Directorate J\ 
Sheltering and Temporary Essential Power (STEP} 
Pilot Program Guidance for FEMA-4277-DR-LA 

Today I am issuing the attached Sheltering and Temporary Essential Power (STEP) Pilot Program 
guidance for FEMA-4271-DR-LA. This Pilot is an innovative approach to addressing imminent · 
threats to life, public health and safety in the aftermath of the recent catastrophic flooding in · 
Louisiana. STEP will enable the State to implement a program, as pi!rl of their broader transitional 
sheltering plen, to help survivors shelter in their own homes, when safe and appropriate. This will 
roduce th.; demand for congregate and transitional sheltering assistance by allowing snrvivors to 
remain in their communities alld keep the fabric of existii\g communities intact. helping schools to 
~pen more qwckly aod hastening the pace of community recovery. 

The torrential rainfall and historic floodiog beginning August 11, 2016, and which continues, in 
Lowsianahas damaged or destroyed more than 156,000 residences based on FEMA Geospatial 
assessment and analysis, displacing residents and overwhelming sheltering and temporary housing 
resomces in the affected area. Major flooding and moderate flooding is expected to continue for the 
next several days. In addition to the flooding, the weather, as is to be expected in the Gulf Coast this 
time of year, is hot and humid, wlricb heightens the need for qwck power restoration in affected 
homes. 

FEMA previously authori7,ed a STEP Pilot Program in 2012-2013 in response to Hll1Ticane Sandy. 
While STEP for FEMA-4277-DR-LA utilizes the same authority and is aimed at a similarpwpose as 
in Hurricane Sandy, we have altered certain aspects based upon lessons learned and tailored the 
program for the unique circnmstances of this event. Changes include: restricted categories ofwotk 
specific to work necessary and appropriate for this eveot, restriction to single family owner occupied 
n:sidcntial properties, and the provision that only the State will undertake or contract for the 
necessary work 

A,, with any FEMA-funded program, costs must be reasonable, and in this case, costs for this 
program are capped, with minimal exception to address issues related to access and functional needs, 
al $15,000 per residence to include necessary equipment, materials, and labor. 
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I undi)rs_t,ind.tfuit the Stafoisactiv!'ly developing aprogrllttl that will operate within 1he parameters 
established lnihe.attached STEP guidance for DR.4277-LA. Based an.Jesso~ lel!jned ftom 
implcil!eritation of s:qw in1<;Sj)OJJS¢ to Htmicane ~aiidy in },lew York, proviSlon ()ftl.dctun(mflltion 
requited for Mit~:rminfog ejigibility and for closoout, ~ .det,ille4Secti911V.Il,K. of )hi, attac)fed 
g~; will lie.l<ey t9 ~ tbc s~c~; qo~e ¥orilirialipn lllld co"""•.fl'lic;,ttjon wish the State 
on these:m!ltters wjll.be vitru. tp imccesil. Pie,ise coolim1e to ~o~k closely with th.: Stat61Js they 
finalii,e ;mdimpl~ci'it 1h¢irprogram: . 

Jf you h.aVc<JUtjtWns .~~Jhi:l gtii~ce, please eontal;tme .i>r ¥ve Y$ staff cont~ lic;:ward 
S!rl);j~luit202-E,/J,6-368J. . . . . . . . .. . . . . . . . . . . 

Attachment: She/feringartd 'iemf;waiyE..isijmia.l 1'1Jwfr (STEP) l'#/'Jt P/'Qgr.a!11 GuidniJe~, 
Aµgost:22,2016 . . . 
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FEMA 
RECOVERY PROGRAM GUIDANCE 

1. TITLE: Sheltering and Temporary Essential Power (STEP) 
Pilot Program for FEMA-4277-DR-LA 

n DATE: August 22, 2016 

ill. PURPOSE: 

Torrential.:ramfall and flooding begiru:ting August 11, 2016 and oontinlllllg in Louisiana 
has damaged or destroyed more than 156,000 residences dlsplacing residents and 
overwhelming sheltering and temporary housing resources in the affected area, Due to 

the limited availability of hotels and motels in the affected area, the Transitional Shelter 
Assistaru:e (TSA) Program is not a viable temporary housing solution for most survivors. 
To address this need, FEMA is authorizing Public Assistance fimding under Section 403 of 
the Slafford Act for a Sheltering and Temporary Essential Power (STEP) Pilot Program for 
the State to perform emergency temporary repairs and power restoration in single-1a:mily 
owner occupied residences. Where safe and practicable, STEP may enable residents to 
return to or remain in their homes as a form of shelter while permanent reprurs are 

completed, thereby reducing the nwnher of individuals in congregate shelters or reqwrlng 
assistance through the Transitional Shelter Assistance (TSA) Prog:rant. STEP will also 
return Sllrvivors and communities to normalcy by allowing schools serving as shelters to 
open sooner and hastening the pace of overall community recovery, 

IV. OBJECTIVES: 

A. STEP is intended to save lives, to protect public health and safety, and to protect 
property. It is also meant to minimize the disruption of the normal functioning of 
communities by enabling the State to help community members shelter in their own 
homes, when safe and appropriate. STE.Pis intended to zeduce the continued need for 
congregate sheltering and Tnmsitional Shelter Assistance. 

B. At the request of the Sta~"FEMA will deliver the STI!P program through 
reimbursement to the State. The State intends to perform or cmrtractfor the 
performance of authorized emergency protective measures. Individual residential 
property owners are not eligible for reirnbimaementunder STEP. 

V. SCOPE AND AUDIENCE: This policy is intended to guide all FEMA personnel 
responsible for providing STEP assistance. 
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8FEMA 
~"~-~ RECOVERY PROGRAM GUIDANCE 

VL AUTHORITY: Section 403, 42 U.S.C. 5170b{a)(3)(B) and (1), and 5170b(a)(4) of the Robert 
T. Stafford Disaster Relief and Emergency Assistance Act, as amended. 

VII. POLICY: 

A. STEP is for single family owner-oceupied residential properties ooly, to include duplexes 
and townhames. Other types of owner occupied residences may only be approved by the 
Regional Administrator on a case by case basis and supported by written justification by 
the State IQ include feasibility and cost effectiveness. Commonly owned areas, structures, 
or eq\lipment are not eligible for removal, maintenance, :repair, or :replacement under this 
program. 

B. The Governor's Authorized Representative (CAR) nrust submit a written request for 
STEP to the FCO as soon as pOSSl'ble and not later !ban by September 1, 2016 and, in that 
request, designate the areas requested for STEP. 

C. 'flu! written request will include the State's findings that 1) there .exists an immediate 
lfueat to lives, public health and safety, and that emergency measures taken lhrough this 
program are necessary to cope with this threal; and 2) that it has legal responsibility to 
lllldertake 1he proposed actions in response to this threat. 

D. Within 30 days of receiving approval from the Federal Coordinating Officer (FCO) to 
execute STEP, the State must obtain a Right of Enlry (ROE) from each property owner on 
a fonn approved by FEMA. At the FCO's discretion, the time period to obtain ROEs may 
be extended fur an additional 30 days. TI1e ROE allows FEMA, the State, or authorized 
contractors and representatives, access to the property. STEP work will not be initiated 
on a property without the submission of a ROE. All SI'EP work must be completed 
within 60 days afrer receipt of the ROE. The FCO may approve extensions subject to the 
project performance deadlines at 44 CFR206.204(c){l). 

E. Starting no later than 14 calendar days after the State begins executing temporary 
emergency repair work .under the STEP, the State must P':""ide a daily electronic report 
to include the aggregate number of ROEs obtained; number o£ properties where work is 

initiated; and number of properties complete. On a weekly basis, 1he State must provide 
an electronic report with the following information on residences that receive assistance 
under STE.P: property owner's name, address, and FEMA :registration number (il 
applicable-some residences receiving assistance under SI'EP may not have applied for 
FEMA Individuals and Households Program (IHP)). The report must also detail lhe 
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FEMA 
RECOVERY PROGRAM GUIDANCE 

following for each property: when the signed ROE was obtained; when work was 
initiated; and when work was completed. The FCO will establish format, data fields, and 
transmission method for the electronic reports. Changes to the reporting requirements 
will be mutually agreed upon by the FCO and SCO. 

F. FEMA makes no warranties of any sort for any assessments or temporary work 
undertaken pursuant to this program. 

G. Eligible temporary emergency repair measures will be capped at $15,000. Any temporary 
emergency repairs must be reasonable, necessary, and low cost options to make the home 
safe for sheltering purposes. If a home cannot be made safe and habitable for shelter 
purposes for less than $15,000, that property is not eligible for STEP assistance. The FCO 
may only waive the $15,000 cap on a case by case basis and after the State's 
demonstration of increased costs associated with work necessary to make a home safe 
and habitable for shelter purposes for owner-occupants with access and functional needs. 

All temporary emergency repairs must comply with local, State, and federal codes and 
may include: 

a. Removal of debris to curbside including damaged drywall, flooring, carpeting, 
ceilings, doors, insulation, fixtures and cabinets and other unsalvageab]e 
contents; 

b. Oeaning and sanitizing mterior ofresidence to include ductwork; 
c. Ensure one useable bathroom vanity, sink, toilet, and tank; 
d. Drywall replacement only to safely cover electrical shelter-in-place repairs; 
e. Repair or replacement of nonfunctioning interior/exterior doors; 
f. Remove and/or install floor covering; 
g. Inspection, cleaning, repair or demolition and replacement of damaged circuit 

breakers, panel boxes, electrical conduit, service cables, outlets, switches, and 
receptacles; 

h. Oeaning, testing and minor repair of furnaces, baseboard heaters or central air 
conditioning. Window air conditioning units may be provided in lieu of repair 
of central air conditioning. Temporary baseboard heaters may be provided in 
lieu of repairing furnaces. 

i Repair or replace damaged window air conditioning unit(s); 
j. · Repair or replace damaged water heaters. Replacement water heaters will be 

the minimum necessary capacity, but water heaters of similar capacity may be 
utilized when cost effective; 

k. Weatherproofing to include temporary roof, wall, and window repairs; 
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FEMA 
RECOVERY PROGRAM GUIDANCE 

1 Minor repairs to interior or exterior to provide safe access ( e.g. stairs, ramps) 
and living environment; 

m. Asbestos and lead assessment and abatement necessary to make repairs (not 
pre-existing paint and soldered plumbing fixtures); 

n. Inspect, test and repair of natural gas lines, valves, and pipes; 
o. Well decontamination if only source of potable water; 
p. Inspect and minor repair of plumbing, and sewer or septic components and 

connections to ensure a safe and sanitary living environment; 
q. Access and functional needs items impacted which were pre-disaster owned 

and damaged as a result of the event 
r. Mini-fridges for doctor prescnbed medical needs 

H. Any inspections for code compliance or safety necessary to accomplish work eligible 
under this program_ are also eligible for funding and not subject to the $15,000 per 
property cap. · · · 

I. Project management and oversight activities and State direct administrative costs are 
eligible and not subject to the $15,000 per property cap. Project management activities 
may include a call center to register impacted home owners, inspections, data and 
document collection, auditing of contractor documentation, outreach, contract 
monitoring and administration, quality assurance and quality control, and reporting. 

J. Implementing the Program. 

The State will identify residences potentially appropriate for STEP. To be appropriate for 
STEP, a residence must 

1. Be located within the geographic area established by the GAR in the STEP request 

2. Be structurally sound, such that authorized temporary emergency repairs can be 
safely made, and with no impediments blockingaccess to the dwelling; and 

3. Be reasonably able to serve as a suitable shelter upon completion of the temporary 
emergency repairs authorized under this program. 

K. State Requirements. 

1. The State will submit a formal request for approval of STEP. 
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FEMA 
RECOVERY PROGRAM GUIDANCE 

2. The State or its contractors will perform all project management activities to 
include oversight and monitoring of damage assessments, repair work, code 
compliance, safety inspections, and ensure occupancy requirements are met for all 
properties. 

3. The State or its contractors will obtain a signed ROE agreement, within the 
timeframe established above, from each residential property owner for the type of 
work to be performed. 

4. The State is responsible for obtaining, accelerating and facilitating the issuance of 
any and all permits required to complete the eligible work and will arrange, 
accelerate, facilitate any and all inspections required by State or municipal law, 
and obtain clearance for temporary occupancy for each property. 

5. The State will ensure the owner recognizes and certifies their understanding that 
participation m STEP will·make a FEMA IHP applicant ineligible for further TSA 
assistance, if authorized, or subsequent lodgmg expense reimbursement once 
emergency temporary repairs are complete and the residence is cleared for 
occupancy. 

6. The State must comply with the Federal procurement standards 1lnder grants in 2 
CPR 200.317-326. The State will provide FEMA the opportunity to review the 
procurement plan to provide for this work. 

7. The State, or its contractors, will obtain documentation to verify primary residence 
and ownership as follows: 

a. Primary Residence 
i. Utility Bill 
ii. Merchant's statement 

iii Driver's License 
iv. Voter's Registration card, or 
v. Employer's Statement; such as a wage or earnings statement, AND 

b. Home Ownership Verification 
i. Stroctural Insurance 

ii. Tax Bill 
iii. Official's Records - notarized document confirming long-term 

ownership. An original deed or deed of trust to the property, 
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FEMA 
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listing the applicant as the legal owner. 
iv. Mortgage Payment Book 
v. Affidavit, or 
vi. Title Number after viewing ari official government document 

verifying the home address and applicant to own the dwelling 

8. The State will submit to FEMA (frequency and means of transmission to be 
established by the FCO) the supporting documentation below for each property to 
include: 

a. . Owner/occupant's name and address 
b. FEMA Individual Assistance registration number, if applicable 
c. Right of entry 
d. Flood insurance policy or certification of no flood insurance 
e. Photos of damage . 

· f .. Damage description and scope of work required 
g. Work orders for each property describing costs and specific work 

performed at the property (ie. debris removal, dry wall removal, 
installation of air conditioning units, etc.). Start and stop dates of work 
must be included. 

9. The State will submit project for closeout within 120 days of completion of work at 
final property address. 

L. Effect on Other Assistance. 

1. STEP assistance is generally temporary in nature and is an emergency protective 
measure; therefore, STEP emergency protective measures do not affect a FEMA 
IHP applicant's eligibility for financial assistance, repair, replacement, or 
permanent or semi-permanent housing construction assistance under section 408 
of the Stafford Act and its implementing regnlations. 

2. Participation in STEP will make a FEMA IHP applicant ineligible for further TSA 
assistance, if authorized, or subsequent lodging expense reimbursement once 
emergency temporary repairs are completed. 

M. Removal of debris off of a property and beyond the public right-of-way is not covered 
under STEP. For information on debris removal from private property see FEMA' s 
Public Assistance Program and Policy Guide dated January 1, 2016. 
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MEMORANDUM FOR: 

FROM: 

August 23, 2016 

Gerard Stolar 
Federal Coordinating Officer 
FEMA-4277-DR-LA \ / 

Alex Amparo \\.1 f'-"\ 
Assistant Administrat~ 
Recovery Directorate 

U.S. Department of Homeland SCC'Urity 
Washington, DC 20472 

SUBJECT: Amendment #1 to Sheltering and Temporary Essential Power (STEP} 
Pilot Program Guidance for FEMA-4277-DR-LA 

I am hereby alJ:\ending the Sheltering and Temporiu-y Essential Power (STEP) Pilot Program 
Guidance for FEMA-4277•DR~LA, issued August 22, 2016 to add the following additional eligible 
item wtder section VII.G: · 

s. Minimal cooking and refrigeration appliances necessary for shelter-in-place (not to 
exceed $500 combined). 

If you have questions about this guidance, please contact me or have your staff contact Howard 
Stronach at 202-646-3683. · 

Attachment Amendment #1 to Sheltering and Temporary &sentiol Power (STEP) 
Pilot Program Guidance for FEMA-4277-DR-LA 

www.fcma.gov 
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.)FEMA 
~-p RECOVERY PROGRAM GUIDANCE 

Amendment 

I 

I. TITLE: Amendment #1 to Sheltering and Temporary 
Essential Power {STEP) Pilot Program for FEMA-4277-DR­
LA 

II. DATE: August 23, 2016 

Ill. AMENDMENT: Section VII.G is amended by adding the following at the end: 

s. Minimal cooking and refrigeration appliances necessary for shelter-in-place (not to exceed 
$~00 combined). 

Alex Amparo 
Assistant Administrator 
Recovery Directorate 

Date 

Amendment I 
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8FEMA 
'••··"' RECOVERY PROGRAM GUIDANCE 

VIII. ATTACHMENTS: 

Right of Entry (ROE) Sample Form. The State will provide a.finalized ROE for FEMA 
approval prior to execution of STEP. 

IX. ORIGINATING OHICE: Recovery Directorate 

X. REVIEW DA TE: This policy is :in effect from the date :in paragraph II above for these 
events. 

d½~~~ ✓ 
Alex Amparo! 
Assistant Adminiscrator 
Recovery Directorate 

Page? of7 
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Affected 20 Parishes 

Acadia 

Ascension 

Avoyelles 

East Baton Rouge 

East Feliciana 

Evangeline 

Iberia 

Iberville 

Jefferson Davis 

Lafayette 

Livingston 

Pointe Coupee 

St. Helena 

St. Landry 

St. Martin 

St. Tammany 

Tangipahoa 

Vermillion 

Washington 

West Feliciana 
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Tax Assessors Links: 

http://vermilionassessor.org/Search - Vermillion 

http://atlas.geoportalmaps.com/avoyelles - Avoyelles 

http:ljwww.acadiaassessor.org/search -Acadia 

http;//www.efassessor.com/SearchForm.aspx - East Feliciana 

http://washingtonparishassessor.org/SiteDisclaimer.aspx - Washington 

http://www.ibervilleassessor.org/Search - Iberville 

http://www.jeffdavisassessor.org/ -Jefferson Davis 

http://www.lafayetteassessor.com/PropertySearch.cfm - Lafayette 

http:ljwww.livingstonassessor.com/ - Livingston 

http:ljptcoupeeassessor.com/assessments - Point Coupee 

http://www.stlandryassessor.org/Search - St. Landry 

http://www.s120464627.onlinehome.us/Assmt list.asp - St Martin 

http://www.stassessor.org/property-search - St. Tam many 

http://www.tangiassessor.com/tangi-assessment-search.html -Tangipahoa 

http://wfassessor.com/tools/search-tax West Feliciana 

http://www.ebrpa.org/pagedisplay.asp?p1=1503 - East Baton Rouge 

There are currently no links for Evangeline and St. Helena 
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Appeals: Standard Operating Procedure 

1. Overview 

During the Clarification process the Program will thoroughly review an applicant's file and any 
additional material submitted. At the end of the Clarification review the applicant will receive a 
Clarification Determination Letter (CLDF), which will inform them if the original Program 
determination has been modified. If the Clarification was based upon an award calculation the 
applicant will receive a new Award Table showing the current calculation. The applicant will be 
asked by their Case Representative to review the Clarification Determination and indicate their 
agreement or disagreement with the CLDF. 

• Applicants previously would to need to sign their CLDF indicating if they agree or 
disagree within 30 days. 

o If they agreed, they waived their right to appeal. 
o If they disagreed, they had 60 days to appeal. 

An Appeal is a formal and final review of the file by a team of NY Rising Housing Recovery 
officials, including legal representation that includes all previously submitted documents and 
any additional information submitted by an applicant. The applicant must contact their 
Customer Representative or other NY Rising Representative to obtain an Appeal form. The 
Appeal Form is completed and submitted to the following email: 
housingappeals@stormrecovery.ny.gov. Customer Service Representatives (CSRs) can submit 
the appeals form for an applicant who does not have access to e-mail. 

If more than 60 days are needed to file the Appeal, an applicant may request an extension of 
the 60 day Appeal deadline by filling out an Appeals Deadline Extension Form obtained from 
the CSR. This form will need to be signed and returned within the original 60 day deadline, 
then approved by the Appeals Case Manager to extend the deadline for 60 days. Additional 
extensions may be requested in the same manner, but approval is at the discretion of the 
Program. 

After the Appeals Team has reviewed the case, the applicant will receive a letter stating the 
final determination of the Appeal. All Appeal determinations are final. 

2. Start of an Appeal 

The appeals process begins when a homeowner receives the results from a clarification, 
disagrees with the findings from the Clarification Determination Form (CLDF), and signs and 
submits an appeal form within 60 days of the CLDF being issued. 

3. Receiving Appeals through the Housing Appeals lnbox 

The appeals in box will be reviewed daily and ALL appeals must be entered into the appropriate 
category in lntelliGrants and OnBase within one business day. 
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The Appeals Case Manager will open each e-mail received and review for validity by verifying 
that the appeal request is within 60 days of the associated CLDF or that a deadline extension 
form was completed. 

A signed extension form must be approved by the Appeals Case Manager. The applicant or the 
Case Management CSR submits the completed form to the housing appeal inbox. 

The Appeals Case Manager will evaluate the Appeal and identify as being in one of six possible 
categories (Valid, Premature, Invalid, More Information Needed, Verified -Invalid, and Withdrawn) 

dependent on the following criteria in lntelliGrants: 

3.1. Valid Appeal Criteria 

o The Appeal form is completed and signed by the applicant. 

o All Applicant and Customer Representative fields are completed 

o The Appeal must be tied to a valid clarification determination issued within 60 days 

prior to the Appeal Form submission. 

o The Appeal is for one issue only or, if for multiple issues, each issue is related to a 

declined clarification determination and is clearly delineated in the appeal request. 

NOTE: If appeal is for multiple unrelated issues, each issue will be treated as a 

separate appeal. An exception to this would be if the applicant had multiple 

eligibility issues. 

3.2. Premature Appeal Criteria 

o The Appeal form is completed correctly and signed by the applicant. 

o The applicant has indicated that they want to appeal their Clarification 

Determination, but the applicant has not yet submitted an Appeal Form. 

o The Appeal is not associated with a valid clarification or clarification 

determination. The applicant submits an appeal form for an issue that has not 

gone through the clarification process. 

• In these cases a clarification will be created to address the applicant's 

concern. Pending the clarification determination and the applicant's 

rejection of the determination this appeal will transition to valid. 

• If the applicant agrees with the CLDF they can submit the Appeal 

Withdrawal Form and the appeal will transition to withdrawn. 

o The Appeal will remain in that status until the Case Manager changes the 

"Validation" drop down to one of the other selectable values. 

3.3. Invalid Appeal or Verified - Invalid Criteria 

o This status only exists in On Base 

o The Appeal form is NOT completed and signed correctly i.e. signed by the actual 

applicant and/or POA, OR 
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o The applicant is attempting to appeal a federal program guideline or other issue 

that we cannot address (e.g. the applicant believes that they deserve more money 

from the program). When the applicant is unhappy with their award but their DOB 

and scope is correct. 

3.4. More Information Needed 

o Applicant submitted Appeal statement in an email but did not submit an Appeal 

form. Applicant will be requested to submit an Appeal Form via their Customer 

Representative. 

o Applicant submitted an incomplete Appeal Form. Applicant will be contacted via 

their Customer Representative to complete the form. 

o Applicant submitted an Appeal Form, but intent/ nature of the appeal on the form 

is not clear. 

o Applicant needs to provide new documentation or additional documentation since 

the Clarification was created. 

3.5. Withdrawn - Voluntary or Involuntary 

o For cases where the appeal request is unclear or so vague that it can't be 

investigated (only mature appeals requests raise to this level.) 

o Appeals that have been requested to be withdrawn by the applicant and submitted 

written request (via e-mail or appeal withdrawal form). 

o For cases where the appeal request is clear, but additional information is needed 

to investigate but the applicant is non responsive. 

Applicants with Appeals that fall within the 'Premature' or 'Invalid' category will be contacted 

within seven business days via e-mail and/or phone call to be notified of the additional 

information needed and/or additional action (opening a clarification) being taken of their 

behalf. 

The Appeals Case Manager will contact the CR to choose one course of action from the 

following: 

• CR to provide e-mail and make phone call to applicant; 

• CR to allow Appeals Case Manager to e-mail and make phone call to applicant; 

• CR and Appeals Case Manager to jointly provide e-mail and make phone call to 

applicant. 

4. Adding a New Appeal in lntelliGrants 

4.1. Adding the Appeal 

o Appeals Case Manager will log into lntelliGrants and select the Appeals Page. CR's 

can also do this but only can populate the following fields; date appeal letter 
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received, associated clarification, reason for appeal. Note: You can add additional 

appeals after saving the first appeal. 

4.2. Uploading/Entering Relevant Information in lntelliGrants on Appeal page 

o Update the following fields on the Appeal page: 

o Date Appeal Letter Received; 

o Associated Clarification-if applicable (if Premature this may be blank); 

o Reason for Appeal; 

o Current Status; 

o Appeal Review Comments. 

o Upload the Appeal Form and supporting documentation (if provided by the 

applicant at this time) 

5. Adding a New Appeal in OnBase 

Please refer to the "On Base Appeals Walkthrough" for a step-by-step walkthrough associated 

with this document for screenshots and more detailed instructions. 

5.1. Adding the Appeal 

o Appeals Case Manager will log into On Base, select the Appeals program filter, and 
then select "New Appeal." 

o Associate the appeal with an applicant by entering the Applicant ID. 
o Associate the new appeal to the appropriate clarification. The clarifications 

associated with the applicant will already be populated into the On Base system. If 
there are multiple clarifications you must select the correct one to connect to this 
appeal. There can only be one appeal per clarification. 

o In instances where no clarification exists, refer to premature or invalid appeal 
types. 

o To ensure duplicates are not made there is a check box reminder. OnBase requires 
this box to be checked to move forward. 

o Make sure the CLDF fields are populated (this should happen automatically for most 

of the fields). 

o The Appeals Case Manager must update the CLDF declined date. 

o For older CLDF's this will be a real date. 

o For new CLDF's this will be the appeal form signed date. 

5.2. Uploading/Entering Relevant Information in OnBase 

o Update the assigned Appeal Case Manager as needed 

o Case Management Case Manager 

o Construction Appeal Case Manager 

o Update Appeal Received Date. (This is commonly the CLDF declined date) 

o When the Appeal form was submitted to the inbox 
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o When the Appeal was rejected 

o Populate the "Clarification Findings" and "Effective Policy" fields. This information 

will come from the CLDF and the clarification page in lntelliGrants. Do not 

generalize Clarification Findings. Please elaborate where possible so the Appeals 

Committee can resolve the issue in its entirety. 

5.3. Populating the Appropriate Fields in OnBase (OnBase Appeal Process and User Guide 

- see appendix) 

o Upload all Necessary Documentation: 

o The Formal State Appeals Form received via e-mail 

o The e-mail received from the applicant requesting the Appeal (in PDF format) 

o The original clarification being appealed: 

• Clarification Request (from lntelliGrants, not always present); 

• Clarification Determination Letter and Award Calculation Table; 

• The declined CLDF signed by the applicant 

• A declined CLDF is not always present) Current CLDF's are not 

required to be signed or declined. 

• Any optional documentation needed to process the appeal 

• 3rd party responses to inquiries; 

• Governmental data sets; 

• All relevant emails or notes related to the clarification 

determination; 

• Applicant supplied documents provided with the clarification 

if pertinent to the appeal; 

• Any documents that are in lntelliGrants; 

• Any applicant supplied documents provided to support the 

appeal. 

5.4. On Base Appeals Statuses/ Appeal Validation 

o Valid 

o Invalid 
o Premature 
o More Information Needed 
o Verified - Invalid Appeals (On Base only status): indicates that the appeal has been 

reviewed and deemed invalid by prior team members. 
o In Validation (On Base only status): indicates that the appeal is in review. 
o Withdrawn 
o Closed 

6. Preparatory Review of Appeal Package 

o A final re-validation of the information on hand will be performed: 
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o Eligibility issues will be checked for a change in status. Any pre-existing and 

additional documents provided by the applicant will be uploaded to On Base and 

evaluated by the Appeals Specialist. 

o DOB issues will have final re-verifications ordered 

• If no response has been received 15 days after the request is made to 

the 3rd party, a note will be placed in the file and a second request will 

be made 

• If no response has been received 7 days after the second request is 

made, a note of is placed in On Base as a journal note. 

• If there are persistent issues with obtaining a re-verification from the 

3rd party the issue will be escalated to the State level for assistance. 

• Results of the re-verification should be summarized in the Appeals 

Summary Package. 

o User supplied documents are reviewed - if additional /different information is 

required, a request for that information will be sent to the CR along with an 

expectation date for receipt of that information. Follow-up is done routinely every 

7-10 business days. 

7. Appeals Summary 

o The Appeal Summary is a document that summarizes the applicant's issue and the 

Appeals Team's findings. 

o Once the supporting documentation has been uploaded to the file, the Appeals 

Manager will request an email from OnBase and then fill in the Appeal Summary. 

o Save the file locally to your computer. 

o The Appeals Summary is then uploaded into On Base in MS Word format in order to 

make any necessary changes. 

8. Preparing the On Base Summary Package 

o Upon completion of the Appeals Summary, the package will be sent to the Appeals Case 

Manager Team Lead for VOB QC review. 

o While On Base has a Team Lead review this step in the work flow is not utilized. 

The Team Lead is responsible for completing the VOB QC Review. 

o When Appeal Case Manager Team Lead's VOB QC review has been accepted, the appeal 

will be pushed to the Sr. Manager for review. 

o After the Sr. Manager reviews the package and accepts it, it will be sent to the State 

Lead for a final review before being printed in preparation to be heard by the Appeals 

Committee. 
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o Note: If during any stage of the review process a reviewer has additional 

questions or concerns that they believe should be addressed, (e.g. the Appeal 

Summary, supplemental documentation) the appeal can and will be returned to 

the Appeal Case Manager for further review and additional edits. 

9. Preparation of the Package for Appeals Committee 

o A brief case summary will be generated from On Base 

o Summary of the applicant appeal including any pertinent information that may 

influence the appeals decision. The goal when writing the summary is to present 

the facts and remain impartial. There should not be any personal opinion 

expressed within this document. However, a recommendation for the 

committee should be included where possible. 

o Summary of initial clarification -includes reason for determination, date of 

determination & date appeal was received 

o Summary of additional actions taken and results, including review of new 

information and re-verification results. 

o Summary of owner-supplied documentation post-clarification 

o Financial summary chart where appropriate 

o The Appeals summary should be no longer than one to two pages, but the final 

package to the appeals team will have multiple documents. 

o All information will be packaged in a user-friendly fashion 

o Appeal Summary (see attached example for required information and format) 

o Any relevant documents and information utilized in the initial clarification 

determination that is pertinent to the appeal should be included. 

o All relevant homeowner-supplied documents and information pertinent to the 

appeal. 

o DOB Verification and re-verification information as appropriate. 

o Other documents or information deemed relevant and/or influential to the 

determination 

o Summary of documents submitted, but not included in the package (this will be 

included on the summary page). 

o All documents should be appropriately named and identified, with additional 

information provided as needed to ensure easy identification of the contents 

o Each document should be an individual PDF file to enable quick and easy access 

to specific information when needed, with the exception of the Appeal Summary 

in Word format and an Excel spreadsheet for DOB offset calculations. 
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10. Appeal Committee Meetings 

Appeal committee meetings are held weekly. The on-site Appeals team is in attendance with 

voting members of the appeals committee - comprised of GOSR Representatives. Committee 

meetings are where completed appeals are presented and determinations are made. 

Determinations may fall into one of several categories: approved, approved in party, denied, 

denied in part, or tabled. 

11. Appeals Determinations 

o Approved Eligibility Appeal Determinations 
o GOSR will upload the Appeal Determination letter to OnBase and push the 

status to "Pending Closure," as well as send to the Appeals Case Manager. 
o The State Lead will send a request to the Appeals Case Manager to make the 

changes in lntelliGrants. Appeal Case Manager's and Appeal Specialist only are 
permitted that have admin access rights to make such changes in lntelliGrants. 

o The updates to lntelliGrants include updating the following fields: 
• Current Status 
• Program Review Start Date 
• Program Reviewed Completed Date 
• Program Recommendation 
• Appeal Review Comments-verbiage from appeal determination letter 

o Approved Construction Appeal Determinations 
o GOSR will upload the Appeal Determination letter to OnBase and push the status 

to "Pending Closure," as well as send to the Appeals Case Manager. 
o The State Lead will send a request to the Appeals Case Manager to make the 

changes in lntelliGrants. Appeal Case Manager's and Appeal Specialist only are 
permitted that have admin access rights to make such changes in lntelliGrants. 

o The updates to lntelliGrants include updating the following fields: 
• Current Status 
• Program Review Start Date 
• Program Reviewed Completed Date 
• Program Recommendation 
• Appeal Review Comments-verbiage from appeal determination letter 

o Approved DOB Appeal Determinations 
o Appeals Case Manager will make the appropriate changes to the lntelliGrants 

DOB page prior to the Appeal Determination Letter being sent to the applicant. 
o GOSR will upload the Appeal Determination letter to On Base and push the status #i 

to "Pending Closure," as well as send to the Appeals Case Manager. = 
o The State Lead will send a request to the Appeals Case Manager to make the (; 

changes in lntelliGrants. Appeal Case Manager's and Appeal Specialist only are 
permitted that have admin access rights to make such changes in lntelliGrants. 
The updates to lntelliGrants include updating the following fields: 

• Current Status 
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• Program Review Start Date 
• Program Reviewed Completed Date 
• Program Recommendation 
• Appeal Review Comments-verbiage from appeal determination letter 

gets entered here 
o All Appeals are Final 

o An applicant will not be allowed to Appeal an Appeal Determination or open 

another clarification for an issue where an Appeal Determination has been 

made. 

o If the applicant's appeal determination is approved by the committee, the 

appeal will be closed in both OnBase and IG. 

o If the applicant's appeal determination is denied by the committee, the following 

steps will take place: 

• The appeal will be closed in both OnBase and IG. 

• An Appeal outcome can effect an award calculation both positively or 

negatively. 

o Closed/ Completed Appeal Statuses in lntelliGrants 

o Closed: This status represents a valid appeal that has been through the entire 

Appeals Process and has been either "Approved" or "Denied" by the Appeals 

Committee, and the determination letter has been mailed. This is the final 

status for an Appeal. The "Appeal Status" will change to "Closed" when the Case 

Manager presses the "Final Updates to IG" and "Queue Documents for Upload to 

IG" button. 

o Invalid: This status represents that an Applicant has submitted a request for an 

Appeal, but the Appeal was not submitted in the allotted time frame, or the 

Applicant is asking to waive a federal guideline. The status of "Invalid" will only 

appear in the "Appeal Status" field when the Case Manager selects that value 

from the "Validation" drop down. The Appeal will remain in that status until the 

Case Manager changes the "Validation" drop down to one of the other t-
selectable values. e 

o Withdrawn: This status represents that an Applicant has submitted a request for 

an Appeal, but has submitted written communication that is requesting that the 

Appeal be Withdrawn. The status of "Withdrawn" will only appear in the "Appeal 

Status" field when the Case Manager selects that value from the ''Validation" 

drop down. This status could also be utilized when the withdrawal was initiated 

and completed by the program. The Appeal will remain in that status until the 

Case Manager changes the "Validation" drop down to one of the other 

selectable values. 
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12. Appeals Withdrawal Process 

There are two main reasons that would result in a withdrawal of an appeal: 

o Voluntary Withdrawal -the applicant decides they no longer wish to pursue the 
appeal. 

o The applicant would complete the Appeal Withdrawal Form and send to the 
housing appeals in box or to their appeal Case Manager to process. 

o The appeal withdrawal form would be uploaded into lntelliGrants and 
On Base by the Appeals Case Manager 

o The status' would be updated in lntelliGrants and On Base 
o A n'ote would be entered on the appeal page in lntelliGrants. A journal note 

would be entered within the appeal in OnBase. 
o Involuntary Withdrawal-this is initiated by the program. There are two methods of 

withdrawal that can be initiated by the program: 
o For cases where the appeal request is unclear or so vague that it can't be 

investigated (only mature appeals requests raise to this level. If there is no 
corresponding declined CLDF, no withdrawal is necessary.) 

• CR or Appeals Case Manager send through regular mail a letter asking 
the homeowner to call their CR within 30 days or their appeal will be 
deemed withdrawn. 

• During the 30 day period, two follow-up calls are made and 
documented in the case notes. 

• If no contact is made within 30 days another letter will be sent to the 
homeowner confirming that their appeal has been withdrawn. 
Homeowner can submit a new clarification on the subject if they 
want. 

• The Appeals Case Manager will mark lntelliGrants and OnBase as 
withdrawn. (We should ask for two new dropdown additions to the 
Program Recommendation field: "withdrawn by homeowner" and 
"withdrawn by GOSR"). Letters to the homeowner will also be 
uploaded to the Appeals Page in lntelliGrants and to OnBase. 

• The Appeals Case Manager will let GOSR Representatives know that 
the appeal has been withdrawn. 

o For cases where the appeal request is clear, but additional information is 
needed to investigate. This procedure applies to all types of appeals, 
including construction-related appeals. 

• After normal attempt to secure information does not provide results 
(the time for this is at the discretion of the State Lead and Appeals 
Case Manager) sends through regular mail a letter asking the 
homeowner to call the Case Management Case Manager and/or the 
Appeals Case Manager as soon as possible, but if information is not 
submitted in 60 days, their appeal will be heard with what appears to 
be insufficient documentation to substantiate the appeal. 
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• During the 60 day period, two follow-up calls are made and 
documented in case notes. 

• If required information is not obtained within the 60 days the case is 
sent to committee for determination with any/all documentation 
available and explanation of attempts made to secure information. 

• Appeals Committee would determine if contractors made sufficient 
attempts to reach the homeowner and if the requests were 
reasonable. If so, the appeal will be heard. If not, it will be sent back 
to the contractor for further investigation. 

Construction appeal withdrawals will be forwarded to the Case Management Appeals Case 

Representative from the State Appeals Lead or the Construction Appeals Lead and the Appeals 

Manager is responsible for uploading the withdrawal to the appeals page in IG, adding the note 

of withdrawal date and changing the appeal type status to withdrawn. 

13. Appeals Involving Eligibility 

13.1. Eligibility- Citizenship 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened when the applicant has been found to not be a U.S. 

Citizen or an eligible immigrant. The applicant must provide documentation to 

substantiate citizenship in order for the clarification to be reviewed. 

o Once documentation is received, a request is sent to a GOSR representative to 

perform a SAVE (Systematic Alien Verification for Entitlements) database search on 

the applicant. 

o GOSR returns documentation from the SAVE system stating if citizenship has been 

verified or documentation stating the applicant was found to not have eligible 

citizenship. This documentation is then uploaded into OnBase as a required 

document. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o If the appeal is approved, the previous clarification status is marked 

administrative close on the Clarification page 

o Upon GOSR sending the determination to the applicant via United States Postal 

Service in the form of a letter, the appeal status is marked complete based on 

GOSR's determination and closed in lntelliGrants and OnBase. 

13.2. Eligibility- Property is Outside the DR Service Area 

o The applicant must submit a fully executed appeal form. 
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o This appeal is opened when the applicant's damaged property is not located in an 

eligible county associated with a qualifying storm. 

o These appeals are reviewed on a case by case basis. The Appeal Case Manager 

reviews the file and review any documentation provided by the applicant, as well 

as, within the electronic file. The appeal Case Manager will ask for additional 

documentation if the applicant did not supply all program approved documents to 

substantiate the property in question being inside of the DR service area. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

13.3. Eligibility - Not a Primary Residence 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened when the VOB Team's review and the subsequent 

clarification did not find evidence that the applicant resided at the damaged 

property at the time of the storm. 

o All documentation - both attached to the clarification and throughout lntelliGrants 

- is reviewed to make a determination. The appeal Case Manager will ask for 

additional documentation if the applicant did not supply all program approved 

documents to substantiate primary residency. 

o The customer service representative or a member of the Appeal Team 

requests the needed documentation from the applicant. 

o The Appeal CSR reviews the file and review any documentation provided by the 

applicant, as well as, within the electronic file. 

o The appeal summary is completed. This is accumulation of all documents in the file 

and the information that they contain. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed. 
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13.4. Eligibility-Applicant is not the Owner 

o The applicant must submit a fully executed appeal form. 

o This Appeal type is opened when the VOB Team's and the Clarification 

Department's review did not find sufficient evidence that the applicant owned the 

home at the time of the damaging storm or does not currently own the home. 

o Common ownership problems occur when the property is owned by a 

corporation, the title report shows the home was foreclosed on, the property 

was an inter-family gift, or the property was sold post-storm. 

o All documentation, both attached to the clarification and submitted at appeal and 

throughout lntelliGrants, is reviewed ~o make a determination. Additional 

documentation will be requested of the applicant if ownership has ndt been 

0 

0 

0 

0 

0 

0 

0 

0 

substantiated by previous documentation. 

The customer service representative or a member of the Appeal Team 

requests the needed documentation from the applicant. 

Once all documentation has been provided, the Appeal Team submits the 

completed appeal summary. This is accumulation of all documents in the file and 

the information that they contain. 

The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

The Appeal moves through the review process and is heard by the Appeals 

Committee. 

Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

Appeals regarding ownership by a corporation, potential foreclosures, and 

inter-family gift of property are sent to the GOSR Title Team for review prior 

to being brought to committee 

o Appeals in which the applicant has sold the home before they were closed out 

of the program are sent to the Close-Out Specialist for review to see what 

would be required to close the file prior to being brought to committee. 

o If after the Appeal is approved, the Owner Identity and Ownership 

Verification page shows a Title Void, the Appeal Team will notify the Program 

Support Services Manager that the void must be removed. 

13.S. Eligibility- Contract of Sale 

o The applicant must submit a fully executed appeal form. 

13 

;f.t 

l),J 



Appeals: Standard Operating Procedure 

o This Appeal type is opened when the applicant did not own the home at the time 

of the damaging storm, but was in contract to purchase the home and closed on 

the sale after the storm. 

o Documentation, such as the contract of sale, must be provided by the applicant to 

show intent to own the home and maintain the property as a primary residence. 

o Applicant can provide documentation to show intent to maintain the property 

as their primary residence if they are unable to prove primary residency for 

the date of the damaging storm. Acceptable documents must still be program 

approved. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o At the discretion of GOSR legal the applicant must complete an "Applicant 

Eligibility Affidavit'' if they cannot provide sufficient documentation to substantiate 

primary residency as GOSR requests. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

13.6. Eligibility- Home is not a Legal Dwelling Unit According to the Municipality 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened when the applicant believes their damaged property is 

a type of legal dwelling, but it was not found so at the time of inspection or at 

clarification. 

o Applicant must submit documentation to substantiate that the home is a legal 

dwelling. An example would be a CO from their municipality. 

o The Appeals Team reviews all policy material regarding legal structure types, refer 

to Technical Advisors for information, and discuss with GOSR as necessary. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 
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o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

13.7. Eligibility- Home contained Illegal Units at Time of Storm 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened if the home contained illegal units at the time of the 

damaging storm. 
o Applicant must submit documentation to substantiate that the home does not 

contain illegal units. An example would be a CO from their municipality. 

o The Appeal Team reviews all policy material regarding legal structure types, refer 

to Technical Advisors for information, and discuss with GOSR as necessary. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 
o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

13.8. Eligibility- Damage not done by a Qualifying Storm 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened if it was determined that the damage to the home was 

not the result of a qualifying storm or if there was no damage to the home at all. 

o This determination was often made by the inspector at the time of the 

inspection and can be viewed in the inspection reports. 

o The Appeal Case Manager reviews the file to assess if any funds were received by 

the homeowner from a third party insurance provider or FEMA for program eligible 

repairs to the home due to damages incurred by the qualifying storm. 

o If funds were received from an insurance provider, the applicant is asked to 

supply an insurance itemized repair estimate. This allows the Appeals Case 

Manager to confirm that the date of loss is within the correct date range and 

that the damages caused are related to the structure of the home. 

o The Appeals Case Manager can also refer to a Technical Advisor to determine 

documentation needed to resolve the appeal when necessary. 

o The Appeal Case Manager as per the Technical Advisor could request receipts 

to show proof of damage or that a 6100 form be completed. 

o This step can be taken whether funds were received from insurance provider 

or not. 
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The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

The Appeal moves through the review process and is heard by the Appeals 

Committee. 
Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and On Base. 

Eligibility- Damage is an Ineligible Expense 

The applicant must submit a fully executed appeal form. 

This appeal is opened when the applicant would like to receive program assistance 

for what they believe to be eligible expenses. 

The inspection reports will list out the type of damage noted to the home by 

the inspector. 

The applicant is asked to supply documentation to prove that the damages to the 

home are eligible expenses per program guidelines. 

An example document that could be provided is the itemized repair estimate 

provided by an insurance company. This document will list all damage to the 

home that the insurance company allocated funds for. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

0 

0 

13.10. 

0 

If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and On Base. 

Eligibility- Environmental Review did not Meet Requirements 

The applicant must submit a fully executed appeal form. 

o This appeal is opened when the applicant would like to dispute program findings 

that their damaged property is in a floodway, coastal barrier resource area 

(CoBRA), o·r failed other environmental review requirements. 

o Note 1: It is recommended that the applicant provide supporting 

documentation to substantiate their belief, but it is not required. 

o The Appeal Case Manager reviews the GIS Data Display to confirm evidence of the 

applicant's ineligibility. 
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GIS QATA DISPLAY 

Data 

\Primary 0wner I -
GIS 

Result 

iDamagedl'laperlYAdmess II 3701 IONIAST, SEAFORD, NY. 117831 
Structure in 100-Yrfloodpla 

ICoBRAZone I -

-----------------""' -
o The Appeal Case Manager submits the information provided in the clarification 

description to GOSR and D&B Engineering for their review and determination. 

o The Clarifications Team requests any further documentation GOSR or D&B 

Engineering requires from the applicant. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

13.11. Eligibility- FEMA Non-Compliance 

0 

0 This appeal is opened when the applicant was found to be non-compliant with { 
The applicant must submit a fully executed appeal form. fl 
FEMA regulations or failed to comply with the requirements of the National Flood 

Insurance Reform Act (NFIRA}. 

0 An applicant is FEMA non-compliant if they failed to obtain and maintain 

flood insurance after receiving FEMA funding for a previous disaster. 

o The applicant must work with FEMA to resolve their non-compliant status. 

Documentation must be received from FEMA to show that the applicant is 

now in compliance with regulations. 

o The Appeal Case Manager reviews documentation provided by the applicant that 

substantiates that they are now in compliance with FEMA Regulations. The 

17 

rJ·J 



Appeals: Standard Operating Procedure 

documents are then submitted to FEMA for verification that the issue has been 

resolved and the provided documents are acceptable. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

o If the appeal is approved, the previous clarification status is marked 

administrative close on the Clarification page once the FEMA Data Display is 

updated to show that they are now in compliance. 

o GOSR is requested to update the FEMA Data Display to confirm the applicant 

is now FEMA compliant. 

13.12. Eligibility- NYS Tax Warrant Payments Not Current 

o The applicant must submit a fully executed appeal form. 

o This appeal is opened by the applicant to resolve outstanding New York State tax 

warrants over $10,000 that were found either in the Title or the AFWA reports. 

o The Appeal Case Manager reviews the Title report and the AFWA report to ensure 

all liens are known and belong to the owners. 

o The owner's address history is found in the AFWA report and will be 

reviewed. Resolution only needs to be shown for the liens associated with the 

applicant. 
o The applicant must provide documentation from the New York State Department 

of Taxation and Finance that proves they are in a repayment plan, that the lien has 

been satisfied, or that the lien was released. 

o The Appeal Team discusses any questions regarding acceptable 

documentation with the VOB Team or the GOSR Title Team. 

13.13. Eligibility- Child Support Payments Not Current 

o The applicant must submit a fully executed appeal form. 

o This appeal is opened by the applicant to resolve outstanding child support 

warrants over $10,000 that were found in either the Title or the AFWA reports. 

o The Appeal Case Manager reviews the Title report and the AFWA report to ensure 

all liens are known and belong to the owners. 

o The owner's address history is found in the AFWA report and will be 

reviewed. Resolution is only needed for the liens associated with the 

applicant. 
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o The applicant must provide documentation from the New York State Department 

of Taxation and Finance that proves they are in a repayment plan, that the warrant 

has been satisfied, or that the warrant was cancelled. 

o The Appeal Case Manager discusses any questions regarding acceptable 

documentation with the VOB Team and/or the GOSR Title Team. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

13.14. Eligibility- Household Member is listed on the Federal Excluded Parties List 

System or Office of Foreign Asset Control 

o The applicant must submit a fully executed appeal form. 

o These appeals address when the AFWA report shows the homeowner was found to 

be listed in the Federal Excluded Parties List System or Office of Foreign Asset 

Control. 
o These appeals are reviewed on a case by case basis. The Appeals Case Manager 

requests that GOSR review the file and any documentation provided by the 

applicant. 
o The clarification is marked complete or administrative close based on GOSR's 

determination. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

13.15. Eligibility - Structure Type does not meet Program Guidelines 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened when the applicant believes their damaged property is 

a type of legal dwelling, but it was not found so during inspection (e.g. houseboats, 

recreational vehicles, trailers, etc.). 

o Applicant must submit documentation to substantiate that the structure type is 

program eligible. An example would be a CO from their municipality. 

o The Appeals Case Manager reviews all policy material regarding legal structure 

types, refers to Technical Advisors from the Construction Team for information, 

and discusses with GOSR as necessary. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 
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The Appeal moves through the review process and is heard by the Appeals 

Committee. 

Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and On Base. 

Eligibility - Federal Tax Lien Payments Not Current 

The applicant must submit a fully executed appeal form. 

This type of appeal is opened to resolve outstanding Federal Tax Liens found in the 

Title or AFWA reports. 

Federal Tax Liens of any denomination must be resolved to be program 

eligible. 

The Appeal Case Manager reviews the Title Report and the AFWA Report to ensure 

all liens are known and belong to the applicant. 

The applicant's address history is found in the AFWA report and will be 

reviewed. Resolution is only needed for the liens associated with the 

applicant. 

o The applicant must provide documentation from the Internal Revenue Service that 

proves they are in a repayment plan, that the lien has been satisfied, or that the 

lien was released. 

o The Appeal Case Manager discusses any questions regarding acceptable 

documentation with the VOB Team or the GOSR Title Team. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

13.17. Eligibility-Seasonal/Short-Term Rental 

o The applicant must submit a fully executed appeal form. 

o This appeal type is opened when the applicant would like to contest that their 

damaged property is a year round income generating property after the program 

found it did not meet Rental Home Program guidelines. 
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o The applicant must provide documentation to substantiate that the property is a 

full time rental. The documentation provided must meet program guidelines. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and On Base. 

13.18. Eligibility - Potential RP Fraud 

o The applicant must submit a fully executed appeal form. 

o The applicant must provide Program approved documentation to substantiate 

property ownership. 

o These are handled on a case by case basis. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o If the appeal is approved, the previous clarification status is marked administrative 

close on the Clarification page 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

14. Appeals Involving Applicant's Award Amount 

14.1. DOB: FEMA 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened to address an applicant's concern that the incorrect 

amount of FEMA repair funds are being counted as DOB. 

o Note 1: The FEMA DOB amount is taken from the "Total Repair Approved 

Amount" on the FEMA Data Display page in lntelliGrants. 

o Note 2: The Appeal Case Manager ensures the FEMA Data Display is 

populated with the information of the applicant. If the information is not for 

the correct applicant, GOSR is notified and requested to update the data 

display accordingly. 
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~J-;,,-;,, 

G!I' FEMA Data Display 

Gll' NYSOR Data Display 

G!I' GIS Data Display 

Cl GIS R!11!!acement Data llisolav 

G!I' NAP Data Display 

G!I' SBA Housioo Data llisolav 

Cl SBA Business Data llisolav 

FEMA DATA DISPLAY 

Rejected tor Non-Compliance Request 

Data 

vi 
FEMA FEMA 
Result Result 
I~ Lee 

IJIEJI 

FEMA 
Result 
Sandy 

!Primary Applicant First Name ICJc:::::J Verified No 
!Primary Applicant last Name lc::=Jc::::J Verified No 

!Secondary Applicant First Nome I Verified No Mate 

!SecondaryAppfocanttastName lc::=Jc:::::J VerifledNo 

FEMA 
Result 
Total 

!Damaged Address ICJC liVerifled No Match!I ~ 
!Damaged c-.1y lc=JCJ(verifled No MatchH ~ 
!Damaged State ICJC Ii Verified No Match!I ~ 
!Damaged Zip lc::=Jc::::J "' . 
iT oral Repair Approved Amount IC]c::::J so 
ITotalReplacementApprovedAmountic:=JCJ~so~== 
!Total Rental Approved Amount ICJc:::::J SO 
IFEMA Verified Loss Estimate lc::=J $0 

!SBA Status Code IC ui===ttl ""verifled""·'"""N"'o""Matc~~l====l 
jRejected Dueto NoncCompliance lc::=Jc::::J V, • 

!Currently In THU ICJc::::J Verified No Mate 

!OwnerlRenter =-:_]c::=Jc::::J Verified No Ma!c,.11 . . 1 

!FEMA ~istrant ID ICJ Verified No 

o The Appeal team requests updated DOB information from FEMA to verify the 

correct DOB amount. 
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o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 
o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and On Base. 

o Note 1: If the appeal determination results in the DOB amount being more 

than what is shown on the data display, a request is made to GOSR to 

update the FEMA Data Display. OR if the appeal determination results in the 

DOB amount being less than what is shown on the data display, a request is 

made to GOSR to update the FEMA Data Display. 

o Note 2: If the FEMA Data Display cannot be updated by GOSR, the Appeal 

Case Manager updates the "FEMA over ride field" on the Duplication of 

Benefits Verification page. This override must be GOSR approved as a result 

of an appeal determination. 

o Note 3: If the FEMA Data Display cannot be updated by GOSR, the appeal 

Case Manager enters a DOB offset for the difference in the "Other Offset 

Expenses-Rehab/Reconst" field on the Duplication of Benefits Verification 

page, enters the reason for the offset in the Offset Notes field, and uploads 

any DOB offset supporting documentation to the page. 

QUPUCATION OF BENEFITVERIFICAJJON 

- -byl>,asO,-
,,... Sandy loo,J 

c......tt 
DATA _,.. 

- Ollle,()ffset Eicpenses. -­Ollle,()ffset Eicpenses. -Too,J-Adivities 

14.2. DOB: NFIP 

o The applicant must submit a fully executed appeal form. 

Amount 

o This appeal is opened when the applicant would like to dispute the amount of 

National Flood Insurance Provider (NFIP) funds being counted as DOB. 

o The Appeal Case Manager reviews lntelliGrants to ensure all documentation 

regarding NFIP is known. 
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o The Appeal Case Manager reviews the NFIP Data Display to ensure the 

information populated is for the correct applicant. If the information is not 

for the correct applicant, GOSR is notified and requested to update the data 

display accordingly. 

o A DOB verification worksheet is compiled to document the applicant's name, 

address, insurance company name, and insurance policy number. 

DOB Verification Worksheet filled in by Appeal Case Manager: 

- "" ... "'"\ ' . . . ., - . 
....._ ___ .,PlllicyO#w 

]A,plieaC ID - ---- -- ---=-"' ... "'"" -""""" -- -'-J.-Mililu. 
I -- - _,.. __ ------i!?i!!,-Hl,,-111-13 ..... 12lL_,.St ... ,_ ... r.k 115"• - """"' ' 

o The DOB verification worksheet and the program Consent and Release form are sent 

to an NFIP contact in order to verify the current and correct DOB amount. 

o Note 1: The correspondence to the NFIP contact can also cpntain the 

insurance policy declaration page, insurance claim documentation, or any 

other items relevant to the NFIP DOB amount. 

o The NFIP contact returns the DOB verification worksheet with all known DOB 

information. The new DOB verification worksheet is uploaded into On Base 

only until an appeal determination has been made. Once a determination is 

made, all appeal related documents are uploaded into lntelliGrants. 

DOB Verification Worksheet returned by NFIP Contact: 

... .. - ~ " . -
v.....ue-i.·Rrahtid . 

How muc1i- PM!" for 
~Midi w. Pad For Howmx!i-Paidk How nu:llWB Plkl itir -- AlllhoriDlbl fDr --....... ""-

Addllional lMnt -- - lli:iuling#tid 
,._,.__OfAid -~ -,.,.,,,,. 

"'·'" S0.00 .,.., 0 0 ' 0 

o The applicant can also request a review of individual line items paid out under the 

NFIP claim through the DOB NFIP appeal for items the program does not cover. 

o The Appeal Case Manager requests a DOB verification worksheet and an Itemized 

Repair Estimate from the insurance provider. This document lists out each item paid$~ -

for by the insurance company. ~ C 
o Items found to be program ineligible are removed from the DOB amount. A 

calculation is performed to take into account the ineligible items totaled with the 

taxes, overhead, and profit associated with the items. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 
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o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 
o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

o Note 1: IF approved the ineligible items total at appeal is input on the 

Duplication of Benefits Verification page in lntelliGrants under the 

"Other Offset Expenses Rehab/Reconst" field or "Other Offset Expenses 

- Elevation" field for the correlating storm. A note is also added to the 

"Offset Notes" section to explain the offset and supporting 

documentation uploaded to that page. 

QUPLICATION OF BENEFJTVERIFICATION 

- I.H 

Cunoa 
DATA -....... i+- 4 % K. 4 4 &;,L 

FialdsSf,e,11-0l&fl -irllerirnl-lousillj 

~egal Costs- Ins Senlement • -­:..egalCOS19-tnsSelllemenl--Face Morlgage. -?O'tf!d MonGage- Be-,aliori 

:ontraetc,r Frau:! --::ootradtr Fraud - Eletl3lion 

--• =-i.Oftsel Eicpel'lses----•O!herOtmet~--ToCalAUawedACIMlir.s .. so 

so: 
so' ;=======; ... ·-- -, .. 
soi 

--- -~i 
SOi 

-· -·-·-1 

- - ----- -------·-
S15.28S.9'31 

- --- -- ----- --- ---

.. , 
s;s•I: 

- - ___ J 

so! 
S15,2811.93 515,288..93.J 

o Note 2: A Scope Review is requested if the items in question are 

program eligible, but are not included in the applicant's AA or ECR. 

o Note 3: If the appeal determination amount for NFIP DOB is greater 

than what is listed on the NFIP Data Display, the data display will need 

to be overridden. This is done by entering the new NFIP DOB amount 
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on the Duplication of Benefits Verification page in lntelliGrants in the 

field labeled "NFIP Building Paid Override" for the storm in question. 

PlFLJCAllONOFBcNeFfT)IERIFICA.llON 

NFIP&JtingPaid 

NAP Buting Pemfing 

NFIP &.iking Pad OVERRIDE 

, .... Sandy 

so so 

ument 
DATA -Amount 

r====--=--·=--=-.c,---- - so 'Ci•::,,,-,, 

so 

o Note 4: If the appeal determination amount for NFIP DOB amount is 

less than what is listed on the NFIP Data Display, the Appeal Case 

Manager enters a DOB offset on the Duplication of Benefits 

Verification page. 

14.3. DOB: Non-Governmental Assistance 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when an applicant would like to dispute the amount of 

non-governmental assistance being counted as DOB. Non-governmental assistance 

refers to funds distributed by third party and charity organizations. 

o Note 1: Third party and charitable assistance is often listed on the Assistance 

Summary Verification page in lntelliGrants. 

o The Appeal Case Manager reviews any documentation provided by the applicant to 

determine the DOB amount. 

o Note 2: The applicant must provide documentation from the organization in 

order for the appeal to be processed. 

o The Appeal Case Manager also reaches out to the organization directly 

through email or phone correspondence to request further explanation of 

the charitable assistance. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 
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o Note 1: The Duplication of Benefits page is updated for the corresponding 

storm if the non-governmental DOB amount has changed due to the appeal 

determination. If the amount has not changed, but funds were allocated for 

ineligible items, a DOB Offset will be entered. 

)UPUCADQN Of BENEATVERIFICA 110N 

OtherGo-.,,mmentfunds 

-- Other-Funds 

Irene Lee 

14.4. DOB: Private Flood Insurance 

Sandy 

o The applicant must submit a fully executed appeal form. 

SO[ 

c...­
DATA 
!);splay 
Amount 

o This type of appeal is opened when the applicant would like to dispute the amount 

of private flood insurance funds being counted as DOB. 

o The Appeal Case Manager will review lntelliGrants to ensure all documentation 

regarding the flood provider is known. 

o A DOB verification worksheet will be compiled to document the applicant's name, 

address, insurance company name, and insurance policy number. 

o The DOB verification worksheet, along with the program Consent and Release form, 

are sent to the private flood provider in order to verify the current and correct DOB 

amount. 

o Note 1: The correspondence to the flood provider can also contain the 

insurance policy declaration page, insurance claim documentation, or any 

other items relevant to the private flood DOB amount. 

o The private flood contact returns the DOB verification worksheet with all known 

DOB information. The team uploads the new DOB verification worksheet, and any 

relevant private flood provider correspondence, to OnBase for the appeal package. 

o The applicant can also request a review of individual line items paid out under the 

private flood provider claim through this appeal. 

o The Appeal Case Manager requests a DOB verification worksheet and an Itemized 

Repair Estimate from the insurance provider. This document lists out each item paid 

for by the insurance company. 

o Items found to be program ineligible are removed from the DOB amount. A 

calculation is performed to take into account the ineligible items totaled with the 

taxes, overhead, and profit associated with the items. 
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DOB Offset Calculation Example 1 - Standard proportion used to calculate taxes, overhead, 

and profit. 

• 
1 ]IMJd'.'lf'l.,P~.e¥1,{~~imJ, 
2. iSU~· ... . 
3 tfota1 OltP',and Tax 4"! . _, 

,I.,.,__ 
6 iAillllO'\f@B 
11 
8 jTotal Jtoiil..:DOBJtems 

•I 
10 !Jaera!ntotNon-DOB.1temsfDSUbotal 
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l2 ~ofNon-DOBfte,msO&Pandtax 

' 

$314.5!1 
$380.10 
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DOB Offset Example 2 - Calculation used when insurance claim has a cap, but the line items 

total more than the cap. 
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S,.010.56 
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Mail'nl.wADowance -r.tto homeowner 
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cmnparedtototalACVamotmt --Air'Mawers 
Equlptmentsetup, take down and 

Contents maninmarlnn. ' 

Total of none! Item, 

TotafDOBoffset(70.92'Cx$1010.56) 

o The ineligible items total is input on the Duplication of Benefits Verification page in 

lntelliGrants under the "Other Offset Expenses Rehab/Reconst" field for the 

correlating storm. A note is also added to the "Offset Notes" section to explain the 

offset. 

o A Scope Review will be requested if the items in question are program eligible, but 

are not included in the applicant's AA or ECR. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 
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o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

Irene 

Private Flood lnsurance Paid 

14.5. DOB: Private Homeowners Insurance 

o The applicant must submit a fully executed appeal form. 

so 
so 
so 

Cum,nt 
DATA -Amount 

o This type of appeal is opened when the applicant would like to dispute the amount of 

private homeowner's insurance funds being counted as DOB. 

o The Appeal Case Manager reviews lntelliGrants to ensure all documentation regarding 

the homeowner's insurance provider is known. 

o A DOB verification worksheet is compiled to document the applicant's name, address, 

insurance company name, and insurance policy number. 

o The DOB verification worksheet, along with the program Consent and Release form, is 

sent to the homeowner's insurance provider in order to verify the current and correct 

DOB amount. 

o Note: The correspondence to the homeowners insurance provider can also contain the 

insurance policy declaration page, insurance claim documentation, or any other items 

relevant to the homeowner's insurance DOB amount. 

o The homeowners insurance contact returns the DOB verification worksheet with 

all known DOB information. The Appeal Case Manager uploads the new DOB 

verification worksheet, and any relevant homeowners insurance provider 

correspondence in OnBase 

o The applicant can also request a review of individual line items paid out under the 

homeowners insurance claim through the DOB Private Homeowners appeal. 

o The Appeal Case Manager requests a DOB verification worksheet and an Itemized Repair 

Estimate from the insurance provider. This document lists out each item paid for by the 

insurance company. 
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o Items found to be program ineligible are removed from the DOB amount. A calculation 

is performed to take into account the ineligible items totaled with the taxes, overhead, 

and profit associated with the items. 
o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 
o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and 

closed in lntelliGrants and On Base. 

o If the appeal determination is approved the ineligible items total is input on the 

Duplication of Benefits Verification page in lntelliGrants under the "Other Offset 

Expenses Rehab/Reconst" field for the correlating storm. A note is also added to the 

"Offset Notes" section to explain the offset. 

o A Scope Review is requested if the items in question are program eligible, but are not 

included in the applicant's AA or ECR. 

o The "Homeowner Insurance Paid" field on the Duplication of Benefits verification page 

is updated if the DOB amount changed due to the appeal determination. 

Irene Lee Sandy TOlal 

; . t 

--+ -.,..,.,,.,,nsurancePaid -;::L ====--=---=soc=;)_ __________________ _ 
HomeoNner Insurance Perdng sol 

14.6. DOB: Property Insurance 

o The applicant must submit a fully executed appeal form. 

Cunent 
DATA 
[);splay 
Amount 

o This type of appeal is opened when the applicant would like to dispute the amount 

of property insurance funds being counted as DOB. 

o The Appeal Case Manager reviews lntelliGrants to ensure all documentation 

regarding the property insurance provider is known. 

o A DOB verification worksheet is compiled to document the applicant's name, 

address, insurance company name, and insurance policy number. 

o The DOB verification worksheet, along with the program Consent and Release form, 

are sent to the property insurance provider in order to verify the current and 

correct DOB amount. 
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o Note 1: The correspondence to the property insurance provider can also 

contain the insurance policy declaration page, insurance claim 

documentation, or any other items relevant to the property insurance DOB 

amount. 
o The property insurance contact returns the DOB verification worksheet with all 

known DOB information. The Appeal Case Manager uploads the new DOB 

verification worksheet and any relevant property insurance provider 

correspondence into OnBase only. 

o The applicant can also request a review of individual line items paid out under the 

property insurance claim through the DOB Private Homeowners appeal. 

o The Appeal Case Manager requests a DOB verification worksheet and an 

Itemized Repair Estimate from the insurance provider. This document lists 

out each item paid for by the insurance company. 

o Items found to be program ineligible are removed from the DOB amount. A 

calculation is performed to take into account the ineligible items totaled 

with the taxes, overhead, and profit associated with the items. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

o Note 1: If the appeal determination approves the findings then the 

ineligible items total is input on the Duplication of Benefits Verification page 

in lntelliGrants under the "Other Offset Expenses Rehab/Reconst" field for 

the correlating storm. A note is also added to the "Offset Notes" section to 

explain the offset. 

o Note 2: A Scope Review is requested if the items in question are program 

eligible, but are not included in the applicant's AA or ECR. 

o The "Property Insurance Paid" field on the Duplication of Benefits Verification page 

is updated if the DOB amount changed due to the appeal determination. 

-----------------·------- ---~ 
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I 
------+ 1'1-'Y Insurance Paid 
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14.7. DOB: SBA 

~ 

~ 

& 

[) 

~ 

~ 

CJ 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when the applicant believes the SBA DOB amount is 

incorrect. 

o The Appeal Case Manager sends a request directly to the SBA to provide the 

current amount of SBA funds disbursed. 

o The SBA contact responds through email correspondence with a breakdown of the 

distribution history of the funds and the record of current distribution amounts. 

These amounts are broken into categories. 

o The Appeal Case Manager reviews the SBA Data Display to confirm that the 

information generated is for the correct applicant. If the information is not for the 

correct applicant, GOSR is notified and requested to update the data display 

accordingly. 

o The Appeal Case Manager reviews the amount disbursed for real estate and 

mitigation provided by the SBA contact. These totals are compared to what is listed 

in the SBA Data Display in the categories of "Disbursed Real Estate Amount" and 

"Disbursed Mitigation Amount". If there is a "Disbursed Mitigation Amount," the 

funds will be counted as DOB for elevation. 

),,; r:: •· 

FEMA Data Display 

NYSDR Data Display 

GIS Data Display 

GIS Replacement Data Display 

NFIP Data Display 

SBA Housing Data Display -
SBA Business Data Display 
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_i !Disbursed Real Estate Amount 

I !Disbursed Contents Amount -+ !Disbursed Mitigation Amount 
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o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and On Base. 

o Note 1: If ineligible items are included in the DOB amount, the Appeal Case 

Manager enters a DOB offset on the Duplication of Benefits page for the 

ineligible items. A note is also entered in the Offset Notes section. 

o Note 2: If the information on the SBA Data Display correlates to the information 

provided by the SBA contact, determination no adjustments are needed post­

appeal. 

14.8. DOB: HRRF 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when the applicant believes the amount of 

Homeownership Repair and Rebuilding Fund (HRRF) DOB is incorrect. 

o The applicant must provide documentation to substantiate their belief that the HRRF 

DOB amount is incorrect. 

o The Appeal Case Manager compares the documentation provided by the applicant 

to the NYSDR Data Display. The team also confirms that the information in the 

NYSDR Data Display is for the correct applicant. 

o Note: If the information is not for the correct applicant, GOSR will be notified 

and requested to update the data display accordingly. 
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GW FEMA Data Display 

& NYSDR Data Di§play 

& GIS Data Display 

[J GIS Replacement Data Disp@y 

& NFIP Data Display 

~ SBA Housing Data Dis¢!y 

[J SBA Business Data Display 

NYSDR DATA DISPLAY 

Data 
NYSDR 
Result 
Irene 

NYSDR 
Result 

Lee 

NYSDR 
Result 
Sandy 

NYSDR 
Result 
Total 

jPrimary Applicant last Name j H Not A Declared County!! Verified No Mak:lj! 
J)amaged Address U U Not A Declared CountyjjVerified No Maicijl 
!Damaged City I H Not A Declared County!! Verified No Mak:lj! 
J)amage State U ti Not A Declared County!!Verilied No Matcij! 
l()amaged Zip i: o Not A Declared eounfyn verified No Mak:ljl 
J,lYSDR ESRF Amount n USO HSO H so 

----+ !NYSDR HRRF Amount I ==71SO USO ii SO 
fEMA Registrant ID ti H Not A Declared CouiiivH Verified No Mak:ijl 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 
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o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

14.9. DOB: ESRF 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when the applicant believes the amount of Empire 

State Relief Fund (ESRF) DOB is incorrect. 

o The applicant must provide documentation to substantiate their belief that the ESRF 

DOB amount is incorrect. 

o The Appeal Case Manager compares the documentation provided by the applicant 

to the NYSDR Data Display. The team also confirms that the information in the 

NYSDR Data Display is for the correct applicant. 

External Data Sources 

~ FEMA Data Display 

~ NYSDR Data Display 

~ GIS Data Display 

Cj GIS Replacement Data Display 

~ NFIP Data Display 

~ SBA Housing Data Display 

Cj SBA Business Data Disolai 

NYSDR DATA DISPLAY 

Data 
NYSDR 
Result 
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NYSDR 
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Lee .. 
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CII -!Primary Applicant F11StName1i U Not A Declared CountyHVerified No Matcijl 
!Primary ApplicanU.asfNameJI U NotA Declared Cou@IIVerified No Mate~! · 
!Damaged Address u O Not A Declared CounfyH Verified No Matctll 
IDamaged:City JI n NotADeclared CountiALVerified No Matc§I 
IDama11e State II II Not A Declared CounivtlVerifiedNo Matctll 
10arna~Zi1! 11 II Not A Declared CounM Verified No.Mate• 
INYSDRESRF Amount II uso I so $0 

INYSDR.ttAAFAmoont If ll$o I.so $ff 
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o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 
o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

14.10. DOB: Other Governmental Assistance 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when an applicant believes the amount of 

governmental assistance (i.e. other than FEMA, HHRF, ESRF, NFIP) being counted as 

DOB is incorrect. 

o Note 1: Governmental organizations that provided assistance are often listed 

on the Assistance Summary Verification page in lntelliGrants. 

o The Appeal Case Manager reviews any documentation provided by the applicant to 

determine the DOB amount. 

o The Appeal Case Manager also reaches out to the organization directly through 

email or phone correspondence to request further explanation of the governmental 

assistance. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

o The Duplication of Benefits page is updated for the correct storm if the 

governmental DOB amount for structure has changed due to the appeal. A DOB 

offset is entered if the funding amount included quantifiable ineligible items and a 

note is entered on the Offset Notes section. 

DUPLICA 110N OF BENEATVERIACATION 

Irene Lee Sandy Toal 

Cum,nt 
DATA 
!>splay -i i-..----------------------------..i 
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___J. OtherGovermnent Funds 

I Other Non43ovenmm Funds 
e • $ °" -.- • • • -- $ k 2 

14.11. DOB: Other Non-Governmental Assistance 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when an applicant would like to dispute the amount of 

other non-governmental (e.g. LIPA} assistance being counted as DOB. Non­

governmental assistance refers to funds from third party organizations. 

o Note 1: Third party assistance is often listed on the Assistance Summary 

Verification page in lntelliGrants. 

o The Appeal Case Manager reviews any documentation provided by the applicant to 

determine the DOB amount. 

o The Appeal Case Manager also reaches out to the organization directly through 

email or phone correspondence to request further explanation of the charitable 

assistance. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 
o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

o The Appeal Case Manager updates the Duplication of Benefits page for the correct 

storm if the governmental DOB amount for structure has changed due to the appeal. 

A DOB offset is entered if the funding amount included quantifiable ineligible items 

and a note is entered on the Offset Notes section. 

J DUPUCATION Of BENEFJI~lfl(:A:J]ON 

1 Impacted by Disaster Irene lee 

·-- --··- ··--. ·-·--··-----··-·--··········-·--·· 

Sandy TOlal 
Current 
DATA 
();splay 
Amount i 

37 J-o 



Appeals: Standard Operating Procedure 

15. Appeals Involving GIS Data 

There are 2 GIS clarification types; only one can be appealed. 

o Note 1: GIS appeals are opened when there is a floodplain designation discrepancy. 

o Note 2: The need for a GIS clarification is identified when the GIS data display and 

the Tier II report do not match or when the homeowner states that their property 

has been designated incorrectly. 

15.1. Internal GIS Clarification: This cannot be appealed 

15.2. External GIS Clarification: This can be appealed 

o The applicant must submit a fully executed appeal form. 

o The Appeal Case Manager reviews the GIS Data Display and Tier II report to ensure 

the correct applicant and damaged property information is present. The Appeal 

Case Manager then ensures that there is a discrepancy between the GIS Data 

Display and the Tier II report that needs to be addressed. The Appeal Case 

Manager will also review any supporting documentation provided. 

o The appeal summary is completed. This is a culmination of all documents in the 

file and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States 

Postal Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed 

in lntelliGrants and OnBase. 

t! FEMA Data Display 

~ NYSDR Data [);splay 

t! GIS Data Display 

~ GIS Replacement Data Display 

"M NFJP Oat, Display 

if SBA. Housing Data Display 

~ SBA. Business Data Display 

38 

Jc 

J-o 



Appeals: Standard Operating Procedure 

GIS DATA DISPLAY 

GIS 
Result 

!Primary Owner I - I .. __ _ 

!Damaged Property Address U 4 LEE Pl, Amityville, NY, 117011 ; 

!Structure in 100.YrFloodploinJ 

[100.YrFloodplain _=:=]~ -
1500-Yr Floodplain li No 

IBfE 11 
IABFE I -
12000ftbuffer 11140 I 
!Wetland u No 1 

~-~-- -- __ ](~ J 
iFloodway I - I 
lcoBRA 7""" h , 1 

~ Environmental Record of Review (ERR) -

~ IMA Environmental Review 

- Record of Review 

10}HA§23&-2013 ERR All Mamqxlf 
103-HA-43238-2013 ERR Flf}3i T ,er 2 Checklist pdf 
103-HA-43238-2013 ERP flm:jplam Map.pell 
l 03-HA-43238-2013 ERR Hist Review UPDATED.pd! 
~2013 ERR ffislReviewodf 

16. Appeals Involving Applicants in Interim Mortgage Assistance Program (IMA) 

16.1. IMA: DOB 

o Note 1: Funding disbursed from FEMA or a third party organization for the purpose 

of providing mortgage or rental assistance is counted as DOB. 

o The applicant must submit a fully executed appeal form. 

o This type of appeal is opened when the applicant believes the amount of rental 

assistance funds being counted as DOB is incorrect. 

o In instances where the DOB in question was received from an insurance provider, 

the Appeal Case Manager sends a DOB verification worksheet, along with the 

program Consent and Release form, to the insurance provider requesting updated 

information. The DOB verification worksheet is compiled with the applicant's name, 
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address, insurance company name, and insurance policy number. The insurance 

provider returns the DOB verification worksheet with all known DOB information. 

The Appeal Case Manager uploads the new DOB verification worksheet and any 

relevant correspondence into On Base. 

o In instances in which the DOB in question was received from a charity or third party 

organization, the Appeal Case Manager reviews any documentation provided by the 

applicant to determine the DOB amount. The Appeal Case Manager also reaches out 

to the charitable organization directly through email or phone correspondence to 

request further explanation of the assistance. If the supporting documentation or 

outreach to the charitable organization does not yield sufficient evidence of the fund 

amount, that is represented in the Appeal Summary. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

o Note 1: If the appeal determination necessitates it if the amount changed 

due to the clarification findings, the "Rental Assistance-Insurance Paid" field 

on the Duplication of Benefits Verification page in lntelliGrants is updated for 

the corresponding storm. 

PYPUCATION OF BENEAT\'ERIFICATION 

lmpaciEd by- Irene Lee Tolal 

o Note 2: If DOB funds are discovered or the amount changed due to the 
appeal determination, the "Other Rental Assistance" field on the IMA 
Duplication of Benefits Review page is updated for the corresponding storm. 
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Award Calctilatioo 

IMA Duplication Of Benefit Review 

1MA Award Calculations 

-of--Som<eolAsslsmnce ·-FEMA Rental Assislance 

lnsu13nce Rental Assisla'lc:e 

-Em(ioyme,,tandGwdanceSeMi,o, 
Inc 

Other Rental Assistn:e 

Total Housing Cost~ .Benefil ReceM!d 

Duplication of Benefit Review 

Source of Assistance , .... 
FEMA. Rental Assistance 

Insurance Rental Assist3lce -~"""--tnc 

Other Rental Assistance 

TOfal Housing CostAssistarEe Benelil Received 

16.2. I MA: Eligibility 

Loe -

Loe -

o The applicant must submit a fully executed appeal form. 

TOlal 
S7.282.00 S7,28200 

so 

TOlal 
S7,28ZOO 57,282.00 

so 

o This type of appeal is opened when the applicant was found ineligible for the IMA 

program and would like to dispute those findings. 

I 

o All documentation that has been provided is reviewed to write up the Appeal 

Summary. The Appeal Case Manager asks for additional documentation if the 

applicant did not supply all program approved documents to substantiate eligibility. 

o Note 1: The IMA customer service representative or the Appeal Case 

Manager will reach out to the applicant to gather needed documentation. 

o Note 2: The Appeal Case Manager addresses any questions regarding IMA 

documentation or program eligibility to the IMA Project Manager. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 

Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 
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o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

17. Appeals Involving Receipt Review 

17.1. Receipt Review: Eligible Activities 

o The applicant must submit a fully executed appeal form. 
o This type of appeal is opened when the applicant would like a receipt-based review 

of funds spent in excess of our Allowable Activities (AA) estimate. The amount of the 
receipts is then reviewed to offset the DOB amount applied to the Estimated Cost of 
Repair (ECR). 

o GOSR's Receipt Review Analysts reviews the "Receipt Review Form" along with all 
attached receipts. It advised to submit new receipts and receipt review form or we'll 
just submit the old one to the committee and no additional DOB offset will be given 

o The Appeal Case Manager is notified by GOSR if the form is completed incorrectly or 
if additional documentation is needed. The team requests that the customer service 
representative contact the applicant to obtain the needed documentation. 

o The Appeal Case Manager notifies GOSR when the requested documentation has 
been acquired and is present in lntelliGrants on the Clarifications page for their 
review. 

o The Appeal Case Manager marks the clarification status field as completed in 
lntelliGrants and generates the CLDF date if the results of the receipt review benefit 
the applicant. 

o Note 1: GOSR notifies the Appeal Case Manager once a submitted paperwork 
has been reviewed. 

o Note 2: For applications that are being flipped to reconstruction, once an 
appeal determination has been made if approved a DOB offset will need to 
enter on the Duplication of Benefits page in lntelliGrants. 

o The appeal summary is completed. This is a culmination of all documents in the file 

and the information that pertains to the issue. t'lfi. ;-
o The Appeal moves through the review process and is heard by the Appeals . 1,, 

Committee. 
o Upon GOSR legal sending the determination to the applicant via United States Postal 

Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 

lntelliGrants and OnBase. 

17.2. Receipt Review: Other 

o Note 1: This appeal type is opened when the applicant requests a multi-storm 
receipt review or a receipt review to create a DOB offset for repairs completed on 
the home before it was known that the home must be demolished and 
reconstructed. 

o The applicant must submit a fully executed appeal form. 
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o GOSR reviews the "Receipt Review Form" along with all attached receipts. 
o It advised to submit new receipts and receipt review form or we'll just submit the 

old one to the committee and no additional DOB offset will be given 
o The Appeal Case Manager is notified by GOSR if the form is completed incorrectly or 

if additional documentation is needed. The team requests that the customer service 
representative contact the applicant to obtain the needed documentation. 

o The Appeal Case Manager notifies GOSR when the requested documentation has 
been acquired and is present in lntelliGrants on the Appeals page for their review. 

o The appeal summary is completed. This is a culmination of all documents in the file 
and the information that pertains to the issue. 

o The Appeal moves through the review process and is heard by the Appeals 
Committee. 

o Upon GOSR legal sending the determination to the applicant via United States Postal 
Service in the form of a letter. 

o The appeal status is marked complete based on GOSR's determination and closed in 
lntelliGrants and OnBase. 

o Note: Once an appeal determination has been made if approved a DOB 
offset will need to enter on the Duplication of Benefits page in lntelliGrants. 

o For applications that are being flipped to reconstruction, once an appeal 
determination has been made if approved a DOB offset will need to enter on 
the Duplication of Benefits page in lntelliGrants. 

The Appeal Team sends correspondence to the customer service representative requesting that 
the applicant be notified when the results of the receipt review does not increase the 
applicant's award amount. The applicant is given the option to withdraw the appeal. In this 
instance, the Appeal Team marks the appeal status field as withdrawn on the Appeal page in 
lntelliGrants and On Base if written withdrawal is received. If the applicant does not want to 
withdraw the appeal, the appeal determination process is completed. 
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Appeals: Standard Operating Procedure 

Appendix Items 

1.) OnBase Appeal Process Walkthrough 

2.) On Base User Guide (in the vault) 

3.) Appeal Form 

4.) Appeal Extension Form 

5.) Appeal Withdrawal Form 

6.) Example of Appeal Summary 

7.) Example of Appeal Determination Letter 

8.) Appeal Process Flow Chart 

44 



Eligibility Review Procedures 

Introduction 

The purpose of an Eligibility Review is to prepare an application for a full Verification of 
Benefits (VOB) Team review by ensuring all basic program requirements have been met 
and resolving problem areas that could hinder the progress of the application through the 
program. 

The following are the QC Specialist steps to complete an eligibility review: 

1. Search for the application file number 

a. Enter either the full application number or the specific identification number of the 

application. 

b. Select Search 

My Assistance Application 
Use the search functionality below to find a .specific Assistance Application. 

Search Assistance Appfication 

Assistance Appliailion Types ~-;,;Se<Sloct_.~~+====-._ ··--------c 
Assistance Appfacation Name 12345 _ 

=::__c_c::c::..c:::__.:_· ·c_.:_c_ . __ 

Pel'!lon 

Organization 

Year~ ---
2. Disaster Assistance Menu 

- Select-
··· .... . 

... 

a. Select the "View Forms" link on this page. 

11 View, Edit and Complete Forms 
Select the View Fonns butt Oil below to view, edit, and complete furms. 

iW@=-ihi 



APPLICATION VERIFICATION PAGES 
3. Eligibility Information Verification 

a. All questions on this page must be answered. 
b. Determine if applicant certified that the household is low-to-moderate income 

(LMI) or Urgent Need. 

Is your household considered low- and moderate-income? (Select One) 

@ Yese"J No* 

Note 1: If the applicant answered "yes" to this question, the V0B Team will 
need to conduct an income calculation review. The Eligibility Reviewer 
must ensure an Income Certification Form is present and that Income 
Verification Forms have been received for all adult household members. 

c. Take note of which storm(s) the property was affected by. 

Which storm were you impacted by? 
0 Hurricane Sandy O Hurricane Irene O Tropical Stonn Lee 

Chronological order of storms: 
• Hurricane Irene: August 28, 2011 
• Tropical storm Lee: September 7, 2011 
• Superstorm Sandy: October 29, 2012 

Note 1: Primary residency needs to be proven based on the year of the storm the 
applicant was impacted by. 

Note 2: If the property was affected by more than one storm, primary residency will 
be proven for the most recent storm. 

4. Primary Applicant Information 
a. Verify that all required fields have been answered. 

Note 1: Required fields are notated on the IG page by a red asterisk. 

Note 2: If the applicant certified that the household is LMI, take note of the household 
size identified on this page. This number will need to be compared to information 
provided on the Applicant Demographic Information Verification page and the Income 
Certification Form. All three locations should indicate the same number. If they do not, 
the CR will inquire with the applicant regarding current household size, update the 
Applicant Demographic Information Verification page, and create a communication log 
to document the interaction. 
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Primary Applicant Information Page: 

I Total number residing in household :2 

Applicant Demographic Information Verification Page: 

How mar:iy p·eople,live fnyour·home? 1 

HOW many household :Ocaipanl:s are under the age" of 1 B? :o 

Review Income Certification Form (See 
http://stormrecovery.ny.gov/sites/default/files/documents/lncome 

Certification FINAL.pdf for sample form) 

Note 3: The primary applicant name and the co-applicant name should never be 
deleted from the application. 

5. Property Ownership Information Verification 
a. Verify that all required fields have been answered on this page. 
b. Review the names listed in the Ownership/ Acquisition section of the page. 

PROPERlY OWNERSHIP INFORMATION 

NAME ON TIIE OWNERSHIPJACQUISmON DEED OF DAMAGED PROPERlY 
Last Name First Name. Middle Name 

Please provide company name if property is owned by an organization or association. 

Company Name 

Is this company an owners· association. condo or co-op? If yes, please select the type. 

Othec 

Are there any other names on the ownership/acquisition deed? 6 Yes e) No 

If yes, please list all other names here: 

Last Name First Name 
---------~ 

Middle NanJe 

Suffix 

Suffix Phone . ' 
. ' 
•' 

•: 

., 

., 

Note 1: All owners as identified on the deed, trustee affidavit, 
executor/administrator affidavit, or the heirship affidavit must be listed 
here. 

J·o 



Note 2: All special circumstance ownership documents should be 
uploaded to the Owner Identify and Ownership Verification page. Any 
questions regarding ownership should be directed towards the Title 
Department. 

6. Co-applicant Information (as identified on deed or mortgage) Verification 
a. Verify all fields on page are complete, if applicable. 

Note 1: The primary applicant indicates whether a co-applicant is included on the 
application. 

Note 2: A co-applicant will be asked to sign all intake documents if they are an owner 
and an occupant of the property. The co-applicant signature is not necessary if they are 
not an owner or occupant of the property. 

Note 3:. It is not required that individuals meeting the above requirements be made a co­
applicant as long as primary residency and ownership can be proven for the primary 
applicant. The CR is however allowed to add a co-applicant at the request of the primary 
applicant. 

7. Power of Attorney or Trustee or Other Legal Designee Verification 
a. Verify all fields are complete if a Power of Attorney, Trustee Affidavit, 

Executor/Administrator Affidavit, or Heirship Affidavit has been provided. 
(See "Instructions for Collecting and Recording Trustee and Executor/ 
Administrator Affidavit") 

b. If none of these circumstances are applicable, ensure the "Not Applicable" 
field has been selected. 

POWER OF ATTORNEY OR TRUSTEE OR OlliER LEGAL DESIGNEE 

l1li Not Applicable 

Prefix Last Name FilStName 

. . . . . '.. . .. . . . . . 

Note 1: Any questions regarding the completion and correction of this page should be 
addressed to the Title Department. 

8. Information about your Damaged Property Verification 
a. Verify damaged address fields are complete. 

Address 
House Number 

r 
Street Direction 

County 

Street Name 
------. 
z;p 

------
. ~ Nassau County -------~,_'I __ 

Street Type Street Direction 2 Unit!Apt Number 



.If the address listed on this page is the same as the address listed on the Primary 
Applicant Verification page, ensure the "Same as Present Mailing Address" selection has 
been made. 

INFORMATION ABOUT YOUR DAMAGED PROPERTY 

STRUCWRE INFORMATION 

Same as Present Mamng Address IE! 

c. Take note of the structure type indicated. 

Type of Structure:*@ Single Ii:) Multi'Unil frr multi'unit, number of units) 

Note 1: This information must correspond to the information entered on the Damaged 
Property Verification page in the Residential Occupancy Type field. 

9. Applicant Demographic Information 
a. If applicant has indicated their household is LMI, ensure this page is completed with as 

much information as the applicant is comfortable providing. 

b. Verify that Income Verification Forms are uploaded and signed for each adult 
household member. 

c. Verify that a signed Income Certification form is present in the file. 

Note 1: The Income Certification Form and the Income Verification Forms might be 
manually uploaded on the Certifications and Authorization page. 

d. Verify we have income documents for_ each adult household member as indicated on their 
corresponding Income Verification Form. 

Note 1: The year the application was submitted will dictate the year for which income 
documents are needed. For example, if the application was submitted in 2014 and the 
applicant certified on the Income Verification Form that they receive a payroll income, 
the 2013 (or more current) tax returns or paystubs would be needed. 



APPLICANT DEMOGRAPHIC INFORMATION 

Household Type (please select the most accural.e) 

I[) Female headed single parent household 

e, Male heaclecl single parant householcl 

®SingleAduU. 

,;:) Two or more unrelate-cl adutts 

e Married Wilt! d'li/liren 

6 Married willloutdlitdren 

c) Other 

How many people live In your home? 

How many household oa:upants are under the age al'18? 

For each person 0JITent1y living In rourhome ~r relaled ornot, pro,,ide the fOIIOWfng infOrmation: 
{Note: DOB.SSN am:! Income notrequlrea'forUlnors} ........... - --"' -status- Status-" toApplicant 

--------------- ----------
-----------------------------.... , 

-· 
10. Residential Income-generating Property Occupant Demographic Information Verification 

a. Information should only be entered on this page if the property is a duplex (two unit 
residence). 

Note 1: If any information is entered on this page and the property is a known single 
unit, the CR must inquire with the applicant if an error has been made on the page, 

create a communication log to notate the discussion, and correct the Residential /t .., 
Income-generating page as needed. ~ t 

11. Prior Disaster-related Assistance Received To Date Verification (FEMA) 
a. Ensure no Global Errors exist on the page. 

llll' 

llll' 

llll' 

llll' 

Note 1: If applicant provided a FEMA award or denial letter, but did not complete the Prior 

Disaster-related Assistance Received to Date Verification and no information was found on the 

FEMA Data Display, the Customer Service Representative needs to be notified and the applicant 

contacted. The Prior-Disaster-related Assistance Received to Date Verification page will then 

need to be completed in order to ensure all DOB is found during the VOB Review process. 

FEW. Data Display 
10f4/2013 10:21:40 AU 

NYSDR Data Display 
101312tt13 5:1S-A7 PM 

GIS Data Dis play 
1Ql3/2013 5:11:20 PM 

NFIP oau Drsplay 
1il1412013 9:31:41 AU 

SBA Housing Data Dlspla( 
101312013 5:.41:2:8 PM 

SBA Business Data Dlspl:ay 
111'U2013 •:o6:27 PM 



12. Small Business Administration (SBA) Verification 
a. Verify no Global Errors exist. 

Note 1: If applicant provided a SBA award or denial letter, but did not complete the Small 

Business Administration Verification page and no information was found on the SBA Housing 
Data Display, the Customer Service Representative needs to be notified and the applicant 
contacted. The Small Business Administration Verification page will then need to be completed 

in order to ensure all DOB is found during the VOB Review process. 

E:icternaf Data Sources 

~ FEM-l.Data DiSptay 
10J4!201310:21:40AM 

~ NYSDR Data Disptav 10/3l2013 5:18:47 PM 

~ GIS Data OispJaY 
10l3l2013 5:11:20 PM 

NAP Da1a Display 10/4'2013 9".31:41 AU 

SBA Housing Data Display 
10/3/20135:41:28 PM 

SBA Business Data Display 11/112013 4:06:27 PM 

13. Homeowner Insurance Policy Verification 
a. If applicant indicated they had Homeowner Insurance at the time of the storm, 

verify that at least the first three questions on the page are answered. 

MOMEQWN§RS INSURANCE POLICY 

WAS A HOMEQWNERS INSURANCE POUCY IN EFFECT ON DAMAGED RESIDENCE AT THE TIME OF THE STORM? 

No 
H yes, please ~ a copy Of yciur insurance policy demonstrallng actrve coverage at the time or damage as well as a COi)'f of lhe settlement relier, H 
aps)lieabie.. 

Name of Insured (Chel;k it' same as .appricant O) If 1'101. sane as 2"11icant. complele following Information 
F"ltSt Name .Last Name- ~Idelle Name Suffix 

C3 
Name of insurance company: lcamblxlge Mllhlal 

Jmunmce Pol No .. 

AgenrsName:'----;=====;------'Phone-No.olA;entc_ ____ _, 

loSured value Of .structure: ----~ 

Start Date or Policy in effect at th& Time or the Storm:;=.==,; 
End'DateotPOlic:ylnelfectatlhe.Time:,::Of_:ll>e:_Sto=,m::::-==;---' 

To1a1 Damage Estimated bV insurer: !so 
ClalmN~~------;:::: ___ ~ 
Jtsetlled. hOW much rorsttu'1Uf'e~SO 

tr pending, hoWmuch rorstructure?l';:so'=====, 
If denied please provide denial Jetter 

PleaseuploadapprovaUdenlal infonnatiofr ['.::=_· ___ ·_• ·_· ·_,.1 -'"""""==•·_; 

14. Property Insurance Policy Verification 
a. If applicant indicated they had Property Insurance at the time of the storm, verify 

that at least the first three questions on the page are answered. 



PROPERTY INSlJRANCE POLICY 

WAS A PROPERTY INSURANCE POLICY IN EFFECT ON DAMAGED RESIDENCE AT THETIME OF THE STORM? 
,..... ""' 

lfyes. please J)fOride a copy afyour ~e po(ley demonstrating acti1le coverage atthe1ime Of damage as\Wll as a copy of the setttement letter. 

Name or Insured (Chet.k II same as applicant: 0} ti not same as applieant, comp!ete ~ infOnnation 

First.Name L..astName MldclleName 

r 7 I I I 

Name Of insurance Company: I 

Agent's Name: r 
lnsun!dYalueofSttucture:._:::::_·'= I=====· ::'I __ 
lnsurancePOlicyNo.:[L_ _______ -;::::lc._ __ 

start Dale ar Polity in effect at !he Tune arttie Storm:,.::: l==:::::I 
End Date of Pcity in effect at the Tme olthe Storm: I I 

Total Damage Estlmaled by Insurer: I I 

Claim No. r 1 

lfsettled. how muth tbrstruc:b.l'e? l';::=====I~ 
lfperllinr],hownu:hforstructore?r'-------~I 
ff denied please prtMde denial letter 

Please Upload~ intmmalion: c: ______ __J_--'"""""==-~-_J 

15. Flood Insurance Policy Verification 

Suffix 

1C3 

I 

I 

a. If applicant indicated they had Flood Insurance at the time of the storm, verify that at 
least the first three questions on the page are answered. 

B-OOP INSURANCE POLICY 

WASA Fl.000 INSURANCE POLICY IN EFFECT ON DAMAGED RESIDENCE AT THE TlUE OF THE STORM? 
@Yes 0No 

lf'yes-, pteaS& proYlcle a top'/ of your Insurance policy demonstrating active tove1a9e at the time ofc:larnage as \&.'ell au copy olthe s:ettlelllen!:lelter, If 
apphcal:lle. 

N.ameoflnsured(Check if same as applicant •) Hnot same as apphcant, complete ronowing information 
Fnst Name Last Name M"ldllle Name -I I 7 I I C3 
NameoflnsuranteCOfflt)a~'.'.""".:''='=====:;------------------1 
Insurance Policy No .. I I 

Agent's Name: f'-----=======-------'l Ftione No. of Agent I'-------~' 
Insured Value of Structure: IL ____ __JI 

start Date of Pettey In effect at the l1rne of the storm: 

End Date of Polley In effect at lhe Time of lhe Smnn: 

lotal Damage Estimated 0y Insurer: 

ClalmNO.L_ ____ ----;:c._ __ _ 

lfsellled, hoN much 1Dr-structure;i '====='-
If pending, how much forstrucil.lre?c.._ ___ _ 

If denied piease p-ovide denial letter 

Please upload approvalldenlal Wormatlon: c.._ _____ ...J....e--==_JI 

Pnortothlsevertt, did YoU everffle aclalm and recetvepayment from the NallOnal Flood Insurance Prcgram? 0 Yes O No 

If yes, was 1lood Insurance required O Yes O No 

J:fyes, did you maintain 8\ll~e of flood lrtsur.mce? 0 Yes O No 



16. Assistance Summary Verification 
a. Verify at least the first question on this page has been answered. 

ASSISTANCE SUMMARY VERIFICATION 

OTHER STATE JFEDERAL 11 OCAL ASSISTANCE 
Have you applied for any storm-related assistance from other federal, state. loca~ pnvate, not-for-profit or other 
resoon:esfordamagetoyourhOme? 0 Yes ® No'" 

u YES, \JllhatOlherassistance has been provided?~----------------------' 
(Examples include but not limited 10; NYS Homeownership Repar and Relxalding Fund (HRRF) and: Empire Stale Relief Fund (ESRF)}. 

QTHERLQAN${PRIVATEA$SISTANCf 
Have you applied for a home equity loan to cover costs incurred rrom-storm related ctamage? 0 Yes @ No"' 

tryes, please provide status of application. ~----------------------' 

Have you applied tor any personal IOans or bank financing. or ottter J100110Vemmental toan assistance to cover costs incurred from the storm? 
0 Yes @ No* 

Jfyes, please provide status ofappDcalion'==--~----------------_J 
TOTAL ASSISTANCE CALCULATION 

{Total will auto popmate when yoo click Review and SUbm.~ltJ,_ __ = 
AmomtreceivedlexpectedfromFEMA. j $2,000_ool 

Amount rec.eivedfexpected Jrom SBA I $0 / 

Amount receivedfexpected 1tom Flood Insurance Policy proceeds- I 516,000.001 

Amwnt receivedfexpec.ted from Homeo.mers insurance Poliey ~ 

Amount received/expected from Property lnSuranee PoDcy proceeds I .so I 
Amount received from any other Governmental Assisl<lnce I SO I 
Amount received from any Non-Oovemmental Assistance I $0 I 
Total Disaster Compensation (sum of above} $24,000.00 
Amourrt. of receipts for pJior rellabilitation WOO< completed :SO I 

b. If the applicant indicated they did apply to a 3'd party organization, review the 
Duplication of Benefits Verification page for an award or denial letter from the 
organization. If the answer reflects a "Yes", the Explanation box must be completed 
with all applicable organizations that provided other assistance. 

Note 1: If there is no documentation for the charity listed, the Customer Service 
Representative will need to request documentation from the applicant. If no 
documentation can be found, a communication log needs to be created containing as 
much information concerning the charity and any funds the applicant might have 
received. 
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Program Threshold Verification Pages 

1. Owner Identify and Verification Page 
a. Review Title to verify the applicant(s) are owners and that the Title Determination 

field is a Send. If no title has been run, return file to the Title Department and request 
a title be uploaded. If the title is not set to "Send," inquire with Title Department to 
determine if any problems exist concerning the title. 
Note: Often a property tax statement will be uploaded here. This document can be 
used to prove primary residence if it adheres to the guidance set forth in the policy 
manual. 

b. Ensure a photo government issued ID is present for each applicant. 
Note: Documents can be uploaded manually in the 'Owner Identity Verif!cation' 
section or FTP uploaded to the 'Owner Identity and Citizenship' section. If document 
is uploaded and acceptable, toggle drop down to Yes. If documents are not 
acceptable, return to Customer Service Representative. 

Owner Identity Verification* 

@ No ®Yes 

c. Ensure proof of citizenship is uploaded for each applicant. 
Note: Documents can be uploaded manually in the 'Owner Citizenship Verification' 
section or FTP uploaded to the 'Owner Identity and Citizenship' section. If document 
is uploaded and acceptable, toggle drop down to Yes. If documents are not 
acceptable, return to Customer Service Representatives. 

Owner Citizenship Verification"' 

Yes ..-?" 

@J No 6 Yes 

w 
the 'Owner Special Circumstances' section for any special documents necessary to 
the file. 

Jo 



Note: Example documents that could b.e uploaded in this section are death 
certifications and marriage licenses. If a document is uploaded and acceptable, toggle 
the drop down to yes. If documents are not acceptable, return to Customer Service 
ll 

Document Required? @,, No O Yes 

;~:~1i~.1-~W~lillf1Jb~1?4~::1~1tfi-t~C;~--~ ,. ······- .. -···----............ ;r· ······"·- -----------------··
1 
:-··-------- --------- -----------·-···-····" .... •• --·-- ·- ---------- ----- - ---------- ----- ··--·· .. ··• .. -·--·· .. -·.-............... ·ir ------------------- ------- -·-,:-...... ., ....... -- ------ -----, ··:··--------- ------------ ...... , 

1' I-Browse_-!!1 {')No0V i! 1[0No0 I 

Power of Attorney· Q'i2:tfA::SQ9fl1:2013 PPA Plf 
059:HM9fffl3-?Q13 PQA MARRleGFCERI pgr 

" 
tatives. If no documents are uploaded or needed, toggle drop down menu to No. 

e. All manually uploaded documents that are acceptable must have the 'Doc 
Acceptable?' and the 'Doc Acceptable Date' toggled. 

Document Required? @ No e, Yes 
I I 

2. Damaged Property Verification 
a. Verify that the question, 'Is Property Located in an Eligible Area?' is answered "Yes. 
b. Verify a 'Residential Occupancy Type' has been selected. 

Note: "Primary Residence" and "Owner Occupied with Rental Unit(s)" are the 2 
selections that will allow file to pass through the Single Family Home program. 
Note: Reviewer must ensure at least one program approved document is uploaded to 
provide proof of primary residency in accordance with latest GOSR Closeout 
Guidance. 

c. Verify that a 'Residential Property Type' has been selected. 
Note: "Single Family Home" and "Duplex" are the 2 selections that will allow the file 
to pass through the Single Family Home program. 

Is Property Located in an Eligible Area? @ Yes ® No~ '----

Is Property NON-Compliant with NFIRA? IE) Yes @ No~.._ __ _ 

Residential Occupancy Type Prirna,y Residence . 

Residential Property Type ~in!Jle Famil)' Home 

J·o 



d. If property is located on a Native American Reservation, ensure the "Located on a 
Native American Reservation" has been selected and the Reservation Name has been 
generated. 

I ID Located on Native American Reseivation 

Reservation Name 

e. All manually uploaded documents that are acceptable must have the 'Doc 
Acceptable?' and the 'Doc Acceptable Date' toggled. 

3. Applicant Income Verification 
a. If Applicant has stated they are LMI on the 'Eligibility Information Verification' page, 

verify that income documents have been obtained from all adult household members 
as stated on their Income Verification Forms. 
Note: The year the application was submitted will dictate what income document 
year is acceptable. If the application was submitted in 2013, 2012 to current income 
documents are acceptable. If the application was submitted in 2014, 2013 to current 
income documents are acceptable. If the incorrect income documents are uploaded, 
return to the Customer Service Representative. 
Note: A Federal or State Tax Return from the year of the impacting storm can be used 
to prove primary residence. 
Note: For LMI files, when tax returns are provided to calculate income they must be 
signed by the individual household member{s). However, if the tax returned is 
prepared by a tax preparer, the household member's signature is not required if the 
tax return includes the preparers PTIN number. 

4. Duplication of Benefits Verification Page 
Note: A FEMA award letter can be used to prove primary residence {must follow 
GOSR policy guidelines) 

5. Certifications and Authorizations 
a. Verify that the following intake documents are uploaded to the page and signed by 

the applicant{s): 
i. Eligibility Release 

ii. Consent and Release 
iii. Insurance Certification 
iv. Subrogation Agreement 



v. Income Verification Release 
vi. Income Certification 

Note: The Income Verification Release form is required for all adult household 
members when the file indicates the household is LMI {low-to-moderate income). 

Note: Any changes made to the intake documents, or any of the verification pages, 
must be documented in a communication log. The CR must also initial next to any 
changes made on an intake document. 

6. Application Properties 
a. Verify that the appropriate "ESL/LEP" fields have been answered. 

ESLJLEP 

Limited English Proficiency? O Yes O No• 

lfyou answered Yes to the question above, 
choose .a primary language below. 

0Chlnese 

• Haitian 

Drtalian 

• Korean 

• Russian 

• Spanish 

00lher 

b. Verify that the "Eligibility: Is this Application Eligible" field has been toggled to a 
'Yes'. 

c. Verify that the "Triage", "Inactive", and "Withdrawn" fields are toggled to a 'No'. 

7. SIGNATURES -Add to bottom of page and get snip-it of a correctly signed application 
a. Scroll to "Other Disaster Funding" section and Select "Signatures". 
b. Verify application has been electronically signed by applicant and co-applicant (if 

applicable). 
Note: If there are an applicant and a co-applicant on file and both individuals signed 

all of the intake documents, only one applicant signature is needed on the 
application. If signature(s) are missing, file is returned to Customer Service 
Representative with correction. 

Additional Information 

JacekTstL.MI. Groupe 
81271:2013 4:37:18 PM 





Louisiana Shelter at Home Program 

LEGAL RIGHT OF ENTRY AND 
INDEMNIFICATION FORM 

What am I signing? 

This is a Right of Entry and Indemnification Form. This form gives Louisiana Shelter at 
Home teams (government employees (State and Federal) and contractors) the legal right 
to enter your home. We cannot enter your home until you sign this form. 

What does this form authorize? 

This form legally allows Louisiana Shelter at Home to: 

• Enter your home and property to inspect for damages, and 
• If you choose to continue participation, and if you and your home qualify for this 

program, take actions that are covered under the Louisiana Shelter at Home 
program. 

Disclaimers: 

• All inspections and actions by the Louisiana Shelter at Home program are done 
at no costs to you the homeowner. 

• If you commit fraud on this form, you may be held liable for costs and be 
charged with a Federal crime. 

• This form is valid for 180 days unless canceled by the homeowner in writing. 
• You are waiving liability and indemnifying the Federal, State, and City 

Government and their contractors against any loss, damage, destruction to the 
home or items in the home, or injury or death to people on the property. 

• The Contractor may share any information it collects with other parties- such 
as government agencies and Contractors or sub-contractors- in order to inspect 
and repair your home. The State and the Contractor will not share this 
information with parties outside the Louisiana Shelter at Home program. 

• If you elect to use this program, you will not be eligible for any other 
Government Sheltering options. 

Remember, this form only authorizes people with an official Louisiana Shelter at 
Home ID to enter your home. If someone comes to your home and you are not sure 
if they are part of Louisiana Shelter at Home program, please contact the Louisiana 
Shelter at Home Program: 

By Phone: 1-800-927-0216 

By email: shelterathome@la.gov 



I 

Plt',1U· 1m baUpoint ot· roller ball pen'> a.nd print deart:,-

For FEMA/Stale use ow;,; 
ROE No.: Age of Structure: __ _ 
GPS Location: Long: Lat _____ _ 
Remarks: 

RIGHT-OF ENTRY PERi\ITI -
. . .... ·. :.:c~c-~- . . . .. 

--·-· ""----:-: 
, ___ ----:-:::- ---- .. - ,. - '·~· ..... , 

Owner Name 

Imuranc-e-Compan)·; 
Policv No. & Claim~o. 
OTI.-nee s FE...'\-1.-\. Ind:hi dua] Assi-i;;tanr e I I .Re~strationN.nmb.er ---

... ·-·· ·" -" -·-- . 

Street Address 

City/Towu 

Pari-i;;h 

-- ---- ·-
- ___ 

- ---

1.a.\.lte1·nate Phone Primary 

The undersigned, ("'0?.rner"), hereby unc-onditioually authorize'> the State, tbe Ulllted States of America including the Fedeml 
Emergency lv!anagement Agency {FEM.A.), and participating Volunwy OrgaaizatiollS Acti,.·e in Disaster (VOAD), and theict· 
respecti.'\'e assigns, employees, agents, .and contractors (colle-ctively, with FEv1A,. the "As~tance Providers./ to M\,-e the = 
right of access and to enter lll and onto the p.roperty described above fol' me purpose of pe.rfonlllng inspections and/or /rP 
emergency p.rotectivemeastu-es 1·esul.ting from the declared .t1oodicg (FEl.,fA-DR-4277-LA) at no expense to Oi.\rner for \, \if 
purposes of participating ill the Sb.elt.eriug: a.od Temporary EssentialP0\'1-er (STEP) A.3.5istance Program. _eP 

It is fully understood that this Right of Eatry Penn.it (ROE) ~ not create any obhgatiou on The part of the As.~i'>ta:w::e 
Providers to perl'orminspectious Of undertake emergency protective measures to the Property. 0,.1;ue:r uuderstands that 110 

emergency protective me~sw:es will be perlonned nati1 thi~ ROE is completed in full 

1. Time Period: The ROE sh.ill expire 180 days after s.iguamre t uuless sooner caoceUed accordi.ng to the tenns hereiu. 

2. Inspecdou/Emergeury Protectin· :lleac,ore'> A.ucho1ized: The ROE anthorizes ic.~pection and ewergeucyprofective 
measures to the Property. 0-1.vner'lltlderst.ands that rhe Go;;eroment, its employees, agents, contractors andtorrepresen.tati\'es 
shall, ill t:heirsole-discrerion, detero:tine the extent of the required emergency protective measures. IfO,.~ue:r dis.agrees with 
the nature or exteat of proposed actions, 0-w:ner may refuse ao.y .additionol w-01-k and can.,:el this ROE .at anytime on the 
provided form labeled "Right-of-Ena:y Permit-Reqne~t for Cancefotion:· 

3. Document.1rion ofDam;;ige: The Ass~ta.ace Prv\"'ide1-::; will be photographing and otherwise documenting dawztge aad 
work completed under this pm gram. BO'K'iri~- lh".-0-...lii.!tlft'¼noi,ill!'ifPl,!s- rh.rlc-tt-Js:.solel\•.tli.c Qy:_~nu'.:I: Ye!DdJL-ibillrv.i"O 
doc,nnwr:_.danrqva ."l'or: mmmttnt,1m,1mt2el!,f1r"n~_PM .. m-- (I(Mino,llil ,zmraHj:'°-tl .pr1X11l'IVJ,S l[&0_ssiM~-: ·rltD -~w.9• :hemld 
phOtovm:,J, or othe.nl,;ise doci1me11t all dcund.g"e b~f01~ am.• wor* be~iru, iJ ,·i'J.oot"r-M, andlo1· ii~ms ai-e remoVed from the 

. p1:@~fr" Ladr'-O(Li0donfmafi9"-.'miiY ll111fl 1t19#i!:t,i1.tnfpi-i{cii.:d.s'. ;o1• tlliirlim C~. 

4. Dhdosun--i;;: By siga.illg this ROE, 0\v.oet ack:ao,vledge-ti that uone, some, or all of the following wotk:may be perfoimed 
pm.mant to thi'i ROE and FE?vlA policy. Ov.-ue:r further adcuowledges that work may .im-ohre the me ofnnv, un:finished 
mate:cfals to provide only emerge:JJcy protective measures: 
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I ~:~----~~--------Property Address:~---~-----~---- I 
1) Removal of debris to curbside inc1U.dirig damaged dt)"\lo·all flooring, calpefuig, ceilings, doors, inslllatio~ fixtures 

and cabinets and other u:o.salvage.able content!>; 
2) Clea.u.ing and sac:itizing .interior of residence fo in.dude duchvork; 
3) Ensure OD.e Dseabie bathroom Villlity, siak,. toilet, and Wik; 
4) Dtywall :replacement only to safely cover- electrical shelter-in-place repai:rs; 
5) Repair or tq>lacement of ncmfnoctioniDg inte1'ior/ex:rerior doors; 
6) Remo\.--e and!or install floor co~ering: 
1) In<:.pection, cleaning, repair or demolition and repbcem,ent of damD._ged circuit 1:n:eakers, panel boxes, electrical 

couduit, sen.'ice cables, outle~, s.witches, and receptacles; 
8) Cleaning, testing aD.d minor repair of furnaces, baseboard heaters or ce-.atral air conditioning. VVindow air 

c-0.uditioning W:U.ts may be pro...,"ided in lieu of repair of ceitral air cooditioning. Temporary baseboard heaters may 
be pro\.--ided in lieu of repair:i:ng furnaces. 

9) RepiW'or-replace damaged wllldow air couditioui[lg uait(s); 
10) Repair ot replace damaged water heaters, Replacement watet· heaters will be the miui..oJ.umnecessary capacity, 

bnt ~•ater heaters of 1;i.tnilar capacity m..ly be utilized v,hen. coot effective: 
11) Weath~oo.fing to include temporary rnof, wall. ruid window repair!.; 
11) Minor:repai1's to interior or eX'lerior to pro,i:de safe acces'> (e.g. stairs, ramps) and living eoviroome:nt; 
13) .Asbestos: and 1ead a!l.ses.~me:nt and abatement necessary to make :repairs (not pre-e:rislin_g paint and soldered 

plumbing fi..,;:turest 
14) Iospect, test a:Dd :repair of ruitu1'al gas lines, valves, and pipes~ 
1:5) Well dec.ontan:tinatiou if ouly :l,OUfce of potable water; 
16) Inspect and minot repair of plumbing. rmd sewer or septic components and connections to ensure a safe and 

sanitary li'ving em:ironment; 
17) Items and worknece.'>.Sary to ensuTe safe .shelter for individuals v.':itll acce.:,.~ a.ad :functional needs; 
18) 1'1inima1 co-a.king and refrigen1tioo appliance~ nec-es.-.ary for shelter-in-place (not to exceed $500 combined); 
19) l·!ini-fridges for doctor prescribed medical needs. 

5. A-.shtance- Provide-n HeldHarmle-ss: The O.vuer acknowledges th.:11 the Government's decisions on whether, wheo., 
wbe1'e, an.dhow to provide- disaster :relief to Owner's property are disc:retioaary fuoctiooi. Owner recog.Wzes that 42 USC § 
514.S states; "The Federal Govemmeni shall not be liable for any claUJ1 based upon the exercise or pe1formance of-at the 
fuiltn:e to exercise or perform a discretionary fonctiou 01· duty on the pan of a Federal agency or an employee of the Fed.e:ral 
Government iacaiT}-ingout the provisions of this chapter." Additionally, the under.~igned will indemnify :ind bold harm.le:.:. 
all As~istance Prm,-iders. listed above for any and all liability, Joss, damage, or destruction of ::uiy type whatsoever 1o the aboYe 
described property or to personal prope1ty and fixtl.U'es $!tu aced there cc., 01· foe boc!ily injury 01' de:irh to per,;on.i, oo the 
property, and b.e,:eby :releoses. disc'b.arges and 1,vaive,; any and all liab1lity. claims,, demands. damages, injuries, los.ies, 
pen.1ltie'>, fine;;;_, costs, caw:;es of;;.ctio:o.. judgments, e:tpeuses, as well .is ::wy and-aU actions. eithE:1' legaJ or ,equitable, which the 
undersigned has, ortha! might orise, of any nntu:re- what~oever and by 1,vhomeye,r made. o:rw...1y ha1,'f', by:reason ofo:r iaddellt 
to any actiou of aforesaid A.ssfitao.ce Pro-,:iden taken to accomp~ tbe afo:ranentioned purpose. The Ov,neJ" .a,grees that the 
Stare of Louisiana, along with its contractors, in accordance with LA R..5 29:735. a:!'e iudemrufied .and will be held hannless 
from any death of or any injury to persons 01 daomge to property a~ a 1e.sul1 cf actions takeu pun.uant to the Lonitiana Shelter 
at Home Program;FE..\.[A STEP As~istance Program. 

6 • . M:isceU;iue-ous: 
a,. O,.vner represents and warrants that O,vo.erha5 full power and authority ro execute a:o.d fully perform Owner's 

obligatiom unde:1' this ROE Owner expressly repre:,;;ents and wnnants th.at fee title (o the Premises is vested solely in 
O\1.-ue:r. O\lllle:r will proi,,-ide supporting documentation of Ovmei·ship in acco1'dauce with FE:MA guidance before or at the 
time of,igning this docua1eot. 

b. Tlili, ROE includes the right ofiugreis and e-gre-~~ on other lands of the 0-wue:r noc described above, p10\-ided such 
iogre9.,; ru.J.d egress is oecess.u-j and 1101 otherwise: conven.i~ly available to the A .. ~istance Providers. All toots, equipment, 
and otbe-r propelt'f taken upon or placed upon the propeny by the As'il:staoce Pro,.·ide:r!. shall remain the property oftbe 
Assis t:ance P.ro~iders 3lld may be :removed by the A'isinauce P:ro...-ide-:r-. at auy time , ... ·irhio a t'easonable period after the 
e:tpiratio:o of this ROE, if neces•,ary. 

c. Owaer unden,tands that any ind.iT•idnal wbo fraudulently or •.1,ill.full}'mi',.;..tate.:. any fact ill cOJJ.D.ection with this 
ROE ~hall be subject to a fine as provided under 18 U .S C. S 1001 01· u:up1'isoaed foi··not wore rha:n .fii:e years or both. In 
addition, the 0-.vnerunderstands that any iodi,.idu..11 who frandule-.otly or \.Yillfully mis'i.rates any fact in cO:DUectioa with 
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I Owner. Pro~ Address: _______ ~~---~= 
Page: 3 
this ROE shall be-subject to a i:qjaytiJ.enrofli:mOS to the State Of Louisiana. 

PliYacy Ad Statement: Privacy Act Statement: Th-e Propei:ty Owner/ Owner's Anthorized Legal Representative 
ocl:nowledge(s) lhat imi>rmatiou submitted will be share,! with other gi!~I ag=cies, federal am ,;,caf..i.r;,l, and 
contractors, their subc:oatrac:t:on: and employees for pwposes of disaster relief management and for the objectives of this Right­
of-Entry. This fo.cm is signed in ordet· to allow access to perform emergency te.mpor.uy repairs on the above-mentioned property 
and to authorize the release of insurance policy and daim .it1formation.. 

Sirmnnit.e(S)-andWiti:iiw 

For tbe considerations and pmposes set forth herein, my sig11.1ture below cocfurus that I b.ave read this form, will abide 
by its terms, and agree to all !e!IDs stated herein. I certify under the laws of the State of Louisiana and tbe United States 
that my answers aretruth.ful. 

Owner Signature Date Date 

Pholl"e Nutllbe1· 

·0wner'sFEMARl!pslrationNumber(i:fapplicable) WITNESS 
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r~~--~~~~==---~Property Address: __ ~~-----~----

RTGHf-Qf®TRYPfB1\QT-REOIJ;filfQRCi\"-CELJAJiQTS 

To cancel a, ~i~nsly~_tt<JRight of Entry (ROE) permit, this c.anc.ellatio:a. form. must be signed by the Owner, and 
delivered to the FedernIE:mergency Management Agency (FEMA) at a Disaster Recovery Cemer, by FA.'\: to FEMA ~s 
N:ffl.onal Proce.s&alg Service C-eoter at 1-800-827-Sl 12 Allow at least three (3) days to process. A.It.er11ati1eel>·• o,e ROE 
may b~ caucelled at t11e Pr(Jpllrl)' rile b)• obtaining tile signattue oftl1r tmlhori;ed representarit'~pres,ntn•,1e,r t1recrs-w 
appears /ht' work, It is rei:o.mtlWldcd that lhe O\vner make a copy of the signed c:mccllation prior to giving this form to the 
authorized representative. The authorized representa-live will l--eep the original signed copy for its recoi-ds. Reproduction 
c~bi!ity may not be available at the ROE collection points. Phone-00. and verbal caru:.ellations will 110t be accepted. 

By canceling the ROE, Owner acknowledges that iaspe~:tious and ewergency protective measures may not be ·peifarmed by 
the State, the United States of America includ#.;lt:FEMA, or participatingVolunta:r)' Org3llizatiOllSActive ~Disaster(VOAD), 
and their respective assigns, -employees. a:gents. and contr.oc-tors. 

I have re.ad and understand the foregoing statemeut COllce:rning cancellatiou policies. I hereby certify th.at I request to cmcel 
the foiet<@gROE and my :eqliet'fo:r d:isaste.r-1:elated eme-rge:ncyptotective measures. 

Signature: ------,-----,------~-­
Owoer 

Printed.Name: ~· ---~------==~--

Date Time 

Address: ____ ~-~~--------

I be1·eby adwo1m=1edge receipt of rlte-foregoing request for cance-llation: 

Signature:----------------~ 
· Autboriz,d Represenrati\"e 

PrmtedName: 0-~· ~~~-----~-----­

(Indicate authorized organi.znrion and title) 

Date Time 

Title=---------------~~-
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RESTO~ LOUISIANA PROGRAM 
Ht1meowner Assistance 

Standard Operation Procedure for DA Field Monitoring 

As of November, 2017 

1. Scheduling Site Visits 

• Field Monitors (Monitors) are to confirm the application number, address, and homeowners contact 

information. 

• Monitors are to contact the homeowners prior to the visit to inform them they will be attending the damage 

assessment meeting. 

• Monitors are to confirm the name, contact number, and email of the damage assessor prior to the visit. 

• Monitors are to check eGrants for any PDFs or checklists to determine if it is a re-inspection or an initial damage 

assessment. 

• Monitors are to print a copy of the Right of Entry (ROE) permit from eGrants and bring with them to the visit. 

2. Arriving at the Site 

• · Monitors are to arrive at the site a minimum 15 minutes prior to the appointment and wait for the assessor. 

• Monitors are to wear the required Restore Louisiana attire and carry their Restore badge. 

• Monitors may need to inform the homeowner that they are present and waiting for the assessor if the assessor 
is more than 15 minutes late for the appointment. 

• If the assessor is more than 15 minutes late, monitors need to contact the OA/QC Monitor team lead to inform 

the Damage Assessor's Team lead of the current status and wait for instructions from the team lead. 

• Should the damage assessor fail to show or if the visit is canceled, monitors are to inform homeowners of the 

process for rescheduling a visit and that they are leaving. 

3. Field Monitor Checklist 

A. Overall 

Criteria: 
Arrival on time/ Time Allocation 
Full Equipment (Laser measurer/Tape measure/ Digital 
Camera/ Clipboard/Writing utensils) 
Proper Attire/ RELA Badge 
Review and Explain Final SOW with Homeowner 

B. Homeowner Interview Checklist 

Criteria: 
Courteously Greet 

Explain the purpose and process of the Site Visit 

Hazardous conditions (Condemned, Gas Leak, Extreme 

Environmental Condition, Electrical Hazard1 Open Floor Joist) 
Flood Line 
Work by Shelter at Home/Charitable Organizations 
Self-repair (Summary) 
Changes in Floorplan post damage 

Remaining works (Summary) 
ADA Requirement 

V 

V 

1 

N Comments: 

N Comments: 
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RESTO. LOUISIANA PROGRAM 
Homeowner Assistance 

C. Exterior Checklist 

Scope/ Photo Documentation y N Comments: 
Footprint Measurement 

All 4 Elevations 
Roof/ Fascia/ Soffit / Gutter 
Structural Issue (Foundation/Framing/ Walls) 
MEP (AC Condenser/Gas Meter/ Electrical/Plumbing) 
Main Egress 
Any Life Safety Items (Exposed wires, Missing/loose handrail, 
More than¾" Tripping hazard, and etc.) 

D. Interior Checklist 

Scope/ Photo Documentation y N Comments: 
General Flood Line documented with measuring 

tape 
Walls & Ceilings 
Doors & Windows 
Flooring 
All damaged items 
Any reimbursement items 
Any Environmental hazards (black 
substance) 

HVAC HVAC Unit with labels 
MEP Mechanical Units with labels 

Electrical Outlets, Switches, Light Fixtures, 
Smoke Detectors 

Plumbing for Toilet, Bathroom sink, 
Kitchen sink 

cabinetry Kitchen Upper/Lower with inside 
Cabinetry, Countertops 

Bathroom Vanity with inside of lower 
cabinetry 

Appliances Kitchen Appliances with labels 
Washer and Dryer with labels 

E. Photos 

• Monitors are to take photos of the front elevation to document the correct address. 

• Monitors are to photo document any findings and concerns about the assessment. 

4. Post Damage Assessment Reporting 

• Monitors are to send the Field Monitoring Report to QA/QC Monitor Team Lead by next business day. 

• OA/QC Monitor Team will analyze trends of field assessments and create a weekly report to send to the State 
and all Contractors. 

2 
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NYC Build it Back l{yC:~,._.,.,,o,,,..,_,...,. 
~Al,JJ1<11lt<cl, 

Application ID 

Coordination of Benefits Worksheet 

Applicant Name: _________ _ Damaged Home Address ____________ _ 

This worksheet summarizes your Coordination of Benefits calculation and will help determine the amount of disaster 
recovery funds you should still have available for the repair or reconstruction of your home. It will also determine if you 
are eligible to be reimbursed for out-of-pocket expenses you incurred to complete permanent repairs to your home. 
Applicants who are eligible for reimbursement must complete Step 7. All applicants must complete the certification in 
Step 8. Your Application Coordinator will review this form and certification with you during your option review meeting. 

Step 1: Identify all sources of Disaster Recovery Benefits already received which were intended for home repair or reconstruction 

a. Private Insurance a. 

b. Flood Insurance (NFIP) b. 

c. FEMA Individual Assistance Repair Benefits c. 

d. FEMA Individual Assistance Replacement Benefits d. 

e. Small Business Administration Real Estate Disaster Loan e. 

f. Empire State Fund (ESF) Benefits f. 

g. Disaster Homeownership Repair and Rebuilding Fund (HRRF) Benefits g. 

h. Self-Declared Philanthropic Cash Assistance Specifically intended for Repair or Reconstruction h. 

i. Total Benefits Received: total of lines a through h. i. 

STEP 2: Evaluate Form F13 to determine if there were out-of-pocket Temporary or Interim Housing Expenses 

j. Total Temporary Housing Benefits Received from Insurance and FEMA j. 

k. Approved Temporary Housing Expenses k. 

I. Total Out of pocket Temporary or Interim Housing Expenses: line j minus line k I. 

STEP 3: Evaluate Form F13 and Program damage assessment to determine how Disaster Recovery Benefits were used. These are 
called Allowable Activity Offsets and are approved as permissible uses of disaster recovery funds. 

m. Homeowner and Contractor completed permanent repairs from the Program's damage m. 
assessment OR receipts reviewed in response to a Program Request for Review 

n. Pre-Construction Expenses n. 

o. Temporary Repair and Other Post-Storm Recovery Activities o. 

p. Out-of-pocket Temporary or Interim Housing Expenses (from line I) p. 

q. Contractor Fraud q. 

r. Forced Mortgage Payoff r. 

s. Total Allowable Activity Offsets: total of lines m through r s. 

STEP 4: Calculate your Transfer Amount (the amount of your contribution for repair or reconstruction) 

t. Total Benefits Received (from line i) t. 

u. Total Allowable Activity Offsets (from lines) u. 

v. Transfer Amount: line t minus line u, if line u is greater than line t, then $0 v. 

1 Created on Monday, July 7, 2014 



Ill Application ID 

NYC Build ft Back Coordination of Benefits Worksheet 
Fi:"'1143+!!§1 HYC1"111u,1,>11~Qponllall: ---

REIMBURSEMENT DETERMINATION 

If you do not have a transfer amount, the Program will evaluate your case to determine if you are eligible to 

be reimbursed for part of the out-of-pocket costs you incurred to perform permanent repairs to your home. 

The steps below provide you with the details of how your reimbursement amount was determined. 

STEP 5: Calculate the total benefits you had available to perform permanent repairs to your home. The Program is allowed to 
reduce the amount of benefits you received by considering receipts for construction related expenses you provided with your Form 
F13. The Program is not allowed to consider non-construction related expenses such as temporary housing when calculating your 
reimbursement amount. 

aa. Total Disaster Recovery Benefits already received for home repair or reconstruction 

bb. Pre-Construction Expenses 

cc. Temporary Repair and Other Post-Storm Recovery Activities 

dd. Total Available Repair Benefits: Line aa minus lines bb and cc, if the sum of lines bb and cc is 
greater than line aa, then $0 

STEP 6: Calculate your Reimbursement Amount 

ee. Homeowner completed permanent repairs from the Program's damage assessment 

ff. Contractor completed permanent repairs from the Program's damage assessment 

gg. Total Available Repair Benefits (from line dd) 

hh. Maximum Reimbursement Amount (line ee plus ff minus line gg, if line gg is greater than line ee 
plus ff, then $0) 

ii. 40% Reimbursement Reduction 

jj. Actual Reimbursement Amount: Line hh minus line ii 

EXPLANATION OF THE CALCULATION 

aa. 

bb. 

cc. 

dd. 

ee. 

ff. 

gg. 

hh. 

ii. 

jj. 

STEP 1: Identify all sources of Disaster Recovery Benefits already received which were intended for home 

repair or reconstruction 

If you disagree with any of these amounts, please let us know at this meeting and do not sign this form. Note 

that this amount may include an amount for an SBA loan that you declined. If you declined an SBA loan and 

have not yet received financial counseling from the Program, please let us know. You may be able to remove 

this amount from your calculation depending upon the results of that financial counseling. 

STEP 2: Evaluate the Form F13 to determine if there were out-of-pocket Temporary or Interim Housing 

Expenses 

If you submitted receipts for temporary or interim housing expenses with your Form F13, the Program must 

determine the amount of those expenses that you paid for out-of-pocket. The Program does this by deducting 

any benefits that you received from your insurance company for additional living expenses or from FEMA for 

temporary housing expenses. 

2 Created on Monday, July 7, 2014 
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NYC Build it Back 
J{'{t;~er~<lo..->ttoro: .,,.,,__,.,,.,_ 

Application ID 

Coordination of Benefits Worksheet 

STEP 3: Evaluate Form F13 and damage assessment to determine how Disaster Recovery Benefits were used 

After calculating the total benefits received and your out-of-pocket temporary housing expenses, the Program 

must account for how you spent your disaster recovery benefits. Certain expenditures are allowed, while other 

types of expenditures are not considered by HUD to be an eligible use of disaster recovery funds which were 

intended for the repair or reconstruction of your home. The F13 Form that you completed provides additional 

information about what types of expenses are allowed and when those expenses must have been incurred. 

The Program verifies how you spent your disaster recovery benefits through either a damage assessment or a 

review of written documentation that you provide. If the Program determines that you have properly spent 

disaster recovery benefits on allowable housing recovery-related activities, you will be given credit for that 

expenditure. This credit will be applied to offset the benefits received and calculate your transfer amount. 

STEP 4: Calculate your Transfer Amount (the amount of your contribution for repair or reconstruction) 

According to federal law, the Program may only provide assistance to fill a need which was not already met by 

another funding source. If you will be receiving repair or reconstruction assistance, the Program is only allowed 

to fund the portion of the project for which you have not already received assistance. The amount of Program 

funding will be your grant amount. If you already received funding for the repair or reconstruction of your home 

from another source, and those funds remain unspent or were spent on an activity which HUD considers to be 

an ineligible use, you will be required to contribute that amount towards your Program repair or rebuild project. 

This is called your transfer amount. 

The Program determines the transfer amount by comparing the benefits you received for repair or 

reconstruction in Step 1 to the verified allowable activity expenditures listed in Step 3. If the Program cannot 

verify the expenditure, is not aware of the expenditure, or if disaster recovery funds were spent on an activity 

which is not considered by HUD to be an eligible use, you will be required to contribute that amount towards 

your repair or rebuild project just as if you had not spent the funds. 

The amount listed in line (v) is the transfer amount that you must contribute towards your project if you wish 

to receive Repair or Rebuild assistance. If the transfer amount is zero, you will not be required to pay any funds 

in order to receive assistance, and you will also be evaluated for reimbursement of any out-of-pocket expenses 

you incurred to permanently repair or rebuild your home. 

If you are not able to pay some or all of your transfer amount, the Program encourages you to move forward to 

the design phase. In some circumstances, the Program may be able to reduce or eliminate your transfer amount 

by doing less work in your home or by building a smaller or less costly home. 

3 Created on Monday, July 7, 2014 
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NYC Build tt Baek 
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Application ID 

Coordination of Benefits Worksheet 

STEPS 5 & 6: If there is no transfer amount owed, determine your reimbursement amount 

According to HUD's reimbursement rules, the Program may only reimburse you for expenses which were 

incurred by you prior to October 29, 2013, or the date of your damage assessment (whichever is earlier). You 

may only be reimbursed for expenses which were incurred to make necessary, permanent repairs to your home. 

You may not be reimbursed for other expenses like temporary repairs or temporary housing. HUD rules also 

state that you may only be reimbursed for reasonable expenses incurred, which means that you may receive 

reimbursement credit in an amount that is less than what you actually paid for the repairs. In order to comply 

with this rule, the Program damage assessment assigns a value to the permanent repairs made to your home at 

a standardized price. This price may not be as high as what you paid for the repairs to your home. Please note 

that the Program's valuation may not be appealed. 

In Step 5, the Program totals all of the benefits you received for repairing or reconstructing your home and 

reduces that amount by any construction related expenses that you received credit for on your Form 13. The 

Program cannot consider amounts paid for temporary housing, contractor fraud or forced mortgage payoff. The 

resulting amount is the total amount of benefits you had available to you to make permanent repairs to your 

home. 

The Program then totals the value of the repairs made to your home, as determined by the Program damage 

assessment, and reduces that amount by the amount of benefits that you had available to you. The Program 

must do this, because you may only be reimbursed for out-of-pocket expenses you incurred to make repairs. If 

this amount is lower than you expected, it may be because the Program provided a lower value to the repairs 

than you actually spent (for example, you may have purchased higher cost items than the Program will 

reimburse you for). Please note that the Program's valuation may not be appealed. Due to funding limitations, 

the Program will reimburse you for 60% percent of your Maximum Reimbursement Amount (line hh). The Actual 

Reimbursement Amount (line jj) is the amount the Program will reimburse you if you meet reimbursement 

eligibility requirements1 and agree to all of the requirements listed in the reimbursement grant agreement. 

STEP 7: Certification of Expenses Incurred Prior to October 29, 2013 

According to rules established by HUD, the Program may only reimburse you the amount stated above if you 

incurred the expense prior to October 29, 2013, or the date of your damage assessment, whichever is earlier. 

This is your reimbursement deadline. You incurred an expense if you spent money on materials, contractors, 

laborers or other construction costs OR if you entered into a contract to incur expenses prior to your 

reimbursement deadline. If you did not incur all of your expenses prior to your reimbursement deadline, you 

must tell us the amount that you incurred prior to your reimbursement deadline in the space below, and your 

reimbursement amount will be reduced to the amount you declare. 

1 Applicants receiving reimbursement must occupy the damaged property, meet the personal, environmental and property eligibility 
requirements for repair, and must not have any uncorrectable environmental ~ef1c· ncy which would prevent the use of federal 
funds for reimbursement. ..,.. 

4 t Created on Monday, July 7, 2014 
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NYC Build it Back 
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Application ID 

Coordination of Benefits Worksheet 

SELECT ONE (YOU SHOULD ONLY FILL THIS PORTION OUT IF YOU HAVE A REIMBURSEMENT AMOUNT) 

• I certify that I incurred expenses in at least the amount stated in line jj before my reimbursement 

deadline, by either expending funds or entering into contracts to repair or reconstruct my Sandy damaged 

home. 

• I did not incur expenses in at least the amount stated in line jj before my reimbursement deadline, but I 

incurred a lesser amount by either expending funds or entering into contracts to repair or reconstruct my Sandy 

damaged home. I am claiming that I should be reimbursed the amount stated below, which is the amount of 

expenses I incurred before my reimbursement deadline. (The amount you enter must be less than the amount 

stated in line jj or your reimbursement be invalidated.) 

REIMBURSEMENT AMOUNT CIAIMED: $ ___________ _ 

STEP 8: Certification of Coordination of Benefits and Reimbursement Determination 

I/We, the undersigned, understand that if the information in this document is not correct, I/we may be required 

to repay any duplicative benefits which were received as a result of providing incorrect information. I/We also 

understand that the information in this document may be turned over to the appropriate New York City 

investigative authorities for verification or investigation. 

I/We hereby certify under penalty of perjury that the figures reported and statements made herein to the New 

York City Build it Back Program and the United States Department of Housing and Urban Development are true 

and correct. 

Applicant Signature Applicant Name (Printed) Date 

Joint Applicant Signature Joint Applicant Name (Printed) Date 

Joint Applicant Signature Joint Applicant Name (Printed) Date 

Joint Applicant Signature Joint Applicant Name (Printed) Date 

Joint Applicant Signature Joint Applicant Name (Printed) Date 

5 Created on Monday, July 7, 2014 
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Duplication of Benefits 

Overview 

This desk reference describes the Duplication of Benefits (DOB) rules that apply to Community Development Block Grant -
Disaster Recovery funds (CDBG-DR) under the Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act) 
and how they impact the awards offered in the program. 

What is a Duplication of Benefits? 

"A duplication of benefits (DOB) occurs when a beneficiary receives assistance from multiple sources for a cumulative amount 
that exceeds the total need for a particular recovery purpose. The amount of the duplication is the amount of assistance provided 
in excess of need." 

Because the program is funded by CDBG disaster-recovery funds, applicants participating in the program are required to adhere 
to program requirements that take into consideration other funding that may have been received by the applicant for the same 
purpose. The program shall ensure that no recipient of funds under its CDBG disaster recovery award has received a duplicate 
benefit. 

Assistance is duplicative when two sources exceed need for the same recovery item. Assistance is not duplicative when two 
sources contribute to the same need, but the total assistance did not exceed the total need. 

For example, if a family's damaged home costs $100,000 to repair and the owner occupant homeowner received $100,000 in 
insurance proceeds, the homeowner could not also receive federal disaster recovery funds to repair the home. Any additional 
federal assistance would duplicate the assistance already provided which fully addressed the recovery need. 

When is a Duplication of Benefits Review Required? 

• Funds provided to ensure qualified property owners are able to restore their property to a habitable condition and return 
to their homes 

• Funds provided specifically for the punpose of rehabilitating or reconstructing the property. 

What are Allowable Activities? 

Allowable activities are considered non-duplicative assistance that is excluded from the total benefit amount. 

As indicated above, if a property owner received funds from any source including insurance, FEMA and/or SBA for structural 
damage to their property from hurricane damage, the property owner must submit documentation for the repairs in order for the 
program to detennine if the use of those funds is acceptable, and the activities are considered "allowable." If the program 
considers the use to be an "allowable activity" (AA), the award amount will not be reduced by the amount spent on that specific 
item. The worksheet allows for property owners to indicate which activities are documented "with" and "without" receipts. 
Additionally, the property owner must certify to the accuracy of the use of funds and the legitimacy of the supporting 
documentation provided. Refer to the Affidavit in the DOB/AA packet included as part of Exhibit A. 

If the applicant received disaster assistance and can prove those funds were spent on certain eligible activities, then those funds 
may be excluded from the calculation and not cause a reduction in the award amount. Refer to the Internal Procedures -
Documentation Review section for additional information on allowable activities. 

The program adheres to the following regarding which activities are considered allowable and may reduce the calculated DOB 
amount which may result in an increased award: 

Allowed Activities 
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• Structure Repairs (e.g., foundation, roof, windows) 

• Debris Removal 

• Reconnecting Utilities (e.g., water, septic, plumbing, electric, HVAC) 

• Interior Repairs (e.g., walls, doors, ceilings, fixtures, cabinets, flooring, some appliances [oven, stove, refrigerator]) 

• Elevation of Structure 

• Providing Access to Structure (e.g., driveways, walkways, ramps) 

• Mold Remediation 

• Tree/Shrub Removal 

• Insurance proceeds retained by the mortgage lender for mortgage payments or payoff (forced payoff) 

• Grading or Leveling of Property 

• Demolition 

• Other 

Funds received for "interim housing" are not considered "duplicative" and would not require a deduction from the award amount. 
Therefore, the deduction may be "added back" if it was reduced from the original calculation. 

Activities Not Allowed 

• Tree/Shrub Replacement 

• Repair or Replacement of Outbuildings or other structures not attached to the primary structure (e.g., detached 
garage or carport, shed, pool, boathouse) 

• Reconnecting phone, cable/internet services and/or satellite television services 

• Some appliances (e.g., washer, dryer, window air conditioning unit, dishwasher) 

• Repairing to a standard that exceeds program standards (e.g., marble floors, granite countertops, gold-plated 
fixtures) 
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The Stafford Act 

The Robert T. Stafford Disaster Relief and Emergency Assistance Act /42 U.S.C. 5121-5207) (Stafford Act) duplication of 
benefit requirements apply to all Federal agencies administering a disaster recovery program providing financial assistance, 
including CDBG disaster recovery grants. It is designed to ensure that Federal assistance specifically, CDBG-DR funds, is the 
last source of recovery funding and made available after all other fonms of disaster assistance have been exhausted. 

Section 312 prohibits Federal agencies from providing assistance to any person, business concern, or other entity for "any part 
of such loss as to which he has received financial assistance for the same purpose under any other program or from insurance 
or any other source" [42 U.S.C. 5155(a)]. Federal assistance should supplement insurance and other forms of disaster 
assistance. 

Assessment of Need Prior to Assistance 
Applicant's total post-disaster need in the absence of any duplicative benefits or program caps needs to be determined. 
Following the identification of total need, duplicative assistance can later be subtracted and program caps applied to arrive at a 
final award. Refer to the Internal Procedures section for additional information. 

Total Assistance Available to the Person or Entity 
Assistance includes all benefits available to applicants, including cash and other resources such as insurance proceeds, grants, 
and SBA loans. Applicants should identify all assistance received by each person, business concern or other entity, via 
insurance, FEMA, SBA, other local, state, or Federal programs, and private or nonprofit charity organizations. 

Subrogation Agreement 

To address any potential duplication, beneficiaries must enter into a signed agreement to repay any assistance later received 
for the same purpose as the CDBG disaster recovery funds. The Limited Subrogation I Assignment Agreement, (Exhibit C) is 
required to be signed at closing for the Owner Occupant Award and construction options. 

This agreement, between the property owner and the state, ensures that any and all benefits received or to be received by the 
property owner (from any property and casualty insurance or flood insurance on the residence, excluding contents, FEMA, Small 
Business Administration, and any other federal agency) arising out of physical damage to the residence caused by the hurricane 
are assigned back to the state. 

It is the applicants' responsibility to inform the program when they receive additional benefits related to the hurricane damage 
and it is their responsibility to return those funds to the program as required by the executed Subrogation Agreement. 

Non-Duplicative Assistance Excluded from Final Benefit Calculation 
Once the potential award and the total assistance received or to be received has been determined, the award amount can 
exclude, for duplication of benefit purposes, assistance that was: (1) provided for a different purpose; (2) used for a different, 
eligible purpose; (3) not available to the applicant; (4) a private loan not guaranteed by SBA; or (5) any other asset or line of 
credit available to the applicant. Below, each of these categories is explained in greater detail. 

Funds for a Different Purpose 

Any funds provided for a different purpose, or a general, nonspecific purpose (e.g., disaster relief/recovery'), may be excluded 
from the final award calculation if they were not used by the applicant for the same purpose. 

Funds provided to a property owner typically fall under one of the following categories: replacement housing, rehabilitation 
assistance, or interim / temporary housing. Rehabilitation includes repair and reconstruction. If a property owner receives 
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rehabilitation funds for CDBG disaster recovery, all other assistance provided to address that home's rehabilitation must be 
included. 

For example, if FEMA funds were eligibly used for interim housing, such as rent and not housing replacement, and CDBG funds 
were provided for home rehabilitation, there is no duplication regarding those funds because the funds were provided for different 
purposes. However, any FEMA funds eligibly used for housing replacement or rehabilitation must be considered forth at purpose. 

Funds for Same Purpose, Different Eligible Use 

In some instances, funds provided for the same general purpose as the CDBG disaster recovery funds will have been used by 
the applicant for a different specific eligible purpose. In these circumstances, if the applicant can document that the funds 
received were used for a different, eligible purpose, then the funds are not duplicative. 

Funds Not Available to the Applicant 

Funds are not available to the person or entity if the person does not have legal control of the funds when they are received and 
are used for a non-duplicative purpose. 

• If a homeowner's mortgage requires any insurance proceeds to be applied to reduce the lien balance, then the 
bank/mortgage holder (not the homeowner) has legal control over those funds. Therefore, the homeowner is legally 
obligated to use insurance proceeds for that purpose and does not have a choice in using them for any other purpose. 
Under these circumstances, insurance proceeds do not reduce assistance eligibility. 

• If a disaster-affected homeowner chooses to apply insurance proceeds to reduce an existing mortgage, or requests 
that the lender demand payment, insurance proceeds reduce the amount of disaster assistance eligibility. 

• If a mortgage requires insurance proceeds to be used for rehabilitation of the property, those proceeds must be 
considered as assistance for that purpose. 

Private Loans 

Unlike SBA loans (or any other subsidized loan or Federal loan guarantee program that provides assistance after a major 
disaster or emergency), private loans not guaranteed by SBA need not be considered duplicative assistance. 

Other Assets or Lines of Credit 

Other assets or lines of credit available to a homeowner or a business owner need not be included in the award calculation. 
This includes, but is not limited to: checking or savings accounts, stocks, bonds, mutual funds, pension or retirement benefits, 
credit cards, mortgages or lines of credit, and life insurance. 

Calculate CDBG Disaster Recovery Award 
The calculation may look as follows: (1) Identify total post-disaster need prior to any assistance; (2) Identify potentially duplicative 
assistance; (3) Subtract all assistance found to be duplicative, resulting in the maximum potential award amount, or unmet need. 
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Potential Sources of Du lication of Benefits 

National Flood Insurance Program / Private Property and Casualty Insurance 

• All insurance is verified through the program. 

• The program only needs verification of Structure and Structure Mold benefits. 
o These amounts are usually coded with "A" on insurance statements. 
o Loss of Use and Additional Living Expenses should not be included in DOB amounts and are usually coded 

with a "D" on insurance statements. 
o Proceeds for contents or personal property are not included in the DOB calculation. 

• If applicant indicates an insurance amount on their DOB/AA form that is less than the amount verified by their insurance 
company, the program will go with the amount the applicant indicated. 

• After three unsuccessful attempts to verify the amounts with the insurance company, verificafon may be accepted 
based on a self-certified insurance statement provided by the applicant. Acceptance is made at the discretion of the 
reviewer. 

Federal Emergency Management Agency (FEMA) 
• Applicants are required to disclose all FEMA funding received on the structure. 
• The program does not count the initial $5,200 applicants received after the hurricane. 

Small Business Administration (SBA) 
Congress provided for SBA loans (both Direct and Guaranteed) as part of the overall statutory scheme for disaster recovery. As 
such, SBA loans are made pursuant to a government program - they provide assistance after a major disaster or emergency. 
SBA loans must be reviewed for possible duplication of benefits. 

SBA loans are verified by the SBA Data spreadsheet. If the applicant's name, property addresses or claim number is not on the 
spreadsheet, the SBA is contacted for clarification. Typically, SBA provides the program with enough information to determine 
if the SBA proceeds were used for structure, relocation, personal property, or hazard mitigation. Proceeds used for structure 
must be included in the DOB calculation. Proceeds used for relocation, personal property or hazard mitigation may be excluded 
from the calculation since they are for a different purpose. 

Declined SBA Assistance 

According to the HUD Guidance on DOB Requirements and Provision of CDBG Disaster Recovery Assistance, released on July 
25, 2013, if an applicant has declined SBA assistance, HUD cautions against providing 100% CDBG Disaster Recovery grant 
assistance without fully documenting the basis for that level of subsidy. If an applicant falls into this scenario, the program should 
be able to demonstrate that the amount of awarded assistance is necessary and reasonable consistent with Federal financial 
standards. HU D's minimum expectation in this situation is that the program achieve all of the following: 

• Identify the circumstances under which the applicant declined the SBA assistance 
• Establish why CDBG-DR assistance is appropriate for applicant 
• Determine, most commonly through underwriting, the amount of CDBG-DR assistance that is necessary and 

reasonable to assist the applicant in achieving recovery 

Other 
Insurance proceeds, or funds from FEMA or SBA, disaster assistance may also come in the form of donations, volunteer work, 
nonprofit organizations and state or local programs associated with the hurricane. It also includes assistance received from the 
U.S. Army Corps of Engineers. 
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Internal Procedures 

Documentation Review 
The DOB review for owner occupant awards occurs in the software application system for processing Owner Occupant awards. 
As information is received from the property owner regarding other disaster relief benefits received, such as SBA, FEMA, hazard 
or flood insurance proceeds, or other disaster recovery funds, the information is updated in the system. The award is 
automatically calculated (or recalculated) to include any reduction based on the DOB review. Refer to the Owner Occupant 
Desk Reference for additional information on processing 00 awards. 

A DOB packet is mailed to the applicant in order to collect information necessary for the DOB review. The applicant must 
complete and return the Duplication of Benefits and Allowable Activities Worksheet and Affidavit along with supporting 
documentation, as applicable. (Exhibits A & B) 

The worksheet is used to document any types of disaster assistance, including policy or claim numbers, and the amount of 
assistance received. The worksheet also captures any disaster funds that were personally spent by the applicant on property 
damaged as a result of the hurricane. 

Data Analytics Review 
AFWA regularly researches and analyzes data as it appears in the system in order to identify anomalies worthy of investigation. 
These analytic routines identify potential duplicate applications by social security number (SSN), name, address, and duplicate 
applications. The review is designed to identify any duplication of benefits (DOB) between programs prior to closing, provide 
resolution on possible DOB files, and mitigate future DOB between programs. 

Recapture 
If DOB is identified after the file has been fully funded, the file will be sent to noncompliance mitigation for further processing. 
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Exhibit A: DOB/AA Packet 

Instructions for Allowable Activities Summary and Affidavit 

If a property owner received funds from any source including insurance, FEMA and/or SBA for structural damage to their rental 
property from the hurricane, the program must deduct those amounts from the award. However, if those funds were used to 
repair the damaged rental property, they may be considered an "allowable activity" and will not reduce the award. 

Property owners must provide documentation for all funds received and the program will verify payments. If the property owner 
used the above-mentioned funds to repair the damaged rental property, the attached Allowable Activities Summary should be 
completed and returned to the program along with copies of receipts. 

Instructions for completing the Allowable Activities Worksheet: 

• Complete the top section of the worksheet by entering the application number, Property Owner Name and Subject 
Property Address. 

• Complete the Allowable Activities Worksheet, entering the amount already spent on repairs for the property (include 
monies spent to repair both market rate units and affordable units). This should be the actual amount spent on repairs. 
This is NOT an estimate of work to be completed. 

• Transfer the totals for each section from the Allowable Activities Worksheet to the appropriate section on the Allowable 
Activities Summary Table. 

• Use the notes section to provide detail how funding was utilized. 
• Provide copies of supporting documentation, such as receipts, for work already completed. 
• The Affidavit page below may be notarized prior to returning to the program or it may be signed at closing and it will be 

notarized at that time. 
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Duplication of Benefits (DOB) and Allowable Activities (AA) Worksheet & Affidavit Packet 

[Property Owner's Name] Application Number: [ID#] 

Property Address: [Rental Property Address] 

Provide the information as requested below. Supporting documentation must be submitted to the Program for all forms of 
assistance. If you did not receive any assistance, please indicate "NONE" in the "Type of Assistance" column and "$0" in the 
"Dollar Amount" column. 

(1) List all FEMA assistance received by individual FEMA ID#, if applicable. 
(2) List any funds received from FEMA's ICC program, if applicable. 
(3) List any funds received from the National Flood Insurance Program, if applicable. 
(4) List any funds received from the Small Business Administration, if applicable. 
(5) List any funds received from a private property and casualty insurance company, if applicable. 
(6) List any funds received from any other source, if applicable. 

- - - - - --- - - - - - -
Values Used in Determining Your Duplication of Benefits 

- - - - - --- ---- - - --
Type of Assistance 

:·····,, '' :',;' ': ' 

FEMA 111 

Increased Cost of Compliance !21 

National Flood Insurance Program ~I 

Small Business Administration <41 

Property and Casualty Insurance <~ 
List Insurance Comoanv name here: 
other 161 

' "', ' 
Claim, Policy or ID# DoUar Amount. of Assistance 

Received 

The undersigned agrees and acknowledges that the information provided in this document is true and correct as of the date set 
forth opposite my signature and that any intentional or negligent misrepresentation of the information contained in this document 
may result in Civil Liability, including monetary damages, to any person who may suffer any loss due to reliance upon any 
misrepresentation that I have made on this document, and/or in criminal penalties including, but not limited to, fine, imprisonment 
or both under the provision ofTitle 18 United States Code Section 1001. 

I further certify that, to the best of my knowledge and belief, all the information contained herein is true, correct, complete and 
provided in good faith. I understand that false or fraudulent information may be grounds for not making a loan and may be 
punishable by a fine and/or imprisonment. I understand that any information I give may be investigated. (LA Criminal code: R.S. 
14:67, Theft; R.S. 14:67, Identity Theft; and/or R.S. 14:72, Forgery) 

Date: _____ _ 
Applicant Name 

Date: _____ _ 
Applicant Name 
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[Property Owner's Name] Application [ID#] 

Property Address: [Rental Property Address] 

This Allowable Activities Worksheet and Affidavit only applies if the person(s) signing (individually and collectively, "Applicant") 
has received funds from Federal Emergency Management Agency ("FEMA"), Small Business Administration ("SBA"), and/or 
Applicant's Insurance Carrier(s) for disaster assistance (the "Disaster Funds") and has spent the Disaster Funds on any of the 
activities listed below. In order to be considered under the Allowable Activities Policy of the program, the Applicant must: 

(1) Complete the Allowable Activities Overview below and the Allowable Activities Detail attached by indicating the exact 
amount of Disaster Funds spent, and 

(2) If available, attach the receipts as supporting documentation with this Allowable Activities Worksheet and Affidavit. 

Applicant has been asked to provide this Allowable Activities Worksheet and Affidavit as a means of providing evidence for all 
of the Disaster Funds Applicant has personally spent as a result of damage to Affiant's subject property from the date of the 
Hurricane until the present time. 

-c . •·· 
Allowable Activifies Summary 

Total Structure Repairs $ Total Grading or Leveling 
$ of Property 

Total Debris Removal $ Total Outbuilding Repairs $ 

Total Mold Remediation $ Total Labor, Materials, and 
$ Equipment Rental 

Total Tree/Shrub Removal and 
$ Total Demolition $ Replacement 

Total Interim Housing $ Total Installation $ 

Total Expenses 
associated with 

Total Disposal and Removal 
$ maintaining, repairing, 

$ Equipment Rental stabilizing or 
reconstructing the 
property 

Total Insurance proceeds 
retained by the mortgage 

$ Total Other $ lender for mortgage payments 
or payoff 

. .. · . 

TOTAL ALLOWABLE ACTIVITIES . $ 
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Applicant understands that if the information in this Allowable Activities Worksheet and Affidavit is not correct, he/she will be 
required to repay the grant or deferred loan, or a portion, which is received as a result of providing that incorrect information, 
Applicant also understands that the information in this Allowable Activities Worksheet and Affidavit may be turned over to the 
appropriate investigative authorities for verification. 

By executing this Allowable Activities Worksheet and Affidavit, Applicant acknowledges and understands that Title 
18 United States Code Section 1001: (1) makes it a violation of federal law for a person to knowingly and willfully (a) 
falsify, conceal, or cover up a material fact; (b) make any materially false, fictitious, or fraudulent statement or 
representation; OR (c) make or use any false writing or document knowing it contains a materially false, fictitious, or 
fraudulent statement or representation, to any branch of the United States Government; and (2) requires a fine, 
imprisonment for not more than five (5) years, or both, which may be ruled a felony, for any violation of such Section. 

Before me, the undersigned authority, on this day personally appeared Applicant named below, who, being by me duly sworn 
under penalty of pe~ury and penalty of violation of Federal and State laws applicable to Applicant's application for and receipt 
of a grant or deferred forgivable loan under the Program, made the following statements herein to the program and the United 
States Department of Housing and Urban Development and swore that the information provided herein is true and equals the 
total Disaster housing repair or replacement Funds received from FEMA, Insurance, or SBA due to the hurricane, and spent 
by Applicant on repairing or replacing Applicant's subject property since the date of the hurricane to the present time. 

Applicant (Affiant) Signature Applicant (Affiant) Name (Printed) Date 

Joint Applicant (Affiant) Signature Joint Applicant (Affiant) Name (Printed) Date 

SUBSCRIBED AND SWORN TO before me, by the above-named Applicant(s) this, the ___ day of _____ _ 
-----~ 20 ___ ~ to certify which witness my hand and official seal. 

NOTARY PUBLIC 

My Commission Expires: ________ _ 
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Allowable Activities Details 

Structure Repairs With R~ceipts Without Receipts Combined Total 

Roof $ $ $ 

Foundation $ $ $ 

Windows $ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

Totals $ $ $ 

Debris Removal With Receipts • 'Nithout Recei~ts Combined Total 

Total $ $ $ 

Mold Remediation With Receipts Without Receipts Combined Total 

Total $ $ $ 

Tree/Shrub Removal and Wit.h Re¢eipts Without Receipts Combined Total 
Replacement 

Tree/Shrub Removal $ $ $ 

Tree/Shrub Replacement $ $ $ 

Totals $ $ $ 

Interim Housing With Receipts Without Receipts Combined Total 

Rent expenditures $ $ $ 

Hotel expenditures $ $ $ 

Totals $ $ $ 

Disposal and Removal With. Receipts "Vithout Receipts Combined Total 
E ui ment Rental 

Disposal Equipment $ $ $ 
Rental 

Removal Equipment $ $ $ Rental 

Totals $ $ $ 

13 



Duplication of Benefits 

Allowable Activities Details (continued) 

Insurance proceeds 
With Receipts Without Receipts Combined Total . retained by mortgage 

lender 

Payments 

Payoff 

Totals $ $ $ 

Grading or Leveling of Witl\ Receipts Without Receipts Combined Total 
Property 

Totals $ $. $ 

Outbuilding Repairs Wi~h Receipts Without Receipts Combined Total 

Fences $ $ $ 

Shed $ $ $ 

Separate garages $ $ $ 

Carports $ $ $ 

Driveway $ $ $ 

$ $ $ 

Totals $ $ $ 

Labor, Materials and With Receipts Without Receipts Combined Total 
Equipment Rental 

Carpentry $ $ $ 

Cabinetry $ $ $ 

Appliances $ $ $ 

Flooring $ $ $ 

Fixtures $ $ $ 

Doors $ $ $ 

Walls $ $ $ 

Ceiling $ $ $ 

Equipment Rental $ $ $ 

$ $ $ 

Totals $ $ $ 
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Allowable Activities Details (continued) 

Demolition • With ~eceipts Without Receipts Combined Total 

Totals $ $ $ 

.Installation With Receipts Without Receipts Combined Total 

Wells $ $ $ 

Septic Tanks $ $ $ 

Electricity $ $ $ 

HVAC $ $ $ 

Plumbing $ $ $ 

$ $ $ 

Totals $ $ $ 

WithRepeipts · Without Receipts. Combined Total 

$ $ $ 

$ $ $ 

Totals $ $ $ 

Other With Receipts Without Receipts Combined Total 

$ $ $ 

$ $ $ 

Totals $ $ $ 

GRAND TOTALS $ $ $ 
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Exhibit B: Verification of Insurance Resources 

Application No: Date: 

Insurance Co: Policy No: 

Fax No.: Phone No.: 

Property Owner Name(s): 

Property Address: 

Did owner file any claims for damage sustained as a result of hunicane? 

National Flood Insurance ___ No ___ Yes, Claim No. __________ _ 

Verify: Total paid$ _____ _ 

Amount for Housing Repair Paid $, ____ _ 

If there is a difference, please circle or explain: 

Additional Living Expenses Relocation Loss of Rent 
Other _____________________ _ 

Hazard Insurance ___ No ___ Yes, Claim No. __________ _ 

Verify: Total paid $. _____ _ 

Amount for Housing Repair Paid $, ____ _ 

If there is a difference, please circle or explain: 

Additional Living Expenses Relocation Loss of Rent 
Other _____________________ _ 

Other Insurance: Type ___ No ___ Yes, Claim No. __________ _ 

Verify: Total paid $, _____ _ 

Amount for Housing Repair Paid $. ____ _ 

If there is a difference, please circle or explain: 

Additional Living Expenses Relocation Loss of Rent 
Other ____________________ _ 

Verification completed by: _______________ _ 

Title: __________________ _ 

Company representing:, _____________ _ 
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Exhibit C: Subro ation A reement 

LIMITED SUBROGATION/ ASSIGNMENT AGREEMENT 

In consideration of my/our receipt of funds under the program for the hurricane victims (the "Program'1 being administered by 
the Client, subject to the provisions below. I/we hereby assign to the Client (the "State'1, to the extent of the grant proceeds 
awarded or to be awarded to me under the Program, all of my/our claims and future rights to reimbursement and all payments 
hereafter received or to be received by me/us (a) under any policy of casualty or property damage insurance or flood insurance 
on the residence, excluding contents ("Residence'1 described in my/our application for Homeowners Assistance under the 
Program ("Po/icies'l (b) from FEMA, Small Business Administration, and any other federal agency, arising out of physical 
damage to the Residence caused by the hurricane. Such Policies include, but are not limited to, insurance policies characterized 
as homeowner's, wind, fiood or any other type of casualty or property damage or hazard insurance coverage under which I/we 
have or may assert any claim for physical damage to the Residence due to the hurricane. 

Notwithstanding anything to the contrary contained herein, this is a limited subrogation and assignment, and is limited to an 
amount not to exceed the amount of the grant received by the undersigned under the Program, to which the State has not been 
reimbursed from other sources. If I/we hereafter receive any Federal Assistance Payments for physical damage to the 
Residence (not including contents), I/we agree to promptly pay such amount to the State if that amount would have reduced the 
amount of my Program grant had I/we received such Federal Assistance Payment prior to my receipt of grant proceeds. For 
Federal Assistance Payments, this assignment shall not apply to benefits specifically calculated to be in excess of the amount 
of my/our grant received under the Program. 

If I/we hereafter receive any insurance payments for physical damage to the Residence (not including contents) caused by the 
hurricane, I/we agree to promptly pay such amount to the State if that amount would have reduced the amount of my Program 
grant had I/we received such insurance payments prior to my receipt of grant proceeds. I11/ve hereby authorize and instruct my 
insurance carrier to issue any future payments for such damage jointly to me and to "XX". For insurance payments, this 
assignment shall not apply to amounts received in excess of the amount of my/our grant received under the Program for which 
the State has not been reimbursed from other sources. 

I11/ve agree that rights to insurance proceeds assigned to the State herein shall be paid from any insurance payments I/we may 
receive, whether through unconditional tender by the insurance carrier, through settlement, or through judgment adverse to the 
insurance company, with preference and priority over any other party entitled to any portion of such proceeds, up to the amount 
of my/our grant received under the Program for which the State has not been reimbursed from other sources. The State's right 
for recovery shall be with preference and priority as set forth above, from those portions of my/our recovery related to physical 
damage to the Residence and of any penalties under the provisions of (insert reference) relating to those insurance proceeds. If 
I/we am now or in the future become represented by an attorney in connection with such insurance claims, I/we hereby agree 
that any funds received from which the State may be entitled to recovery shall be subject to (insert rule) hereby instruct my/our 
attorney to handle any such payments in compliance with that Rule. 

lfWe hereby agree that the State's written consent shall be required to settle any claim which would result in the State's 
recovering less than one hundred (100%) percent of the amount of my/our grant received under the Program. Request for such 
consent shall be directed to the Legal Counsel. 

In the event that I/we choose to abandon, dismiss, or release the claims against my insurance company, I/we agree to provide 
the State thirty (30) days prior written notice directed to the Client to allow the State to individually pursue recovery of the rights 
which have been assigned to the State herein. I/we agree to assist and cooperate with the State should the State elect to pursue 
any of the claims I/we have against the insurers for reimbursement under any such policies. My/our assistance and cooperation 
shall include allowing suit to be brought in my/our name(s), giving depositions, providing documents, producing records and 
other evidence, testifying at trial and any other form of assistance and cooperation reasonably requested by the State. 

17 
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Duplication of Benefits 

If requested by the State, I/we agree to execute such further and additional documents and instruments as may be requested 
to further and better assign to the State, to the extent of the grant proceeds awarded orto be awarded to me under the Program, 
my/our policies and/or any rights there under, and to take, or cause to be taken, all actions and to do, or cause to be done, all 
things requested by the State to consummate and make effective the purposes of this Agreement. 

In any proceeding to enforce this Agreement, the State shall be entitled to recover all costs of enforcement, including actual 
attorney's fees and court costs. 

STATE OF 
COUNTY OF _________ _ 

THUS DONE AND SIGNED on the ___ day of _________ 200_, in the presence of the 
undersigned witnesses and Notary Public, after due reading of the whole. 

WITNESSES: OWNER: 

Witness Signature Bob B Buyer 

PrintName.: _______ _ 

Witness Signature Betty B Buyer 

Print Name: ______ _ 

Notary Public 

Print Name: __________ _ 

Notary No./Bar Roll No., _______ _ 

My Commission Expires: _______ _ 

18 
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Duplication of Benefits 

STATE OF 
COUNTY OF ________ _ 

THUS DONE AND SIGNED on the ___ day of ______ '~ 200_, in the presence of the 
undersigned witnesses and Notary Public, after due reading of the whole. 

WITNESSES: CLIENT __________ _ 

By:. ___________ _ 
Witness Signature Sign Name: 

Print Name: ________ _ 
Name: ____________ _ 

Print Name: 

Witness Signature Title:. ____________ _ 

PrintName·.: _________ _ 

Notary Public 

Print Name .. · ____________ _ 

Notary No./Bar Roll No. _______ _ 

My Commission Expires: ________ _ 

19 
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Storm Recovery in New York State 

Governor's Office of Storm Recovery 
HUD Audit Preparation - Condo Coop & Single Family Housing 
November 9, 2018 



HUD Preparation 

Summary of Preparation 
GOSR operates the NV Rising Homeowner Recovery Program in compliance with all HUD policy guidelines for the 
repair and rebuilding of the housing and businesses damaged or destroyed as a result of Superstorm Sandy. In 
preparation of the HUD audit: 

Identified all qualifying Applicants to provide to HUD 

All qualifying Applicants "Audit Ready" 

Final Supporting Documents Screen 

Award and Check Details Screen 

Team Meetings 

Partnering with Policy 

Internal Bi-Weekly Meetings 

Create snapshot financial and progress reports with a uniform reporting period 

Presentation 

Single Family and Buyout and Acquisition Kickoff 

Program Timeline and Closeout Projections 

Overall Program Management 
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HUD Preparation 

Identification of Applicants 

Methodology: Analyzed all active applicants across Single Family programs where an applicant 
had completed repairs or completed repairs and sent to the Recapture team. 

Results: Identified 7,593 applicant cases to present to HUD: 

• Current Status 

• Calculation Date 

• First non-voided check date 
Current Status Count of Status % Complete 

Close Out Complete 7,090 93.38% 
• Corrective Action Payment Review .387 5.10% 

• LMI or Urgent Need Close Out Complete-Recapture 61 0.80% 

Recapture In Progress 55 0.72% 
• Award Classification Total 7,593 100% 

• Reconstruction 
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HUD Preparation 

Compliance Criteria Close Out Review Crosswalk 

The close out review process identifies the best eligible document for each of the nine categories to appear on the Final 
Supporting Documents screen in IG. In addition the checks for each applicant's case is reviewed and the corresponding 
documents are coded to appear on the Award and Check Detail screen in IG. Each reviewer follows the Close Out Review 
Crosswalk to ensure the most accurate document is selected. A quality control process is in place to re-review a sampling 
of coded applicant cases: 

9 Document Categories for Close Out Coding Review 

01- National Objective 

02 - Identification 

03 -Application 

04 - Ownership 

05 - Residence 

06 - Citizenship 

07 - Inspection 

08- Environmental 

09- Grant Agreement 

L 

rszr 
tS,.71 
rv:r 

I 
Close out reviews that are failed are escalated to a top tier close out reviewer for QC. If the case is not re mediated the 
team will coordinate with Case Management to remedy. 

c___ 

0 
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Closeout Coding Review Process Flow 

Start 

Applicant Case 
Identified for Coding 

Review Applicant 
Case 

No 

Escalated to Top 
Code Reviewers 

Yes QC Review 

Yes 

No 

Partner with Case 
Management for 

Remediation 

Ye 

HUD Preparation 

Generate Data File 
for Upload to IG 

IG Audit Screens 

Updated 

5 



HUD Preparation 

IG: Final Supporting Documents 

All 9 Categories of Compliance 
are presented to the user 

FINAL SUPPORTING DOCUMENTS 

01 • Natlonal ObjlCIIVI 

D2 - Identification 

03 -Applleatlon/lntake 

04 -ownership 

08 • Reslc1'1nc. 

06 - Citizenship 

Income Certilicatloo 
Income DocumenlS 
Income Oocumenls 
Income Vertncauon Release 
lncomevermcauon Release 

059-HA-51639-2013 2D06 NitcGSXI Qdf 
2081093 2..059-HA-51639-2013 INC DTE 2015 Ddf 
2081093 3-059-HA-51639-2013 INC MEMOTOTHEFILEpdl 
059-HA--51639-2013 2005 Kathlee0 ITQI0l(Z pd( 
059-HA-51639-2013 2005. Rangy UJIZEAc pdf 

Applicant lden\lflcatloli- Co-Applicant 059-HA-51639-2013 CIP DI - 91xm9SfG pdf 
Appllcarit ldentil'itatlon- Primary ®9-HA-51639:2013 AID Driver IQ f3Afl<i•5 pdf 

consent and Release: 
EJIQlbltlty ~e1ease 
lnsurailce.Certlflcatlon 
PoWer or Attorney 

Title Report 

Residence Proof 

Cllfzenshlp 
cmzenshlp 

059-HA-51639-?013 700? e•meQVMN pdf 
059-HA-51639-2013 2001 IDeOhABW pdf 
059·HA-51639-201J· 2003 3D0hM5r7.pi:lf 
059-HA:§1639-2013 .POA, Mania® IQX<MlP! pt1f 

841773-THleBeporl-51639:SmHh Qdr 

059-HA-51639-2013 RES DMVMATCHSANDY 20140224 KyDIEJ(E4 pg1' 

059·HA-51639-2013 AID BC lxkTMPwr Qdf 
.059-H&-51639-2013 CID BC U!XYJ16O.pdf 

07 • lnspectlonteonstructlon Ele\lauo·n Certlflcate- Pre-ConslructlonQ59-HA-51639-2Q13: Consl·EleVCert-pre -y1 16.0802 sJYYc8QH pd[ 

oa • EnvlronmIn1a1 

09 • Grant Agreement 

Estimate-AA 059-HA-51639-2013 AA Yl l4P2?B Y191MPmbpc:lf 
Estimate- ECR 059-~-51639-7013 ECBF y2 16f110 uFoMKCMR Qdt 
Estimate- Elevauon 059-HA-51639-2013 -WyVesumaJe..e,v Y1 140228 qVLQWZyJ.pdf 

Asbestos Clearance 
Environmental Review Record 
Envtronmerital Review Record 
Flood insurance 
Lead Based Paint Clearance 

Award Letler 
Covenant 
Grant Agreement 

Q59-HA-51639·2013 AsB-CLB Y1 140539 0WU7CH pdf 
059-HA::51639-2013 EAR Anal Der 2 CherkHsl and Closeout NN185sBC pdf 
059:tfA-51639-2013 EBB AnaJslanon 160203 l<BrbBGov oor 
059-HA-51639-2013 FloodlnsPOL 170510 360P68Fc.pdf 
059-HA-51639-2013 LBP-tlR 111 140522 dMYNSJbS pdf 

059-HA-516;19-201~- AWABPI JB--OPEJNAL 54320 170525 hlChBZl(l odf 
059-HA-51639-2013 Covenanl Slgiled 160226 Tk7DD6NG.pdl 
059-HA-51639-2013 GBANI FINAL SIGNED 170602 OOgq/Pm:i Qdf 
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IG: Award and Check Detail 

Each check for an Applicant is 
available for review. The 
Award distribution is 
presented to the user at the 
time the check was generated 

c_ 

0 

AWARD AND CHECK DETAIL 

Printing Options: 

eB!JruYl 

PRINT oera11s 

Apptlcatlan ID 

Appffnllon Stalu1 

Check Statu1 

! National Objective 

!•• Proj..::tCapped by Sqf1 Cale 

: Required to Eltvale 

: Square Footage 

: Squ1111 foolage Modal U11td 

'"' , .... 
FalH 

2U4 

AWARD AND CHECK DETAIL 

059-HA-61639-2013 

Clo•e Out Complete 

Flags & Reference Da!a 

Rep• lrComplttle 

la Sub1tant11rty Dama~d 

II In floodplaln 

ProJect Costs 

0! AA'----'-""-'-'"-•c•c•c'c"c" _____ -t--"-'c• '-"-'-ts ECR SlnH:lur11 Amounl 

c:AA'----A_e _________ -t--'----"-·'---10 ECRAE Fee 
:AA SUUclureTotal SM,196.36 ECR strucluraTohll 

Check Date 

Check Number 

Paymantcondltlon1 

False Optln - Eleclad Bulkhead 

Falu Op\111 - El1cted Elnatlon 

T= Optlo • elected MIUOalfon 

SI.IIIIUI ol Demo Hl)ffll 

AHOnllruction Co• t(SqFIJ 

$1,812.05 Slruclu11 Amounl 

$0.00 AEFH 

$1,812.05 Struclur11Tollll 

HUD Preparation 

0611512014 

14813 

A 

FalH 

, .... 
Falte 

sss.6111 ~o 

$0 00 

$66,B07.40 7 
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HUD Preparation 

Meetings & Partnership with Policy 

• Communication with the Policy team held weekly for both Condo Coop and Single Family 
Housing 

• Discussed outstanding issues 

• Assigned action items 

• Set dates for deliverables 

• Internal Meetings 

• Met Bi-weekly 

• Developed "Punch List" with 68 action items 

- .....,,..., .. .,....,.. .. nll,<'""""''""'0/IO{IO•-""~-.,_... 
IA ... .,.. ............ - ......... _. .. ,.,-,_..,__,.,......, ... I ;y--.,,.,.._,, __ ,,_!_.,., .. """" --
IA __ .,_ ............... _ ...... , .... .._ 

l,. .._,_,...q,,._,..,.....,._UW>ll{JO,-'! !:!.L--.. -...... ~ .. -• ... -· ...... , ............. oo] 
1-11 ,......, ___ ... _, ... _ 

u, .... -.-.... --... Ill,_,_.._ ............... .. 
;:,.-- '""""'""''n,--,,n,,,. .. ..... 
;:;;-- -.. ............. .-, ...... ...,-...... , 
,_,. "..W.ll•1 __ ...,_,,1o,,.,. 
;:;;--,.__, ... ,,,._ ......................... .,,...., ... ,, .. 
;_;;--- _.,. .. 
,_,. , ..... , ..... ,, ... ., ... ..,, .......... 
UO ., .•• ,0-.,1 ..,_,. ..,,..,_ 
1.11 ........................ .., ....... _ 

,_,, ------- ................. .,,.,.,...,,_,,._.,,.. ...---- .. - .. "'"""' ...... _,.,,i,_,,. ,,. 
'" 

• Managed deliverables to completion on time with handoff to Policy team 
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HUD Preparation 

Reporting Update on Superstorm Sandy Progress 

Single Family Housing: 

To date, the SFH Program has awarded over $1.18 billion to over 11,009 applicants seeking assistance for repair to their storm 
damaged home. The average award is approx. $107,543, with 87% of all awarded funds currently disbursed to eligible applicants. 
Data as of 10/29/18 

Paid / Award Type Applicants Assisted Total Amount of Award Average of Award Total Funds Disbursed 

• 1,440 applicant's homes (of the 11,009) are located in the floodplain and it was mandatory that they elevate their homes as a 
condition of receiving repair assistance. An additional 1,970 (of the 11,009) had the option to elevate and elected to do so. 

Elevation Type Total Elevations Elevations Completed 

10 



HUD Preparation 

Presentations 

-

The NY Rising Homeowner Recovery Program aggregated data across Condo Coop, Single Family, 
Interim Mortgage Assistance, Rental Properties, Affordable Housing, Public Housing Authorities, 
Manufactured Home Community Resiliency, and Buy Out and Acquisition programs to present to 
HUD: 

• Kickoff Presentation 

• Condo Coop Overview 

11 
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Other Items 

• LMI/UN post construction income verification 

• OIG writeup - assist HUD with closing open issues 

• Construction Invoice audit - no issues identified 

• Financial Management Metrics 
• Voided checks on a monthly basis 

• Average time from print to deposit date 
• Closeout projections 
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GOSR Construction Gantt Chart 
Vol. #012 -· Data Date: 5/19/2017 

Month, Day, 
Year of Permit 
Received 
M~i,W','2010' 
June ·10, 20itl __ _ 

.l:'.!:9i~91.Tit.1e. Contr.i9:,_- Project Mgr __ Ty~ _________ _ 
10J..l-l.O..;i:.19i:0,';i" Advanced Andrl>W 8Gld1ng ELSVATION 
103-KA--157W)01J "/\Jrriiis-· "ROiFri~"die·;··· -- ELEVA'i'l&i" 

June29.2016 103-HA-11730-10 '""" :~~r~ .• Beldl"SI 
Roe Fnedlar 

EL~VA-7:~~ 
ELEVATION 
ELEVATION 

July 12, 2ii16 l!l.'l-HMi7'97<1-21J13 Almas· 
·jc.-1y 1g; 2a1s··· .. os-,;:.·1fr,~:jJ;·3 '"""' 
Ju1y 20, ~-05fl-),iA-4117().:c13 Almas Dom Nat.al~ ELEVATION 

·o;;·,.,;·N;;-t:,1~ 

"oii--'ii,i~'iis."~~ii3 Aimns o;;;;·N·~·;:,1;"· 'ELEVATION" 
100.-HA-2ssi.10 ''Aim3s·· Roi Fri~dlef ____ - E-ce-,-,.-,o-, 
ioi,i~~S712~13 Advatlced Andr<!WB;ldl~g ECE:'iiAi-iON 
100-l-l.1-se:s;-2013 AdVilJlcid Andrt'W Belding • ""ELE\i;,;'fiON 

&!P'1;·;;.bi!f 1. 20,·e·-c=cc~= .• =,,s,=,=cc.Ci'-m=~=~~c=,,sMs,sM~an,,Js---REC:oN 

Septemi>l!r2, 2018 

1Cl:J.HA-6-405•:013 --~~-- L1ndseyWiJl,ams MOBILE -
102-HA-S-l?S.M:013 Almas 

TO:l-liA-sa:?11•2013 Almas 
---------

Llndse~IM!l!":n,s 

_ ~~~-•-•Y~!ll"T' 
Unds~y\Nllllan:is 

A!ma~_ LindseyWlll.,,ms 
Almss Lindsey Vvlll"lms 

1ro.~:ic13 · Almas Llnd<e~ Wllllan,s 

MOBILE 
M091LE 
MOBILE 
·Mos1·LE .. 

MOBILE . 
MOBILE _____ _ 

IIJ.mas . Lindsey Wllllonla MOBILE 

/\.~~-~~-~d ·- f',i"rrlck i:'a~oy - ELi;:VATION 
~~plemOOr 12. 2016 1Q3..fW!::30--B 
s~pt.!mi>l!r 13. 2010 --a.i',:'fiA-l<l6'.!1-:'<l1J 

Sept~,nb<ar 10, 2016 oss.R~--0om-:io1-rr 
Septemiler20. 2016- 059-HA..i1910-2013 

Advanwd :'.'~~•~ §:<~i'.:'g ELEVATION 
Almas Dom Natala --- _ Ei.EVATiON __ 

Almos John Gon:alez ELEVATION 

Almas John Go~_a~: ELEV_~'!ION 
/1,clvanced - Andr~ B~ldlng ELEVATION 

059-MA•571S4-..'0•3 Almas __ LeoHaDonn~lly ____ ELEVATION, 
103-liA-551J0-2013° Aiiiia'; 

Oetober7. 2011> 

Jeramy Smith ELEVATION 
6C1<lb~r-'.!·o:·201·i;" O.S!M!A.;imQ-:!01J Almas Petar ~rtwgl~u 

Kavin Walsh 
ELEVATION 

, ELEVATION Cie~;,-,;b;,-;-29.-:£0-,-0 - 05G-1iA..i7$57-:ro1s Aimas 
Sapten1bor 11>. 201G OS9-t-1A-5?~si-2013 Almas P~ie-,Sartioglou fl.EVATION 

Pai~rs.,rcz0g'i0U"" ELEVATION "&tObi,,is. 2016 - - oss.-HMaS-ts Aimas . 

-Odcber ~,}i1_G__ a51l-;JA-91QJ.'.'"'=--'A~d\la~·. ·~;.;,,,,~•~ -~-~er ~~~lou 
Nov~mbN3, 2016 - o.sii-Hi\:s:iszt,,013 Lipsky .• Pat;;;,k-Fai~Y. -

Ei.EvAT1ciN 
ELEVATION 
ELEVATION 

ELEVATIOIJ 
ELEVATION 
Ei.EIIAT16_N _ 

~~v:>_mb_e'._j-,_3~1_6 
No•,.,mbar 14. 21J1a 

Nowmb~r 1;, 2010 

No;;,,miier2-;: 201a 

NoV<>mbar28, 2016 

r-:1cw,omb;.·;·29·: 2010 

103-l-!A-47500--2013 Lipsky 
103-HA-,mo+2013 Up-sky 

oss-H.1~9485-2013 Almas 
1Q3..HA-S.lJBS-:>01J Lij,Slcy 

Jernn')I Smith 

~a.lt1_ck F~rl.~y 
,l~rem;,srTI1t11 
Andr,;,..,s.1-,;;;g 

10l-l-lA-4.90B1-:io1l --1Jp$~- - Potnck Fari<,y •.•. ELEVATION. 

1G3-HA--'9257-2013 - ~ll'..S:i:iv- Pa1T1ck FarlaY ELEVATION 
l(l:3.tjA-4!r.!5ll-2013 Advanced Andr,m 8"ldlng ELEVATION 
Cl59-HA-409.:o-2013 
;·~4-.."01:i 
·;~~~:1-:oiJ 
103-liA-'5530-2013 

103-HA.--!778-1-2013 

December 6, 2016 05<i.ii~19-i3-
-DSO~·;;:;ii~C'f:i0iif . 059-HMWi-l3 

""050-HA-J6504..~1J 

Fe1e,s.,;u:og1ou 
LindseyWlm,lms 
"i.;lldSey·wii;;;m, 
:;;;;d;;;;:s;1<11~·g· 
.~_d!·~ .. ~~.1-~l~;l_ 
P~ter S.,rt,oglou 

~~~i~~~~~glo.~ 
_P_e1~r~~.r_tZ~9lou 
J~r~my·smilh-­

JeremySmlth 

Andr= 6eld]ng 
K.avin Walsh" 

ELEVATION 

ELEVATION 
H..E:V.~TION 
ELEVAT10N 

EL§V'.'-!l?N 
ELEVATION 

ELEVATION­

ELEVATIO(J 
ELEilATrm, 

Decembar 12, 2016 

D~c.imb~r21: 2010 

p:;;~~~bf(~~, .. ~01_0. 
Jnnucr:, 6. 2017 
Tan~ry 7.20iY-
January 13, .:?017 
January 18, :::!01 7 

059-H,\-15557·:ll13 Almas 
1cn-HA...-1C~1-2013 Almas 
103-HA-50518-llll3 Upsky 

OSS-I-IA-5~570-2013 AltTlas 

103-/-i,',-4S74S-:>01J - Lip_~-~ Andrew S.,l,aing ELEVATION 
Almas - - - K6vln \Mlhh ELEVATION OS&-l!A-41 O:J0-,01J 

~=i-:zo1J 

103-t!A-&9697-2013 

os~i00-20iJ 

Almas t~ln\;{a~h_ !§_LE.VATION 

Almas _U~~~~lllla_~~ MOalLE 
Almas Peter5,;rt,o.glou ELEVATIOtJ 

~u<IIY-n:.--~~7- Almas Jer~mysmiii' . ELEVA'r10N ------

Fabruary 3. 2017 
F~bruary6,2017 

-i:;-p~-i;;. Andr<lw BGidl~/l"" ELEVATION 
"Advanted ·-Jeremy-s,;,iii,- -ELEVATION 

_F~bruaiy 8, 2017 103-HA-10001-2013 Advanced J~!~':':'Y :'.11!,i_lh 
"'o••c•c•oso'o?,-,,,c,ci_c'~=·='•=· --iimi2CJ13 Li~"¥ Andr~w 6~1dlng ELEVAT1riN 

ELEVATION 

F~brua,y2\2017 103-HA~'i'i:i'"" L!p.sky -~-~1•~s;1d'i'i,ij" """ELEVAl:io-N 
Marcil2, 21J17 · · ··iisii:fii.siisaii-:01; Almas l':<Mn Walsh ELEVATION _ 
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State QA/QC Final Inspection Complete 

Inspection Date/Time 

Account ID 

Application ID 

Damaged Residence Address 

Applicant Name 

• E 

Comments: 

d Cost of Repair: (All Completed/ Not Completed) 

• Deductive Scope of Work: (Yes/ No) 

Comments: 

-------~ __ acknowledge that the Estimated Cost of Repairs Scope of Work for 

the above address has been completed to my satisfaction and no other work is required. I also 

acknowledge that the contractor has removed all debris and construction materials from the 

property and the house is clean and ready for occupancy. 
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* In situations where the homeown·er refuses to approve and sign off on the final inspection, the State QA/QC team 

will conduct a Final Inspection as a third-party, based on the Restore LA Homeowner Policies and Procedures v3: "In 

the event that an applicant disagrees with the payment of a homebuilding contractor for completed work, the 

Program reserves the right to have a third-party inspection performed by the independent QA/QC contractor. Should 

the QA/QC contractor find that the quality of the work is consistent with Program standards, the Program may issue 

the homebuilding contractor the payment regardless of applicant approval". 
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CLOSEOUT PRODUCTION PLAN 

GOAL: 500/file closeouts per month and a minimum of 2,000 file closeouts within 6 months 

(no zero awards, ineligibles, or withdrawals) 

STRATEGIES 
IDENTIFY MOST LIKELY TARGETS FOR CLOSEOUT 

a. Identify the population closest to file closeout and have entire system concentrate on it. 

i. Repair applications with first checks issued 

ii. Reimbursement only, not paid yet 

b. Identify the population next closest to file closeout, and start work on those next. 

i. Reimbursement/Repair, not paid 

c. Identify the population that can be closed with policy changes 

i. Reimbursement only and paid in full -Administrative closeout 

Note: See Table 1 at end. 

STREAMLINE OPERATIONS AND REMOVE DELAYS 

1. Each team takes responsibility for its own work. 

a. Don't have items go back and forth, e.g., if Construction Manager responsible for COO, ensure 

the work is done correctly and uploaded to the single, integrated IT system. If Tier II contractor 

responsible for identifying structure type, have this data uploaded and entered in single, 

integrated IT system. Similarly with NFIP data, debarment lookup. 

2. Coordination across the system (GOSR, !EM/Horne, URo, Tier II contractor) and manage/lessen 

interfaces requiring coordination. !EM/Horne and Li Ro need to coordinate closely on specific applications 

that are close to completion. 

3. Single, integrated IT Syst~m for managing all program data 

a. Single integrated portal for program data via OnBase, tying live access to liRo database and 

lntelliGrants data together. # .. 
4. Single, integrated Reporting of all program data = 
5. Change Management Board to review all program changes and IG changes. Include IEM/Horne and URo C 

on the'. Board. carefully evaluate effects of changes on program operations. Each new requiremen 

requires going back to all completed applications for re·work (e.g., 60+ data items for VOB, title screens 

added without notice). We recommend a balance between compliance and operational progress. 

6. Review State policies and reduce impacts on operations: 

a. Complete Final Site Visit Guidelines' and Final Site Visit Report 2 

b. Address COO, Form Letter, Architectural Legalization issue 

c. Walk in policy 

d. Inform ineligible applicants 

1
7 state updates to the closeout checklist since June 1, 2014 and additional smaller changes (notification via email) 

2 Li Ro allegedly developing a Final Closeout Repot format with GOSR 
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e. Opt-in policy enforcement 

7. Manage for high availability of critical infrastructure (telephones, IT, scanners, facility, scheduling 

software, etc.) 

8. Coordinate letters sent to homeowners with case management and construction management teams and 

ensure high accuracy. 

9. High accuracy and high turnaround on homeowner checks 

10. Scan all legacy documentation and integrate with IG, assisting in reducing fire drills to find documents 

and allow faster throughput to VOB 
11. Improve VOB efficiency to -soo/month. IEM pulled a 95 application sample last week. Evaluating the 

results to find efficiencies. 

12. Better workflow management tool - First version of OnBase ready for implementation (9/9), supporting 

file closeout, case management summary of applications, and electronic signature. Next versions will 

support VOB, expected to be installed 9/19. 
13. Complete PwC OnBase security audit- lntelliGrants documents cannot be uploaded until audit complete. 

14. Improve success rate of Final Site Visits. Currently, only about 15% of FSVs are resulting in a complete 

Final Site Visit. 

CASE MANAGEMENT STAFFING PLAN 

Management of Additional Case Load - There are 11,143 active applications. With 67 I EM/Horne case 

workers, that is an average of 166 cases per case worker. However, I EM/Horne case workers are 

carrying 19,335 cases, for an average case load of 288 cases per case worker. A full 8,192 additional 

applications are in this universe of ineligible, zero awards, withdrawals, recaptures, etc. These 

homeowners still require service and call, email, and walk-in to centers to resolve their applications. This 

is an increase of 73.5% in caseload. With no or few unit pricing covering actions to interact with these 

homeowners, there is _no mechanism to increase staffing to provide services to these homeowners. This 

is a production negative case load - it cannot be paid for with increased staffing, and it affects rapid 

processing of the 10,963 active cases. GOSR Task Orders has allocated a maximum caseload of 10,000 

applications. 

IEM recommends that GOSR allow a means to fund additional case workers to provide service to these 

8,192 homeowners and authorize IEM through Task Order to work on the additional applications. 

OnBase - With On Base implementation (version to be completed end of September, 2014), case 

workers will be able to see the status of each application. In addition, with electronic signature 

capability, homeowners will be able to send electronically signed documents. These efficiency 

improvements will enable faster throughput. 

Case Load Performance Management - I EM/Horne assigned weekly production goals per case worker 

for collection of_6+1 documents from homeowners. This data collection is the foundation for VOB and 

eventually file closeout. After institution of the production goals, performance improved 325% at 

Farmingdale. Overall, production improved by 54%. IEM/Horne will continue to pursue individual and 

team production goals for greaterthroughput. 
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Table 1: INTEGRATE PRODUCTION TARGETS 

success Month Month Month. IVloolh Month. Month Month Month Month Month 
· Rate 1 2 3 4 5 6 7 8 9 10 

Intake Complete {VIP) 996 996 996 996 996 996 996 996 996 996 

VOB Complete 0.80 797 797 797 797 797 797 797 797 797 797 

FSV Scheduled 0.80 638 638 638 638 638 638 638 638 638 638 

FSV Completed 0.80 510 510 510 510 510 510 510 510 510 510 
Closeout Complete 

Goal 0.98 500 500 500 500 500 500 500 500 500 500 
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Quality Assurance Plan Authorization 
Memorandum 

I have carefully assessed the Quality Assurance Plan for the NYC Build it Back. This document has been 
completed in accordance with BiB Standard Operating Procedures, the Policy Manual and HUD 
requirements for Community Development Block Grants. 

MANAGEMENT CERTIFICATION· Please check the appropriate statement. 

___ The document is accepted. 

___ The document is accepted pending the changes noted. 

___ The document is not accepted. 

The Case Management Vendors listed below have been provided with a copy of this 
Quality Assurance Plan, have read and understood it, and agree to abide by its provisions. 

NAME 
URS 

NAME 
HRO 

Quality Assurance Plan 

DATE 

DATE 
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1.0 General Information 

1. GENERAL INFORMATION 

1.1 Purpose 
The Basically CDBG for States Guidebook says that "monitoring is the primary tool that CDBG grantees 
use to ensure that CDBG projects are being carried out in accordance with program requirements. 
Monitoring is a review of program or project performance and compliance." 

Further, the Guidebook states that good practice suggests that any entity receiving CDBG funds for an 
eligible project must be monitored to ensure compliance with applicable program requirements. 
The three primary goals of monitoring are to: 

Ensure production and accountability; 
Ensure compliance with CDBG and other federal requirements; and 
Evaluate organizational and project performance. 

To meet and promote these HUD directives, the following Quality Assurance Plan (QAP) outlines the 
Quality Assurance and Quality Control process (QA/QC) that will assess the case management process 
associated with the New Yark City Build it Back Community Development Block Grant Disaster 
Recovery Program (the Program). URS is committed to working with its partners to efficiently and 
effectively handle the numerous applications that come through the program. The program has been 
designed with ongoing checks to ensure that each application meets the requirements of the Build it Back 
Policy and Standard Operating Procedures. Part of that process is to perform ongoing and routine reviews 
of process effectiveness, the training being conducted, and ensuring that all BiB and federal standards that 
could arise in a monitoring or auditing process are met. URS oversees, through subcontract agreements, 
the delivery of case management services during the intake, option selection agreement and grant award 
phases of the Program. · 

The purpose of the QAP is to: 

o Ensure efficiency in the delivery of case management services to minimize errors and omissions 
o Increase positive customer experience 
o Provide guidelines to measure quality and identify errors 
o Establish corrective action plans to be implemented when quality issues and errors are identified 
o Comply with the rules and regulations of the Community Development Block Grant - Disaster 

Recovery program as well as New York City's CDBG-DR Action Plan ~ 
o Adhere to the policy guidance provided by the New York City Housing Recovery Office (HRO) f 

as provided in the policy manual 
o Adhere to Standard Operating Procedures for each function of the case management process 
o Outline a method of documenting and reporting findings, and implementing corrective actions 

plans 

The URS case management process includes the following functions: 

Intake 
Customer Service/Case Management 
Option Review Meetings (ORM) 
Grant Agreement meetings 

Quality Assurance Plan Page 1-1 
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1.0 General Information 

Throughout the QA/QC process, the results of any reviews are made available to HRO. 

1.2 Scope 
Quality Control (QC) is maintained throughout the case management process via adherence to Standard 
Operating Procedures (SOP's) and the training of employees. This includes measuring how closely 
employees have adhered to SOP guidance, training, policy decisions and a 100% vendor review of 
applications. Quality Assurance (QA) is maintained by the URS team via a comprehensive quality review 
utilizing application coordinators and application review teams. 

The first review provides verification to ensure that necessary files are present or that they will be 
obtained at the appropriate ORM by the AC. This review is considered pre-ORM review. Once this is 
complete, a Level One (Level 1) review is completed by the Level 1 QC team in order to verify the 
accuracy of the AC's work. The Level I review refers to each HRC's Level 1 QC team which consists of 
a QC Lead and QC Reviewers. 

After the ORM, the Application Coordinator will review the file to ascertain that all of the requested 
materials found in the Level I review have been acquired and/or uploaded to CMS. At this time, the AC 
will notify the Solix HRC staff that the file is ready for review. 

A second level of review (Mock Monitoring Review) replicates, as closely as possible, a HUD process 
monitoring review or focuses on an area of the program to determine consistency with the SOPs. The 
URS team will conduct all of the reviews under the direction of the Assistant PM for Development & 
Compliance. The Mock Monitoring Review utilizes between 30 and 50 files selected at random and 
includes files that passed key check points, were disqualified or withdrew, or made it all the way through 
the intake and eligibility process. The goal is to produce a HUD-style report that indicates any conditions 
where Findings, Concerns or Issues are present by conducting an independent review of the files, using 
the SOPs and the CMS system to determine if the file met the standards individually, and then 
aggregating the results to look for process weaknesses. 

These efforts are taken to detect defects in applications which have completed processes at different 
stages and assess whether or not the current case management system contains errors and if operating 
procedures are producing fully completed and vetted applications. 

All applications are required to be checked to ensure HUD compliance and BIB Program compliance. All 
QA/QC checks must be documented and the plan provides a detailed procedure that includes quality 
checklists and processes. 

Program Overview ~ =· 

URS is committed to protecting and supporting Solix's eligibility review process, which is set up to t 
affirm that funds are only awarded to eligible applicants. URS also looks at the long-term consequence 
of imprudent approvals or breakdowns in the process that could lead to concerns or findings being raised 
by the U.S. Department of Housing and Urban Development (HUD) or HUD Office oflnspector General 
(OIG). To that end: 

URS leads the intake and case management process with the management team detailed in Section l.6 
and with direct focus from the Assistant PM for Development & Compliance who leads the Development 
Team. The Development Team is responsible for implementing, staffing and directing the quality 
assurance and auditing transactions in the case management process as listed below. 

Quality Assurance Plan Page 1-2 
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1.0 General Information 

• Reports, Reviews, and Proactive Field Work 

• URS receives and monitors the pre-ORM QC work produced by the HRCs regarding quality 
assurance, conducts independent follow-ups and facilitates check-in meetings as needed. This 
ongoing and routine procedure serves to look for trends in the process that are not meeting 
program standards and/or best practices as highlighted in the Basically CDBG for States 
Guidebook chapter related to eligibility for CDBG DR and 24 CFR §570 Subpart J, Grant 
Administration and in anticipation of Subpart 0, Performance Reviews. Any reports or results 
will be maintained in an electronic file and available for review. 

• In addition, the Assistant PM for Development & Compliance and QC Manager perform routine 
visits to HRCs to look for program weaknesses and aid in the review process of Level I QC 
teams established at every HRC. 

(Intake, Options Review Meeting, Grant Agreement) 

• The Assistant PM for Development & Compliance oversees the designed quality management 
systems and updates to the QAP, Policy Changes, and other quality guidance documents. The 
Assistant PM for Development & Compliance assigns qualified staff to perform internal quality 
control tests and internal audits. 

1.3 Project References 

The NYC BiB QA Plan is based upon the following documents: 

• New York City Build it Back Policy Manual 1-4 Unit Homes 
• Build it Back Standard Operating Procedures 
• Basically CDBG for States Guidebook 

Quality Assurance Plan Page 1-3 
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1.0 General Information 

1.4 Acronyms and Abbreviations 

- AC - Application Coordinator 

- BBS - Behavior Based Safety 

- BiB - Build it Back 

- CDBG-DR - Community Development Block Grant - Disaster 
Relief 

- CEM - Compliance Evaluation Manager 
- CMS - Case Management System 

- CNYCN - Center for New York City Neighborhoods 

- COB - Coordination of Benefits 

- DD - Division Director 
- DO - CNYCN Director of Operations 

- ER - Eligibility Review 

- FEMA - Federal Emergency Management Agency 
- HRC - Housing Recovery Center 
- HRO - NYC Housing Recovery Operations 

- HUD - Housing and Urban Development 

- HUDOIG - Housing and Urban Development Office of 
Insoector General 

- !TR - Independent Technical Reviews 

- JA - Job Aid 

- NYC - New York City 

- ORM - Options Review Meeting 

- OSM - Options Selection Meeting 

- OSHA - Occupational Safety and Health Administration 

- P&P - Policies and Procedures 

- PD - Build it Back Counseling Program Director 

- PIC - Principal in Charge 

- PIV - Private Insurance Verification 

- PM - Program Manager 

- PMO - Project Management Office 

- Prime - Solix, CNYCN, Capital Access 
Subcontract 
ors 

- QAM - Quality Assurance Manager 

- QAP - Quality Assurance Plan 

- QA/QC - Quality Assurance and Quality Control 

- QMS - Quality Management System 

- SEP - Site Security and Escalation Plans 

- Solix - Solix, Inc. 

- SOP - Standard Operating Procedure 

- sow - Scope of Work 

- SPM - Build it Back Counseling Senior Program Manager 
- ss - Site Supervisor 

Quality Assurance Plan Page 1-4 
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1.0 General Information 

SWP Safe Work Piao 

URS URS Corporation 

1.1.1 Staff and Management 

All tasks will be staffed by personnel who are qualified and adequately trained to effectively accomplish 
the tasks associated with a QA/QC review. The teams will be led by a direct management team 
consisting of: 

Deputy Program Manager 
Assistant PM for Development & Compliance 
QA Manager 
Level I QC Representative 
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2.0 Schedule of Tasks and Responsibilities 

2. SCHEDULE OF TASKS AND RESPONSIBILITIES 

The NYC BiB Program applications will progress through a series of validations of information 
provided by the Applicants and third-party data. Each step in the process is critical to completing 
and validating an application that leads to an award. The case management process includes the 
following functions: 

I. Scheduling and contact with applicants for all appointments (URS) 
2. Intake Appointments (URS) 
3. Coordination of Benefits/Private Insurance Reviewffransfer Amount (Solix) 
4. Eligibility Review (Solix) 
5. ORM Scheduling (URS) 
6. ORM(URS) 
7. Post-ORM Case Management follow-up (URS/Solix) 

8. Counseling: (CNYCN) 
o Housing financial and legal counseling 
o Cancelled SBA Loan counseling and determinations 
o LMI outreach 

9. Pathway Selection (URS) 
I 0. Certification Reviews --End to End Review (Solix) 
11. Grant Agreement/Application and Case Management Closeout (URS) 

12. Communications with customers, including collection of missing documents (URS) 
13. Withdrawals/Ineligible determination/Inactive status changes (URS) 

14. Acquisitions: Outcomes of appraisal (URS) 
15. Management and maintenance of Build It Back Centers (URS) 

This URS QAP looks at each step individually as indicated above and provides reviews of applications at 
critical milestones in the case management process for which URS is responsible. 

Each of the checkpoints identified above is subject to review to look for operational inefficiencies and 
verify proper oversight of implementation. 
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3. PROGRAM FUNCTIONALASSIGNMENTS 

The ultimate goal of the Program is to produce qualified applicants that meet all of the Program Criteria 
necessary to be eligible for NYC Build it Back. The Program relies on a series of verifications in the 
software system known as the Case Management System ("CMS"). CMS acts as a guide, along with the 
Standard Operating Procedures, in completing the application file for applicants. It is intended that the 
CMS is the system of record and there are no written support files. 

The QAP is designed around the functions that make up the case management process. In each 
subsection, a brief summary of the function as defined by the SOPs is presented to provide context, 
followed by an explanation of how the three-tiered quality review process is applied to the elements that 
make up that function. 

The QAP is designed to meet HUD direction that compliance reviews are the primary tool that CDBG 
grantees use to ensure that CDBG projects are being carried out in accordance with program requirements. 
Monitoring is a review of program or project performance and compliance. The three-level process 
designed here meets HUD direction to: 

✓ Ensure production and accountability; 

✓ Ensure compliance with CDBG and other federal requirements; and 

✓ Evaluate organizational and project performance. 

3.1 IDENTIFYING FUNCTIONS and QA/QC PROCESSES 

Each application requires a series of actions and/or verifications that ultimately lead to a successful 
application or identify the applicant as not being eligible. Each function for which URS has responsibility 
is outlined in this section followed by the process used to ensure that SOPs, HUD compliance and 
Program Guidelines are adhered to. 

Once the issue has been described, the QAP identifies the levels of quality review to be conducted and 
any related checklists or other guides being used. 

3.1.1 Intake appointments 
(Refer to Housing Recovery Centers Operations and Case Management SOP) 

The Intake Appointments can be conducted in an HRC or at Home Visits with a Manager present. 

HRC Location Intake Meeting 

• The AC provides an overview of the application meeting and begins the document 
, collection process. 

• Gather information for application completion 

Home/Mobile Visits 

• Ensure the team has been trained-including Disability Etiquette 
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• If applicant is a ''No Show," record in system-including ifno answer to call 
• Must have Right of Entry Form if Home Visit is conducted 
• Gather information for application completion 

Application Information to be collected at Intake meeting: 

• The Application completion includes entering the information into CMS. Information 
requested for CMS should include ( complete list for eligibility in Section 3 .1.5): 

o Identity Verification 
o Citizenship Verification 
o Ownership Verification 

• Use ACRIS except for Breezy Point CO-OP, Howard Beach CO-OP or 
Staten Island 

• For Staten Island use the Richmond County Clerk Website 
o Income Verification 
o Primary Residency Verification 
o Benefits received and any documents for FEMA, SBA, NFIP, Homeowner 

Insurance any other Assistance Received 
o Year-round residency/landlords 
o Receipts for Allowable Activities 

• Required Forms to obtain from the applicant should include: 

o Fl Form Notice of Limited Availability of Funding (Required for all applications) 

o F2 Form Conflict oflnterest (Required for all applicants and co-applicants) 

o F3 Form Right of Entry permit (Required for all applications) 

o F4 or Fl I Form Insurance Consent of Release/ Affidavit of No Insurance (One is 
required for all applications) 

o F6 Form Income Self Certification for Household (Required for Homeowner 
Occupied application unless Fl4 Form) 

o F7 Form Income Self Certification Form for Tenants (Only if rental units present 
with tenants) 

o F8 Form Communication Designation Authorization (If desired by Applicant) 

o F9 Form Authorization for the Release of Mortgage Information (No longer required) 

Level 1 Review: 

o FI0 Form Affidavit to Bind Corporation must be Notarized (If corporate-owned) 

o Fl2 Form of One and the Same Name must be Notarized (When name has changed 
since recording ownership) 

o F 13 Form Declaration of Sandy Expenditures (Required for all applications) 

o Fl4 Form Affidavit of Zero Income must be Notarized (Only if applicable) 

o Fl5 Form Power of Attorney must be Notarized (Only if owner so designates) 

o Fl6 Form Agreement to Maintain Tenant Contact Information (Required ifrental 
units present) 

The Level I team reviews 100% of complete intake appointments to ensure that all applications either 
have the required documentation or that it will be requested at the intake meeting. The Level 1 team uses 
the Intake Checklist (attached as Exhibit B). Any applications not found to have all the required material 
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present or documented as being needed will be updated and returned to the AC. At this point, none of the 
material is verified for accuracy or for compliance with standards. The Intake QC includes verification of 
required support documentation, signatures and completion of all necessary and proper forms. After this 
review, the application is submitted for a quality review in which a team of Program Support staff submit 
the application to a Solix Eligibility Review. 

Mock Monitoring Review: 

The Review team is made up cif two or three people, at least one of whom has been involved in HUD field 
monitoring visits. At this point and for all functions directly involving applicant files, the Review team 
randomly selects between 30 and 50 files from the CMS system. The selections are then reviewed 
independently using the information in the files up to the point of Eligibility Review submission. The files 
are reviewed to verify that the SOPs and HUD standards were followed. Files that withdrew or were 
deemed inactive are not reviewed for intake and are not factored into the review. Even though the 
individual file selection is random, the selected files are weighted to where the majority of the files are in 
the process, looking for files that are further along. After the "duplicated monitoring visit", a report is 
issued that includes the issues found as Findings, Concerns, Issues or no issues. 

3.1.2 ORM Scheduling 

(Refer to Case Management SOP and Communications SOP) 

To schedule the initial Options Review Meeting, the AC should perform the following prior to calling the 
applicant: 

o Validate landlord/ tenant status, property unit count, and update CMS. 
o Review the applicant's document checklist and identify any additional forms or 

documentation that should be provided by the applicant at the ORM. Always address the 
Fl3 requirement, even if the Fl3 has not been marked as an issue for the applicant. 

o Confirm all ORM documents are available and ready for printing. 
o Complete the Pre-ORM checklist and document any issues, documents in need of 

collection, or discussion with the applicant. 
o Check out with Level 1 QC to confirm the accuracy of the Pre-ORM review and checklist 

contents. 

Once these tasks are completed, the AC should proceed with scheduling the ORM and perform the 
following: 

o Validate communication with the registered program applicant or leave a message for the# = 
registered applicant to return call with the appropriate protocol. (: 

o If the applicant accepts the call, explain the next steps in the process, specifically 
scheduling an ORM. 

o Describe the ORM meeting in terms of application follow-up to manage customer 
expectations about what may happen during their meeting at the HRC. 

o Request that all deed owners or POA for deed owners be present at the ORM. 
o Provide location availability for the ORM and request a scheduled appointment. 
o The AC should also make certain to provide an interpreter to anyone classified as Limited 

English Proficient (LEP) 
o The AC should indicate if there are any non-LEP special accommodations needed such as 

a Home Visit by the Field Staff (Must have an F3 Right of Entry Form signed at the 
Home Visit) 
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o Inquiries by applicants will be handled in a timely manner in accordance with the 
Communications SOP. If appropriate, the AC should: 

• Discuss any outstanding required documentation 
• Confirm property ownership 
• Confirm if the property has rental units 

Unresponsive Applicants: 

Unresponsive Applicants should be clearly documented in CMS. Please refer to Case Management SOP, 
Withdrawal SOP, Inactive SOP, and Communication SOP. 

Quality Review: 

The Assistant PM for Development & Compliance will assign a team of qualified members to review for 
completeness and accuracy 15% of all applications from the pool of applications marked for ORM 
scheduling and from those marked as Unresponsive in CMS. The QC includes verification that the ORM 
was successfully scheduled or the applicant was declared unresponsive. 

3.1.3 Option Review Meeting 
(Refer to Option Review Meeting SOP, Case Management SOP, Communications SOP and HRC 
Operations SOP) 

At the meeting, the AC introduces themselves and provides an overview. The AC collects any documents 
that the applicant has brought with them and verifies them against the file. 

The AC reviews the COB Worksheet and compares it to the Fl3 (if completed by the applicant). 

The AC should be prepared to discuss any concerns, including: 

• Flood Insurance Costs 
• Counseling available related to: 

o Legal/Housing/ Financial Issues 
o Fl3 Form 
o Acquisition options 
o SBALoans 

• Reasonable Accommodations 
• Request for Review 
• Request for Appraisal 
• Signing the OSA 
• Open Permit Issues 

After the Meeting, the AC documents the results and any changes to the CMS file for the applicant and 
fills out the Post-ORM checklist. 

Level 1 Review: 

The AC verifies all documents and data points from the ORM are reflected in CMS and confirms this 
utilizing the Post-ORM checklist. Any applications in need of follow up after the ORM will be handled 
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by the AC. After this review, once the application is deemed ready to move forward it is moved to a 
Salix Quality Review which is performed immediately following the ORM, based upon staff availability. 

Mock Monitoring Review: 

The Monitoring Review team is made up of two or three people at least one of which has been involved in 
HUD field monitoring visits. At this point and for all functions directly involving applicant files, the 
team randomly selects between 30 and 50 files from the CMS system. The selections are then reviewed 
in an independent review using the information in the files at that time. Even though the individual file 
selection is random, the selected files are weighted to where the majority of the files are in the process, 
looking for files that are further along. After the "duplicated monitoring visit", a report is issued that 
includes the issues found as Findings, Concerns, Issues or no issues. 

3.1.4 Grant agreement 
(Refer to Grant Agreement SOP) 

The Grant Agreement is the legally binding contract that establishes the relationship between the NYC 
BiB Program and the Homeowner. All terms and conditions of the Grant Agreement must be clear and 
agreed to before the applicant can move forward. The Grant Agreement provides the applicant with the 
amount of funds available, and the obligations of the applicant as a condition of receiving the federal 
funds. The Grant Agreement must: 

• Be signed by all the owners of the property 
• It must state the use of the funds (rehab, reconstruct, reimbursement) 
• It requires the applicant to notify their home insurance company about the work being 

done 
• Details that if in a Special Flood Hazard Area, the homeowner must obtain and maintain 

flood insurance 
• Limits the sale or transfer of the property for one year after Grant Agreement is signed 

unless approved by the BiB Program. 

Once the Grant Agreement is completed, that will end the personal eligibility (left Side of file in a 
traditional file). This will, for practical purposes close the eligibility portion of the file leaving 
construction or traditional "right side" documentation active. 

Quality Review: 

After the Grant Agreement meeting the Level 1 QC team will review the signed Grant Agreement to 
ensure the quality of the meeting and the uploading and scanning of Grant Agreement documents to 
CMS. The Level 1 team will also add the appropriate data points in CMS to record the meeting and the 
status of the application. 

3.1.5 Communications with applicants, including collection of missing documents 
(Refer to HRC Operations SOP, Communications SOP and Case Management SOP) 

Customer communications and collection of missing documentation are priorities in ensuring that the 
program operates smoothly. To that end, the program has many resources to help provide the most 
accurate picture available for the applicant files. To make certain that the applicants receive the support 
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they need and that the program obtains the information it needs to make consistent and reasonable 
decisions, primary communications during all scheduled meetings and thorough applicant follow-up via 
email and phone will be conducted by the AC assigned to an application. 

Quality Review: 

As this is a broad function, the reviews are the responsibility of the HRC Managers and APM for 
Implementation and Logistics to assign and develop a checklist for these reviews. One key review will be 
the number of complaints each HRC or AC receives from the applicants. 100% of complaints are 
reviewed to determine the validity of the complaint. The results of the investigation and the follow-up 
action are included a weekly report for discussion during the weekly HRC Managers meeting. The 
collection of missing documents is subsumed in other areas. 

3.1.6 Withdrawals/Ineligible determination/Inactive status changes 

(Refer Withdrawals SOP, Case Management SOP, Inactive SOP) 

During an applicant's progression through the program, many things can stop an application. Applicants 
that are no longer in the Program can be placed into three categories: 

• Withdrawn 
• Inactive 
• Unresponsive 

Any application that has been determined Unresponsive or Withdrawn throughout the process should be 
reviewed prior to being marked Inactive. The Inactive designation is performed by CMS IT. 

Quality Review: 

Under the direction of the APM for Implementation/Case Management, a team will review 25% of 
applicant files marked as Unresponsive or Withdrawn. 

3.1.7 Management and maintenance of Build It Back Centers 
(Refer to Housing Recovery Centers Operations and Qnality Control SOP, Communication SOP, 
and Customer Service SOP) 

The Program is committed to providing correct, meaningful and timely information to the applicants and 
other interested stake holders. 

The HRCs will operate in the boroughs of Staten Island, Brooklyn, Queens and additional Satellite 
Offices as needed. 

Each HRC location will consist of a mm1mum of three types of customer service stations; 
registration, a waiting area, and multiple AC workstations (the number of workstations varies by 
location). Staffing of the HR Cs will include a minimum of one security guard ( or alternative 
solution), one Greeter, one Site Supervisor, a QC Lead, adequate QC Reviewers, and multiple AC 
staff members. 

The APM for Implementation and Logistics and a designee will be the subject matter experts on NYC 
BiB operations. They will manage the facility and provide direction to the above listed staff members. 
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Specifically, the manager will ensure: 
• AC Competency Training for intake processing andbasic program eligibility 

requirements. Staff members must achieve training milestones before performing Intake 
and Options Review Meetings for applications. 

• Staffing is sufficient to meet the needs of the applicants who have been scheduled for 
appointments, based on the traffic flow of the center. 

The APM for Implementation and Logistics will be responsible for gathering information about the 
progress at the BiB Center from AC staff or others and reporting that information back to the URS PMO. 

Quality Review: 

The Center Managers are primarily responsible for ensuring the operation of the HRC. The operation of 
the center is an important part of the process, but provides little in the way of solid verifiable checklists. 
Similar to Customer Service, the major checks will be applicant satisfaction. The customer complaint 
process guides the needed actions of the center. The Center Managers will investigate 100% of the 
complaints filed to check for validity and provide a result or recommendation. 

3.2 Documentation Standard Practices 

The Program has designated that the Case Management System will be the file of record for the program. 
The electronic file should provide all the requirements found in 24 CFR §570.506 including National 
Objective and the requirements identified in the Policy Manual. 

All forms and supporting documentation-including any meeting notes or homeowner information­
should go into the CMS database. Any document is that is used in the process should be included in the 
system. 
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4. TESTING 

URS verifies CMS functionality is working properly by selecting random files and verifying tbat the 
information in tbe system can be supported by tbe documents within the applicant file. This includes: 

• Verifying CMS has the files that are indicated as being present. 

• Conducting a periodic multi file "data dump" of random files to make certain the file material is 
being recorded properly. 

• Verifying that the formulas. are working by hand-calculating random files based on the 
information in those files. 

• Verifying the ability to print a "Left Side" file for use by HUD or HUD OIG, if desired. 
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5.0 PROBLEM REPORTING AND CORRECTIVE ACTION 
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5. PROBLEM REPORTING AND CORRECTIVE ACTION 

URS reviews the Daily Case Management Report, the Stat Report, and other ad hoc reports to determine 
if any special monitoring reviews are warranted based on the number of problems or special issues that 
arise. URS also regularly solicits feedback from Center staff and management, as well as other vendors 
to identify trends and areas that may need additional attention. 

If an issue is detected, URS conducts an investigation into the problems and determines if they are the 
result of CMS reporting, policy issues, or processing errors. Based on the information, two options are 
taken. First, URS will issue program or policy memos, additional guidance or training to address any 
issues if that will eliminate the concern. Second, should a corrective action plan be required as a result of 
the above investigation, one will be created, implemented, and monitored to ensure improvement and 
program compliance. 

5.1 Problem/Issue Documentation 
The QA/QC team reviews files that might have had similar errors that were unreported and/or uncorrected 
for high-risk areas. 

If the error is determined to be of a substantive nature, a program memo to correct the action will be 
placed at the appropriate point in the review process to provide direction on the decision making that was 
used to address the problem. 
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6. TRAINING 
URS supports HRO training for new and seasoned staff during each phase of the case management 
process and will identify the distinct training needs of individuals and familiarize new staff members with 
the NYC Build It Back Program. Management will provide additional training as required and adjust 
training schedules, materials and SOPs as needs arise. URS maintains an ongoing record of training 
conducted, training attendance and training materials used for review as requested. 

Training of new AC staff includes, but is not limited to: 
• Program Fundamentals 
• CMS Functionality 
• Policy and Program Specifics 

A complete explanation of the new hire training process is located in the BiB Application Coordinator 
Onboarding Plan, located on the BiB Communicator. 

Programmatic training is conducted by HRO and by HRO personnel. 
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6.1 Training Materials 

Training materials may consist of PowerPoint slides and any handouts, Job Aids, SOP's, FAQ's or 
talking points as needed. Additionally, staff may receive interactive instruction that complies with the 
NYC Program Policy Manual in an effort to demonstrate questions and scenarios that may arise at HRCs. 

Training materials will be stored on the BiB Communicator. 

6.2 Initial and Continuous Training of Staff 

New staff will receive initial training in accordance with the BiB Application Coordinator Onboarding 
Plan and will be required to complete the Onboarding Checklist, which must be signed off by Center 
Management. Quarterly training will occur to refresh and test program understanding and identify areas in 
need of additional support and training. AC attendance will be recorded via training sign-in sheets for 
training conducted. Should Policies or Procedures change during a quarter, interim training will be 
developed and implemented. 

Training will be provided by a URS Professional Trainer, URS PMO Staff, or HRO Program Staff as 
applicable. 

6.3 Corrective Action Training of Staff 

Corrective action training will be implemented by way of additional staff training as identified by Center 
Management or PMO staff. 
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7. APPENDICES 

7.1 Appendix A- Intake Document Checklist 

7.2 Appendix B - Pre-ORM Checklist 

7.3 Appendix C -Post-ORM Checklist 

7.4 Appendix D - Mock Monitoring Review Checklist 
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1 INTRODUCTION 

Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

In 2016, Louisiana had two separate events that qualified for appropriation under Public 
Law 114-223. The state experienced severe storms and flooding in both March (Disaster 
Number 4263) and August (Disaster Number 4277) 2016 - collectively referred to as the 
2016 Severe Storms and Flooding- resulting in 56 of the state's 64 parishes receiving a 
federal disaster declaration. From the March event, more than 16,462 homes have Federal 
Emergency Management Agency (FEMA) Verified Loss and 5,222 renters have FEMA 
Verified Loss (FVL ), for a total of 21,684 households. The National Weather Service 
designated the August flooding event that dropped an unprecedented 7 trillion gallons of 
rainwater in South Louisiana as a "1,000-year" rainfall event. It resulted in the flooding of 
more than 68,380 homes with FVL and 23,248 renters with FVL, for a total of 91,628 
households. The August storm claimed 13 lives. 

A. March Storm (DR-4263) 

In early March 2016, a storm system brought heavy thunderstorms from west to east across 
most of Louisiana. In addition to wind damage, record flooding occurred along the Bogue 
Falaya River in Covington and Bayou Dorcheat at Lake Bistineau. Governor John Bel 
Edwards declared a state of emergency for several parishes and sent the National Guard to 
help with search-and-rescue missions. 

The State of Louisiana estimates that this storm caused damage to more than 21,684 
residences, forced 13,000 evacuations and 2,780 rescues, damaged another 6,143 
structures, and caused numerous road closures. Road and bridge damage estimates totaled 
$20 million. Agricultural losses totaled approximately $ 15 million, with long-term impacts 
to farmers estimated at $80 million. In addition, more than 40,000 citizens registered for 
FEMA Individual Assistance (IA). 

Thirty-six Louisiana parishes were declared eligible for FEMA IA: Allen, Ascension, 
Avoyelles, Beauregard, Bienville, Bossier, Caddo, Calcasieu, Caldwell, Catahoula, 
Claiborne, DeSoto, East Carroll, Franklin, Grant, Jackson, LaSalle, Lincoln, Livingston, 
Madison, Morehouse, Natchitoches, Ouachita, Rapides, Red River, Richland, Sabine, St. 
Helena, St. Tammany, Tangipahoa, Union, Vernon, Washington, Webster, West Carroll 
and Winn. Seven of these parishes also flooded in August: Ascension, Avoyelles, 
Livingston, St. Helena, St. Tammany, Tangipahoa and Washington. 

B. August Storm (DR-4277) 

In mid-August 2016, a slow-moving storm impacted multiple South Louisiana parishes 
with sustained heavy rain. In what was a 1,000-year flood, within two days more than two 
feet of rain was measured in some areas, causing extensive surface and river flooding. Both 
the Amite and Comite rivers overtopped, as well as numerous bayous, lakes and canals 
located within these drainage basins. Governor John Bel Edwards declared a state of 
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emergency for several parishes and sent the National Guard to help with search-and-rescue 
missions. 

An estimated 8,000 people were evacuated to emergency shelter sites. The American Red 
Cross, the state and faith-based organizations operated these sites. A state-operated 
medical site was established to serve individuals with medical needs. Roughly 30,000 
search and rescues were performed, with I 1,000 citizens sheltered at the peak of the flood. 

The damage to infrastructure, businesses and homes across the southern region of the state 
was extensive. Large sections of state roads remained under water for extended periods. 
An estimated 30 state roads washed out and 1,400 bridges require inspection. Along with 
more than 200 highways that closed during the event, sections of Interstates IO and 12 
closed for multiple days due to floodwaters. Some stretches of I-IO remained closed for 
nearly a week, significantly interrupting interstate commerce. 

More than 9 I ,628 homes have documented damages to date, with the number expected to 
rise as FEMA registrations and inspections conclude. An estimated 31 percent of homes in 
the declared parishes were impacted by flooding, with only 11 percent of households in 
these areas carrying flood insurance. Based on current registration numbers and historic 
trends, it is estimated that more than 200,000 households will apply for IA, with an 
estimated housing unmet need in excess of $2.44 billion. 

Immediately following the August 2016 flooding event, the Louisiana Department of 
Economic Development partnered with Louisiana State University to conduct an 
assessment of economic losses resulting from the floods. Key details are: 

At the peak of the August event, 19,900 Louisiana businesses or roughly 20 percent of all 
Louisiana businesses were disrupted by the flooding event. FEMA has since referred 
approximately 22,000 businesses to SBA for recovery assistance. 

A disruption of278,500 workers or 14 percent of the Louisiana workforce occurred at the 
peak of the flooding event. 

An economic loss estimated at roughly $300 million in labor productivity and $836 million 
in terms of value added during the period immediately surrounding the flood. 

Approximately 6,000 businesses experienced flooding. 

The LSU Ag Center estimates Louisiana agricultural losses of over $110 million. 

Twenty-two Louisiana parishes were declared eligible for FEMA IA: Acadia, Ascension, 
Avoyelles, East and West Baton Rouge, East Feliciana, Evangeline, Iberia, Iberville, 
Jefferson Davis, Lafayette, Livingston, Pointe Coupee, St. Helena, St. James, St. Landry, 
St. Martin, St. Tammany, Tangipahoa, Vermilion, Washington and West Feliciana. Seven 
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of these parishes also flooded in March: Ascension, Avoyelles, Livingston, St. Helena, St. 
Tammany, Tangipahoa and Washington. 

Page 3 of63 

v-o 



1.1 

Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

RESTORE Quality Program 

The Louisiana Division of Administration, Office of Community Development, Disaster 
Recovery Unit (OCD-DRU) contracted with CohnReznick (CR) to provide Quality 
Assurance/Quality Control (QA/QC) consulting services in support of OCD-DRU's 
Program for the floods of March and August 2016. Services may also be expanded to 
accommodate other similar programs yet to be defined, including programs occurring as a 
result of past and future disasters or other federally funded initiatives. 

CR will act as the State's agent to perform the following tasks: 

I. Assist in the continued development of policies and procedures that ensure that 
the Program is operated in an accurate, efficient, effective and accountable 
manner. 

2. Test and report that the Program Contractor operates the Program in accordance 
with the policies and procedures developed for the ReLa Program, as well as with 
applicable published Action Plans. This would include testing ReLa Program 
processes and sampling applicant files both at the eligibility and construction 

3. 
4. 

5. 

6. 

7. 

8. 

Purpose 

stages. 
Monitor and test procedures to detect fraud, waste and abuse of Program funds. 
Develop and monitor controls to eliminate duplication of benefits from insurance 
companies, FEMA, and other sources of funds. 
Develop and execute monitoring procedures to test compliance with federal and State 
regulations and compliance with the State's contractual agreements with HUD. 
Assist in developing and managing internal quality control processes to ensure 
consistency among a large number of construction contractors. 
Monitor and evaluate for the compliance the Scope of Work (SOW) and damage 
estimates as produced through the Xactimate software. 
Design and produce reports as required by the ReLa Program Contractor, OCD-DRU 
and other stakeholders upon request and approval by OCD-DRU. 

The purpose of this Compliance Standard Operating Procedures document is to expound on the 
processes identified in the Quality Plan Overview. It outlines the various day-to-day operational 
procedures required as part of the Quality Management System. This guide should be used in 
combination with the RESTORE Quality Management Plan and various tools developed to 
manage the operations of quality monitoring. 
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Roles and Responsibilities 
Quality Management responsibilities include the following major tasks: 

• Develop comprehensive quality management system for monitoring program activities; 

• Develop a risk assessment mechanism to be used to assess process risk; 

• Conduct periodic risk assessments using risk assessment mechanism and develop annual 
review schedule; 

• Conduct ongoing QNQC testing and monitoring of program activities; 

• Communicate deficiencies to program personnel for resolution; 

• Follow up with program personnel regarding corrective actions; 

• Provide period reporting to the State Program Manager (SPM); 

• Provide technical assistance as necessary; 

• Coordinate in the development of a training plan and the conduct of required training; 

• Recommend program changes to improve effectiveness and efficiency; and 

• Develop and implement processes for monitoring and assisting with program changes. 

To accomplish these tasks, the following roles and responsibilities have been identified: 

Program Manager 

Subject Matter Expert 
(SME) 

• Reports to the SPM on quality management activities 
• Provides oversight of project activities 

• Reports to the Program Manager on quality management 
activities 

• Provides technical assistance on project activities, as required 
• Assists Program Manager as required 
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Business 
Process/Construction 
Management Project 

Managers 

Project Associate/ QC 
Monitor 
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• Final approver for all QA/QC and monitoring activities 
• Reports to Program Manager on compliance activities 
• Oversees quality review/monitoring activities for project staff 
• Reviews quality review/monitoring documents pnor to 

submission to Program Manager or designee 
• Reports status of quality/monitoring reviews and corrective 

actions 
• Reports on status of technical assistance and other project tasks 
• Manages performance of annual risk assessment 
• Manages development of quality management schedule 
• Manages quality management efforts for project staff 
• Reviews and approves resolution of corrective actions 

• Identifies staffing needs and assigns personnel responsible for 
task completion; 

• Finalizes established timeline for all project tasks and tracks 
progress of tasks; 

• Coordinates resolution of labor billing issues; 
• Reviews/provides input on task orders; 
• Reviews monitoring letters/reports before providing to 

RESTORE; 
• Drafts Monthly Activity reports; 
• Coordinates the monitoring schedule with RESTORE; 
• Coordinates with RESTORE re: approval/issuance/amendment 

of monitoring documents; 
• Coordinates with RESTORE on process updates; and 
• Finalizes and distributes meeting notes. 
• Performs QA/QC and compliance monitoring reviews of 

program activities; 
• Performs data analytics reviews of systems and program 

activities; 
• Performs QA/QC reviews of applicant files for eligibility and 

calculation; 
• Performs QA/QC reviews of damage assessments; 
• Performs deliverables reviews; 
• Documents monitoring results and drafts monitoring reports; 
• Coordinates with Contractor on monitoring responses; 
• Monitors and follows up on corrective actions; and 
• Provides trainin° and technical assistance to Contractors. 
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1. Applicant- refers to the homeowner(s) applying for an award of RESTORE funds. 
2. "State", "OCD-DRU" - used interchangeably to refer to the Office of Community 

Development-Disaster Recovery Unit. 

3. "IEM", "Contractor" - refers to the vendor, subcontractors, and other associated 
organizations responsible for administering the Restore Louisiana Program. 

4. "Project" and "Program" - used interchangeably to refer generally to RESTORE­
funded activities administered by IEM. 

1.3 Monitoring Strategy/Methodology 

The RESTORE quality management strategy includes the following elements: 

• Quality Management Plan Development 
• Procedural Review and Checklist Development 
• Risk Assessment 
• Quality Review Schedule Development 
• Quality Control Testing 
• Data Analytics 
• Quality Assurance Reviews 
• Compliance Monitoring 
• Deliverables Testing 
• Training/Technical Assistance 
• Corrective Action Tracking 
• IT and Reporting 
• Satisfaction Questionnaires 

An overview of this strategy can be found in the Quality Plan Overview. 
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2 QUALITY MANAGEMENT IMPLEMENTATION 

2.1 QA/QC Life Cycle 

QA/QC Lifecycle 
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2.2 Process Flows 

The following process flows have been defined: 

• QA/QC Lifecycle 

• Risk Assessment 

• Quality Review Schedule 

• Quality Review 

• Training 

• High Level-eGP Workflow 

• [Business Process & Policy] BPP 
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Initiate Quality/ 
Monitl,rlna Fleviews 

I 
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• [Construction Management] CM 

• Combined W orkflow 
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3 RECORDS MANAGEMENT 

3.1 SharePoint 
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The RESTORE SharePoint site is a web-based document repository that allows users to share 
documents in a secure environment. Users can access documents on the site from any computer 
with internet access as long as the users have the appropriate login credentials. 

The QA/QC documents are housed on a SharePoint site developed for this project: 
• DRU State site - https://sharepoint.la.gov/restorela/SitePages/Home.aspx 

In addition to the document repository, two SharePoint lists are utilized to track daily batch QC 
reviews of applications in the Second QA Review status. The "QC2 Daily Batch" Sharepoint list 
is located on the External/State QC site and is only accessible by the State and the QA/QC Team. 
It is the working area for the daily QC activity and only contains the current day's files. It is 
located: 
https://sbarepoint.la.gov/restorela/OC/Lists/R4OA2%20Oueue%20Tracker/Basic%20Info.aspx 

The "QC2 Actions" Sharepoint list is a cumulative tracker that includes fields for summarizing 
2nd QA results and any noted deficiencies for communication to IEM personnel. The list is 
located in a shared location under Case Management>Eligibility Team: 
bttps://sharepoint.la.gov/restorela/CMNOB/SitePages/Horne.aspx 

3.2 Folder/File Naming Conventions 

Document Standards, including naming conventions, have been developed to facilj"tate 
consistency for all documents produced during grant monitoring. These standards "// ,.. 
documented in the RESTORE Document Standards Guide. ~ t; 

. ' ' 

3.3 Resources 
·., .· ·._ . 

Exhibit/ Attachment Topic . 

. -· _.·. ·.•· ,· . 
Exhibit 05 SharePoint Help Guide 
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4 QUALITY MANAGEMENT TOOLS 

4.1 Checklists and Templates 
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Various checklists and templates are utilized throughout the Quality Management process. 
Foil owing is a list of some of the tools and templates and the associated areas. 

Quality Control Review 
Eligibility Review Checklist 
Environmental Review Checklist 
CM_ Data Analytics Checklist 
BPP _ Data Analytics Checklist 

Compliance Review 
Contract Compliance Checklist 
Regulatory Compliance Checklist 

Deliverables Review 
Deliverables Testing Matrix 

Satisfaction Survey 
Applicant Satisfaction Questionnaire 

4.2 SharePoint Workflows 

As mentioned in Section 3, a tracker has been incorporated into the SharePoint site to track QA 
activities. 

1. QC2 Actions is a SharePoint list used to track QC reviews and document review status # 
for the Construction Management (CM) and Business Process and Policy (BPP) Teams. ; 
The list also documents final resolution of required corrective action by IEM. \# 

The functionality and use of the tracker is also defined in the RESTORE SharePoint Help Guide. 

4.3 Resources 
. . . . . . . . 

ExhibitJ4ttachment .. Topi1: .... · . .· ·.· .. . . . . 

Exhibit 05 SharePoint Help Guide 

Exhibit 07 QC Checklist - [Process Area] 

Exhibit 08 Contract Compliance Checklist 

Exhibit 08 Regulatory Compliance Checklist 

Exhibit 09 Deficiencies and Recommendations Matrix 
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Exhibit/Attachment Topic . . . . .· .. . .. 

Exhibit 10 Deliverables Testing Matrix 

Exhibit 11 Customer Satisfaction Questionnaire 

5 PROGRAM/PERFORMANCE MONITORING 

Program/Performance monitoring is performed on an ongoing basis for each applicable process 
area during the fiscal year using sample-based and full-population testing as feasible. The type 
and frequency of testing depends on operational procedures and risk to the Program. Monitoring 
activities are divided among team members but may be rotated on a periodic basis to ensure 
proper cross training. 

Initiate QA/ 
Monitoring 

Review 

Perform 
Review 

Document 
Results 

Manager 
Review 

·· Communicate 
Results 

FoDowUp on 
Corrective 

Actions 

• Project Associate initiates 
• Reviews can be performed to assess overall complim.ce or for specific process areas 

• Project Associate completes Monitoring Checklisll[Process Area) QA Checklist 
• Upload documentation to SharePoint 
•Idemify areas of non-compliance 

• Document results in the Monitoring /QA Checklist&famx 
• Document areas of deficiency in Observations and Recommendations Matrix 

• Submit checklist/matrix to Manager for review and approval 

• Submit observations and recommendations memo to !EM for implementation of co,rective 
actions 

• Review results and summazy reporting with Program Manager 
• Provide summazy reporting to OCD-DRU SPM 

• Project Associate follows up with required personnel until recommendations are cleared 
• Project Manager monitors process and approves resolution of recommendations 

5.1 Risk Assessment 

Completing the annual risk assessment is the first step in determining the monitoring schedules 
for each year and includes the following steps: 
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I. Perform the annual risk assessment; and 
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2. Use risk assessment results to determine monitoring priority and schedules. 

Note: QA2 batch and supplemental reviews are always performed as daily reviews during the 
work week. Some reviews are also ad hoc and/or based on the frequency of the activity. 

5.1.1 Factors and Weighting 

The following factors and weights are used in performing grant risk assessments. Risk 
assessment criteria are evaluated annually to determine if they remain valid and if adjustments 
are required to the associated weighting. 

Performance Measures 

-Timeliness 

Average 
Monitoring/Quality 

Deficiencies 

Status of Procedural 

Documentation 

Total Fines & Penalties 

Average Monthly 
Transactions 

Average Monthly Cost 

Activity Frequency 

Quantified Risk Assessment 

5.1.2 Performing Risk Assessment 

10% 

25% 

15% 

25% 

10% 

10% 

5% 

Annual risk assessments are initiated at least 90 days prior to the end ofRESTORE's fiscal year 
(by June of each year). The timing of the risk assessment allows for development of the proposed 
monitoring schedule for the upcoming fiscal year. 
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I. Create risk assessment workbook for annual assessment. 

a. Save the latest approved assessment as the current year. 

3. Review the latest organizational chart to confirm the process areas. 

4. Adjust the risk assessment, as necessary, to account for changes in the organizational 
structure and to include new assessment areas. 

5. Update the Risk Assessment and Source Data fields. 

6. Research data exceptions 

a. Data exceptions appear as "#NIA" in the spreadsheet. 
b. Check VLOOKUP parameters to ensure criteria were entered correctly. 
c. Once the data are pulled, verified, and any exceptions resolved, perform a Copy, 

Paste Values to remove the formulas. 

5.1.4 Risk Assessment Fields 

Prior Experience 

Perfonnance Average 

Measures- Monitoring/Quality 

Prior Experience 

100% 

Average 

Status of Procedural Total Fines & Monthly Average Monthly 

I 
I 

Timeliness Observations Documentation Penalties Transactions Cort Activity Frequency 
10% 25% 15% 25% 

' 
10% 10% 5% 

Monitoririg Monitoring Monitoring . Monitoring EGRANTS Cala.ilation I Calculation 
oocuniented Procedure·s 

Days late;0-30/31 
No Obs,ervations / 1~2 

/ Procedures riot 0-$100 / $101-$500 0-3(1 / 31-99 / 0-$10,000 / $10,001- Daily /Weekly/ 
60/>lilJ 

Obse,rvations / >-i 
DoOJmented / No />$500 ' 100+ $S<J,000/ >$5<J,OOO Monthly+ ,. Observatio't~ 

1 
i·:;;.· Procedu,esl.J I. . Hrs ICl!C ,-a . ,~, '" 

1. Performance Measures - Timeliness is pulled from deliverables tracking based on 
prior-year activities. Enter "O" for areas that eithe. r do not have performance measures.· & _ 
that are set by the State or requirements are waived. ~ t 

2. Average Monitoring/Quality Deficiencies is pulled from QC/monitoring tracking 
based on prior-year activities. Enter "O" for areas that have not been reviewed. 

3. Status of' Procedural Documentation is determined based on confirmation with 
process owner and/or existence of documentation on Restore site. 

4. Total Fines and Penalties is pulled from deliverables tracking based on prior-year 
activities. Enter "O" for areas where penalties either do not apply or where 
requirements that determine penalties have not come due. 
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5. Average Monthly Transactions is determined based prior-year performance for the 
program area. 

6. Average Monthly Cost considers the average monthly transactions and the unit cost. 

7. Activity Frequency is determined based on prior performance for the program area. 

l• .••• 11 Risk 11.ssessment (current)·. 1 Source Data ,.( ~ , 

5.1.5 Risk Assessment (current) Tab 

l. Includes the actual risk assessment results and determined priority rankings. 

5.1.6 Source Data Tab 

I. Includes the source data used in calculating program risk. 

5.1.7 Finalize Risk Assessment 

Results for annual assessments are used in the determining the QC and monitoring schedules for 
the upcoming year. 

5.2 Select Monitoring Universe 

The monitoring schedule for each fiscal year is determined based on the results of the annual 
assessment. The annual monitoring universe is determined based on risk assessment results. 

5.2.1 Schedule Development 

The following steps are performed to develop the proposed schedule: 

I. Perform a year-over-year comparison of risk assessment results. 

2. Identify the areas required for review in the upcoming year. 

3. Evaluate whether the monitoring frequency should be adjusted for any program or 
process areas. 

4. Add the program and process areas to the monitoring schedule. 

5. Determine the assignments, as required, and confirm the review frequency. 

5.2.2 Schedule Approval 

The Project Manager for the specific area approves the monitoring schedule for his or her team, 
as required. 

5.3 Adding records to the "Quality Management Tracker" 

Monitoring reviews may be added to a monitoring tracker arid assigned upon schedule approval 
or just prior to starting the review. QC reviews are added and assigned prior to performance of 
the review. 

Page 15 of63 

V-0 



5.4 Assign Monitoring Reviews 
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Assignments are determined based on need and tbe availability of review staff within each team. 
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5.5 Performing and Executing a Monitoring Review 
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Project Associates initiate monitoring reviews based on schedule and assignments. A review may 
be conducted of a specific process area or of multiple programmatic areas. Given the nature of 
the Restore Louisiana Program and coordination with the Program Contractor, prior notification 
is not required to initiate monitoring activities. Monitoring activities are conducted on an 
ongoing basis. 

Complete the 
Review 

Document Results/ 
•·• Update 1'.latrix ; 'I:: . ' ... ' ' ' 

Follow-up on 
:Corrective.Action~ 

~--, · ,. -~}:\~I:iiil. 

The goal of the monitoring review is to verify financial, administrative, regulatory, and 
programmatic compliance. A detailed process flow is located in the Quality Management 
Workjlows document. 

1. Monitoring reviews are completed using the F,xhibit 08 Contract and Regulatory 
Monitoring checklists and the F,xhibit 07 EPP/CM Data Analytics testing worksheets. 

2. The F,xhibit 08 checklists includes tabs that define the testing compliance criteria and tabs 
for the testing worksheets. 

Compliance Criteria Tab 
This tab contains the criteria, methodology, comments, and other information specific to 
the review areas. Instructions on completing each test are defined within the methodology 
section. 

Testing Worksheet Tabs 
These tabs are used in performing more specific testing for process areas. 

3. The EPP/CM Data Analytics work sheets contain multiple tabs based 
Specific tests are defined within each tab. 

on test area. 

4. Conduct data pulls, process walkthroughs, testing and interviews, as necessary. 

5. Results should be documented in the Compliance Criteria tab, Test Sheet tabs, and within 
the data extracts. 

6. If deficiencies are noted, document this information within the test sheets and include 
summaries within the &hibit 09 Deficiencies and Recommendations Matrix. 

7. Results are communicated to to each Damage Assessment Contractor and the state using 
the Exhibit 14 Memo Template and supporting workshets. 
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5.6 QC Review Approval 

The BPP and Construction Management Project Managers (or designees) perform a final QA 
review of all QC and monitoring reviews prior to approval. Approval includes the following 
steps: 

I. Review and approval of the checklist and matrix [ for Monitoring Reviews] prior to 
submission of results to the required Damage Assessment Contractor personnel for 
resolution. 

2. Review and approval of results prior to submission of reporting to SPM. 

5. 7 Initial Review - Manager Review 

Manager reviews are initiated once QC/Monitoring reviews are submitted for approval. 
Monitoring checklists are reviewed prior to reviewing the Deficiencies and Recommendations 
Matrix. 

Review the information on the General Info tab of the Checklist for accuracy. Review the 
monitoring results on the monitoring/QC checklist tab for accuracy and completeness. 

The "Methodology" column identifies the specific steps required for verifying the accuracy of 
the results. Update the Comments fields to correct the results and/or add additional clarity as 
necessary. 

If only minor edits were made, add "Approver Name" and "Approval Date" upon completing the 
review. If significant changes were made or additional follow up is required by the Project 
Associate/Construction Monitor, request changes prior to approving the checklist. Save all 
changes to the checklist. 

Upon approving the checklist, review the Deficiencies and Recommendations Matrix for 
accuracy and completeness, as applicable. Keep the checklist open while reviewing the matrix, 
as required. 

• Make sure all required deficiencies and recommendations ·are included. 
• Verify that summary totals are correct. 
• Verify that the recommendations are appropriate for the deficiencies. 

Review wording for clarity and consistency. 

5.8 Resources 
~ ... . .... . ···.·· .... 

Exhibit/Attacltment Topic ·.: ''': . •· .• 

Exhibit 02 Risk Assessment Workbook Model 

Exhibit 03 Risk Assessment Workbook 

Exhibit 04 Schedule Template 

Page 18 of63 

J,O 

I 



Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

Page 19 of 63 



Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

6 ELIGIBILITY/DA QC MONITORING 

QC reviews are performed for eligibility, verification of benefits (VOB), award calculation, and 
accuracy of damage assessments. 

6.1 Review Workflow 

Pre-Closing 
Applications that reach Second QC Award Review In Progress status in eGrants Plus (eGP) are 
ready for final QC review. 

6.1.1 Pulling a Batch Sample 

At the end of each day, once the current day's QC batches have been updated in eGP, open the 
Daily Assignment template from the External/State QC SharePoint site and save a new copy with 
the appropriate date. 

I. Locate the batch file provided by the Reporting team ( contains all files in Second QC 
Award Review in Progress in eGP) and paste the data into the R4QA2 tab. 

2. Copy the data in column N and paste values into Column 0. 

3. Files randomly selected in the sample will be marked "Yes" in column A and will appear 
pink in column B until a name is entered. Enter assignments where required. 

4. Refresh the PivotTables on the Pivot tab. 

5. Verify the accuracy of population and sample sizes. 

6. Check the file in to SharePoint. 

7. Spreadsheet Formulas: 

a. Column M - Solution Type: Populated based on information contained in 
Column H. Blank if Column H is empty 

b. Column N - Random: Will return a random number, based on Solution Type, 
unless other attributes apply: 

1. Appeal Completed (Column L) - returns 6001 

11. DA Team is HGA (Column J) - returns 7001-8000 

111. IEM Sol I, 1,3 - returns random between 0-1000 

iv. IEM Sol 2, 2,3-returns random between 1001-2000 

v. IEM Sol 3 Only-returns random between 2001-3000 

vi. TWG Sol 1, 1,3-returns random between 3001-4000 

vn. TWG Sol 2, 2,3 - returns random between 4001-5000 

v111. TWG Sol 3 Only-returns random between 5001-6000 
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c. Column O - Random: It is necessary to paste values from Column N into this 
column as the random number generator will update each time a change is made 
or the spreadsheet is opened. The sample selections are made 

d. Column A - Sample: Based on the information entered in Column 0, files will 
be sampled using the following logic: 

i. Appeals are notated as Appeals 

11. HGA files - sampled if between 700 I-7500 

m. IBM Sol 1, 1,3 - sampled if between 0-250 

1v. IBM Sol 2, 2,3 -sampled if between 1001-1250 

v. IBM Sol 3 Only- sampled if between 2001-2250 

vi. TWGSol l, 1,3-sampledifbetween3001-3500 

vii. TWG Sol 2, 2,3 - sampled if between 4001-4500 

viii. TWG Sol 3 Only- sampled if between 5001-5500 

8. Delete out the previous day's entries from the QC2 Daily Batch SharePoint list, making 
sure they have been added to QC2 Actions SharePoint list on the Case 
Management/Eligibility Team site. Add the new batch records to the QC2 Daily Batch 
SharePoint list on the External/State QC site. 

6.1.2 EligibilityNerification of Benefits/Award Calculation QC Review 

I. A folder is created for each review day (Batch YYYYMMDD) on SharePoint. 

2. The BPP Project Associate QC reviews are completed using Exhibit 07 Eligibility QC 
Checklist. 

3. The Project Associates document results in the summary section on the General lrifo tab 
of the F,xhibit 07 Eligibility QC Checklist. 

4. The F,xhibit 07 Eligibility Checklist is stored in SharePoint upon completion. 

5. Upon completion of the &hibit 07 Eligibility QC Checklist, the Project Associate 
updates the OC2 Daily Batch SharePoint list with results. A Peer Review is performed.t = 

a. Update Elig QC Status, notating any comments in Elig QC Comment. (; 

i. Approved: File is approved with no observations or comments 

11. Approved w/ Observations: an approved file (Phase, Solution and Award 
amount are correct), but requires a piece of documentation at closing or 
small change. (Same name affidavit, proof of flood insurance, etc.). Add 
details in Elig QC Comment field. 

iii. Approved w/ Concerns: an approved file (Phase, Solution and Award 
amount are correct), but a significant item requires attention. 
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iv. Disapproved: Phase, Solution and/or Award amount are incorrect or not 
supported 

v. Hold: Additional information required 

vi. Return to QA 1: File was advanced to QC2 prematurely and has been 
requested by IEM to be returned. 

b. Notate reviewer's name in Elig Assigned field. 

6.1.3 Second QC Peer Review 

The Peer Reviewer uses eGrants to access the applicant's eligibility data, application documents 
and responses, and any communication noted by RESTORE staff. The hyperlinks within the eGP 
landing page take you to the following: 

• Application ID Number - This will take you to the Grant Overview Screen 
• Application - This will take you to the application responses 
• Survey ID Number - This will take you to the survey responses. **rarely used** 

! Application Search Filters 
' ; You can 11$8 11ny ci,mblnation of tho SNldl 
; filu:n b~. ff no~ an, telumed, you 
' ha\/& Mlfm o'll/a !/let cannot~ found or 
you I/Md I eomll1tla/iQn of~ that~ 

~""· 
Application ID 

Sho,.v Fo EH enlries 

Showing 1 to 1 or 1 enbi&s 

0 X 

iSe<nntsPJus-AppE,;alionf-- ~l.i 

Search:\ - I Slurwlhldecdunns I 

Type in any part of /ho Applieallon ID Application ·-, SUM=Y Oamaged °"""'"' Damaged Damaged 
App~cation Ac 

Residence ID/Repon ,o, Responden1 Rosidenee RltSidence ResidellCI! 

Report; Name • Shet; c;,y • Perish ; ~. • "'"'" • ,o 

Account ID 1700031967 1700014508 Carter,Joyce 11563 ! BATON East Baton 708'4 ·- 1237 

Type In 1nypattoflm!AccountJD Appli '"" BISCAYNE ROUGE ·~ .. Acknov.!edgemerll 

DR 
l 123744-

Survey ID 8~@:J 
~ in ariy part of /h8 Surwy ID 

., 
~~~~~--------2..>~~ f 
6.1.3.1 Grant Overview [GO] Screen (;111 
The Peer Reviewer first examines the GO screen to determine the source data for the eligibility 
flags. Additionally, the initial review of the GO screen should be monitored for consistency 
among the flags that impact phasing and eligibility. 
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The flags used to determine phasing are highlighted below. 
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~, ""- -i::ix 
C 2' e ~/'-'9""'"-"""''•Ja.oo,,/eg,-•n!:lp!u.,-opplcotiofll>o."'chAi,Pirotions.d""""" P- i, C, e«Gr.s>ISPlll·Appi"atiOr,s-_ K r, c-,- ~ 

-" 'illConvert • IISolocl 

Grant Information Details 

Availa))kl, Unks 

Trensat:!ian Log History 

Document All.Bcilmants 

K 

Applicani 
Johnny AlllSWlllth 
AMI Permntage 55.68 
Seled!>d Sclu~on 2, 3 
ConlraclorTypa 

Dam"!Jed Horne ~ 

12455 PENDARVIS lN :j 
WALKER. LA 70785" 
P:!111Sh; Llvlngslon 

,.,,.,, 
170002757$ .,..,..._., 

Phase EliglbHtty Flags - Phase Four (IV) 

Criu11i11 Flood Zon• Age & Disability 

v .... lo FZ Nol0ver62 No 

ln~mo Flood 
LMl Smws lnsur:a.llCII 

"'' 

3n:!P31'1)' v.,.., 

Applkl,tion 
170007383!1 
Seoond QC Award Review In ....,_ 
Aooo<JnllD 152382 

Compl~t& 

Geography Repairs 

""""" 3rd Parly --Var1fl&d v..., v.,.., 
-~·- -·--··-~-

ln51 In Top 10 ,, 

✓ ✓ ✓ 

The flags used to determine program eligibility are highlighted below. 

:1) ~--~!i~_d<O<,,..tc,,_•,~!.•~;_o~,i'ui,i,J_~•io_"{".'_~..._,,.;,pli<,>_""".":~<>'-'.'. 
'il:c..-,. • S5o1cu 

-✓ ✓ 

Prog~Gr.1nt EllglbJlity Flags 

Crltmll == ,._ 3rdParfy 

'''""' 
Vul~ -,_ .. 

✓ 

Grant Calc11la1lon 

C41umn Label 

Tola!RLHPAwlud 

Repair lnfonnatlon 

6.1.3.2 Application Report 

~= .. -· .. ~ .. 
V«lfiod 

..,. 
✓ 

✓ 

_, 
-
Yus-

✓ 

✓ ✓ ✓ ✓ 

Primary 
0ccUl"'nl Rllsidonc,, Geogn,phy 

o.moo 3l'd PariyVorilled ""'"" Vorif;od 

Yei;- Yes-Pnma,y In 51 Pwi&hes 

.., ✓ .., 

A"'"rd Value Sol<ltion1 &3 

'""'" 

✓ 

si.m;tt,,., 

"'' 
"""" 
Sng!e-Unit 

✓ 

The Peer Reviewer reviews the application report to ascertain applicant responses relevant to 
ownership, damaged property structure, duplication of benefits, household composition, and 
income range. 
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~" - OI X o~_) ,e httpS;1/<q1rantsrcslorekgo,,/<!!J<•rnsplus/app6c.,t1,m/searchAppticanoos.do~O'II P • ii G JeeGn,~Plus-AppliCltienS. _ x - r:., 'R !,_Cl 

:<~ .. E5e1ecr 

Appllc:atlon Report 

App~on 10: 171J0073839 

Applicant Information 

other Appl leant Information 

Other Owner Information 

Relatlve/Frlend 111fonnatlon 

6.1.3.3 Application Attachments 

NOtl!S- AllaC1'1nlntS 

OeMCl<toV!awNnohod<to>llelo 

The Peer Reviewer next opens the application attachments to ensure the provided support 
reflects the information provided in the applicant responses and satisfies the RESTORE program 
requirements for ownership, occupancy, age, LMI status, damage assessment reports, etc. 

;S eGrantsPlus •Attachments• • lnlf!met Explorer X 

ie, https://egto.n-.s.restore.la.90\//egran<:<plus/atu,d,nwnt/.showAttc,chment:a.do?Nme=Gront+Appl;a,~or,&obje<ecld-1 002&k.,yVolue1., 1002:&~eyV, a 

No~IDcl,oploy 
J!!Sopp:r,,n,g~ .... 

No~/0~ 
i:, App-=-ion 

giao..;,,gDocurnonls+ 

Nr,.,,,,,_[O~ "--~ Prog,es::,; lr-.-cr,~ + 

No,.,.,._IOdd/lf,oy 

D'-
15t Email+ 

_, 
16'°5;04 
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NOTE: If a source document is not located within the active attachments, the Peer Reviewer will 
look within the deactivated attachments. A note will be made within QC2 Daily Batch to alert 
QC I which document requires reactivation. 

e~-----~ - • X 

• 

Ol/2Gl2017 AC!ivat. 

j AMJ!! ~ : !700031~7 ·Gran!Awartl.~d! ~1B IMAANl<HAN 

08"9:45 

A<:IJvote 

Aciivale 

, Award~nt I700ro19117 • GraillAward.¢1 02/02/21l18 CELElOCI,\ 
12:59:42 ' BRUMFIELD 

--- -----·------------------
Award~ 17DOOJ1%7 • G~ Award.¢! =• """'-' Acil,.le 

13:00:17 BRUldFIB.D -- -- 123744.l:SX 09o'26/2017 MALISSASTACY BukUplDa AciMllo - 16;06:18 

. BullrUFltJa : A<:livole 

6.1.3.4 Eligibility QC Checklist 

The Peer Reviewer evaluates the Eligibility Checklist to determine the appropriate phase, 
solution, and award amount based on the information located within the eGP attachments and the 
GO screen. 

Checklist location: 
https://sharepoint.la.gov/restorela/OCIBPP/Forms/AIIItems.aspx?RootFolder=¾2Frestorela%2F 
OC%2FBPP%2FEligibility%20OC&FolderCTID=0x01200036BDA9A60C5F8743B6D8F3E23 
6045E0C&View={4AIDF6EC-F55F-4703-879E-4D348FlEA522} 
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~ ~ ey ~= &' [~J'~;;'°'~. 1T p 
BI U· [B--b-,A.- ~~~-iji]~ ~Marga&CH,lm'· $·%, 'i,~.;.•fConclilionalFcnnatos C.U lnsertDeeteFcr=L~cre,r Sort&F"tlld& 

- - -- ·Fclrmstti-,g· Tal:,I,• Slyl<!!I· • • • FUter·Select· 
FQM ~ Sly!.. ccB,. ~"-c__ ____ _ 

'" 

,, 
---··i 

; 
•: .,. ... ] 

/f-' -----~--~=~=~---~----7--~-"./,=,,--, -_ -_ -_P-f-"_ "_ "_ "_ "_ -_ "_ "_ "_ "_ "_ "_ --·=•1~=-''=·"'j·';.~'~-"::·~=':·='·•=·,.,::'·'::'·::?::'·,;':-::::·'::····::· ::·=· ::'·•'::·::···i· ======J••~~.e:jr"'.:.~11 
2, -.. ' 

,, -
9 ,T ... llllmebol:ISII 

.10rr...allouMld:l-
11.aAM1 
iz1....-is..,. 
li-

)•.-1 

·1,1 Sam:a 

16Toal~C.. ClklJ.ltign 

f11 ---Awn C.Dllalmn 
_,a P\ilodfrornPre-Ckisi Oicckliotcte1ab i ][ 
19 °""11ff<!Urofit _,o,..,_=~--1-------------------1--------'E :1 
·20 TOl:IIDupkm>nolhntflto(oos C4tllllllal ur 
21 FEW! leH(ID,e LDOall> Nledfro<D Odis,:QCLlll 

·221 ~ /1\&d~ Chedd",srQCr:111 • 
23 Lo,,bip Piilodlram Choalis!QCDII ,i 

.2:\ ~teFloodl lDoku Mtd"""' Oieddill.QCtab 
zs Nlodlr<nn cti.c!dotQCQlb L~;i -~±::======~~~~~ __ !--____ ..;1116!dl111m~CJ,eddo;t_Q1: __ \.!!> _____ ,__~.---------L".ij 

1-'_'__l_""'""''"'_l_:""'°".''"'.l.c'.'.::~"'g::""'~~_l__'"'"'."_'."""°'"'__l_."""""'_"_'."""°'"'__~-~~-~c,J~, J-!ll!!!!!i Mollie Holm i Cc - @ i !~ '~ 1 
~ -- -- -- -- -- EJlij Ill ~ -···---1·· ... ··-·---+ 80'i!, ! 

6.1.3.5 DOB Datasets 

The FEMA, SBA, and NFIP DOB checklists are reviewed for consistency with eGP. 

:;f----""'"'---~----"'C...---'---"<---""""""'---'l 

}l~amtJ~,-28: ~ Cll!Te'll_-nLUl>-'1: Code 
A t on :-~·IR ulreG El1M11111 i.;;I 

-

$!15,800.00 
5:18.800.00 
$:!1.S00.00 

·'°'O:Q-

,0.00 
_,1_•1.200.00 

,0.00 
- __ 5(1.~. 

-=-------~- '·" ' ' - "'' '" ' - = 
' , c I , ~ ._, I ~ , , 

W7i>47 

,, 
--1~ 

WW, 
1-3~, 

'""'' 13N, 
fai&fr 

""" 137_8'1~, 
137650• 
1·3™1, ,_, 
137653 
1~ 
1.~· 
1~, ,.~' 
1ffl!8! 
1·~-

" --------------

~- · ..... rg,,,,,.,,,c··c·· ·__cccc...cc_ccc;.,,,..cc··· 
X __ ".'. _-t '-~OMALVEAUXRD 

:0i24d,Ji\,f"2.'S,2,½,C.Y,'u~i',ii''7'.I ,';)g,;:.;,;c,:;,c;,:;;;1.?,-::i>[;:i.'!Po?:6.i!":Sii!l1 

205210NQ"-
1 ,2 HUSIOE Ma> ,7 
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~~M 
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2Q2FELICIEDR 
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If the information contained within the checklist mirrors the information on the GO screen, the 
file is approved and readied for final review. 

If the information contained within the checklist does not align with the information on the GO 
screen, the Peer Reviewer double checks the eligibility flag data [Age, Parish, FZ, LMI, Repairs 
Complete] and damage assessment values to determine the source of the discrepancy. 

• Should the discrepancy be resolved within the QC2 review, the file is approved for final 
review. 

• Should the discrepancy be the result of inconsistent data in eGP, the file is disapproved. 

6.1.3.6 Reporting 

Upon completion of the daily population, the Peer Reviewer sends the batch results to the Project 
Manager for final application approval/disapproval by 3 PM daily. 

Acct ID Applicant Name 
Elig Status 

Notes 
Hold/Disapproval 

123456 John Doe Disapproval No occupancy 

789102 Jane Smith Disapproval Grant Calculation 

6.1.4 Appeals QC Review 

Applicant files reaching the Award Acknowledgment phase can appeal program determination 
and award amount. As of 1/9/2018, applicant may only appeal through eGP; however, prior to 
that date, applicants could also appeal through a webform. Applicants may appeal for the 
following reasons, but may only appeal for each type one time: 

• Program Eligibility (PE) 
• Grant Calculation (GC) 
• Repair or Reimbursement Estimate (RR) 
• File Closure (FC) 
• Duplication of Benefits (DB) 

1. Appeals are flagged in the Assignment process notated in Section 6.7.2. and are 
automatically marked in the Daily Batch for Eligibility and Damage Assessment 
review; however, they are not included in the batch count or sample size. 

2. A full Eligibility review is performed utilizing the Exhibit 07 Eligibility OC 
Checklist eGP. In addition to the normal review, the Appeals tab is also completed. 

a. Completed checklists are saved in the Appeals folder in SharePoint. 
b. Results from reviews are noted in the OC2 Daily Batch SharePoint list. 

3. Regardless of Solution type or Appeal reason, a Damage Assessment review 1s 
performed on all appeals utilizing the Level I/Level 2 checklist methodology. 
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a. Results from reviews are noted in the OC2 Daily Batch SharePoint list. 
4. Based on results of the Eligibility and Damage Assessment reviews, a result will be 

populated for the Final QC Status in the SharePoint list. Appeals are treated as a 
separate batch; therefore, outcomes will not impact a batch passing or failing. 

a. Appeal - Approved 
b. Appeal - Disapproved 

5. Results of appeal reviews are discussed with the Appeals team and noted in eGP, 
selecting the appropriate Action and Pass Codes. The BPP TL will notate in the 
Transaction Log Comment either "Appeal-Approved" or "Appeal - Disapproved". 

Penalty letters may be issued for appeals for which TWG or HGA provided the initial 
Damage Assessment and the outcome of the appeal changes the grant award amount. 
Penalty letters may be issued to IEM for appeals containing eligibility errors. 

6.1.5 Damage Assessment (DA) QC Review 

The damage assessment methodology includes the following elements: 

I. Damage Assessment QC Review 
2. Level 1 Desk Review Assessment Level 2 Desk Review Assessment 
3. Change Order QC Desk Review 
4. Reconstruction QC Desk Review 
5. Field Monitoring 

Damage Assessment QC Desk Reviews are designed to perform the following: 

l. Audit files according to Restore Louisiana Program guidelines comparing repair 
scopes of work and cost estimates based on inspections created in Xactimate 
software. 

2. Audit Xactimate SOW projects created in Xactimate using Xactimate analysis 
software tools for outliers or any unreasonable specification found in the SOW. 

3. Audit all scope of work to ensure the dwellings meet a decent, safe, and sanitary 
condition and HUD Green Building Standard. 

Desk reviews are performed on two levels: 

• Properties with assessed. values that do not exceed prescribed thresholds 

• Properties that do not fall within other outlier categories receive more expedited [Level 1] 
desk review. 

Threshold compliance is determined based on the comparison of damage assessment value to 
estimates that were determined based on the maximum homeowner costs for properties that fall 
within certain square footage ranges and that have replaced all items in their home at or below 
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the given flood height. Properties that fall outside of the prescribed thresholds or that fall into 
other outlier categories receive a more comprehensive [Level 2] desk review. 

All reviews are evaluated for general items such as, but not limited to, the following: 

• Correct Name 

• Correct Address 

• Correct Price list 

• Correct Tax Rate 

• PDF and ESX files match 

• Sketch included 

Outliers include the following: 

• Damage assessments $1 00k and above 

• Homes 3,000 square feet and above 

• Homes identified for reconstruction 

• Damage assessments that exceed applicable matrix threshold 

• Duplexes, condos, townhomes 

6.1.5.1 Obtaining DA QC Assignments 

I. Assignments will be sent via email using information obtained from eGrants. The 
populated spreadsheet will indicate Applications prepared for review. 

2. The folder name for each file assignment is named after the Applicant's Account ID, and 
each file assignment folder is populated with .esx files and .pdf files from eGrants. 

Home 
Find/View Applications 

Welcome to eGrams2.X - Restore Louisiana Homeowner Assistance Program (RLHAP} Production Environment 

Vi 

Page 29 of63 

v.o 



Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

3. Enter the Account ID# (the unique six-digit number associated with each file, obtained 
from the daily Batch List) into the search box, then click "Search". Once the file opens, 
click the "Application" link under the "Application ID/ Report" tab. See below. 

Application Search Filters 

YO!I= u:se-anycombina5oo ofthe~~be!ow. ffr.otaS1J/lsare ! 
rewmed, you have entered da:S- /hst cannot tie frJund or you used s i 
a,m~ offi~ lhal returned no date. 

! Application ID 
Type in sny part of t~e Appl.ation ID 

... 
! . ___ ,.,_ -----------

. , ___ ) ShoWlng 1 to 1 of 1 entries 

.. ---

Account ID Appllc.)Uon ·- Survey "3m3ged 
• 

Tr;oe m a,,ypart of the A=nl ID JD/ Report IOI Respondent Residence 

- Report~ Name ' .....,. 
I 106038 . 

Survey ID 
Typ&in any partot/M Sur.-ey ID 

17000063.34 ; Watson, 
. 

~mi;IQ~;l:i;i; 3517 

I Applfcatl0n I - SlERllNG 
. 

DR : 
• 

,-- --
l _______ 

- --------

' 
~!&cc1i~ 

4. The "Application" pane opens and you will click "Attachments" at the top right of the 
form. See below. 

Application Report 

Application LO: 1700083157 

Applicant Information 

other Applicant Information 

other owner Information 

X 
. 

5. Once the "Attachments" pane opens scroll down and find the "Home Inspection 
Documents" section Click on the links for the documents. See below. 

~ ~-~-1~~~~-~~-~ts-~ 
106()38 SK?CHpdf 

1,06038 Rf:l~B.pdf 

106038 ECR pelf 

106038 DA CHECKLIST.pd..f 

. 106038.ESX 

. 03/06/2018 
14:43:19 

00/06/2018 
14:43·.12 

03,'0612018 

i 03/0612018 
14:42:45 

Everyone TOMMY MAGINNIS 

Everyone TOMMY MAGINNIS 

Everyone TOMMY MAGINNIS 

TOMMY MAGINNIS 

Everyone TOMMY MAGINNIS 
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6. Download ECR, REIMB, Esx files, and Checklist/Scope note and save the files in your 
QC folder in desktop. 

6.1.5.2 Start of DA QC Review 

The following steps are performed to start the DA QC review. 

I. Import the .esx file into the local installed version ofXactimate 28. 

2. Determine flood height and combined REIMB + ECR assessment value. 

3. Confirm the total area for the home. 

4. Compare the square footage and assessment value to the matrix to determine level of 

QC 

5. Determine if other outliers exist. 

6. Use the LI checklist if the values are below the acceptable threshold and no other 

outliers exist. 

7. See Methodology for outliers. Use the L2 checklist if the values exceed the 

acceptable threshold or other outliers do exist. Open the required DAQC checklist 

and enter the information regarding the review. The naming convention for the DA 

QC checklist is "Account ID DAQC". Enter the start time and date, reviewer name, 

file numbers, and the dollar amount totals for the REIMB and ECR estimates. Save 

the file. 

8. Review eGrant and verify applicant's information (Application ID, Name, Address) 

in Esx file, ECR and REIMB. 

9. Locate the summary data at the end of the Scope Of Work (SOW) portion of the PDF. 

10. Compare the PDF dollar amounts of the REIMB and ECR to the corresponding .esx 

dollar amounts. 

11. If the ESX and PDF sums vary, then the review is a fail; however, all remaining 

checklist steps should be completed to identify any other deficiencies that may exist. 

12. Use the Exhibit 07 DA QC Clarification document for the purpose of consulting the 

established definitions of the DA QC Checklist to facilitate the completion of 

Checklist criteria. 
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13. Start the review of the estimate. 

6.1.5.3 Completing the DA QC Review 

The completed review is documented on the DAQC Checklist. Ensure the form is completed in 
its entirety. Once completed, place the Checklist file in the Daily Batch Backup folder on 
SharePoint. The file batch results are consolidated into a spreadsheet and delivered to the BPP 
PM for reporting purposes. 

6.1.5.4 Completion of DA QC Checklist 

Review the following information to ensure the file is complete and accurate. The following list 
is meant to be a reference to follow to ensure the file DA QC review is complete and accurate: 

1. eGP is used to verify the Applicant data and the data matched accurately 
2. Any items listed on the DAQC Checklist as fails (along with scope findings and 

observations from a Level 2 QC review) are as objectively determined as possible 
(not your opinion) 

3. "DA Checklist" document is attached to the Xactimate file and is legible 

The Level 2 QC reviews may also be conducted at a higher sampling rate ranging from 25% to 
100% to provide confidence that quality requirements are being fulfilled. 100% reviews will be 
limited to initial ramp-up activities, smaller populations, data analytics, and specific populations 
based on risk. 

Change Order QC Desk Reviews are designed to perform the following: 

1. Include any repair work for unforeseen conditions 

2. Confirm any additional items for Mechanical, Electrical, Plumbing and HV AC work 
to meet local code compliance 

3. Waive any non-code related items if Applicant wants to waive items from applicant's 
scope of work 

Change Order QC reviews 

Change Order PDF and Esx files to verify the requested items are necessary to be added to the 
scope of work. Items related to foreseen condition are not eligible. Any additional items required 
to meet code compliance would be eligible. 

Deductive Change Order QC reviews 

Waiver Form, Change Order PDF and ECRF Esx files. Waiver Form should be signed by 
Applicant and contractor and listed with line item numbers and description. All waived items 
should be removed from ECRF or corrected as waived item. All items can be waived except 
code related items. 

After completion of QC, follow the steps as illustrated for Damage Assessment QC. 

Reconstruction QC Desk Reviews are determined by three categories: 
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2. Priced Out 
3. Unsafe to Enter 

Municipalities/Demolished: 
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1. Confirm in eGP that a Substantial Damage Letter was uploaded Or that photographic 
documentation shows that the original structure was demolished. 

No attachmer.ts lo displilj 

ffl, Suppofling Documents+ _ 

119252 Loan p~ygff.pdf 

119252 DOB Redl.JC'Jon 180222~ 

11$252 EslimaledTota1SquarffoojageofOtigi1131Structure.pdf 

1, 119252 Notice_of5ubstantia1Da!!!1!Jeletter L~ 

119252 Flo!ldClairnSum!!:0fY.pdf 

119252 AsbeslosRemovallnvoic~ 

"""'°" 16;53:15 

0202/20,S 

11:29:37 

01!29!2018 
16:45:24 

01/16/2018 
12:08:20 

12/28/2017 
15:54:04 

12/20/2017 
10:17:49 

12/20/2017 
10:17:34 

• X 

. .,,, .. TAI.ff SHOCKLEY 

Slalf TIMOTHY LAGUOI 

•.. ,,.,,,. REGINA GABILONDO - MARJA usv,s 

·-.. REGI~ GABILONDO 

•=- '. REGINA GABILONDO - REGINA GABI LONDO 

2. Confirm that the Square Foot (SQFT) calculation in eGP matches the Total SQFT 
calculation on the ECR PDF. 

Repair Information 

Solullon 1 SOlutlon 2 Sotutlon J 

Column Label Awan1Yalue Option Option Opt!oo 

Reimbursement Estimate S0.00 50.00 S0.00 

Reimbursement Estimate With Overttead $0.00 S0.00 S0.00 

Repair Estimate at Closing S0.00 50.00 S0.00 

cumulatlve Approvea Change oroerTotal S0.00 SO.OD S0.00 

Repair Estimate S0.00 $0.00 S0.00 

Repair Estlmate With OVerl'leacl ,0.00 SO.OD SO.DO 

Square Feet or Home T --~~:;;.·~-1 1,395,63- 1.395,63 

RetonstructiOn Estimate S105,859.14 $130,630.97 S108,859.14 

Percentage of RLHP Damage 0% .,. 0% 
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Grand Total Areas: 

53.83 SF Wolls 

1,395.63 SF Floor 
0.00 SFLoogWaU 

1,395.63 Flom A= 
215.33 Extcri..-W.UA= 

0.00 SurE,ccAm, 

0.00 To131Ridgd.coglh 

Priced Out: 

1,395.63 SF Cciling 
lSS.07 SYFlooring 

O.IJO SF Short Wall 

h.395.63 Tolal A= I 
16130 btcnor Pcnmctcrof 

w.ns 

0.00 NombcrofSquarcs 
OJJO T ol3l Hip I.cngd, 
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1,449.46 SFW.U,.ndCciling 
161.50 LFFloorPcrimeter 
161.50 IFCcil. Pcrimcta 

53.83 Interior Wall Ami 

0.00 Tolal Pcrim-Lcoglh 

1. Perform a DAQC Level 2 review to confirm the SOW and that the estimated damage 
amount exceeds 80% of the value of the home. (Value Calculation= Total SQFT x 
$78.00) 

2. Confirm SQFT calculation as identified above. 

Unsafe to Enter: 

1. Review Damage Assessor scope notes to confirm the assessor deemed the residence 
unsafe to enter. 

2. Notify the Field Monitoring Team to perform an inspection to verify the condition of 
the residence is unsafe to enter. 

Field Monitoring is designed to ensure that the inspectors are following the procedures 
illustrated in the Restore LA Homeowners Policy. 

Field Monitoring includes the following: Initial Inspection, Precon Inspection, R~construction 
Inspection, Progress Inspection, Final Inspection 

Obtaining Field Monitoring Assignments: 

Every Friday a list of all IEM, TWG, and HGA inspections (Initial damage assessments, Pre-con, 
Recon, Progress, and Final Inspections) for the following week will be compiled and a pre­
determined% will be pulled for review and assigned to the Field Monitoring team. 

Scheduling Field Monitoring: 

Monitors will take the following steps to schedule an appointment 

1. Open XactAnalysis and login to the appropriate contractor's portal 
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~ XactAnalysis· 
Accounts LOGOIJT 

HGA (matthewJoli.hga) 

IEM (ma1thewJ06) 

WorldorceGroup (matthew.ioli@restore-la.org) 

2. Enter the Applicant ID into the search field 

m. Advaoced Search I! Managemem / Activity Reports 

0 Getting Started 

(t CUSTOMIZE OPTIONS 

> 

> 

3. Confirm the appointment time in XactAnalysis has not changed from the time the 
schedule was compiled. 

4. Monitors are to contact the applicant 24 hours prior to the inspection to inform the 
homeowner that they will be present at the inspection to monitor the inspector for 
quality control purposes. 

5. The day of the inspection the Monitor is required to contact the Inspector on file in 
XactAnalysis to confirm that no changes have been made to the appointment and to 
exchange contact information in the event a change occurs prior to the intended time 
of inspection. 

! :w.~LITTON.TX.5 
! Projo<tu._ 
' unasslgn.,d 
1

---"" 

, Carrier 

• 
Sop16,2Dl7 

Sep 17,2017 
~ 19,1017 
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Arriving at the residence: 
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Monitors will take the following steps when arriving at the residence: 

l. Arrive 15 minutes prior to the indicated time for the inspection in XactAnalysis 
2. Contact the homeowner to inform them of their arrival. 
3. Remain outside until the Inspector arrives to document the time of arrival. 
4. Inform the Inspector of the purpose of the field visit and make sure they are wearing 

the required Restore-LA attire and ID Badge. 

Damage Assessment Monitoring: 

The following three categories will be observed to determine the quality of the inspection 

I. Applicant Interaction 
2. Damage Assessor's Execution 
3. Photographic documentation and sketch 

Completion of Field Monitoring: 

Upon completion of the Inspection, Monitors will submit the appropriate field monitoring 
checklist to the team lead within 24 hours of the inspection for review. The final Field 
Monitoring Checklist will be uploaded to SharePoint. 

RESTO~ External/State QC • Construction Monitor 

. .... 
RestoreLA Application Phases- Case Management.,. Departme 

Ubraries 0 Type N=e IT- Cil Change Orders 
BPP 

' 
Cil DA Coordination Meetings 

Construction Monitoring I 
Cil Dally Backup Files 

Project Management 

BPP Manager Oashboan:l 
Cii Damage Assessments 

QI lil~ll'1ii:i:li liib~ge On:ler 

Lists ICil Field Monitoring ~ 
calendar E:il Primary Resources 

T""°' ~ RECON_Sol1 

QC2 Daily Batdi. Clil REOON_Sol2 

Report Requests E:il Special Projects DAQC 

.. ··-···---··- ... -·· - --··- ····----~·-"··"-· ~ Master Data Set_3.5.16 
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6.2 Certified Resolved Files (Note: No longer certifying files as of 12/20/2017) 

Files previously sampled and disapproved based on Batch Reviews must be corrected by the 
contractor and resubmitted to Second QC Review and noted as "Certified Resolved" in the 
Transaction Log. These files are reviewed for the reason(s) for which the file initially failed and 
updated in the QC2 Daily Batch. 

• Batch Type - "Certified Resolved" 
• Update for "DA QC Status" and/or "Elig QC Status", as appropriate based on reasons 

file initially failed 
• If approved, notate "Final QC Status" as "Passed - Certified Resolution" 
• If disapproved, notate "Final QC Status" as "Disapproved" 

Update in eGP accordingly, notating "Pass" or "Return to I st Award", with 
appropriate Reason Codes. 

7 REPORTING AND FOLLOW-UP 

7.1 Program/Performance Monitoring 

As a result of monitoring reviews, one or more of the following conclusions may be reached: 

I. Performance was adequate or exemplary; 
2. There were significant achievements; 
3. There were concerns that need to be brought to the attention of the Contractor; 
4. Technical assistance was provided or is needed; and/or 
5. There were findings that require corrective actions. 

Project Associates should: 
I. Complete the Deficiencies and Recommendations Matrix (Exhibit 09) to summarize the 

results of the QA/monitoring review to facilitate discussions between the Project 
Associate, SPM, and Contractor. 

2. Documents results the test sheet/checklist to be issued to the Contractor describing the 
results - in sufficient detail - to clearly describe the areas that were covered and the 
basis for the conclusions. 

3. Draft memo to communicate the results of the monitoring review. 

In the event that findings or concerns are identified during the monitoring or quality reviews,# 
follow-up actions should be scheduled to address the progress of the proposed resolution of any. = 
areas of deficiency. ('; 

Additional information regarding the Deficiencies and Recommendation Matrix may be found in 
Section I I. 
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7.2 Eligibility/DA Monitoring 

7.2.1 Batch Processing (End of Day QC Results) 
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I. The QC2 Daily Batch SharePoint list should be updated by 2:00 pm each day for all 
testing activities. 

2. Upon completion of all updates QC reviews in the QC2 Daily Batch SP list, the BPP PM 
approves/disapproves all applications included in the day's batch in eGrants. 
Approvals/Disapprovals in eGrants should take place by 5 :30 pm each day. 

3. Error Rates 

a. If 5% or less of the sampled applications fail for a Solution, the applications that 
failed would be returned to IBM for correction through eGrants. The status would 
also be updated in the SharePoint list. The applications in the sample that passed 
and the remaining applications for that Solution would be approved in eGrants. 
Any applications not included in the test sample would be "Batch Approved". 

b. If greater than 5% and at least two (2) of the sampled applications fail for a 
Solution, any applications that passed would be approved in eGrants, but all 
remaining applications for that Solution would be returned to IBM through 
eGrants for further review and/or correction. The status would also be updated in 
the SP list. Any applications not included in the test sample would be "Batch 
Disapproved". 

c. Fails/Disapprovals apply to deficiencies in eligibility, calculation, verification of 
benefits (YOB) determinations, and damage assessment deficiencies. The State 
sets and reserves the right to adjust the threshold for failing application batches. 

4. Refer to the document located in the eGrants Batches folder for the appropriate 
comments to use for approvals or disapprovals: 

https://sharepoint.la.gov/restorela/OC/Shared%20Documents/eGrants%20Batches/Comm 
ents%20-%20eGrants%20Approvals-Disapproval.docx 

7.2.2 Batch Supplement 

1. In addition to the sample-based testing above, supplemental testing may also be 
performed of the daily batches to provide additional, data-based tests. The following 
procedures are performed: 

a. Use the daily Grant Information report. 

b. Filter for the Second QC Award Review in Progress status. 

c. Save the filtered applications to a separate tab. 

d. Perform a VLOOKUP of the filtered applications to the R4QA2 report used 
for the day's batch reviews, confirm a 100% match between the files and 
sampled apps. 
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e. Filter for "Crosses" within Ownership Determination and for "Not Owner" in 
Owner Value. Hide columns ifno exceptions are identified. 

f. Filter for "Crosses" within Occupant Determination and for "Not Occupant" in 
Occupant Value. Hide columns if no exceptions are identified. 

g. Perform the same testing for Residency and Geography. Hide columns if no 
exceptions are identified. 

h. Check In/Out of FZ against policy for correct Phase. In applies to Application 
Phases 2, 4, 5 & 6. Out applies to Application Phases 1, 3, 5 & 6. 2 & 4 are 
only in; 1 & 3 are only out. Hide columns if no exceptions are identified. 

1. Check Age & Disability together to confirm that applicants in Phases I or 2 
are either over 62, have "Yes" for disability or both. Hide columns if no 
exceptions are identified. 

J- Confirm that Phases I & 2 only include LMI applicants. 

k. Filter Flood Insurance Value to "Has Flood Insurance". Verify that a flood 
insurance value is included in the duplication of benefits (DOB) section for 
NFIP, NFIP ICC, or Private Insurance. 

I. Research any applications that have Zero values for NFIP Building, NFIP 
ICC, and Private Insurance. Filter by the column with the most zero values 
first. Copy to a separate tab for research. Hide the columns if no exceptions 
are identified. 

m. Confirm that applications with 100% Completed Repairs are only in Phases I, 
2 & 6 apply and that no applicants with only partial repairs completed and 
prospective work are in Phase 6. Hide columns if no exceptions are identified. 
Confirm existence of ECR waiver if repair amounts are identified. 

n. Check Storm Determination for crosses; secondary check; filter the Storm 
Value for anything other than March, August, or both. Hide columns if no 
exceptions are identified. 

o. Check Damage Determination for "Crosses"; secondary check: filter the 
Damage Value for anything other than "Major" or "Severe". Hide columns if 
no exceptions are identified. 

p. Check Structure Type Determination for "Crosses"; secondary check: filter 
Structure Type Value for blanks. DON'T HIDE COLUMNS. 

q. Check Top IO Parish Determination for crosses and confirm that none of the 
applications are in Phases 3 or 4. Hide columns if no exceptions are identified. 

r. Create separate tabs by category for any categories with exceptions. 

s. Filter the Structure Type Value by the individual types, phases, and solutions 
and confirm the accuracy of the award calculations. 
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t. Compare any exceptions to the sample listing provided by the BPP Team to 
confirm any that were in the test sample. 

u. Notify BPP PM of the exceptions for further research and potential inclusion 
in the day's disapprovals. 

v. Save the day's results to the Daily Batch Reviews folder on the Restore site. 

w. Log any noted exceptions in the Deficiencies and Recommendations Matrix. 

7.2.3 Daily and Weekly Status Reporting 

CR is responsible for tracking daily QAJQC eligibility and damage review activities and for 
providing daily reporting to Program Management. Daily activities are tracked in the OC2 Daily 
Batch list on SharePoint, and daily reporting is captured in daily batch reports - See Exhibits 15 
and 16. 

The following steps are completed for drafting and submitting daily batch reporting to the State: 

7.2.3.1 QC Batch Totals 

QC Action Total [Date! 

Total Batch 156 lstatus by Batch >Ol l, 1&3 ISol 2, 2&3 Sol3 
. 

Sample Size 39 lsample 10 20 9 

a. This report is provided at the end of each day and defines the working queue for 
the following day. 

b. Recipients: 

i. OCD/DRU Management, IEM Management, IEM Team Leads 
CR Personnel - if not sender 

ii. QA/QC Team Leads 
c. The details documenting how to obtain this information is outlined in Section 

6.1.1 Pulling a Batch Sample. 
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7.2.3.2 Batch Totals by Solutions 

Weekly Status Reporting 

Total Batch 189 171 " 391 9S " 90, 

Available Batch 189 171 ,, 
"' 90 " 899 

Sample " " 13 89 " " "' Solutlon 1 and 1 & 3 ' ' ' " Solution land 2 8, 3 " " 76 l8 " 102 
Solutlon3 ' " '""' " " 13 ., 

" " 
/10~7J%ow;;!~ \_ii~::::~.##~ ·:~P!JP·. _-lO~{i#i:; J/Jfifiiii/ ·:·wf,/Jjr/ :°}!J~~-: )':::~---
Total Batch O 395 "' 75 156 
Available Batch 
Sample 

Solutionland1&3 
Solution 2 and 2 & 3 
Solution3 
Totals 

Total Batch 

Sample 

Solution 1 and l & 3 
Solution 2 and 2 & 3 
Solutlon3 
Totals 

Total Batch 
Available Batch 
Sample 

"' 75 156 -; 

"' as 18 " 9S 

' " 10 -; 

" " 7 " S3 
0 " " " " 9S 

---- -~ ----
- -

-25 -96 "' -391 -as _,, 
0 ·S52 

-25 -96 "' -90 _,, 
0 

-11 •17 " 
. ., ·2' ·20 0 ·1'5 

" .. " -16 ·36 11 -76 -18 _,. 
-1'9 

-1 _, _, _, 0 ·• 
•ll -17 " 

_., _,. -20 0 

d. Log the daily batching totals into the Batch Totals by Solution_ Week of 
YYYYMMDD report. This report is used to track daily and week-over-week 
production totals. 

e. Create a new version of this report at the start of each week using the following 
steps: 

1. Copy the totals from the "Current Week" section to the Previous tab to 
populate the "Previous Week" section. 

l7l 22 ,. 947 

189 l7l 22 ,. 899 
49 45 13 89 20 240 

Solution 1 and 1 & 3 4 o 4 4 4 o 17 
Solution 2and2& 3 

Solution 3 
Totals 

42 43 ' 76 18 14 o 202 

3 2 3 ' 2 2 o 21 
49 45 13 " 24 20 o 240 

11. The "Weekly Change" section automatically calculates the day-over-day 
and week-over-week change as the "Current Week" section is completed. 

111. Update the weekly period within the Current and Previous week sections. 
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iv. This report is for internal tracking purposes but can also be provided to the 
SPM as requested or as part of Weekly Status Reporting. 

7.2.3.3 Sample Batch Totals by Day 

QCA<tian TDlalllV4 --$ 
TDlalllaldl 156 $ 2 951!1 Oli5 ,a 
sample-S"IZI! 39 $ 773.71533 
TDlal--

Review Date lD/3/>D17 j.;r . 

Row Labels [:_ Count of Aa:tlD s,;m of Total RlHP.~wnl 

Pree.on Pilot 

Soll.l/3 
Sol2.2/3 

8Batd,~ 

PremnPilat 
Sol2.2/3 
Sol3only 

8Batd,~ 

Soll.l/3 
8Disappro,ed 

Sol:1.1/3 
Sol3only 

Grand Total 

·eu.~~--~·since9~ 

IA$ ~ 
3 $ 1Dl,39UD 
4 $ 48,40U4 

7 $ 224.819.79 
33$ 7&l,34lll3 

6 $ 154.060.34 
22 $ 483,673.63 

5 $ US.Bllilfi 
24 $ 617,fAJSI. 

24 $ 617,640.32 

4 $ l3U!IL7.l 
3 $ 138,391.71 

1 $ 
75 $ 

Rowlabels Coi.intofApplD SumofTotalROfpAward 

9/Zl/>DJi 35" $ 795,433Jl5 

9/22/>Dl7; 1' $ -
. -. -- il.w.iii!i . ii $_ ..... 770,984.!B 

9/'15/1l1J7: Zl' $ SJ6,058.49 

9j11;/1l1J7: lll $ . . 234,295.07_ 
9(Elim' 2SCJ s 6,419,21l2.71 

9/11l/mK ii s s19,613.511 
9/29/1ln7' 54 $ . _ :1.413,DIS.77 
iiihiiiiil ·ws:-s 3,015.425.46 

--~lll/3/= 1l1J7: . 47 $ l.l311.()16.26 

Grand Total S61 $ 
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f. This report is provided at the end of each day following final confirmation of 
testing results and updates to the "Final QC Status" field in the QC2 Daily Batch 
list. This report provides the status and dollars associated with the reviews that 
were conducted during the day. A summary of errors associated with any 
disapprovals is also provided. 

g. Recipients: 
i. OCD/DRU Management, IEM Management, IEM Team Leads 

CR Personnel - if not sender 

1. QA/QC Team Leads 
h. Preparation: 

i. Open the previous day's Batch Totals for YYYYMMD report (located on 
the state's Portal • Project Management Team Library• QNQC 
Reporting • Daily Batch Reporting) and save a new report as the current 
date. 

11. Update the date in cells B2 and BS and clear the data in columns A 
through Sin the owssvr tab. (Leave the formulas in column T.) 
Navigate to the OC2 Daily Batch list on SharePoint. 

RESTOal.. ·s1g1bll;~Team •QC2Adlons, An Items-

• Re5larel,.A ApplatMmP!m...,.- 1·~-j;j;,~:·1· Departments• E:a:Nln>lll/:stateQC PGlicie:o __ ....... ~_•_-_· -"""""'--•-------~ 

Libraries O 'l'ille ~°'""' Aa::.IC Ap,,ID l\llp!antllilmc Slrum>n> -- T""'1RU11' ..... ro lid>"'• DAQC- O,,,QCeo,,,m.n, S~QC-
ll()SToslc~ 

C......:IRunol~•N! 
C.1-0oia 

STATE DATA2TS 

--~~ 

7-•-""~"' 
[)JJtS<t<ean..,,, 

8{17/71)17 ]g.ozos 17000;3!171 Pot""'" Si"'lh:,•Unit I,~ 
FcltM~ 5>7ucoo,-, 

B/17/;J'JI7 104263 1700033Sl"S .._ ... ,_ $,nlj~ ·~ -
II/J7r.:c,17 lll!i6<1C i1011<1]8Gr.J. Dd>r-.Allo- Sln,:,_1.-llnit l.3 -· l!/17n.Ot7 11113:\4 17000315D ~noolo ~lll'lit 2,3 

!-I""""" = 

$l].00 -,,.,. ~,,,,,_.., Total-~ ~ 
•-v•"l' .,/c.ona,<'M 
-~~ -= 

/;U,l;,i;.,;Q Yo,; O>uo-e<i -;.,,, -~ A~on,Vtil 
;c_,_ 

1v. Select List>Export to Excel to export the list 

~; ii;Sho,vTa1.a1,, -~ 3-...~Doll. ~-
v. Either save the file to your local drive or open it. 

Page 43 of63 

Jo 



Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

vi. Copy and paste values for the previous day's count and award dollar 
amount in the Cumulative Awards table at the bottom of the report. Insert 
a new row with the current day's date. In the "Count of App" column 
enter "=approvedcount"; in the "Sum of Total RLHP Award" column 
enter "=approveddol". Update the Grand Total formulas to include this 
new row. 

·---·--·-----·----------
38 ~awil~-~~~~ 
39 Rowlllbels CountofApplD SUmofTotalRUIPAward 
40 9/Zl/2m.i _________ as' $ 795,433.85 , 

41 9/22/2m.7 -------- 1; $ ------~ 
42 9/24/'2JJJ.7 ----· _______ 27 _ $ _ 
43 9/25/'1!J17 21: $ 
44 9/26/'2JJJ.7 . . . 10! $ 

45 9/27/'2JJJ.7 250i $ 

46 9/-,s/'2JJJ.7 - 111_$ 
47 9/29/'2JJJ.7'_ --~------54j $ ---
48 _ 10/2/'2JJJ.7 105 i S 
•• 10/3/2017 47! $ . 

!iO 10/4/'2JJJ.7 . 92, $ 
51 10/5/'2JJJ.7, _ - ,;rs ___ _ 

770,984.93 i 

516,058A9 t 

234,295.07 "! 
-· . 6,419,202.n L. 
----- .. 519,613.58 

1.413,045.77 J... ... 
3,015,425.46 !_ 

1,138,016.26 ! 

1,837,055.40 [~. 

1,104,040.44 • _ 

52 _10/6/'2JJJ.7 ·--·---·-·· 78! $ 1,701,694.75_: __ 
53 10/7/2017 _____________ 53; $ -

54 10/8/'2JJJ.7 _ 35; $ .. 

55 10/9/'2JJJ.7'_ . __ 6( $ 

56 . ____ 10/10/'2JJJ.T______ 11•: $ 
57 _ 10/ll/'21Jli ---- 136' $ __ 
58 10/12/2017 

818.,244.68 : 

738,917.67 I 
1,480,871.75 L 

_ 3,011,507.01 . 

3,49_3,000.82 ' 

59 Grand Total llB7 $ 29,007 ,408,64 

60 

vii. Copy the information exported from the QC2 Daily Batch list ( columns A 
through S) to the owssvr tab in the Batch Totals for YYYYMMDD 
spreadsheet. Adjust the formula in column T to only calculate for rows 
with data.) This will be the working tab. 

viii. Verify the counts and dollar amounts for the "Total Batch" and 
"Sample Size" on the Reporting tab match the original batch total that ~ 
was provided at the end of the previous day. If not determine why the f 
total changed. 

IX. Select a field within the QC Status / Batch PivotTable to activate the pivot 
options. 

x. Select Pivot Table Tools>Refresh>Refresh 
1. Do Not Select "Refresh All" 

x1. Verify the "Review Date" within the PivotTable shows the current date. 
xu. On the owssvr tab, filter the "Final QC Status" column for "Disapproved" 

to identify details of any errors or rejected files. 
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x111. Add general summaries to the "Summary of Errors for MM/DDNYYY" 
section of the report, as applicable. (These rows may be hidden if there 
were not any files disapproved.) 

1. Updates all dates within the report as required. 
j. Save the report. 
k. Circulate the report for internal review. 
I. Finalize and distribute the report to the required recipients. 

i. Copy the report contents into the body of an email. 
m. Upload a copy of the report to the state's Portal • Project Management Team 

Library• QA/QC Reporting • Daily Batch Reporting. 
n. Approve/Disapprove applications in eGrants. See SOP for guidance. 
o. Prepare and submit QC Batch Totals. 
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The follow diagrams provide an overview of the process. Detailed procedures are also provided 
below. 

lEM Deliverables 

0 cp 
:. .. 70~ 
! 
o; 

!:i!:YIDH<!rmit1:ll!z!I 

"""''"-I-, - _., H ) -- - '"" - --- """" 
t I t 

"t I 
SUbnllllOSla1-.. , __ 

tlltff and submit'° 

--~ 
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!:I 
... ......,....., 

~ 
SUbn-ftlCI IEM 

;§ 
_, 

'T 
_,. -----< "" -----j ~IOIEM 

submit Dl!l~e Rap,,,,d lo PeniitV :. )-. \'i~SharePcilnt - f--

"' "" ....... I<-
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TWG & HGA Deliverables 

8.1 

'""' 

-oou ... ,ablo 

OraftPll,\alty 
U<IW"llt.Sllltmit 
ll>DACO"'ractor ~-

11o>por,d11>Pl!"'ltr -· fl'2/to,m/3buol1>t01 -
Eligibility/DA QC Penalty Letters 

OCD/DRU 
Flrw,,,. 
Penalty -~ ·-

F~tePe...rty 
Ltner.and 

1>1brnlttooaJ/ 
IIJIUFl>w ... 

"' 
Olspu,. 

Rtc1<'••cl1 

" 

'" 

"'°'"-dl5p,.,te/ 
Coon:llftll!awlth -­_.., 

Prior to making an award, the Progrilm is responsible for reviewing each applicant file to verify 
that all information is complete, applicant eligibility is verified, and all benefit calculations are 
correct. A $500 penalty is assessed to IEM for each rejected file per the contract, Attachment IV, 
Service Level Deliverables and Performance Measures, Task 13. A $300 penalty is assessed to 
TWG and HGA for each rejected file that contains an error due to the home inspection. CR is 
responsible for drafting penalty letters and submitting them to the SPM for approval. Penalty 
letters are drafted based on the results of the previous day's batch reviews. 

8.2 Drafting Eligibility/DA QC Penalty Letters 

The following steps are completed for drafting penalty letters: 

I. Review QC2 Actions list under Case Management>Eligibility Team to verify completion 
of batch testing. 

2. Filter by Review Date, Sample [Yes], and Final QC Status [Disapproved]. 
3. If any of the applications tested have a final status of "Disapproved", a penalty letter is 

required. 
4. Export, filter and print the list, as necessary. [This step is not required but may help in 

managing the process.] 
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5. A separate penalty letter is required for each disapproved application. Penalty letters do 
not apply to applications that are "Batch Disapproved", only those that are tested as part 
of the sample. 

6. The following templates are used: 
a. Exhibit 13 - IEM Penalty Letter Template 
b. · Exhibit 13a - TWG Penalty Letter Template 
c. Exhibit 13b - HGA Penalty Letter Template 

7. The previous day's letter can also be used as the starting point for repetitive issues. 
8. Create a folder for each day on the CR SharePoint site under 04-Business Process­

Policy>Penalty Letters. 
9. Save letters using the following naming convention: [Date] Rejected File Acct [Elig or 

DA] [Issue Title].Account ID (i.e., 9-12-2017 Rejected File Acct Elig Damage 
Threshold.158044) 

I 0. Update the following information within each letter: 
a. Batch Date 
b. Account ID 
c. Applicant's Name 
d. Issue 
e. Issue Description within "Reason for Rejection" 

11. Upon drafting and saving the letter(s) to the required folder, notify the PM [and any other 
required party] that the letters are ready for final QC prior to submitting them to the 
contractor and to the State. 

8.3 Penalty Letter QC 

I. Reconcile the letters to the disapproved applications in the QC2 Actions List to verify 
that all required disapprovals are accounted for. 

a. Penalty Letters will not be submitted for $0 Files where the disapproval error does 
not positively impact the award amount 

2. On State SharePoint site, navigate to External/State QC>BPP>Penalty Letters>Batch 
Letters. 

3. Perform the following actions for each required folder: 
a. Open each letter in Edit mode. 
b. Export a copy of the QC2 Actions List and filter for the date(s) under review. 
c. Filter the final status for all disapproved applications [NOT BATCH 

DISAPPROVED]. It may help to print the list if you don't have a second screen. 
Use this export to document the results of the review. 

d. Using the list, confirm that the following are correct: 
i. Batch Date [ equals Review Date in QC2 Actions List] 
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ii. Account ID 
iii. Applicant's Name 
1v. Issue - Should be a general description that addresses the reason for the 

Eligibility and/or Damage Assessment disapproval. 
I. If incorrect, identify for further review and potential correction. 

v. Reason for Rejection - Should be a general description that addresses the 
reason for the Eligibility and/or Damage Assessment disapproval. 

1. If incorrect, identify for further review and potential correction. 
4. Save any changes and PDF the letter. 
5. Once the letters are approved, submit to the DA Contractor 

a. IEM - Upload Penalty Letters to Deficiency Letters folder: Program 
Administration>Program Deliverables>Deficiency Letters. Email IEM staff with 
notification of upload and reminder of72-hour response timeframe 

b. TWG/HGA- Submit Penalty Letters via email to appropriate contractor staff 
with reminder of 72-hour response timeframe. PDF Letters should be upload to 
State Site>Deliverable/Performance Monitoimg 

6. All DA Contractors have 72 hours (3 business days) to respond to dispute the findings. 
7. If the DA Contractor does not submit a formal, written dispute within 72 hours, submit 

the letters to the state. 

8.4 Other penalties 

In addition to Eligibility/DA Monitiomg, penalties are applicable to those deliverables listed in 
Attachment IV ofIEM's contract and Attachment III of the TWG and HGA contracts. 

I. If a penalty is calculated while performing monitoring activities, a penalty letter will be 
drafted and submitted to the State. 

2. Upon approval of the draft penalty letter from the State, the letter will be forwarded to 
the Damage Assesment Contractor for feedback. 

3. All DA Contractor will have 72 hours (3 business days) to dispute the findings. 
4. If the DA Contractor does not submit a formal, written dispute within 72 hours, submit 

the Final Letter to the State for processing. 

8.5 Submitting Letters to State 

Upon finalizing penalty letters, the letters should be saved to the State SharePoint site for 
approval by Finance and the SPM. Complete the following actions in SharePoint: 

I. Navigate the the State Only> Deliverables/Performance Monitoring/Contractor 
Deliverables site. 

2. Select "Add New Item" to create an item. 
3. Enter: Date submitted to OCD Finance 
4. Select: Contractor Name 
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5. Enter: Application ID (multiple may be necessary for weekly batch letters) 
6. Enter: Reporting Period 
7. Select: Deliverable 
8. Enter: Date Letter Delivered to Contractor 
9. Enter: Penalty Amount 
I 0. Add the issue description to the Comments field. 
11. Attach a copy of the letter and save the item. Zip files may be attached for batch letters. 

61 m !o i "' 
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9 QUALITY MANAGEMENT 

Reporting extracts are pulled out of the QC2 list and analyzed as a part of quality assurance. The 
list is monitored on a daily and weekly basis to confirm full and accurate completion of required 
fields and to identify required follow up activities. The QC staff is notified of any required 
corrective action, and periodic reminders are communicated to ensure continued improvement 
and consistency. 

OC2 Daily Batch List 

9.1 Daily Updates 

Upon competing sample reviews, the QC staff is required to update the QC2 Daily Batch 
SharePoint list to document the status of the review and add any relevant comments. QC2 Daily 
Batch is located on the External/State QC site at this location: OC2 Daily Batch 

The following fields should be updated by the QC staff for completed reviews: 

Damage Assessment Reviews: 
• DA QC Status 
• DA QC Comments 

EligibilityNOB/Calculation Reviews: 
• ELIG QC Status 
• ELIG Assigned 
• ELIG QC Comments 

The BPP PM (or designee) verifies the accuracy and completion of the DA and ELIG status 
fields and the inclusion of comments for any applications that were approved with concerns or 
disapproved. The BPP PM completes the following fields: 

• Final QC Status [based on combined DA and ELIG determinations] 
• eGrants Updates [upon approving/disapproving batch in eGrants] 

Note: The IEM staff completes the following fields: 
• IEM Clear [ confirms resolution of disapproval, as applicable] 

Once the daily processing is complete, the BPP PM ( or designee ), copies the rows into the 
cumulative QC2 Actions list on the Case Management/Eligibility Team SharePoint site, at this 
location: OC2 Actions 

1. Open the QC2 Actions List from one tab in IE and QC Daily Batch from another; Go to 
List, Dataset View on both lists 

a. From QC Daily Batch, click in the Title cell on the first row and highlight over to 
the Batch column, then highlight down to the last row; then select Copy 
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b. From the QC2 Actions list, click in the first available blank row at the bottom of 
the dataset and Paste the rows in (If you get an error, say no and don't paste them 
in; the field settings must be identical between QC Daily Batch and QC2 Actions, 
so an error means a field setting may have been changed in one of the lists) 

9.2 Weekly Reviews 

On a weekly basis, the BPP PM (or designee) performs a review of the SP list to identify any 
errors and omissions and any required follow up actions. 

When performing a quality review: 

I. Export a copy of the SP list: List>Export to Excel. 

2. Save the file as Tracker QC YYYYMMDD. 

3. Filter the following columns to identify blank cells: 

a. Review Date 
b. Acct ID 
C. App ID 
d. Applicant Name 
e. Structure 
f. Solution 
g. Total RLHP Award 

4. If blanks are identified, research eGrants to confirm the missing information and update 
the list. 

5. Review the IEM status fields to identify any applications that were disapproved and 
remain in a disapproved status for more than 30 days. 

6. Pull an eGrants Application Distribution export to verify the status of any applications 
that remain in disapproved status for more than 30 days. 

7. If the application is still in IEM' s queue, no action is required. 

8. If the application is in the L2 QA or a later queue (meaning IEM has pushed back the 
application), update the "clear" status and comments field(s) in the SP list and notify IEM 
of the updates. 

9.3 Post-Closing 

I. On a periodic basis, export the SharePoint list and filter all applications with an 
Eligibility Status of "Approved with Concerns" and a Final Status of "Approved". 

2. Exclude any applications that were included in previous post-closing reviews. 
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3. Open eGP and Export an Application Distribution list [ or select 
Surveys/Applications>Applications>Process Applications to export a list of applications 
that have passed the closing status]. 

Appliardloll o..triblJlioo Deialls 

NOFA : 2017 R"10R l.ouisia"" ~ ~ Pn,gf1m [RLHAPJ Gr.111l Opporrunlly 

~1-1~ 

""""''"' 
. 1700028769 

--Level I QC In Ptcg,ess --
4. Add an "eGP Status" field to the SP List export. 

5. Convert the "App ID" field to numbers. 

.:, CrRl:dlan c:u .. 

Raya! Brooks Sr 

6. Perform a VLOOKUP of the App ID in the SP List to the Application ID in the 
Application Distribution List [ or other post-closing application export] to identify 
applications that were "Approved with Concerns" and have passed the closing. 

7. Isolate these applications for review. 

8. Complete the post-closing tabs for all of the applications identified for review. 

9. Verify completion of any items identified for resolution prior to closing. 

10. Document any areas of deficiency for follow up with IEM. 

Environmental Review OC 
1. The BPP PM exports the application batch out of eGP [ or works with Reporting Team to 

pull ERR extract]. 

2. Save copy of export and sample selection to the Construction Monitoring>Environmental 
Reviews folder on the State SharePoint site. 

3. Save the file using the following naming convention: ERR Sample YYYYMMDD. 

4. Create a review folder using the following format: YYYYMMDD Reviews. 

5. The BPP and Construction PMs coordinate to assign reviews to staff by notating in the 
export on the State SharePoint. 

6. The Project Associate/Construction Monitor reviews are completed using Exhibit 07 Site 
Specific ERR QC Checklist found on the State SharePoint 
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7. The Project Associates/Construction Monitors document results in the summary section 
on the General Info tab of the Exhibit 07 ERR QC Checklist and notate any follow up 
actions in the ERR QC Tracker. 

8. The Exhibit 07 ERR QC Checklist should be stored in the Construction 
Monitoring>Environmental Reviews> [Associated YYYYMMDD Reviews] folder upon 
completion. 

9. The results are communicated to the SPM on a weekly basis and the IEM Environmental 
Review Team if deficiencies or follow-up actions are identified. 

ERR Review Procedures 

I. Upon assignment, save copy of ERR QC Checklist to the Review folder usmg the 
following format: Site Specific ERR.[Reviewer Initials] [Account ID]. 

2. The checklist template is located in the Construction Monitoring>Environmental 
Reviews folder on the State SharePoint site. 

3. Select Library from the SharePoint ribbon. (Note: If the "Library" menu doesn't appear, 
click in the general area of the files and folders and it should appear.) 

~ ~ ~ ~=~:::- ~ ;:::.: ~~. ~. Q. ! ~ ~~! ~101=~~::- '~~ ::tf; i-~ ;;! ~ ~ 
~ ....... - ·il-D>I> Vie,, IJil~I.I> • ~'"9,, > I.W< ..... ...., ~ 0,W,-:-~1 Poi,,;. Lim,y SO.p Sc!:l,.g<_=sm..r,-

v-rom-"" ~ -y- Sti=.!I.TrWI. c,,.,,,, .. u: ~ll=y -~ 

4. Select Open with Explorer. 

7f7/201712:1G PM 

7hW179'45~ 

5. Click "Allow" to the popup and enter your login credentials, if applicable. 
[Restore\firstname.lastname] & password. 

6. Right-click the file and select Copy. 

7. Navigate to the required review folder where you would like to paste the file. 

8. Right-click within the folder and select paste. 

9. Select the down arrow and "Edit Properties] to change the file name. 
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0 Environrr,.ental Rr.iews • All- X 

i';SJ ,o,..'' @eamert1'1~ ~;-~r,: ~IC JAj~&ai 
~ Cffi«- ~~-e,,pi,,.,,.. 

C-u,m&:f:rlx,,'; 

OooslnlcbDr>NGritDril:lg T,., .. .,. -~ 
MyRe,,i,ewq.,_. • D tl_""'-"""-~-•-"-"-~~••_,=_oc~°"-"""-· -•~------------~-------·-- --f.;1Edit~ I__ 

VminBn>faer 

(£1-~-~.~~--

)< ..... 

10. Name the checklist using the required naming convention and click Save. 

....,. 
X l.x1sx-

11. Open the review checklist. 

12. Enable Editing/Edit Workbook. 

j @ Ssftl".Rmd-Ody This wortboolCwas opened from a server in rud-ont, mode. j Elfd:Worlcboot: 

13. Check out the file using File>Manage Versions>Check Out. 
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lid p; ,t ;x 
Homo Insert Pig• Layout ....... u .. , Datt R~...- View OM:IOp<r Ada-w .:.crobll: GoFil<Room 

-.... --·-

Information about ERR Sample 20170705 
htlp&/~~<=Doancnts.(19• Dcillffllbk:s~~-

C) 
I Edit i 
i Wcnboak i 

Ii' 
: Pr,:tm ! 

L!.._'1fltcol:• l 

' 

@ 
I Ol«tfcr I L-·, 

s..rvtt Rud-Only 
TI»soocrtbool:w•o~!,c,m •=m~,....i;,,. 

Parnmian:, 
N,pre.tanOp<,\copy.ondcha<,gt...,.pldoflhis:worfiboclr. 

~ fDr Sharing 
ll<lcrestwiftgthi<R,,_b,,--ir.•....i:.im: 

lloalfflentp,operlies,doalmerit<er\lelp,o,pe,ti,,s...-'lttype~ 
ondllllthoi'•-

""""---'""""'--CGnlenttlllll peaple:Mtt cisabilitie<find difliaallu.,-t 

Vedons and Cha Out 

~ Tadoy,10:11».lf,,,ha,Idooalwittiout..vmgl 

,.,;\ r..ei~~--~e,,.,;,,;li>, 
·J::'.l ,:~e<J<ro,,.,,,...,,,,oc,,;,woit;,1,11:~o 

14. Login to eGrants Plus (eGP) using your Restore credentials. 

Please enter your user name and pass.vord. 

Help 

ROd'lell.COTttngllam@feSlore-Ja.O~-- ..... -··--·-·- - ........ ".i,'' 

MHiihi 
CDck here if you have forgotten your password 

15. Two options exist for locating the ERRs. If you don't have the Application ID, select 
Surveys/Applications>Surveys>FindNiew Surveys. 

!JI eGrantsP/us 

Applications Process Surveys 

1tff0h1E l!i.My lnbcx Log In As Respondent 

16. Search for the homeowner by the Damaged Address. 

,,/;,." 
~, 
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Respondent Name 
T,;,einaoypa,tdtf>#~11!0$i.narM 

Damaged Address 
Type;,, a,:,y patta!tna damaglld pn;f»'ty smKil i,dam,; 

Damaged Structure Parish 

Phase Ellgibility 

m:11111 
SUrvey Stab.ls Scorecard 

Restore Louisiana (RESTORE) 
Quality Management SOP 

Quality Management 

17. Review search results to locate the required homeowner. 

18. To search by Application ID, select Applications 

19. Enter Application ID. 

, AppUcatlon search Filters 

Yi:11,an"""""J'""".bnla/.olol/llt_,.,,,.,.bt/.,..." 
:oorasib-lN/mad;yoollo..,.,,,,,,ltddmih<IIOAOnd 
,i,,,r..u.1or,..,rJJWd•°"""'"""""'afM.,,,ltud.rolllt,,ao 

i"'"""' 

[Applicant Lut Name 
:r-;,,.,y/>fflofb~•lelmimo 

Damaglllil Addl"$S& 

T;;,oM""fpotlall:'>omll'->ped~-•-

Phau :s.J«:llflo,,,_....,11,.~-
: s ..... ~Pftoo<) --20. You also have the option to search by the Applicant Last Name or Damaged Address. 
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- -- -- ir.1tl: 

tlil eGrantsP/us I ~-· I •1~- i - I ooo,nc~~Tml'>H.uol .;.;,m "Ill .._,wn«I .._ 

IC:l~lmaic::::::::c:111:13 ---
· Application search Flltet's 

·:,~ 

-
~1ID1ot1er>ll'iOS 

. .....,. ..... ~--
22. The system should return the applicant data. 

--"" . 
23. From either the Survey View or Application View, select the Survey ID. 

Survey Report 
Notes I Attacllrmmts I 

24. The system should return the Survey Report. 

25. Select "Attachments" 

File Name (Hover t:Net:10 see comments) -
No attachmerits to displa-J 

Iii Letters+ 

No attachments to display 
1§11 Memo+ 

No attachments to display 

f.1 Environmental Review 

ffl Envi'.°n_~~I ~ ~-

31.)00 dul:)uiSSOflJRR-pdf 

rrn f'r•~---:• .~-----L>-" 

:-,--: --• 

26. The system should return all attached documents, including the Environmental Review. 

27. Verify that a PDF of the ERR has been uploaded and that the tabular data has been 
imported. Both actions are required for the ERR to be considered "Complete". 

28. Select the Environmental Review attachment to open the ERR. 
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29. A PDF of the report should appear on the bottom left of your screen. 

30. Select the PDF to open it. 

31. Complete the General Info tab of the ERR QC Checklist through Zip Code. 

32. Complete the Checklist tab of the ERR QC Checklist. Note when completing the 
checklist, "Follow-up Required." May appear, depending on responses entered. 

33. Upon completing the checklist, enter the QC Complete Date and enter any comments in 
the Summary of Results text box of the General Info tab. 

34. Submit the checklist to the assigned PM for review and approval or notify the PM when a 
batch of checklists is complete. [Interim: Update ERR QC Tracker and notify PM of 
checklist completion] 

35. Review folder to which PDFs were automatically downloaded from eGP and delete any 
ERR or other applicant files from your computer. 

36. As follow-up items are resolved, complete the "Resolution Date" field in the ERR QC 
Checklist on the "Checklist" tab. Enter a brief description of the resolution in the 
"Comments" field. 

37. Once all items for a particular ERR are resolved, the ERR QC Tracker can be updated 
with a final resolution date. 
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Any technical assistance needs identified during the completion of QC or monitoring reviews 
should be documented within the checklist and tracker for further action, as necessary. 
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11 DEFICIENCIES AND RECOMMENDATIONS MATRIX 

As monitoring reviews are completed, the Project Associate should update results in the 
Monitoring Checklist. If findings, concerns or observations are noted, these areas of deficiency 
and the associated recommendations should be documented in the Deficiencies and 
Recommendations Matrix. 

Findings are defined as areas of non-compliance that relate to eligibility, calculation, damage 
assessment results, and other process areas where the deficiencies are significant enough to 
require resolution prior to QA approval and/or immediate corrective action. Concerns are areas 
of deficiency that require resolution prior to applicants completing the closing process for 
homeowner grant awards but where Submission to Award Acknowledgement is permitted. This 
is viewed as a conditional approval that requires post-closing verification of issue resolution. 
Observations relate to recommended improvements in process effectiveness and efficiency but 
where corrective actions are not required. 

• Exhibit 08 - Monitoring Checklist 
• Exhibit 09 - Deficiencies and Recommendations Matrix 

• 
11.1 Matrix Fields 

I. Review Deficiencies and Recommendations sections for completeness, as required: 

OCMRLog 

a. QC/Monitoring Review Ref 
b. Deficiency 
c. Deficiency Type 
d. Status 
e. Date Closed 
f. Resolution 

Obs and Rec Log 

g. App/Account ID 
h. Process Area 
1. Deficiency 
J- Recommendation 

1. Implemented 
11. Partially Implemented 

111. In Process 
iv. Not Implemented 
v. TBD/NA 

k. Comments 
I. Checklist Reference 
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m. Period Reported 
n. Status 
o. Date Closed 
p. Resolution 
q. Author 

Summary 

~ ~ ~ ~ 

RECOMMENDATIONSSI.JMMARV ... 

Total Implemented Recommendations 

Total Partially Implemented 

Total In Process 

Total Not Implemented 

Total TBD/NA 

Total Deficiencies 

11.2 Additional Checks 

0 

0 

0 

0 

0 

0 

Restore Louisiana (RESTORE) 
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. QCMR St.JMMARV 

Total Open 0 

Total Closed 0 

Total Deficiencies 0 

Perform the following final checks prior to approving the QC/monitoring results. 

I. Make sure the file name and the matrix name follow required naming conventions. 

2. Run a final spell check. 

3. Save any changes. 

4. If any changes were made to the checklist or matrix, send the review back to the Project 
Associate/Construction Monitor to review and accept the changes. 

11.2.1 Pre-submission of Reporting Results 

Monitoring results are reported to OCD-DRU on a monthly basis, or as requested. The BPP# 
Project Manager and Program Manager should perform a final review of the report prior to /JI.~ 
submission to the SPM. {Y"' \f 
11.2.2 Email Standards for Communications with IEM Personnel 

Emails should be used in all requests and general communications with IEM personnel. Using 
email helps to maintain a record of all communications. The email Subject Line should reference 
document requested or relevant topic area. The same email string should be used for follow-up 
requests/communications. 
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This standardized format will provide consistency in communications to IEM personnel and 
should also allow for easier reference and searches within their respective email systems. 

Copy the associated Project Manager on all IEM correspondence. 

11.3 Follow Up 

Project Associates are responsible for reviewing IEM responses to recommended actions, to 
determine whether the recommendation was fully implemented. Recommended courses of action 
include the following: 

1. Follow up by email when a response is not received by the response deadline or within 30 
days of communicating results. 

2. Follow up by email when recommendations are not fully implemented, unless agreement 
was reached with OCD-DRU that full implementation is not required. 

3. Close out the deficiency and update the tracker when a recommendation is fully 
implemented. 

11.4 Archive 

Once reviews are completed with no deficiencies or once recommendations are fully 
implemented, the review is moved to a final [archive] status. 

11.5 Resources 
.. 

Exhibit/ Attachment Topic . 

Exhibit 07 [Process Area] QC Checklist 

Exhibit 08 Contract Compliance Checklist 

Exhibit 08 Regulatory Compliance Checklist 

Exhibit 09 Deficiencies and Recommendations Matrix 
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APPLICANT INFORMATION 

Property Owner Information 

Name: 
Contac~t-;;P:::ers=o=n:-;: a='----~ 
Preferred Communication Mode: 3 

Email: 
Cell Ph•o-n-e:,======l 

PROPERTY INFO 

1. Damaged Property Address 

2. Unit Number 

3. City 

4. State 

5. US Virgin Island 

6. US Virgin Island Sub--Oistrict 

7. Zip Code 

Address: 

8. What type of home are you registering? 

Application Status: Closeout 
Reviewer Queue 

v-0 



9. Do you rent or own your home? Own 

1 o. Is this your primary residence, where you live more than six months out of Yes (Primary) 
the year? 

11. Were all property owners living at the residence when your home was Yes 
damaged? If not, provide the co-owner's name that was not residing at the 
property. 

12. Co--Owner's Last Name 

13. Co-Owner's First Name 

14. Co-Owner's Middle Name 

15. During which hurricane did your property sustain damage? 

16. What type of damage occurred? Check all that apply. 

17. If Other, please provide type of damage occurred? 

18. Are you currently without essential utmties such as electricity or water? 

19. Where are you currently living or staying? 

20. Outreach Initiative: 

Hurricane Maria (Sep 19, 2017) 

Flood. Hurrtcane/HaiVWind Driven 
Rain 

No 

J-0 



INSURANCE INFO 

1. Have you registered with FEMA for individual assitance? No 

2. If yes, please provide your FEMA Registration Number. 

3. Have you received any assistance under the U.S. Army Corps of Engineer's No 
Operation Blue Roof Program? 

4. Have you received any assistance under the U.S. Virgin Island's Tarping No 
Program? 

5. If you have received assistance under one of the roofing tarp programs, what Not Applicable 
is the current effectiveness of the tarp that was installed? 

6. Are any members of the household elderly (age 65 or older)? Yes 

7 . .Are any members of the household disabled? No 

8. Are any members of the household under 6 years of age? No 

9. Do any members of the household have special needs and/or require physical No 
modifications to the damaged property? 

10. How many total household members reside in the home? • 
11. Do you currently have electricity working in your home? 

u-o 



12. Is there currently a functioning uUlity electrical meter for your home? 
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Emergency Home Repairs VI 

FEMA Sheltering and Temporary Essential Power (STEP) 
Program Participation Agreement 

AGREEMENT TO PARTICIPATE AND IMPACT ON OTHER FEMA ASSISTANCE 

Sheltering & Temporary Essential Power (STEP) assistance, is provided to enable disaster 
survivors to return to their homes to avoid the need for temporary housing or sheltering (e.g., 
commercial lodging such as hotels and motels, public shelters. and friends or family). 
Participation in the STEP program does not impact your eligibility for repair, replacemen~ or 
permanent or semi-permanent housing construction assistance under the Individual and 
Households Programs. However, participants will no longer be eligible for Transitional Sheltering 
Assistance and may no longer be eligible to receive an MHU, travel trailer, or other direct housing 
assistance under section 408 of the Robert T. Stafford Disaster Relief and Emergency Assistance 
Act 

I am choosing to participate in the STEP program and I understand that my participation in the 
STEP program may impact my eligibility for other FEMA assistance. 
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Proof of Primary Residency 
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Proof of Homeownership 
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Emergency Home Repairs VI 

Right of Entry Permit 



Please use ballpoint or roller ball pens and print clearly 

For FEMA/Statellocal/Triball Use Only: 
ROE No.: Age of Structure: __ _ 
GPS Location: Long: _____ Lat: _____ _ 
Remarks: _________________________ _ 

RIGHT-OF-ENTRY PERMIT 

. 

The undersigned, ("Owner"), hereby unconditionally authorizes the City/Borough/County in which the above property is 
located (City/Borough/County), the State in which the above property is located (State), tribal governments, the United 
States of America including the Federal Emergency Management Agency (FEMA), and participating Voluntary 
Organizations Active in Disaster (VOAD), and their respective assigns, employees, agents, and contractors (collectively, 
with FEMA, the" Assistance Providers") to have the right of access and to enter in and onto the property described above for 
the purpose of performing inspections and/or emergency protective measures resulting from Hurricanes Inna & Maria at no 
expense to Owner for pwposes of participating in the Emergency Home Repairs Virgin Islands (EHRVl) ProjecL . 

It is fully understood that this Right of Entry Permit (ROE) does not create any obligation on the part of the Assistance 
Providers to perfonn inspections or undertake emergency protective measures to the Property. Owner understands that no 
emergency protective measures will be performed until this ROE is completed in full. 

I. Time Period; The ROE shall expire 90 days after this form is signed, unless sooner cancelled according to the terms 
herein. 

2. Inspection/Emergency Protective Measures Authorized: The ROE authorizes inspection, and emergency protective 
measures to the Property. Owner understands that the Government, its employees, agents~ contractors and/or representatives 
shalJ, in their sole discretion, determine the extent of the required emergency protective measures. If Owner disagrees with 
the nature or extent of proposed actions, Owner may refuse any additional work and cancel this ROE at anytime. 

3. Disclosures: By signing this ROE, Owner acknowledges that none, some, or all of the following work may be performed 
pursuant to this ROE and FEMA policy. Owner further acknowledges that work may involve the use of raw, unfinished 
materials to provide only emergency protective measures. 

1) Repairs to storm-damaged electrical meters (consisting of the weather head, service cable, meter socket, and meter 
box) necessary for a utility to re-energize the residence; 

2) Measures necessary to provide essential electrical supply, heat, and hot water; 
3) Disconnecting damaged portions of the residential electrical system not essential to restoring electrical supply to 
the meter and into the residential unit; 
4) Securing broken windows, covering damaged exterior walls and roofs, and patching or otherwise securing 
damaged exterior doors; and/or 
5) [nspeytions necessary to complete the aforementioned work. 



4. Local, State, Federal, and Tribal Governments and VOADS Held Harmless: The Owner acknowledges that the 
Government's decisions on whether, when, where, and how to provide disaster relief to Owner's property are discretionary 
functions. Owner recognizes that 42 USC§ 5148 states: "The Federal Government shall not be liable for any claim based 
upon the exercise or perfonnance of or the failure to exercise or perform a discretionary function or duty on the part of a 
Federal agency or an employee of the Federal Government in carrying out the provisions of this chapter." Additionally, the 
undersigned will indemnify and hold harmless the Assistance Providers for any and all liability, loss, damage, or destruction 
of any type whatsoever to the above described property or to personal property and fixtures situated thereon, or for bodily 
injury or death to persons on the property, and hereby releases, discharges and waives any and all liability, claims, demands, 
damages, injuries, losses, penalties, fines, costs, causes of action, judgments, expenses, as well as any and all actions, either 
legal or equitable, which the undersigned has, or that might arise, of any nature whatsoever and by whomever made, or may 
have, by reason of or incident to any action of aforesaid Assistance Providers taken to accomplish the aforementioned 
purpose. 

S. Miscellaneous: 
a. Owner represents and warrants that Owner has full power and authority to execute and fully perform Owner's 

obligations under this ROE. If Owner is an entity, Owner also represents and warrants that Owner has such power and 
authority pursuant to its governing instruments, without the need for any further action, and that the person(s) executing this 
ROE on behalf of Owner are the duly designated agents of Owner and are authorized to do so. Owner expressly represents 
and warrants that fee title to the Premises is vested solely in Owner. 

b. This ROE includes the right ofingress and egress on other lands of the Owner not described above, provided such 
ingress and egress is necessary and not otherwise conveniently available to the Assistance Providers. All tools, equipment, 
and other property taken upon or placed upon the property by the Assistance Providers shall remain the property of the 
Assistance Providers and may be removed by the Assistance Providers at any time within a reasonable period after the 
expiration ofthis ROE, if necessary. 

c. Owner understands that any individual who fraudulently or willfully misstates any fact in connection with this 
ROE shall be subject to a fine as provided under 18 U.S.C. § 1001 or imprisoned for not more than five years orboth. 

Privacy Act Statement: 
a. Legal Authority: IO U.S.C. § 3013; The Robert T. Stafford Disaster Relief and Emergency Assistance Act as 

amended, 42 U.S.C. §§ 5121-5207; 4 U.S.C. §§ 2904 and 2906; 4 C.F.R. § 206.2(a)(27). 
b. Information Sharing: Information is collected to make it possible for the Government, its employees, agents, 

contractors and/or representatives to enter your property, inspect for damage, and/or undertake emergency protective 
measures. lnfonnation submitted will be shared with other government agencies, Federal and nonfederal, their contractors, 
subcontractors and employees, as well as with voluntary agencies performing inspections and/or emergency protective. for 
official use only in accordance with the purposes stated in this ROE. 

c. Whether Disclosure is Mandatory or Voluntary: Disclosure is voluntary; however) fai]ure to disclose the 
information will make it impossible for us to inspect your property or undertake emergency protective measures may delay 
or prevent the individual from provision of disaster services and/or assistance. 

Signature(s) and Witness 

' V-J 



I 
Owner: ______________ Property Address: ________________ _ 

. Page: 3 

RIGHI-OF-ENTRY PERMIT-REQUEST FOR CANCELLATION 

To cancel a previously-granted Right of Entry (ROE) permit, this cancellation form must be signed by the Owner, and 
delivered to the Federal Emergency Management Agency (FEMA) at a Disaster Recovery Center, by FAX to FEMA's 
National Processing Service Center at 1-800-827-8112. Allow at least three (3) days to process. Alternatively, the ROE may 
be cancelled at the Property site by obtaining the signature of the authorized representative present when the crew · 
appears for work. It is recommended that the Owner make a copy of the signed cancellation prior to giving this fonn to the 
authorized representative. The authorized representative will keep the original signed copy for its records. Reproduction 
capability may not be available at the ROE collection points. Phone-in and verbal cancellations will not beaccepted. 

By canceling the ROE, Owner acknowledges that inspections and emergency protective measures may not be performed by 
the County/Parish/Borough, the City/ County, the State/Tribe, the United States of America including FEMA and the Corps 
of Engineers or participating Voluntary Organizations Active in Disaster (VOAD), and their respective assigns, employees, 
agents, and contractors. 

1 have read and understand the foregoing statement concerning cancellation policies. 1 hereby certify that I request to cancel 
the foregoing ROE and my request for disaster-related emergency protective measures. 

Signature: ________________ _ 
Owner Date Time 

Printed Name: _______________ _ Address: ________________ _ 

I hereby acknowledge receipt of the foregoing request for cancellation: 

Signature.: _________________ _ 
Authorized Representative Date Time 

PrintedName: _______________ _ Title: _________________ _ 
(Indicate authorized organi:zation and title) 

Emergency Home Repairs VI 
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Memo 
Witness signature on ROE 

For the purposes of closeout quality assurance, due to the practicability of enforcement and the 
limited duration of the ROE, retroactive witness signature will not be required. At the time of 
closeout, further use of the ROE is not anticipated. 

J-o 
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SCOPE OF WORK 
EMERGENCY HOME REPAIR - VIRGIN ISLAND 
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Contractor 

Signature of Homeowner 

Signature of Program Inspector 

Signature of Contractor's 
Representative 

Signature of Inspector 
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Work Order(s) 
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WORK ORDER 
EMERGENCY HOME REPAIR - VIRGIN ISLAND 
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Change Order(s) 
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Final Inspection Report 
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• OIi•• laHlii Final inspection review results and corrective actions 
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Plan for Compliance with Section 3 

Local, Section 3 and Disadvantaged 
Firm Commitment 

AECOM and its legacy firms have operated an 

office in San Juan for over 50 years, serving 

clients including PRDOH. Our team includes 

many local residents who have been affected 

by the disaster, as well as Puerto Rican firms 

such as Interlink and Alvarez-Diaz & 

Villalon, ensuring local participation. 

More importantly, we will make every 

effort to hire locally, ensuring that federal 

CD BG-DR funding that is invested in the 

reconstruction of Puerto Rico stays on the 

island and is reinvested in the local economy. 

We've held job fairs in Puerto Rico to 

recruit local workers. In December 2017, 

we were able to find 162 qualified person­

nel, for various positions out of the 202 

that attended it. 

AECOM bas demonstrated its commitment 

to supporting local, Section 3 residents and 

companies, and minority and women (MWBE) 

owned businesses on the New York State 

Governor's Office of Stonn Recovery, the 

State of Louisiana, the U.S. Virgin Islands and 

other projects. 

PRDOH Program Management Services under CD BG-DR 

We've learned that meaningful commitment 

to local, Section 3, MWBE and DBE goals 
means that AECOM must establish both 

emloyment and training goals, as well as 

participation procedures that are specific 

and operationally robust, such as the 3% 

goal for Section 3. 

Every new contract, work order, task order and 

scope commitment will be evaluated to see if 

a qualifying individual or firm can execute the 

work. 

Plan to engage and integrate Local 
Participation, Section 3 Residents, 
MBEs and WBEs 

• AECOM will hire Section 3 qualified staff. 

• AECOM mandates that all subcontractors 

to employ Section 3 staff and MWBE/DBE 

firm subcontractors. 

• AECOM will establish an employment 

program for Section 3 residents within 30 

days after notice to proceed (NTP). 

• AECOM will hold its first employment train­

ing session within 30 days after NTP. 

• AECOM will establish a monthly training 

program for eligible Section 3 residents 

within 30 days and will repeat training every 

month until Section 3 requirements are met. 

As shown in Table 5 on the following page, 

we have been successful in our efforts to 

integrate local/disadvantaged participation 

on similar programs and it is our inten-

tion to apply the same processes to locate, 

train and employ qualified local Section 3 

residents and Section 3, and DMWBE firms. 

~).() 
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TABLE 5: RECORD OF SUCCESS INTEGRATING SECTION 3 FIRMS 
Pro Jeer Name Outteach P1ogram Pai t1c1pat1011 

NY Governor's 
Office of Storm 
Recovery 

Focused outreach to Section 3 residents and MJWBEs 

Mentorship program for emerging Section 3 companies 

Verified "'best effo11s" documentation Consulting firms: 

35%+ Quarterly mandatory training sessions 

Regimented outreach logging with verified contact logs 

3rd party verification of communication logs Construction 

firms:30%+ 
Paid training programs to Section 3 residents 

Placement assistance with consulting/construction foms 

Use of Section 3 performance metrics as a graded selection criterion 
for both consulting and construction firms 

U. S. Virgin Islands Verified outreach to local Section 3 residents and firms 

Training program for locaJ Section 3 residents Consulting firms: 

25%+ Meet and greet sessions with construction firms 

Verified communications logs and "best efforts~' communications 

Unified contact list for·locaJ Section 3 residents and firms 

Section 3 program compliance manager 

Construction 

firms: 50%+ 
Training for local finn_s to register as Section 3 companies. 

Plans to comply with Section 3 goal 

We will follow proven and tested procedures 

for locating, hiring and training Section 3 

residents and firms, including the following: 

1. Strategies for AECOM "First Source" 

hiring agreements 

• Establish training and employment 

programs for Section 3 residents. 

• Advertise employment and training 

positions in the project service area or 

neighborhood by distributing flyers 

• Contact resident councils, community 

organizations, state-local agencies, proba­

tion-parole agencies, unemployment 

compensation programs and other applica­

ble officials or organizations to assist with 

recruiting Section 3 residents. 

• Sponsor job fair or informational meeting. 

2. Assistance in job-seeking skills 

• Provide on-site applications and inter­

views; arrange assistance in conducting job 

interviews and completing job applications. 

2 I AECOM Plan for Compliance with Section 3 

• Consult with local employment service 

providers. 

• Establish training programs consistent 

with the requirements of the Department of 

Labor, for public housing and other Section 

3 residents in the building trades. 

• Employ Section 3 residents directly on 

permanent or temporary basis to perform 

work generated by Section 3 assistance. 

• Employ job coordinator or licensed job 

placement agency to undertake, on your 

behalf, the efforts to match eligible and 

qualified section 3 residents with positions. 

• Coordinate activities with local institutions. 

• Maintain file of eligible/interested applicants. 

3. Efforts to Award Contracts 

• Contact business assistance agencies, 

minority contracting associations and 

community organizations to inform them of 

opportunities and seek assistance in identi­

fying eligible businesses. 

J-o 
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• Develop Section 3 business communication 

network and coordinate pre-bid meetings 

where business concerns can be informed 

of upcoming opportunities. 

• Conduct contractor ~orkshops. 

• Provide section 3 business concerns with 

resources for assistance to overcome 

limitations such as inability to obtain 

bonding, credit, financing or insurance. 

• Advertise opportunities through trade 

associations, and local media and agencies. 

• Establish numerical goals for award of 

contracts to Section 3 businesses. 

• Encourage financial institutions to comply 

with their CRA requirements by making 

loans to Section 3 businesses. 

• Actively support joint ventures with 

Section 3 businesses. 

• Support business incubators which assist 

Section 3 businesses. 

• In determining the responsibility of poten­

tial contractors, consider their past record 

of Section 3 compliance and their current 

plans for the pending contract. 

• Break out contract work items into 

economically feasible units to facilitate 

participation by Section 3 businesses. 

• Support businesses that provide economic 

opportunities to low income persons by 

linking them to available government 

supp01t services at the local levels. 

Our Draft Section 3 Plan and Guidance 

for the Puerto Rico CDBG-DR Program is 

provided on the following pages. 

PRDOH Program Man:agcmcnt Scnriccs under CDBG-DR AECOM Plan for Compliance with Section 3 ] 3 
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DRAFT 
Section 3 Plan and Guidance 

for AECOM and AECOM Subcontractors 
for Puerto Rico CDBG-DR 

Purpose 

The Purpose of this Guidance is to establish a policy for Section 3 of the HUD Act of 1968, for 

AECOM on the Puerto Rico CD BG-DR Program Management Services project, to rebuild from 

the hurricanes using CDBG-DR funds consistent with Federal and state law. AECOM supports 

the use of Federal funds to help provide economic activity and encourages its subcontractors to 

do the same. This Guidance is intended to achieve that goal. The AECOM team will, however, 

conduct a comprehensive review to make sure that any new changes based on HUD and 

any additional requirements by PRDOH will be incorporated into the Section 3 Plan. This 

will make it robust, flexible and compliant to meet and exceed established goals. 

Established Goals 

AECOM goals mirror the specific Section 3 policies for projects that we have recognized all 

qualifying under HUD Guidance. AECOM will, to the "greatest extent feasible," meet the 

Section 3 policies of its clients and/or HUD. The term "greatest extent feasible" means that 

AECOM will make substantial efforts to comply with the regulatory requirements of Section 3, 

including making efforts within their disposal to meet the regulatory requirements. AECOM will 

post available positions to numerous websites and job boards designed to increase awareness 

among Section 3 eligible individuals, while performing our standard employment and contract­

ing procedures. This will be accomplished by developing strategies that specifically target 

Section 3 residents and businesses where they live and work in order to optimize the economic 

opportunities. AECOM has identified specific efforts that it will take to increase the ability of 

Section 3 workers eligible to benefit from federally-funded projects or housing developments. 

AECOM has adopted, at a minimum, a goal of: 

A. 7% of new hires 

B. 10% percent of non-construction (administrative) contracts. 

AECOM will also review the PRDOH Section 3 policy and meet and/or exceed the targets 

identified in that policy, if different from those identified above. 

For the purpose of this Plan, AECOM will use the following definitions for meeting the eligible 

Section 3 residents and businesses: 

PRDOH Program Management Services under CDBG-DR AECOM Draft Secrion 3 Plan and Guidance I 1 



• Section 3 resident is a: 

a) public housing resident; or 

b) low- or very low-income person residing in the area municipality where the Section 

3 covered assistance is expended. As allowed by regulation from HUD, for the 

CD BG-DR funding, any person with and AMFI of 80% or below will be a Section 3 

eligible candidate. 

c) Any person that, as allowed in the HUD waiver issued on 3/5/2013, has a position 

whose compensation is less than equal to the amount of 80% for a family of one. 

• Section 3 business concerns are businesses that can provide evidence that they meet one of 

the following criteria: 

a) 51 percent or more owned by Section 3 residents; or 

b) At least 30 percent of its full time employees include persons that are currently Section 

3 residents, or were Section 3 residents within three years of the date of first hire; or 

c) Provides evidence, as required, of a commitment to subcontract in excess of 25 percent 

of the dollar award of all subcontracts to business concerns that meet one of the first 

two qualifications abo\ce. 

AECOM will use the forms, developed in our past Programs or set forth and created by PRDOH 

in their Policies and Procedures, to allow self-certification by individuals and businesses for 

purposes of Section 3. 

Specific Efforts by AECOM 

AECOM will use a variety of methods to meet the greatest extent feasible standards for meeting 

the goals of Section 3. Depending on the circumstances, AECOM will use some or all of the 

following to achieve Section 3 compliance: 

a) AECOM has designated our Regulatory Compliance Manager as the Section 3 Point of 

Contact, with support from the Section 3 Coordinator, and our HR Manager in the Puert"J 
~~- f 

b) Provide a copy of this Guidance and the funding entity's Section 3 Policy and discuss th 

importance of compliance at any pre-award conferences for subcontractors. 

c) Require that all contracts with vendors supplying labor must: 

• Acknowledge in writing that they have read and understand AECOM policy and 

PRDOH Section 3 policy 

• Include language requiring compliance with Section 3 for all subcontractors 

J-o 
2 I AECOM Draft Section 3 Pl:an and Guidance CDBG-DR-RFP-20[8-04 



• Include necessary reporting on Section 3 by vendors and subcontractors. Penalties as 

described below for failure to meet Section 3 reporting. 

d) Have internal designee participate in Section 3 training sessions, if available, at least 

annually, for tbe duration oftbe project. 

e) Coordinate with Program Section 3 applicants by providing the job announcements to the 

PRDOH as they become available. This process will include coordination with vendors 

on how to anticipate new hires so tbat tbe jobs may be made available to Section 3-quali­

fied individuals. Part of this process is limiting, where possible, the position requirements 

to tbe minimum standards to perform the work and still attract qualified personnel that are 

Section 3 eligible. i.e., no college degree required to work in the call center, etc. 

f) Post information at libraries about potential opportunities for Section 3 individuals and 

Business Concerns. 

g) The Section 3 Coordinator will work with local support group entities, if applicable, 

to help facilitate vendors/subcontractors in finding Section 3 eligible residents and 

businesses that are known in tbe community. 

h) In procurement documents or notices to bid where applicable, AECOM will provide 

notice that preferences will be given to vendors/subcontractors that commit to Section 3 

goals or have a demonstrated history of successful Section 3 programs. 

i) Failure to provide AECOM witb Section 3 reports from project contractors may lead 

to penalties, including, but not limited to: requiring tbat a vendor/subcontractor attend 

additional Section 3 training sessions, reducing tbe work provided to the vendor/subcon­

tractor on the existing project, requiring the hiring of a Section 3 Compliance coordinator 

for the duration of the job, and/or using the negative Section 3 performance against future 

awards where bids are comparable. 

j) While all companies that are certified Section 3 will be given consideration, tbe most 

local Section 3 certified companies where the project is being developed will be given 

priority. 

Decisions Final 

After the initial determination has been made regarding Section 3 status or subcontractor eligi­

bility/performance, a resident, company, or vendor/contractor may request a review by AECOM. 

All decisions on the review by AECOM are final. 

Nothing in this policy is intended to limit any rights for persons or companies as they relate to 

local, state, or federal appeals or complaints. 

PRDOH Program Management Services under CD BG-DR AECOM Dn.f't Section 3 Plan and Guidance I 3 
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Examples of Past Deliverables 

The following are specific examples of 

deliverables prepared for past projects by the 

AECOM team. 

Intake and Eligibility 

• NYC Build it Back Application QC Checklist 

• Case Management 

• _Appeals: Standard Operating Procedure 

• Eligibility Review Procedures 

Damage Assessments 

• Louisiana Shelter at Home Program - Legal 

Right of Entry and Indemnification Form 

• Standard Operation Procedure for DA Field 

Monitoring 

Duplication of Benefits 

• Coordination of Benefits Worksheet 

• Duplication of Benefits -A Program 

Approved Reference Guid 

Inspections / Reporting 

• Storm Recovery in New York State 

• GOSR Construction Gantt Chart 

• Environmental Program Report 

• State QA/QC Final Inspection Complete 

Closeout + QA/QC 

• Closeout Production Plan 

• URS Quality Assurance Plan for NYC Build 

it Back Program 

• Closeout Report - VIHRA Emergency Home 

Repairs VI 

PRDOH Program Management Servic~ under CDBG-DR 
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Attachment C 

GOVERNMENT OF PUERTO RICO 
Department of Housing 

ATTACHMENT 2 
SCOPE OF WORK 
Request tor Proposals 

Program Management Services 
Community Development Block Grant - Disaster Recovery 

Puerto Rico Department of Housing 
CDBG-DR-RFP-2018-04 

(Revised for Negotiations) 

This document defines the program management tasks that the Proposer must perform in order 
to support PRDOH in the implementation and administration of two {2) CDBG-DR Housing 
Programs. The PRDOH reserves the right to retain program management of some of these 
programs internally and to select more than one Program Manager. A description of the two {2) 
CDBG-DR Housing programs is included in the Action Plan approved by the U.S. Housing and 
Urban Development {HUD) on July 29, 2018. A complete copy of the Action Plan is available at 
www.cdbg-dr.pr.gov/action-plan. The two {2) CDBG-DR Housing programs that will be subject to 
the Program Management services, are briefly described as follows: 

1. Home Repair, Reconstruction, or Relocation Program (R3) - provides funding to repair 
damaged homes or rebuild substantially damaged homes in-place in non-hazard areas. 
Reconstruction activity returns otherwise displaced families to their homes in their same 
communities. Homes become eligible for reconstruction when the property estimated cost 
of repair exceeds the lesser of $60,000 or 50% of the current value - as confirmed through 
program inspection, or if a feasibility inspection determines that reconstruction is required. 
Duplication of benefit review is required to ensure no individual receives duplication of 
benefit for the same purpose and/or effect as funds provided from other sources to 
recover from the hurricanes. Applicant awardees must subrogate any additional funds 
received for damage caused by hurricanes Irma or Maria back to the PRDOH. If additional 
funds are paid lo applicant awardees for the same purpose as the housing assistance 
award received through PRDOH funding {i.e., repair or replacement of the damaged 
structure) after PRDOH has completed the repair/rehabilitation project, those funds must 
be returned to the Puerto Rico Department of Housing. The Housing Relocation Program 
provides homeowners with substantially damaged homes localed in high risk areas an 
opportunity to relocate to a safer location. 

2. Housing Counseling - provides recovering residents with wrap-around educational 
services to promote understanding of housing and financial options such as: financial 
literacy education, homebuyer counseling, credit repair counseling, mitigate 
default/foreclosure proceedings, etc. Housing Counselors will be equipped lo connec~ 
program participants with resources including, but not limited to, Voluntary Organizations~ -
Active in Disaster (VOAD), and other federally funded programs like Continuums of Care (; 
(COC), section 8, and rental subsidy programs. The Program Manager will assign progra 
participants to Housing Counselors retained by the PRDOH. 

The PRDOH is conceptualizing the implementation of the housing programs through the use of 
internal resources and outsourced consultants and contractors. Call Center Services will be 
managed at a centralized location for all programs implemented under the CDBG-DR granl{s). 
Call Center Services are being procured by the PRDOH separately from all other services. 
However, ii is expected that selected Program Manager{s) staff offices with adequate staff to 
answer calls from applicants assigned to the Program Manager Team. For the Housing Counseling 
Program, the PR DOH will establish agreements with HUD-approved Housing Counseling Agencies. 

vo 
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These agencies will be the entities responsible for the actual counseling services to be provided. 
The implementation of the Home Repair, Reconstruction, or Relocation Program will be divided 
into regions. For these programs the PRDOH will outsource general contractors to be responsible 
for the implementation of repair or.id construction works. The PRDOH will also contract 
independent environmental consulting firms to execute environmental reviews and studies, as well 
as test for the presence hazardous materials and develop abatement measures. The Proposer will 
be responsible for everyday management of the different tasks performed by the PRDOH's other 
contractors and consultants. The Proposer will also be responsible for the inspection of all 
construction works completed through the housing programs, except for homes located at 
participating municipalities of which additional details may be found further in this Scope of Work. 

The Proposer will be directly responsible for ensuring the accuracy, timeliness, and completion of 
all tasks assigned under this contract. The scope of work presented is based upon circumstances 
existing at the time this Scope of Work is released. The PRDOH reserves the right to modify or delete 
the tasks listed and, if appropriate, add additional tasks prior to and during the term of the 
contract. 

If additional CDBG-DR funds are allocated to Puerto Rico during the life of the contract, Proposer 
staff may be assigned to work on those future federal grants awarded and potentially expand 
those services to accommodate other similar programs yet to be defined. There is no guarantee 
of a minimum level of services which may be requested by the PRDOH under this contract. 

Operations Start-Up 
The Program Manage~s key staff resources must be ready to begin working within two (2) weeks 
after the contemplated contract execution date. As the PRDOH may select more than one 
Program Manager, the specific municipalities or regions where each Program Manager shall 
perform work will be determined at the sole discretion of the PRDOH. Program Managers may not 
charge additional costs due to the PRDOH assignment of municipalities or regions. The Proposer 
must provide and secure the necessary office space, office furniture, office supplies and personnel 
to staff the offices. The PRDOH may redefine municipalities or regions initially assigned based on 
Program Managers performance, compliance, and quality of work. The PRDOH will not guarantee 
a minimum number of applicants or cases to be handled by the Program Manager. The Program 
Manager's offices must be set up to assist property owners with existing applications and must be 
located within the region assigned by the PRDOH. Offices must be set up and adequately staffed 
to accept applicants within thirty (30) days of the contemplated contract execution dale. 

Task 00: General Program Management and Administration Hourly Rate Task 
The Program Manager must have retained, and must maintain over the life of the contract, the 
following key staff resources: 

• Program Manager Qty: 1 
The resource assigned to the Program Manager position will be the main point of contact 
between the PRDOH and the Program Manager. He shall be available on-call and assist 
program status and progress meetings. The Program Manager position responsibilities 
include formulating, organizing, and monitoring the overall performance of the projects; 
deciding on suitable strategies and objectives; coordinating cross-project activities; lead 
and evaluate other staff; develop and control deadlines, budgets, and activities; apply 
change, risk, and resource management; assume responsibility for the program's 
performance and its staff; assess program performance and aim to maximize it; resolve 
program issues: prepare and review reports to the PRDOH; and any other function required 

U->o 
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in support of the program. The Program Manager shall maintain a complete 
understanding of all applicable Housing Program policies, requirements, and procedures 
and reviews all cases within the established guidelines; and shall possess knowledge of 
regulatory and statutory compliance requirements for CDBG disaster recovery and similar 
programs/projects. Should have a bachelor's degree from an accredited institution and 
at least ten {10) years of experience in CD BG-DR program funder for disaster recovery and 
community development or related field. 

• Deputy Program Manager Qty. 1 
The resource assigned to the Deputy Program Manager position shall work together with 
the Program Manager to ensure the smooth performance of the project. Responsibilities 
will include: scheduling, assigning staff, allocating resources, assessing and managing risk, 
coordinating various components that contribute to the project as a whole to ensure on­
lime delivery, ensuring that deadlines are met, and keeping all parties informed of progress 
and any outstanding issues. The resource assigned to the Deputy Program Manger 
positions shall have at least a bachelor's or associate degree from an accredited institution 
or have at least five {5) years of experience in CDBG-DR, housing, community 
development, or related fields. 

• Operations Manager Qty. 1 
The resource assigned to the Operations Manager position will be responsible for the daily 
field operations and ensuring that such daily operations are performed in the most efficient 
manner. He will oversee logistics management, ensuring that procedures are in place to 
align with the program's goals and objectives. He will oversee standards of performance, 
safety policies, and procedures, and adjust internal policies as necessary. He will direct 
human resources and management activities on the operational side of the programs and 
may determine the staff needed to accomplish the operational tasks. The resource to be 
assigned to the Operations Manager position shall be a licensed professional engineer in 
compliance with Puerto Rico's Act Number 173 of August 12, 1988, as amended and must 
have at least five {5) years of experience in the management of projects. 

• Regulatory Compliance Officer Qty. 1 
The resource assigned to the Compliance Officer position will be responsible for ensuring 
that program activities and contracts follow applicable federal, state, and local 
regulations. He will create and implement policies, standards, and procedures to monitor 
compliance of all parties with applicable regulations. In addition, he will enforce standards 
to ensure that program maintains compliance standards. The Regulatory Compliance ~ 
Officer shall maintain open lines of communication with all relevant decision makers and -
stakeholders to keep all parties informed of regulatory changes as they may apply to the (; 
programs. The resource assigned to the Regulatory Compliance Officer positions must 
have be acquainted with the requirements of the Davis-Bacon Act, the Work Hours and 
Safety Standards Act, the Copeland "Anti-Kickback" Act, Fair Housing and Equal 
Opportunities Standards, Section 3 requirements of the Housing and Urban Development 
Act of 1968, Minority Business Enterprise, and Women Business Enterprise. Shall have at least 
five {5) years of experience working in some sort of regulatory compliance field. 

• Complaints Coordinator Qty. 1 
The resource assigned to the Complaints Coordinator position will be responsible for 
coordination and resolution of complaints and appeals by performing tasks such as 
investigating the complaint or appeal. surveys, interviews, educating the applicants, etc. 

V-(J 
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The Complaints Coordinator must pay special attention to applicants and their complaints 
or appeals and must do anything possible to ensure that complaints are properly mitigated 
and attended to. If a complaint or appeal merits it, the Complaints Coordinator may 
escalate the complaint or appeal to a higher management position for the appropriate 
actions to be taken. He must also ensure that applicant complaints are resolved in a timely 
matter. The resource assigned to the Complaints Coordinator position must have excellent 
communication skills with applicants and must have at least five (5) years of experience 
working in some sort of customer relations position. 

• Safety Officers Qty. 2 
The resources assigned the Safety Officer position shall be responsible for developing, 
monitoring, and implementing health and safety policies as to ensure that programs follow 
health and safety laws and regulations, and to reduce or prevent hazards, dangers, and 
accidents. Safety Officers shall conduct spot inspections at projects to identify potential 
hazards, assess their risk, report on them, and enforce compliance with policies and 
regulations. Resources assigned to the Safety Officer positions must have at least five (5) 
years of experience working as safety officers in construction projects and must have, at 
the least, an OSHA 30 hours training certification in the construction industry. 

• Special Inspectors Qty. 2 
The resources assigned to the Special Inspector position shall be responsible for assessing 
special cases of work non-compliance and construction-related complaints or appeals. 
They will also assist in damage assessments requiring special engineering considerations for 
out of the ordinary conditions that may require specialized knowledge and attention to 
determine if repairs can or cannot be performed in a way that assures overall safety and 
integrity of the structures. Resources assigned to the Special Inspector positions shall be 
licensed professional engineers in compliance with Puerto Rico's Act Number 173 of 
August 12, 1988, as amended and must have at least ten (10) years of experience 
performing construction inspections. 

Key staff resources must remain assigned to the Programs over the life of the contract and are to 
be invoiced by the Program Manager to the PRDOH on an hourly basis with a maximum not to 
exceed monthly amount of the Task 00: General Program Management and Administration. 
Program Managers must notify PRDOH in writing of any changes in key staff resources. All changes 
to Key Staff are subject to approval of the PRDOH. Additional resources to be employed will be 
determined by the Program Manager based on the workload assigned and performance, 
nonetheless PRDOH will not compensate for time worked by any additional positions other than 
the positions specified above. These will be invoiced by the Program Manager to the PRDOH 
based on the unit prices of Tasks 1 through 6 described below. 

The Program Manager shall be responsible for program operations, applications processing, and 
administration of the tasks and services contained herein related to the two (2) assigned CDBG­
DR Housing Programs. This task will include the activities listed below. The activities listed under this 
task also apply to Tasks 01 through 06 lo ensure proper management of the two (2) Housing 
Programs. 

• Operational Support 
- Work closely with the PRDOH officials, and its designees in preparing and maintaining 

the overall project plan for all phases of the assigned Housing Programs, manage day-

tf,o 
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to-day operations, improve processes tor quality and efficiency, implement policy 
changes, and adapt to a program closeout environment. 

- Develop a Communication Plan to match programs' objectives and include a formal 
structure for regular reporting, performance milestones, project-wide meetings, and 
policies on information tor the community and press. 

- Assisi the PRDOH in the development of program policies and procedures, and, once 
approved by the PRDOH, their dissemination among all involved parties. Given that 
more than one Program Manager may be selected by the PRDOH tor the programs, 
different Program Managers will have to collaborate as to ensure program policies and 
procedures are cont:ise tor the entire implementation group. Program Manager will 
have a lead role in the development of program policies and procedures. All policies 
and procedures are subject to PRDOH approval. 

~ Review contractors and subcontractors (including construction contractors, 
environmental contractors, etc.) contract deliverables to determine if such 
contractors and subcontractors are in compliance with their contracts and CDBG-DR 
requirements. · 

- Report on various aspects of the project that reflects the major activities for the 
reporting period as specified by PRDOH (e.g. monthly, quarterly, etc.). 

- Regularly communicate potential risks, issues, and statuses to PRDOH and pertinent 
parties. 

- Otter alternatives to utilize IT solutions that support the management and 
implementation of all assigned disaster recovery programs/projects. The proposal tor 
these IT solution alternatives shall consider the costs of synchronizing data with IT 
solutions provided by PRDOH. 

- Develop and/or utilize existing processes tor PRDOH to properly collect data and 
document information as necessary to optimize compliance with all funding streams. 

- Ensure PRDOH's documentation is sufficient lo respond to Office of Inspector General, 
HUD, PRDOH, or any other entity that audits or reviews the Programs. 

- Assist PRDOH training sessions regarding programs irnplemenlation. The Program 
Manager's lead staff shall be required lo attend PR DOH training sessions. After training 
has been provided to the Program Manager's lead staff by the PRDOH, such lead staff 
will be responsible tor the knowledge transfer to other PM staff. 

- Document all applicant interactions and communications within the PRDOH system of 
record. 

- Any other task necessary lo support the programs' operations. 

• Project Management 
Provision of project management for the assigned CDBG-DR Housing Programs as 
needed by the PRDOH. 
Provide survey, engineering, and construction oversight for flood zone determinations, 
elevation certificates, inspections for scope compliance, and HUD quality standards. 
All applicants must be able to obtain flood insurance in accordance with federal 
regulations. 
Perform periodic reviews of construction contractor inspection reports, evaluations of 
invoices, etc. 
Ensure compliance with the requirements of the Secretary of Labor in accordance with 
the Davis-Bacon Act (when applicable), Work Hours and Safely Standards Act, the 
Copeland "Anti-Kickback" Act, Fair Housing and Equal Opportunity Standards, and all 
other applicable federal, state, and local laws and regulations pertaining to labor 
standards insofar as those acts apply to the execution of the assigned Housing 
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Programs. Take special notes of minimum wage increases planned for Puerto Rico's 
construction workforce. Program Manager will be required to ensure compliance with 
minimum wages. 

- Perform periodic reviews of construction contractor files to ensure compliance with the 
statutory and regulatory compliance of Section 3 Housing and Urban Development 
Act of 1968. 

- Coordinate efforts of compliance over environmental, construction, financial, and 
HUD regulations. 

- Establish project performance benchmarks and updated budget comparisons to 
measure progress and compliance with critical objectives in mind. Critical stages will 
be identified, and a monitoring checkpoint established to ensure follow-up. 

- Adopt portfolio management processes and tools for organizing and managing 
programs, funds, and project files. 

- Track and control project schedules. 
- Establish program limelines, goals, metrics, and deliverables of services in accordance 

with project funding allocations and production goals specified by PRDOH. 
- Manage all designated construction, rehabilitation, and repair activities to include, but 

not limited to, cost analysis, inspections, construction progress, contractors' invoices 
review, and payment approvals, among others. 

- Manage all acquisition, demolition, and clearance activities in accordance with 
Uniform Relocation Act (URA), FEMA requirements, and procedures established by the 
PRDOH. 

- Manage program compliance requirements to include programmatic and financial 
reporting including, but not limited to, coordinating and preparing project and 
financial management reports with PRDOH designee for federal, state, and local 
government audits. 

- Prepare documentation requested by PR DOH appeals board as ii may apply. Comply 
with any requests from the PRDOH appeals board. 

- Any other supporting functions or task necessary for proper project management. 

• Construction and Statutory Compliance 

• 

Prepare, review, and approve change orders. 
Set-up on-site visits and perform on-site monitoring interviews. 
Hold construction/rehabilitation contractors and suppliers/installers accountable for 
warranty issues and oversee warranty calls to a firm. 
Ensure that applicants are conforming to all applicable Uniform Relocation Act (URA) 
guidelines. If tenants are identified at any point in the process, a due-diligence must 
be performed to relocate the tenant, if required, and log appropriate actions into the 
system of record. 
Any other task necessary to ensure construction and statutory compliance of the 
programs. 

Document Control and Management 
- Store, archive, and retrieve physical documents and electronic images of all paper 

documents, applicant-related emails, correspondence, training material, and policies 
and procedures. 

- Establish and maintain protocols for physical file management to include, among 
other things, access to a file, tracking of location and possession of a file, and return of 
a file. This assumes that the Proposer will provide the necessary secure space and 
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storage equipment to perform such function. II also assumes that the Proposer will 
maintain soft copy backups of originals in their custody. 

- Ensure all project information and documentation is available at all times in the PRDOH 
system of record. 

- Any systems, tools, or technology provided must meet PRDOH's Personal Identifiable 
Information requirements. 

- Provide sufficient, appropriate document control and management to meet the 
financial and documentation requirements for CDBG-DR grants. Al a minimum, the 
following records are required: 

• Records providing full description of each activity; 
• Records verifying that activity meets national and grant objectives: 
• Records related to demonstrating eligibility of activities: 
• Records required to document activity related to real property; 
• Records documenting compliance with Davis-Bacon Act, Work Hours and 

Safety Standards Act, the Copeland "Anti-Kickback" Act, Minority Business 
Enterprise, Women Business Enterprise, Section 3 of the Housing and Urban 
Development Act of 1968, fair housing and equal opportunity requirement; 

• Financial records and reports required by the Program: and 
• Records supporting any specific requirements of the Housing Programs or 

the CDBG-DR allocations. 
- Please note that the PRDOH will not pay for any work not documented in the 

PRDOH system of record. 
- Any other task necessary for the proper document control management. 

• Accounting and Reporting 
Provide status reports on a regular basis to keep the PRDOH informed of progress. 
As requested, meet with the PRDOH to discuss the status of the project, applicant 
concerns, and any other issues that may have arisen during the administration of the 
assigned Housing Programs. 
Provide the PR DOH with project progress reports on demand,. as well as access to the 
project management system for PR DOH to monitor the project. 
Report on information that includes project activity deemed critical by the PR DOH. 
Compile and review information necessary to prepare reports required under HUD 
regulations. 
Account for and reconcile, {a) all federal funds requested and drawn from HUD and 
awarded to grant recipients, {b) all funds returned by applicants and their insurance 
companies {through the insurance subrogation process), {c) all funds deposited by 
applicants to reduce duplicative benefits potential award gap, and {d) all other funds 
returned by applicants. 
Administer the collection and processing of insurance subrogation funds and funds 
provided by applicants to reduce duplicative benefits potential award gap. These ft; 
funds will be reviewed and accounted for according to Program policies and I., 
procedures. 
Reconcile with the PRDOH, on an established periodic basis, a complete inventory of 
all items furnished by the PRDOH, including items such as: equipment, furniture, 
computers, phones, laptops, network printers, network equipment, etc., if applicable. 
Review and submit recommendations for approval of CDBG-DR funding requests if 
needed. 

- Review requests for payment from grantees and subrecipients for CDBG-DR awards. 
This will include review of all reimbursement of eligible costs as well as cost feasibility. 

J-o 
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- Any other task necessary to ensure proper accounting and reporting as related to the 
programs. 

• Applicant Relations 
Set up a local Program Manager Call Center to receive and handle calls forwarded 
from the CDBG-DR Call Center. The Program Manager will receive calls from the 
CDBG-DR Central Call Center with potential applicants for the Program Manager staff 
to guide them through the application process; collect eligibility requirements, 
duplication of benefits, and other documents; and to make sure that complaints are 
properly addressed all throughout the process. 
The portfolio of applications will require the staff to provide program support for 
inquiries made by the applicants via phone, email, or online web submission. 
Track all inquiries in the PRDOH system of records. 
Coordinate outreach efforts, including call-out campaigns and letter campaigns as 
required by the PRDOH. 
Provide written correspondence to all applicants to relay the status of their file at 
critical stages. 
Provide applicant consultation seNices to applicants as required. This includes 
providing technical assistance to facilitate communication between applicant and 
work site personnel for timely completion of construction. 
Respond to applicants within a 48-hour period from the time applicants make any 
requests. 
Adhere to reasonable customer seNice standards established by PRDOH. This may 
include tasks such as sending mass texts to applicants whose applications may be on 
hold for any number of reasons. 
Assist in the identification of vulnerable populations, develop and execute application 
intake strategies for specific geographies or applicant demographics. 
Refer to PRDOH any inquiries or complaints from elected offices or high-profile 
organizations such as mayors, representatives, or senators, media, cabinet members, 
etc. 

- Document outreach efforts and outcomes. 
- Any other task necessary to ensure proper relations of the Program Manager with its 

assigned applicants. 

Task 01: Complete A.pplicalions of the R3 Program Per Unit Task 
As related to the R3 Program the Program Manager shall be responsible for the collection of all 
required information related to eligibility and duplication of benefits analysis. Program Manager 
will be responsible for making recommendations for determinations as to eligibility and award 
amounts. These recommended determinations must be approved by PRDOH staff. The Program # 
Manager will submit application packages, including all required documentation and the . ,;-
recommended determination, to the PRDOH for the corresponding eligibility and award amounts 1., 
review and approval. The Program Manager is responsible for remedying deficiencies associated 
with the recommendation, as requested by PRDOH staff. This task shall include the following: 

• Intake 
Intake of applications for programs/projects. Take care, receive, and process all 
applicants referred by the CDBG-DR Call Center or Municipalities Offices and related 
to the assigned Housing Programs. Intake can be performed by the Program Manager 
at on-site or off-site locations for special events or for applicants with special needs. 
Intake will also be done using housing applications from a web-site or phone. 



Attachment 2: Scope of Work /Revised for Negotiations} 
Program Management Services 
CDBG-DR-RFP-2018-04 
Community Development Block Grant - Disaster Recovery 
Page 9 of 20 

- Educate and guide the applicant through the requirements and liming. 
- Assisi the applicant in the evaluation of his/her options. 
- Perform initial application screening and processing, including completeness review 

and threshold eligibility review. 
- Collect required documentation for the applicable program such as income 

documentation, proof of ownership, proof of primary residence, pre-disaster housing 
conditions and values, status of applicant's property laxes, mortgage, insurance, etc. 

- Interview applicants and collect all relevant information required to make a Benefit 
Determination and Verification, including Duplication of Benefits (DOB). 

- Evaluate documentation to be later submitted for PRDOH's determination of eligibility 
for CDBG-DR award based on program and federal requirements. 

- Request any additional information that may be required from the applicants. 
- Follow due-diligence processes established by PRDOH to provide opportunity for 

applicants to supply missing and supporting information. 
- Verify that information submitted by applicants is recorded in the PRDOH system of 

record; contact the applicant to resolve any missing or incomplete items. 
- Document communications with applicants regarding the status of their applications 

and subsequent related processes. All communication with applicants shall be 
recorded in the PRDOH system of record. 

- Any other task necessary to complete the intake process of applicants. 

• Eligibility 
Confirm applicant ownership/title. Identify· owners from recorded documents. 
Coordinate efforts for title clearance with TIiie Clearance Program representatives 
when necessary. 
Review Uniform Relocation Act (URA) implications for each applicant. 
Identify/verify applicant disabilities and need for accommodations. 
Work with applicant, municipalities, taxing authorities, insurance companies, third­
party inspectors, title companies, lenders, and other vendors to collect information to 
perform a complete eligibility verification of the applications. 
Perform a review of all documents required from applicants and third parties and 
ensure that the provided documents are sufficient according to Program policies and 
procedures. 
Work in coordination with PRDOH to maintain records and communications for 
detection and prevention of fraud, waste and abuse of federal funds. 
Review receipts provided for previous work and calculate the preliminary amount of 
funding the applicant is eligible to receive. Determine reimbursement for materials 
and labor charges, if applicable. 
Mail eligibility, ineligibility, withdrawal confirmation letters and any other required 
program notifications. Program Manager is responsible for the payment of any 
postage, certified mail, mail delivery, and expedited delivery, among others as 
needed. 

- Advise applicants who are deemed ineligible and inform them of the applicable 
appeals process. 

- Provide eligibility decision justification to appeals team. 
- Review all open application, eligibility award determination, and/or owner-occupant 

issues. 
- Document communications with applicants regarding the status of their applications 

and subsequent related processes. 
- Any other task necessary to complete the eligibility process of applicants. 
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The PRDOH will only issue payments for completed applications that are deemed eligible by the 
PRDOH. No payment will be issued by the PRDOH to the Program Manager for applications 
deemed ineligible or for applications where the applicant withdraws from the assigned Programs 
or is found to be non-responsive to the assigned Programs. Also, Program Manager may be 
required to perform intake tasks outside of normal business hours to accommodate program 
needs (i.e. weekends or evenings). 

Task 02: R3 Damage Assessments Per Unit Task 
As related to the R3 Program the Program Manager shall be responsible for the assessment of 
damages to homes and the development of a scope of work for their rehabilitation. Damages to 
homes must have been caused by Hurricanes Irma and/or Marfa. Damage Assessments shall be 
performed after the PRDOH has deemed an applicant eligible for the R3 Program. Damage 
assessments must be certified by a licensed professional engineer or licensed architect in Puerto 
Rico. This task shall include the following: 

• Preparation 
Coordinate with the applicant, the appraiser, and the environmental inspector, the 
date and lime for the damage assessment to be conducted. The damage 
assessment, appraisal, and on-site environmental review should be conducted at the 
same dale and lime. 
Assign the inspection team that will conduct the damage assessment. 
Identify if the home to be assessed for damages is located in a flood plain or other 
flood-risk zone. 
Identify if there is any record of hazards in the soil or water on or near the home. 
Identify if the home has potential for lead based materials. 
Coordinate with the PRDOH's Environmental Consultants the environmental site visit to 
the home. Damage assessment and environmental site visits should be performed in 
parallel as to minimize disturbances to the applicants. 
Damage Assessments shall be performed by the Program Manager within a week from 
the time the PRDOH deems an applicant eligible. If Damage Assessment cannot be 
performed within the required timeframe, the Program Manager must document the 
reasons for not complying. PRDOH will only accept non-compliance with the 
established limeframe for reasons out of the control of the Program Manager. 
Any other task necessary to prepare for the Damage Assessment. 

• Damage Assessment 
- Assess the home's site elements and determine their conditions and damages. Home 

site elements may include (but is not limited to): 
• Site restrictions; 
• Site accessibility; 
• Drainage systems; 
• Sile improvements such as: plantings, fences, lighting, paved areas, stairs, 

and retaining walls, among others; 
• Outbuildings; and 
• Yards and courts. 

- Assess the home's exterior elements and determine their conditions and damages. 
Home exterior elements may include (but is not limited to): 

• Foundation walls and piers: 
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• Exterior wall elements such as: wood elements, siding, shingles, stucco, brick 
or stone veneers, and exterior insulation and finish systems, among others; 

• Windows and doors; 
• Weather stripping; 
• Shutters; 
• Awnings; 
• Garage doors; 
• Decks, porches, and balconies; 
• Exterior railings and stairs; 
• Roof weatherproofing and covering including: asphalt shingles, wood 

shingles or shakes, metal roofing, cement shingles, built-up roofing, single­
ply membranes, and roll roofing, among others; 

• Skylights; 
• Gutters and downspouts, as well as drainage issues; 
• Parapets and gables; 
• Lighting protection; 
• Electrical service entry including: overhead wires, electric meter, service 

entry conductor; 
• Water service entry including: curb valve, house service main, master shut­

off valve, and water meter: and 
• Septic tanks. 

Assess the home's interior elements and determine their conditions and damages. 
Home interior elements may include (but is not limited to): 

• Basement and crawl spaces; 
• Fungal and insect infestation; 
• Thermal insulation; 
• Structural, electrical, plumbing, and HV AC systems; 
• Walls and ceilings; 
• Floors; 
• Columns; 
• Interior doors; 
• Windows; 
• Closets; 
• Trim and finishes; 
• Convenience outlets and lighting; 
• HV AC sources; 
• Skylights; 
• Plumbing; 
• Tub and shower enclosures; 
• Ceramic tile; 
• Counters and cabinets; 
• Electrical service; 
• Storage spaces; 
• Stairs and hallways; 
• · Smoke detectors; 
• Handrails and guardrails; 
• Laundries; 
• Roof trusses and joist spaces; 
• Main panelboard; 
• Brach circuits; 
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• Water distribution piping; 
• Equipment such as water heaters, plumbing components, water wells, 

pumps, gas supply components; air conditioning units and their 
components, among others. 

- Review TTer 2 Environmental Questionnaire - Execute TTer 2 Questionnaire while on-site 
with the applicant. 

- Quantify and document the value of work performed by the applicant at his/her home 
after the disaster that may be result in a reduction to the applicant's duplication of 
benefits determination. 

- Affirm home location on lot and gather GPS coordinates for home site to confirm flood 
zone designation. 

- Complete any other surveys requested by the PR DOH while on-site with the applicant. 
- Any other task necessary to complete the Damage Assessment. 

• Damage Assessment Report 
- Prepare a detailed report on the condition of the home and damages identified 

during the damage assessment. 
• Include the total cost of the rehabilitation to bring the home within the 

Program parameters. 
• Include the quantification of the value of work performed by the applicant 

at his/her home after the disaster. 
• Include a detailed item-by-item lake-off of the damages identified. For cost 

determination, take-offs shall be combined with standardized unit prices for 
each type of damage. 

• Include photographic evidence of the home's exterior including photos of 
the front, back, and sides. Include any additional photograph required to 
document the overall building structure and site. 

• Include photographic evidence of the damages identified during the 
damage assessment. Pictures must be of reasonable resolution to 
adequately discern the subject matter. 

• Include any conditions identified (engineering or otherwise) during the 
assessment that may not allow rehabilitation works to be performed al the 
home and, as such, may trigger reconstruction or relocation. 

• Ensure that the Damage Assessment Report is certified by a licensed 
professional engineer or licensed architect in Puerto Rico. 

• Include any other pertinent information to the Damage Assessment Report. 

- For damage assessment reports Program Managers are required to acquire, be $; 
proficient, and make use of Xactimate software for the damage assessment reports. 

11 Xaclimate will be used throughout the R3 Program for consistency in line item pricing 
as well as damage assessment reports format. Costs associated with Xactimate 
product licenses are the responsibility of the Program Manager. 

- Program Managers must work with PRDOH to provide reports and line item data 
directly to the PRDOH system of record via Xactanalysis or other suitable alternatives. 

- Upload the report to the PRDOH system of record for review and approval of the, 
PRDOH. Reports and data re to be uploaded in the format established by PRDOH. 
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Damage Assessment Reports shall be submitted by the Program Manager within a 5-day period 
of the damage assessment on-site inspection. Otherwise. the Program Manager may be subject 
to liquidated damages as set forth in the Contract. 

Task 03: R3 Program Award Coordination Per Unit Task 
As related to the R3 Program the Program Manager, once the PRDOH has made a final eligibility 
determination, shall be responsible tor the coordination of the award benefits with the applicant 
and the PRDOH's construction/rehabilitation contractors. Award coordination shall be completed 
when a notice to proceed with repair, reconstruction, or new construction works is issued to the 
construction/rehabilitation contractors. This task shall include the following: 

• Environmental Coordination 
Broad review of Tier I for GIS based environmental criteria. 
Review of all environmental package (performed by PRDOH's Environmental 
Consultant that includes Tier II, Lead-Based Paint and Asbestos Assessment) to 
evaluate its completeness and to identify significant environmental issues. 
Issue written comments on any inaccuracies identified in the environmental package 
during the site inspections. 
Ensure that mitigation element notes of environmental assessments are included in 
construction documents. 
Prepare suggested "conditions approval" to be added to the final environmental 
assessment prior to approval by the PRDOH to ensure all information shared during 
review process. 

- Ensure appropriate permitting tor environmental (including lead-based paint and 
floodplain), drainage, storm water pollution prevention plan, building and other 
necessary permits have been acquired. 

- Any other task necessary to ensure environmental compliance of the project. 

• Finalize Benefit Determination and Verification, Duplication of Benefits, and Scoping 
Perform final feasibility analysis - rehabilitate, reconstruct, or relocate 
Verification of benefits available to applicants 
Identity and prevention of any remaining DOB. 
Complete DOB review, including review of owner investment, insurance, FEMA or other 
funds are available. DOB determination is subject to PRDOH review 
Incorporate findings of the Damage Assessment performed to the applicant's total 
need. 

- Incorporate environmental mitigation requirements to applicant's total need (LBP, 
SHPO, Radon, Asbestos, mold, flood plains, etc.). 

- Incorporate elevation requirements to the applicant's total need, if required. ~; 
- Develop work order - scope and price the feasibility decision incorporating all hard 

11 {construction, elevation, accessibility, remediation) and soft costs {surveys, site plans, 
elevation certification, permits). 

- Deduct scope for DOB adjustments when necessary, red line changes and document 
justification. 

- Perform final review of the work order and tile. Send tor final approval by PRDOH. 
- Prepare and mail/email the applicant's award letter, notate duplication of benefit 

findings, and otter appeal. 
- Any other task necessary to finalize the award to the applicant. 

• Coordination with Applicant Jo 
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- Inform the applicant about the award and provide him with guidance as to the next 
steps to be taken by the Program. 

- Ensure that the applicant is informed about the process, the works to be performed, 
and the conditions of the award prior to any work being performed. This information 
should be shared in-person, whenever feasible. 

- Obtain and upload to the PRDOH system of record all required documents, signed 
and/or notarized when necessary. Required documents include, but are not limited to, 
the subrogation agreement, the right of entry, the grant agreement, promissory note 
and lien, from the applicant. Record the grant agreement and lien with appropriate 
jurisdictional entity. Program Manager is responsible for providing notary services. 

- Escrow applicant funds - hold applicant funds for duplication of benefits 
reduction/cancellation, distribute to the builder at the first construction draw. 

- Coordinate with the applicant the date to start construction works and his relocation 
during construction. 

- URA relocation services to permanent current occupants, permanent vacated tenants 
and temporary relocation of tenants to be performed by the Program Manager, will 
include but are not limited to the following categories: I) Intake - Information 
Gathering; 2) Eligibility calculation; 3) Relocation Advisory and Technical Assistance; 4) 
Assist in drafting/reviewing procedures, forms, etc.; and 5) File Closing. 

- Any other task necessary to ensure proper coordination of works with the applicant. 

• Coordination of Construction/Rehabilitation Contractor 
Assign a PRDOH approved construction/rehabilitation contractor to the project. Prior 
to assigning the project, the Program Manager shall perform and have available an 
evaluation of performance and bonding availability of the contractors in order to 
make an informed decision. Evaluation may require coordination with other Program 
Managers. 
Once selected, coordinate with the construction/rehabilitation contractor and the 
applicant regarding the design, permitting, specific scope of work, plans, and 
specifications required for the project. 
Ensure the inspectors to conduct R3 Progress Inspections participate in construction­
ready documents review process along with required reviews of plans and 
specifications where applicable, these responsibilities carrying over to the construction 
phase services. 
Issue a notice to proceed with the works to the selected construction/rehabilitation 
contractor. 
Coordinate, perform, and lead a pre-construction meeting with the participation of 
the construction/rehabilitation contractor, the applicant, and personnel from the 

Program Manager. tt-
Any other task necessary to ensure proper coordination of works with the 
construction/rehabilitation contractor. 

• Coordination of Housing Counseling for Relocation 
- Refer applicant to Housing Counseling Agency in the appropriate geographic 

region. 
- Coordinate with assigned Housing Counseling Agency to transfer knowledge of 

any pertinent information as related lo relocation, including, but not limited to: 
applicant relocation preferences, desired amenities in a replacement 
property/community, household composition, or accessibility needs of household 
members. 

vo 
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- Perform review of all information and documentation submitted by the Housing 
Counseling Agency to ensure relocation efforts are properly documented in the 
PRDOH system of record. 

- Any other tasks necessary to ensure provision of proper Housing Counseling 
services. 

Task 04{A 1): R3 Progress Inspections & Payment Request {by the PM) Per Unit Task 
As related to the R3 Program the Program Manager shall be responsible for certifying work progress 
during rehabilitation or construction works by the Program. For this purpose, milestone inspections 
shall be conducted by the Program Manager at specific intervals of progress. Intervals of progress 
that require a milestone inspection and certification of works are determined by the PRDOH. All 
progress inspections and certifications shall be conducted and certified by a licensed professional 
engineer or licensed architect in Puerto Rico. This task shall include the following: 

• Coordination of R3 Progress Inspection 
Review documentation submitted by the construction/rehabilitation contractor in 
support of the requested progress inspection as to ensure that current project progress 
merits a progress inspection, including code compliance and project permits 
necessary up to the requested inspection. If documentation submitted by the 
construction/rehabilitation contractor does not merit a progress inspection, the 
Program Manager shall deny the progress inspection request to the 
construction/rehabilitation contractor and state the reasons as to why the progress 
inspection requested was denied. 
If the project's progress warrants a progress inspection, coordinate the dale and time 
for the progress inspection with the construction/rehabilitation contractor and the 
assigned inspector. 
The assigned progress inspector shall be acquainted with the scope of work, plans. 
and specifications of the project to be inspected. 
R3 Progress Inspections shall be performed within a 72-hour period from the time the 
construction/rehabilitation contractor requests the inspection. 
Any other task necessary to properly coordinate the R3 Progress Inspection. 

• R3 Progress Inspection 
Visit the project site along with the construction/rehabilitation contractor and inspect 
works for overall progress and quality standards. 
Assess compliance of the work performed with the project scope of work, plans, and 
specifications when applicable. 
Take photographic evidence of the project's progress, paying special attention to 
items that will be later covered by other items of work. ~ 
Assess materials and/or equipment incorporated to the project by the -
construction/rehabilitation contractor and ensure that such materials and/or (; 
equipment are in compliance with the project's scope of work, plans, and 
specifications when applicable. 
Any other task to ensure that a complete and thorough inspection is performed in the 
field. 

• Report on R3 Progress Inspection 
- Prepare a detailed report on the progress and compliance of the work performed by 

the construction/rehabilitation contractor. 
• Include a brief narrative of the overall assessment of the project's progress. 

u-o 
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• Clearly indicate the overall result of the inspection (i.e. pass or fail). 
• Clearly indicate in the report the scope of work items completed by the 

construction/rehabilitation contractor. 
• Include photographic evidence that supports the project's progress. 
• Indicate in the report any non-compliance items identified during the 

progress inspection. 
• Ensure that the progress inspection report is certified by a licensed 

professional engineer or licensed architect. 
• Include any other information pertinent to the findings of the R3 Inspection. 
• Upload inspection reports to the system of record in a format directed by 

the PRDOH. 

• Review of R3 Progress Report, Contractor Invoice, and Statutory Compliance 
Collect all appropriate information and record documents to meet the standards set 
forth by the CDBG-DR and the PRODH at the onset of every project. 
Provide assurance that all appropriate bonding and insurance requirements are in 
place. 
Monitor and collect documentation to support Davis-Bacon Act requirements, when 
applicable. 
Ensure that applications conform to all applicable Uniform Relocation Act (URA) 
guidelines. If tenants are identified at any point in the process, a due-diligence must 
be performed to relocate the tenant, if required, and log appropriate actions into the 
system of record. 
Review the R3 Progress Report for compliance and overall completeness. 
Submit the report to the PRDOH and the construction/rehabilitation contractor. This 
report shall become part of the construction/rehabilitation contractor's application for 
progress payment. 
If required by federal, state, or local laws or regulations, submit the report to pertinent 
third-party regulatory entities such as OGPe. 
Review and provide recommendation for approval of contractor's payment request. 
Assist in the review and submittal of properly completed and compliant CDBG-DR 
funding requests to the PRDOH finance division. 
Track construction expenditures of CDBG-DR funds. 
If, final R3 Progress Inspection of works, complete performance evaluation of 
construction contractor at the completion of the project. whether ii is rehabilitation, 
reconstruction, or relocation. 
Any other task necessary to ensure compliance of the reports and the processing of 
payments to contractors. 

Milestone Inspection Reports shall be completed and submitted to the PRDOH within a 3-day 
period of the actual on-site inspection being performed. Contractor Invoices shall be reviewed, 
and comments (if any) issued to the Contractor, within a 5-day period of the Program Manager 
receiving the draft invoice documents. 

For those cases where a progress inspection is failed by the construction/rehabilitation contractor 
and the Program Manager needs to perform an additional R3 Progress Inspection the PRDOH will 
only pay 50% of the cost of a full R3 Progress Inspection. This is in consideration that the follow-up 
inspection will not have the same scope as the original inspection. For follow-up inspections the 
Program Manager only needs to inspect items that failed during the original inspections. The 
follow-up inspection report will be developed in such a way that ii supplements the original R3 
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Progress Inspection report. PRDOH may deduct from the construction contractor's payment any 
Program Manager failed inspection cost. 

Nole: There are four (4) R3 Progress Inspections to be performed by the Program Manager. The 
milestones identified for R3 Progress Inspections are (a) demolition and forming of new foundation, 
(b) structure completion, (c) home finishes, and (d) final inspection after all punch list items 
identified at the home finishes inspection are completed. For reconstruction cases, the progress 
and compliance of the demolition portion of the project shall be assessed along with the progress 
and compliance of the new home's foundations. For relocation cases, the demolition of the storm­
damaged home shall be the final inspection for the project. 

Task 04(A2): R3 Progress Inspections & Payment Request (by Municipalities) Per Unit Task 
For the R3 Program the PRDOH will provide local municipal governments with the option of 
conducting the R3 Progress Inspections. If a project is located within a participating municipal 
government's jurisdiction, the R3 Progress Inspection shall be conducted by staff to be contracted 
by the local municipal government. For these cases, the Program Manager shall only be 
responsible for coordinating the progress inspection between the construction/rehabilitation 
contractor and the local municipal government assigned inspector. The Program Manager shall 
also be responsible for reviewing the Progress Inspection Report submitted by the local municipal 
government. This task shall include: 

• Coordination of R3 Progress Inspection 

• 

Review documentation submitted by the construction/rehabilitation contractor in 
support to the requested progress inspection as to ensure that current project progress 
merits a progress inspection, including code compliance and project permits 
necessary up to the requested inspection. If documentation submitted by the 
construction/rehabilitation contractor does not merit a progress inspection, the 
Program Manager shall deny the progress inspection request to the 
construction/rehabilitation contractor and state the reasons as to why the progress 
inspection requested was denied. 
If the project's progress warrants a progress inspection, coordinate with the 
construction/rehabilitation contractor and the assigned local municipal government 
inspector the dale and time for the progress inspection. 
The assigned progress inspector shall be acquainted with the scope of work, plans, 
and specifications of the project to be inspected. 
R3 Progress Inspections shall be performed within a 72-hour period from the time the 
construction/rehabilitation contractor requests the inspection. 
Any other task necessary to properly coordinate the R3 Progress Inspection. 

Review of R3 Progress Report, Contractor and Municipal Invoice, and Statutory 
Compliance 

Collect all appropriate information and record documents to meet the standards set 
forth by the CDBG-DR and the PRODH at the onset of every project. 
Provide assurance that all appropriate bonding and insurance requirements are in 
place. 
Monitor and collect documentation to support Davis-Bacon Act requirements, when 
applicable. 
Ensure that applicants are conforming to all applicable Uniform Relocation Act (URA) 
guidelines. If tenants are identified at any point in the process, a due-diligence must 

/)(J 
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be performed to relocate the tenant, it required, and log appropriate actions into the 
system of record. 

- Review the R3 Progress Report tor compliance and overall completeness, 
- Submit the report to the PRDOH and the construction/rehabilitation contractor. This 

report shall become part of the construction/rehabilitation contractor's application tor 
progress payment. 

- It required by federal, state, or local laws or regulations, submit the report to pertinent 
third-party regulatory entities such as OGPe. 

- Review and provide recommendation tor approval of contractor's payment request, 
- Review and provide recommendation tor approval of pay requests tor inspector 

services by participating municipalities, 
- Review and provide recommendation tor approval of pay requests tor services 

provided by participant municipalities, other than inspection services. 
- Assist in the review and submittal of properly completed and compliance CDBG-DR 

funding requests to the PRDOH finance division. 
- Track-construction expenditures of CDBG-DR funds. 
- If, final R3 Progress Inspection of works, complete performance evaluation of 

construction contractor at the completion of the project, whether it is rehabilitation, 
reconstruction, or relocation. 

- Any other task necessary to ensure compliance of the reports and the processing of 
payments to contractors. 

Contractor and Municipality Invoices shall be reviewed, and comments (if any) issued to the 
Contractor and Municipality, within a 5-day period of the Program Manager receiving the draft 
invoice documents. 

Task 05: R3 Applications Closeout Per Unit Task 
For the R3 Program the Program Manager shall be responsible tor the final closeout of applications 
once all work under an award is completed. This task shall include the tallowing: 

• 

• 

• 
• 

• 

• 

• 

• 
• 

• 

Ensure that construction/rehabilitation contractors or installers/suppliers have completed 
all tasks required by the award to the applicant by PRDOH. 
Ensure that all payments for tasks performed as related to the applicant and his/her 
awards have been performed by the PRDOH. 
Ensure that all supporting documentation is included in the application tile . 
Ensure that any permits obtained tor the project, that require a closeout process, are 
diligently closed by the construction/rehabilitation contractor and the installers/suppliers ti 
as may be applicable. t-
Ensure that all environmental activities were performed, and the all environmental permits 
are closed out. 
Ensure that a use permit was obtained by the construction/rehabilitation contractor tor 
the work performed tor the award, if applicable. 
Ensure that the applicant was able to obtain flood insurance, it applicable, after 
rehabilitation works are completed. 
Review project list for closeout operations . 
Ensure compliance with 2 CFR 200 Subpart F, 24 CFR 570.509, CPD Closeout Notices, and 
DR Closeout Process, as may be applicable to the application. 
Any other task nece.;sary to ensure proper closeout of the R3 Application . 

Task 06: R3 HQS Inspections Per Unit Task 
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In relocation awards under the R3 Program applicants will have the option of purchasing an 
existing home to replace the storm damaged one. Program Manager will be responsible for 
inspecting such homes prior to program purchase for compliance with Housing Quality Standards. 
This task shall include the following: 

• Scheduling the HQS Inspection with seller within a week from the Program Manager being 
notified of the applicant's selection of a home. 

• Coordinating an environmental assessment of the home with the PRDOH's Environmental 
Consulting firm and appraisal of the home. · 

• Inspect units, common areas, and exteriors to ascertain compliance with HUD's HQS. 
• Document each inspection by completing an inspection report as approved by the 

PRDOH, and noting thereon when appropriate, information relating to the unit, 
deficiencies, and failures. 

• Inform R3 applicants in writing, within five (5) days of the HQS inspection, as to the home's 
compliance with HQS. 

• Ensure that all HQS inspections are certified by licensed professional engineer or architect 
in Puerto Rico. . 

• Any other activity required by HUD's or PRDOH's guidelines to ascertain HQS compliance. 

If repairs are required to the unit to comply with HQS the Program Manager shall proceed with a 
damage assessment of the home to determine the scope of the work necessary to comply. 

Additional Services (Allowance) Per Unit Tasks 
Specific cases may require the Program Manager to provide additional services to those stated 
above. For such services, the contract shall include an allowance and the Program Manager shall 
provide the PRDOH with unit pricing of the additional tasks to be pertormed. No additional task 
may be performed by the Program Manager without authorization of the PRDOH. Identified 
additional tasks are as follows: 

• Intake Centers 

The PRDOH may request the Program Manager to set up additional intake centers for the 
programs. These additional intake centers are separate from the Program Manager's 
regional office and must be requested by PRDOH. The PRDOH is contemplating to set up 
these intake centers at municipal offices, local government offices or at regional offices 
of the PRDOH. Regardless of the location determined by the PRO DH the Program Manager 
is expected to set-up requested intake offices and provide the necessary equipment for 
these offices to function. Intake centers will be paid by the PRDOH based on a per-office 
monthly lump sum amount. The Program Manager shall provide his proposed monthly 
lump sum amounts for the intake offices in the RFP Cost Form. Intake centers will be set-up 
at local municipal government offices or PRDOH regional offices. Therefore, it is not ffi 

;-expected that the Program manager will have to incur in costs such as rent, utilities, etc. 
11 However, the Program Manager, for the intake centers, is expected to provide items such 

as furnishings and equipment for the centers {including such items as computers, printers, 
office materials, etc.). Program Manager will be responsible for the proper operation of 
the intake centers. Intake centers shall each have two {2) resources for the intake and 
processing of applications. The contract will include an allowance item from which, with 
the prior approval of the PRDOH, the Program Manager may be able to bill for the Intake 
Offices in operations for a specific period. At no time whatsoever may the Program 
Manager bill to the PRDOH over the total allowance amount included in the contract for 
Intake Offices. If additional funds are required for the allowance, then the proper 

J·<J 
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amendment to the contract shall be executed between the parties to allow for the 
additional budget. 

• Appraisal of Home Markel Values 
Certain cases may require the appraisal ot a home's current value. For such cases the 
Program Manager will be responsible for developing an opinion ot market value. Such 
opinion shall be developed by analyzing such factors as utility, scarcity, desire, and 
effective purchasing power of the community. The analysis shall require the study of all 
value influences and may lake the following approaches: the current cost of reproducing 
or replacing the home, minus an estimate for depreciation plus the value of land; the value 
indicated in recent sales of comparable properties in the market; and the value that the 
property's net earning power will support. Once the appraisal process is completed the 
Program Manager must submit the corresponding valuation report to the PRDOH for the 
specific case requested. This task shall also include any other task necessary to complete 
the appraisal of a home's fair market value. The contract will include an allowance item 
from which the Program Manager may be able to bill for the appraisal of home fair market 
values. At no time whatsoever may the Program Manager bill to the PRDOH over the total 
allowance amount included in the contract for Appraisal of Home Market Value. If 
additional funds are required for the allowance, then the proper amendment to the 
contract shall be executed between the parties to allow for the additional budget. 

END OF SCOPE OF WORK 
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Compensation Schedule 
Program Management Services 
AECOM Technical Services, Inc. 

Proaram Manaaement & Admlnlstrationn Task (Maximum Per Month 

Program Manager 200 $ 122.89 $ 2•.578.00 
Deputy Program Manager 200 $ 107.17 $ 21,434.00 
Operolions Manager 200 $ 88.57 $ 17,714.00 
Regulatory CompDance Officer 200 $ 50.34 $ 10,068.00 
Complionls Officer 200 $ '31.90 $ 7.580.00 
Safety Officer, 2 200 $ 35.43 $ 14,172.00 
Speclol Inspectors 2 200 $ 64.95 $ 25,980.00 

''i\·:::•1•.:: 

overhead 182.500% $ 221,755.00 
Profil 8.00% $ 27,462.00 

Services Total for 3 Year'$ (36 Months) (1 PM) $ 13,346,748.00 

R3 AnnJications Per Unit Tasks (Annlications 1 to 1.0001 
·>: ·:·:,.·.:-::~,,;;-·.•."\:i· ,::1: .... .. ,!-_/.::;:,:··, i/Unlt PriCe:r :"=\?10fQi".cost i/\_. .. ... .. ,,:: ., ... 

R3 Complete Appliconlions 1,000 1 $ I, 121.69 $ 1, 121.690.00 
R3 Damage Assessments 1.000 1 $ 578.32 $ 578,320.00 
R3 Award Coordination 1.000 1 $ 688.51 $ 688.510.00 
R3 Progress Inspections & Payment Requests (by PM) 500 4 $ 724.97 $ 1.449,940.00 
R3 Progress Inspections & Payment Requests (by MunicipoDly) 500 4 $ 419.15 $ 838,300.00 
R3 Application Closeout 1.000 I $ 125.12 $ 125,120.00 

$ t. tiioi;s~o;i!i>S 

R3 Annlications Per Unit Task ( AnnJication 1 001 to 3 0001 
_;_;unit Price\ · .. ::\·/.fota1.CO~')}.{ 

R3 Complete Applicontions 500 1 $ 1,065.61 $ 532.805.00 
R3 Damage Assessments 500 1 $ 5•9.40 $ 274.700.00 
R3 Award Coordinalion 500 $ 654.09 $ 327,045.00 
R3 Progress Inspections & Poymenl Reqoesfs (by PM] 250 • $ 688.72 $ 688.720.00 
R3 Progress Inspections & Payment Requests (by Munlclpallly) 250 4 $ 398.20 $ 398.200.00 
R3 Applicolion Closeout 500 $ 118.87 $ 59,435.00 

$ tuo;,os.ilo. 

R3 Annlications Per Unit Task I Annlfcatlons >3,0001 
::,,:. <•• a'.o.i•·•\\·•·: \':, .::,-.~~.i'•·r.:_.,_ :\ ,_ .. -., .... ;·::: . 

/~{~10101 .c·ost.:// ::-·UnltPric:e i: 
R3 Complete Appkantions 0 1 $ 1,01233 $ -
R3 Damage Assessments 0 1 $ 521.93 $ -
R3 Award Coordination 0 1 $ 621.38 $ -
R3 Progress Inspections & Payment Requests (by PM) 0 4 $ 654.28 $ -
R3 Progress lrnpections & Payment Requests (by Municipa(fty) 0 4 $ 378.29 $ -
R3 Application Closeout 0 I $ 112.92 $ -

•S i/"f,:,,.,:,;·.:c--•·:• 

Other Tasks 
... , .....• , .. ·., .. ,(.;,:;:-:.::,:·.' :GuariHty<•:: ::-'Ul'\iJ PriCie\~ /:-\/.'JOta1CoSt ,.?-: 

R3 HQS Inspections 500 $ 500.18 $ 250,090.00 
Appraisal of Home Market Value 1.200 $ 52S.OO $ 630,000.00 
Intake Centers 360 $ 2.987.00 $ 1.075,320.00 

Total Contract Amount.I·~ -::22,384,?43:oo I Jo 
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ATTACHMENT 5 
OSPA 

Request for Proposals 
Program Management Services 

Community Development Block Grant - Disaster Recovery 
Puerto Rico Department of Housing 

DEPARTAMENTO DE LA VIVIENDA 
SECRETARIA AUXILIAR PARA ASUNTOS LEGALES 

SECCION DE SEGUROS 

CONDICIONES ESPECIALES SOBRE SEGUROS Y/0 FIANZAS 

CONTRATO DE SERVICIOS PROFESIONALES 

NUMERO DE LICITACION: --------
ATEN C 16 N A TODOS LOS LICITADORES Y SUS CORREDORES DE 
SEGUROS 

A. lnvitaci6n a Licitador Condiciones Especiales de Seguros y Fianzas 

Antes de comenzar su trabajo o de recibir una notificaci6n para proceder con el 
mismo, o que se le permita comenzar a trabajar, el licitador agraciado debe 
someter a la Autoridad de Vivienda Local* (Departamento de la Vivienda de 
Puerto Rico y Administraci6n de Vivienda Publica) segun sea el case, en 
adelante la "AVL" en original o dos (2) copias certificadas de las p61izas de 
seguros y/o fianzas mencionadas a continuaci6n, incluyendo todos las endosos 
y acuerdos segun convenidos y requeridos bajo estas condiciones contractuales 
especiales, conforme a la siguiente lista de cotejo bajo las artfculos marcados 
con una (X): 

(X) 1. POL/ZA DE SEGURO DE COMPENSACION LABORAL DEL 
FONDO DEL SEGURO DEL ESTADO 

Conforme a la Ley de Compensaciones par Accidentes del. Trabajo Num. 
45, para facilitar su adquisici6n, la "AVL" le proveera al licitador exitoso 
una carta dirigida al Fondo del Segura del Estado. 

i)(O 
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(X) 2. RESPONSABIL/DAD GENERAL COMERCIAL 

(X) 

·:.-:_::-\· 

I. Commercial General Liability: 
• General Agregate 
• Products & Camolete Operations 
• Personal Iniurv & Advertising 
• Each Occurrence 
• Fire -Damage 
• Medical Exoense 

IL Emnlover's Liabilitv Stoo Gan: 
• Bodily Injury by Accident 

Each Employee 
Each Accident 

• Bodily Injury by Disease 
Each Employee 
Each Accident 

III. Personal Prooertv under care, custodv and control: 
IV. Garae:e Liabilitv and Garae:e Keeoers Leo-al Liabili'"" Forms 

( ) k. OTRO: _________ _ 

3. CUBIERTA DE CR/MEN: 

,._ ... , ·•.·:·,::<;_:-;_,({ :•·j .. . , ,:-'•-:--.-..:,:;.:,,: . ... ,::,.,,. 

$1,000,000.00 
$2,000,000.00 
$1,000,000.00 
$ I ,000,000.00 
$1,000,000.00 

$100,000.00 (Any one Fire) 
$10,000 (Any one person) 

$1,000,000.00 
$1,000,000.00 

$ I ,000,000.00 
$1,000,000.00 
$ I ,000,000.00 

$1,000,000.00 <occ.a""' 

::•:·; =:-;:·.:·,· ,, 
··::\,:: '.:\>>. i:·})\ ···•:·.;.,.:.: ? ~µ;~IA~ JP!:QVE,fill}.i\$ '\/ :-:.=.-..:.:·.•.':'•. .. .. . •,·.,·, .. ,·• .. \•', 

I. Employee Dishonesty: 

• Limit - $250,000 Per Ocurrence 

• Deductible $2,500 Per Ocurrence 

n. Forgery & Alteration Form: 

• Limit - $250,000 Per Ocurrence 
• Deductible $2,500 Per OcmTence 

m. Theft, Dissappearance & Destruction (Inside/Outside): 

• Limit $100,000 Per Ocurrence 

• Deductible $1,000 PerOcurrence 

IV. Computer Fraud: 

• Limit $100,000 Per Ocurrence 

• Deductible $1,000 Per Ocurrence 

uo 
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(X) 4. RESPONSABIUDAD COMPRENSIVA DE AUTOMOVIL 
COMERCIAL 

• Hired - Borrowed Auto - 8 
• Non-Owned Auto Liabili - 9 

( ) h. OTRO: _________ _ 

(X) 5. POLIZA PROFESSIONAL LIABILITY 

(X) a. Riesgo, interes, localizaci6n y limites 

(X) i. Descripci6n del trabajo a realizarse 

(X) ii. LIMITES: 

Cada reclamaci6n U.S. $5,000,000.00 
Agregado U.S. $1,000,000.00 
Deducible U.S.$ 5,000.00 

iii. Certificaci6n de que el contrato de seguros ha 
sido otorgado como cubierta de lineas e 
excedentes con arreglo al C6digo de Seguros 
del E.L.A. 

( ) e. OTRO: 

(X) 6. UMBRELLA 

(X) Limite - $10,000,000.00 

#c 

uo 
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(X) 7. CYBER LIABIUTY 

(X) Limite - $3,000,000.00 

(X) 8. LAS POUZAS A OBTENERSE DEBERAN CONTENER LOS 
SIGUIENTES ENDOSOS INCLUYENDO COMO ASEGURADOS 
ADICIONALES AL "AVL" Y AL GOB/ERNO PUERTO RICO: 

(X) a. Breach of warranty 

(X) b. Waiver and / or Release of Subrogation 

(X) c. Additional Insured Clause 

(X) d. Hold Harmless Agreement 

(X) e. 90 Days Cancellation Clause 

B. EVIDENCIA DE COBERTURA DE SEGURO DE CADA SUB­
CONTRATISTA A SOMETERSE POR EL UCITADOR AGRACIADO 
COMO CONTRATJSTA PRINCIPAL: 

El licitador agraciado como Contratista Principal tiene el deber, de exigir de 
cada uno de los sub-contratistas o sub-sub-contratistas, mantengan 
vigentes todas las p6lizas de seguros y/o fianzas necesarias para cubrir su 
participaci6n individual en el riesgo o riesgos relacionados con el trabajo 
sub-contratado o el servicio a prestarse. 

Por lo tanto, recalcamos, que antes de comenzar a trabajar o de recibir una 
notificaci6n escrita de proceder con dicho trabajo o de que se le autorice a 
comenzar el trabajo, el licitador agraciado como Contratista Principal tiene 
la responsabilidad de proveerle a la "AVL" evidencia a los efectos de que 
todos las seguros ylo fianzas requeridos bajo las condiciones especiales o 
requeridos bajo el sub-contrato a cada uno de los sub-contratistas o sub­
sub-contratistas, estan vigentes y debidamente aprobados por la Secci6n 
de Seguros de la "AVL". 

Todas las p61izas de seguros se mantendran vigentes durante el periodo 
contractual complete, de modo que con cualquier enmienda que resulte en 
la alteraci6n de la fecha original de terminaci6n del proyecto o de su costo 
total original, el Contratista principal tomara las medidas necesarias para 
solicitar del asegurador que incluya dichos cambios en todas las p61izas de 
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seguros y/o fianzas relacionadas y someter evidencia mediante los endosos 
apropiados con las fechas de vigencia. Las cancelaciones sin 
consentimiento no son aceptadas. 

La "AVL" reserva el derecho de parar cualquier trabajo o servicio bajo 
control hasta que la infracci6n a estos requisitos se haya subsanado, de 
modo que cualquier retraso en el cumplimiento del contrato basado en 
cualquier incumplimiento con los requisitos de cobertura del seguro se 
considerara de la exclusiva responsabilidad del Contratista Principal. 

C. Las compafiias aseguradoras al emitir las p61izas y las fianzas deben estar 
autorizada para hacer negocios en Puerto Rico, tener una s61ida reputaci6n 
econ6mica estar clasificadas como "A" por el "Best Key Rating Guide" y/o 
ser aceptadas por la agencia contratante a traves de la Secci6n de Seguros. 

D. El contratista antes de comenzar los trabajos, o de recibir comunicaci6n 
escrita para proceder, o que le sea permitido empezar a trabajar debera 
someter a la agencia contratante para revision, aprobaci6n y certificaci6n 
por la Secci6n de Seguros, original o copia certificada de cada una de las 
p61izas y/o fianzas mencionadas incluyendo todos los endosos y acuerdos 
seg(m lo requerido y acordado bajo las Condiciones Contractuales 
Especiales de Seguros seg(m se describe en este anejo. 

E. CERTIFICACION 

Por todo lo cual, certificamos, que segi'.in nuestro mejor conocimiento y a 
nuestro mejor entender, hemos preparado las "Condiciones Especiales 
de Seguros y Fianzas" mencionadas anteriormente, luego de la 
evaluaci6n adecuada de los riesgos relacionados, en base a la 
informaci6n sobre la naturaleza y la descripci6n del proyecto que nos fue 
sometida a petici6n del Programa Contratante mediante solicitud escrita. 

NUMERO DE L/CITACION: 

DESCRIPCION COMPLETA DEL SERVIC/0: 

Program Management Services 

Arlyn odr~ ntes 
Secci6n de Seguros 
Secretarfa para Asuntos Lega/es 
arodriguez@vivienda.pr.gov 
(787) 274-2527 x6311 
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HUD GENERAL PROVISIONS 

Attachment F 

Given that the Contract involves funds for which the U.S. Department of Housing and 
Urban Development (HUD) is the oversight agency, the following terms and conditions 
may apply to this Contract. In addition, Contractor shall comply with the Federal Labor 
Standards Provisions set forth in Form HUD-4010, available at 
https:l/www.hudexchange.info/resource/2490/hud-form-4010-federal-labor-standards­
provisions/ 

The CONTRACTOR shall include these terms and conditions in all subcontracts or 
purchase orders directly servicing the Contract. 

These general provisions may be updated from time to time. It is the sole responsibility of 
the CONTRACTOR to be aware of any changes hereto, to amend and implement such 
changes and to ensure subcontracts terms and conditions are modified as necessary, if 
any. 

General Provisions: 

1. PROVISIONS REQUIRED BY LAW DEEMED INSERTED 

Each and every provision of law and clause required by law to be inserted in this Contract 
shall be deemed to be inserted herein and the Contract shall be read and enforced as 
though it were included herein, and if through mistake or otherwise any such provision is 
not inserted, or is not correctly inserted, then upon the application of either party, the 
Contract shall forthwith be physically amended to make such insertion or correction. 

2. STATUTORY AND REGULATORY COMPLIANCE 

CONTRACTOR shall comply with all laws and regulations applicable to the Community 
Development Block Grant-Disaster Recovery funds appropriated by the Supplemental 
Appropriations for Disaster Relief Requirements, 2017 (Pub. L. 115-56), approved 
September 8, 2017 (Appropriations Act), as amended, including but not limited to the 
applicable Office of Management and Budget Circulars, which may impact the 
administration of funds and/or set forth certain cost principles, including if certain 
expenses are allowed. 

3. BREACH OF CONTRACT TERMS 

The PRDOH reserves its right to all administrative, contractual, or legal remedies, including 
but not limited to suspension or termination of this Contract, in instances where the 
CONTRACTOR or any of its subcontractors violate or breach any Contract term. If the 
CONTRACTOR or any of its subcontractors violate or breach any Contract term, they shall 
be subject to such sanctions and penalties as may be appropriate. The duties and 
obligations imposed by the Contract documents, and the rights and remedies available 

Jo 
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thereunder, shall be in addition to and not a limitation of any duties, obligations, rights 
and remedies otherwise imposed or available by law. 

4. REPORTING REQUIREMENTS 

The CONTRACTOR shall complete and submit all reports, in such form and according to 
such schedule, as may be required by the PR DOH and/or the Government of Puerto Rico. 
The CONTRACTOR shall cooperate with all the PRDOH and/or the Government of Puerto 
Rico efforts to comply with HUD requirements and regulations pertaining to reporting, 
including but not limited lo 24 C.F.R. §§ 85.40-41 (or 84.50-52, if applicable) and 570.507, 
when applicable. 

5. ACCESS TO RECORDS 

The Government of Puerto Rico, the PRDOH, HUD, the Comptroller General of the United 
States, or any of their duly authorized representatives, shall have, at any time and from 
time to time during normal business hours, access to any work product, books, 
documents, papers, and records of the CONTRACTOR which are related to this Contract, 
for the purpose of inspection, audits, examinations, and making excerpts, copies and 
transcriptions. 

6. MAINTENANCE/RETENTION OF RECORDS 

_ All records (files, data, work product) connected with this Contract will be turned over to 
PRDOH following the Agreement termination to be maintained for the remainder of the 
grant and post grant closeout. 

7. SMALL AND MINORITY FIRMS, WOMEN'S BUSINESS ENTERPRISES, AND LABOR SURPLUS 
AREA FIRMS 

The CONTRACTOR will take necessary affirmative steps to assure that minority firms, 
women's business enterprises, and labor surplus area firms are used in subcontracting 
when possible. Steps include, but are not limited to: 

(i) Placing qualified small and minority businesses and women's business enterprises 
on solicitation lists; 

(ii) Assuring that small and minority businesses, and women's business enterprises are 
solicited whenever they are potential sources; 

(iii) Dividing total requirements, when economically feasible, into smaller tasks or 
quantities to permit maximum participation by small and minority business, and 
women's business enterprises; 

(iv) Establishing delivery schedules, where the requirement permits, which encourage 
participation by small and minority business, and women's business enterprises; 
and 
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(v) Using the services and assistance of the Small Business Administration, and the 
Minority Business Development Agency of the Department of Commerce. 

Additionally, for contracts of $10,000 or more, the CONTRACTOR shall file Form HUD 2516 
(Contract and Subcontract Activity) with the PRDOH on a quarterly basis. 

8. RIGHTS TO INVENTIONS MADE UNDER A CONTRACT OR AGREEMENT 

Contracts or agreements for the performance of experimental, developmental, or 
research work shall provide for the rights of the Federal Government and the recipient in 
any resulting invention in accordance with 37 CFR Part 401, "Rights to Inventions Made 
by Nonprofit Organizations and Small Business Firms Under Government Grants, Contracts 
and Cooperative Agreements", and any implementing regulations issued by HUD. 

9. TITLE VI OF THE CIVIL RIGHTS ACT OF 1964 

The Proposer will comply with the provisions ofTitle VI of the Civil Rights Act of 1964, which 
prohibits discrimination on the basis of race, color, or national origin in any program or 
activity that receives Federal funds or other Federal financial assistance. Programs that 
receive Federal funds cannot distinguish among individuals on the basis of race, color or 
national origin, either directly or indirectly, in the types, quantity, quality or timeliness of 
program services, aids or benefits that they provide or the manner in which they provide 
them. This prohibition applies to intentional discrimination as well as to procedures, criteria 
or methods of administration that appear neutral but have a discriminatory effect on 
individuals because of their race, color, or national origin. Policies and practices that 
have such an effect must be eliminated unless a recipient can show that they were 
necessary to achieve a legitimate nondiscriminatory objective. 

10. SECTION 109 OF THE HOUSING AND COMMUNITY DEVELOPMENT ACT OF 1974 

The CONTRACTOR shall comply with the provisions of Section 109 of the Housing and 
Community Development Act of 197 4. No person in the United States shall on the grounds 
of race, color, national origin, or sex be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any program or activity funded in 
whole or in part with funds made available under this title. Section 109 further provides 
that discrimination on the basis of age under the Age Discrimination Act of 1975 or with 
respect to an otherwise qualified handicapped individual as provided in Section 504 of 
the Rehabilitation Act of 1973, as amended, is prohibited. 

11. SECTION 504 OF THE REHABILITATION ACT OF 1973 

The CONTRACTOR shall comply with Section 504 of the Rehabilitation Act of 1973 (29 
U.S.C. § 794), as amended, and any applicable regulations. 
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The CONTRACTOR agrees that no qualified individual with handicaps shall, solely on the 
basis of handicap, be excluded from participation in, be denied the benefits of, or 
otherwise be subjected to discrimination under any program or activity that receives 
Federal financial assistance from HUD. 

12, AGE DISCRIMINATION ACT OF 1975 

The CONTRACTOR shall comply with the Age Discrimination Act of 1975 (42 U.S.C. § 6101 
et seq.), as amended, and any applicable regulations. No person in the United States 
shall, on the basis of age, be excluded from participation in, be denied the benefits of, 
or be subjected to, discrimination under, any program or activity receiving Federal 
financial assistance. 

13. DEBARMENT, SUSPENSION, AND INELIGIBILITY 

The CONTRACTOR represents and warrants that it and its subcontractors are not 
debarred or suspended or otherwise excluded from or ineligible for participation in 
Federal assistance programs subject to 2 C.F .R. Part 2424. 

14. CONFLICTS OF INTEREST 

The CONTRACTOR shall notify the PR DOH as soon as possible if this Contract or any aspect 
related to the anticipated work under this Contract raises an actual or potential conflict 
of interest (as defined at 2 C.F.R. Part 215 and 24 C.F.R. § 85.36 or 84.42, if applicable). 
The CONTRACTOR shall explain the actual or potential conflict in writing in sufficient detail 
so that the PRDOH is able to assess such actual or potential conflict. The CONTRACTOR 
shall provide the PRDOH any additional information necessary to fully assess and address 
such actual or potential conflict of interest. The CONTRACTOR shall accept any 
reasonable conflict mitigation strategy employed by the PRDOH, including but not 
limited to the use of an independent subcontractor(s) to perform the portion of work that 
gives rise to the actual or potential conflict. 

15. SUBCONTRACTING 

When subcontracting, the CONTRACTOR shall solicit for and contract with such 
subcontractors in a manner providing for fair competition. Some of the situations 
considered to be restrictive of competition include, but are not limited to: 

(i) Placing unreasonable requirements on firms in order for them to qualify to 
do business; 

(ii) Requiring unnecessary experience and excessive bonding; 
(iii) Noncompetitive pricing practices between firms or between affiliated 

Companies; 
(iv) Noncompetitive awards to consultants that are on retainer contracts, 
(v) Organizational conflicts of interest; 
(vi) Specifying only a brand name product instead of allowing an equal 
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product to be offered and describing the performance of other relevant 
requirements of the procurement: and 

(vii}' Any arbitrary action in the procurement process. 

The CONTRACTOR represents to the PR DOH that all work shall be performed by personnel 
experienced in the appropriate and applicable profession and areas of expertise. laking 
into account the nature of the work to be performed under this Contract. 

The CONTRACTOR will include these HUD General Provisions in every subcontract issued 
by ii, so that such provisions will be binding upon each of its subcontractors as well as the 
requirement to flow down such terms to all lower-tiered subcontractors. 

16. ASSIGNABILITY 

The CONTRACTOR shall not assign any interest in this Agreement, and shall not transfer 
any interest in the same (whether by assignment or novation) without prior written 
approval of the PR DOH. 

17. INDEMNIFICATION 

The CONTRACTOR shall indemnify, defend, and hold harmless the Government of Puerto 
Rico and PR DOH, its agents and employees, from and against any and all claims, actions, 
suits, charges. and judgments arising from or related to the negligence or willful 
misconduct of the CONTRACTOR in the performance of the services called for in this 
Contract. 

18. COPELAND "ANTI-KICKBACK" ACT 

(Applicable to all construction or repair contracts) 
Salaries of personnel performing work under this Contract shall be paid unconditionally 
and not less often than once a month without payroll deduction or rebate on any 
account except only such payroll deductions as are mandatory by law or permitted by 
the applicable regulations issued by the Secretary of Labor pursuant to the Copeland 
"Anti-Kickback Act" of June 13, 1934 (48 Stat. 948; 62 Stat. 7 40; 63 Stat. 108; Title 18 U.S.C. 
§ 874; and ntle 40 U.S.C. § 276c). The CONTRACTOR shall comply with all applicable "Anti­
Kickback" regulations and shall insert appropriate provisions in all subcontracts covering 
work under this Agreement to ensure compliance by subcontractors with such 
regulations, and shall be responsible for the submission of affidavits required of 
subcontractors thereunder except as the Secretary of Labor may specifically provide for 
variations of or exemptions from the requirements thereof. 

19. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT 

(Applicable to construction contracts exceeding $2,000 and contracts exceeding $2,500 
that involve the employment of mechanics or laborers.) 

J-0 
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The CONTRACTOR shall comply with Sections 103 and 107 of the Contract Work Hours 
and Safety Standards Act (40 U.S.C. §§ 327-330) as supplemented by Department of 
Labor regulations (29 C.F.R. Part 5). 

All laborers and mechanics employed by CONTRACTORS or subcontractors shall receive 
overtime compensation in accordance with and subject to the provisions of the Contract 
Work Hours and Safety Standards Act, and the CONTRACTORS and subcontractors shall 
comply with all regulations issued pursuant to that act and with other applicable Federal 
laws and regulations pertaining to labor standards. 

20. DAVIS-BACON ACT 

(Applicable to construction contracts exceeding $2,000 when required by Federal 
program legislation.) 

The CONTRACTOR shall comply with the Davis Bacon Act (40 U.S.C. §§ 276a to 276a-7) 
as supplemented by Department of Labor regulations (29 C.F.R. Part 5). 

All laborers and mechanics employed by CONTRACTORS or subcontractors, including 
employees of other governments, on construction work assisted under this Contract, and 
subject to the provisions of the federal acts and regulations listed in this paragraph, shall 
be paid wages at rates not less than those prevailing on similar construction in the locality 
as determined by the Secretary of Labor in accordance with the Davis-Bacon Act. 

On a semi-annual basis, the CONTRACTOR shall submit Form HUD 471 O (Semi-Annual 
labor Standards Enforcement Report) to PRDOH. 

21. TERMINATION FOR CAUSE 
(Applicable to contracts exceeding $10,000) 

If, through any cause, the CONTRACTOR shall fail to fulfill in a timely and proper manner 
his or her obligations under this Contract, or if the CONTRACTOR shall violate any of the 
covenants, agreements, or stipulations of this Contract, the PRDOH shall thereupon have 
the right to terminate this Contract by giving written notice to the CONTRACTOR of such 
termination and specifying the effective date thereof, at least five (5) days before the 
effective date of such termination. In such event, all finished or unfinished documents, 
data, studies, surveys, drawings, maps, models, photographs, and reports prepared by 
the CONTRACTOR under this Agreement shall, at the option of the PRDOH, become the 
PRDOH's property and the CONTRACTOR shall be entitled to receive just and equitable 
compensation for any work satisfactorily completed hereunder. Notwithstanding the 
above, the CONTRACTOR shall not be relieved of liability to the Government of Puerto 
Rico and PRDOH for damages sustained by the Government of Puerto Rico and/or 
PRDOH by virtue of any breach of the Agreement by the CONTRACTOR, and the 
Government of Puerto Rico and/or PRDOH may withhold any payments to the 

J-0 
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CONTRACTOR for the purpose of set-off until such time as the exact amount of damages 
due to the Government of Puerto Rico and/or PRDOH from the CONTRACTOR is 
determined. 

22. TERMINATION FOR CONVENIENCE 

(Applicable to contracts exceeding $10,000) 
The PRDOH may terminate this Contract at any time by giving at least ten (10) days' 
notice in writing to the CONTRACTOR. If the Contract is terminated by the PRDOH as 
provided herein, the CONTRACTOR will be paid for the time provided and expenses 
incurred up to the termination date. 

23. SECTION 503 OF THE REHABILITATION ACT OF 1973 

(Applicable to contracts exceeding $10,000) 
The CONTRACTOR shall comply with Section 503 of the Rehabilitation Act of 1973 (29 
U.S.C. § 793), as amended, and any applicable regulations. 

Equal Opportunity for Workers with Disabilities: 

1) The CONTRACTOR will not discriminate against any employee or applicant for 
employment because of physical or mental disability in regard to any position for 
which the employee or applicant for employment is qualified. The CONTRACTOR 
agrees to take affirmative action to employ, advance in employment and otherwise 
treat qualified individuals with disabilities without discrimination based on their 
physical or mental disability in all employment practices, including the following: 

(i) 
(ii) 

(iii) 

(iv) 

Recruitment, advertising, and job application procedures; 
Hiring, upgrading, promotion, award of tenure, demotion, transfer, layoff, 
termination, right of return from layoff and rehiring; 
Rates of pay or any other form of compensation and changes in 
compensation; 

Job assignments, job classifications, organizational structures, position 
descriptions, lines of progression, and seniority lists; 

(v) Leaves of absence, sick leave, or any other leave; 
(vi) Fringe benefits available by virtue of employment, whether or not 

administered by the CONTRACTOR; 
(vii) Selection and financial support for training, including apprenticeship, 

professional meetings, conferences, and other related activities, and 

(viii) 

(ix) 

selection for leaves of absence to pursue training; 
Activities sponsored by the CONTRACTOR including social or recreational 
programs; and 

Any other term, condition, or privilege of employment. 

J·O 
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2) The CONTRACTOR agrees to comply with the rules, regulations, and relevant orders of 
the Secretary of Labor issued pursuant to the act. 

3) In the event of the CONTRACTOR's noncompliance with the requirements of this 
clause, actions for noncompliance may be taken in accordance with the rules, 
regulations, and relevant orders of the Secretary of Labor issued pursuant to the act. 

4) The CONTRACTOR agrees to post in conspicuous places, available to employees and 
applicants for employment, notices in a form to be prescribed by the Deputy 
Assistant Secretary for Federal Contract Compliance Programs, provided by or 
through the contracting officer. Such notices shall state the rights of applicants and 
employees as well as the CONTRACTOR'S obligation under the law to take affirmative 
action to employ and advance in employment qualified employees and applicants 
with disabilities. The CONTRACTOR must ensure that applicants and employees with 
disabilities are informed of the contents of the notice (e.g., the CONTRACTOR may 
have the notice read to a visually disabled individual, or may lower the posted notice 
so that it might be read by a person in a wheelchair). 

5) The CONTRACTOR will notify each labor organization or representative of workers with 
which it has a collective bargaining agreement or other contract understanding, 
that the CONTRACTOR is bound by the terms of Section 503 of the Rehabilitation Act 
of 1973, as amended, and is committed to take affirmative action to employ and 
advance in employment individuals with physical or mental disabilities. 

6) The CONTRACTOR will include the provisions of this clause in every subcontract or 
purchase order in excess of $10,000, unless exempted by the rules, regulations, or 
orders of the Secretary issued pursuant to Section 503 of the act, as amended, so 
that such provisions will be binding upon each subcontractor or vendor. The 
CONTRACTOR will take such action with respect to any subcontract or purchase 
order as the Deputy Assistant Secretary for Federal Contract Compliance Programs 
may direct to enforce such provisions, including action for noncompliance. 

24. EQUAL EMPLOYMENT OPPORTUNITY 

(Applicable to construction contracts and subcontracts exceeding $10,000) 
The CONTRACTOR shall comply with Executive Order 11246 of September 24, 1965, 
entitled "Equal Employment Opportunity," as amended by Executive Order 11375 of 
October 13, 1967, and as supplemented in Department of Labor regulations (41 CFR 
chapter 60). 

During the performance of this Agreement, the CONTRACTOR agrees as follows:· 
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1) The CONTRACTOR shall not discriminate against any employee or applicant for 
employment because of race, color, religion, sex, or national origin. The 
CONTRACTOR shall take affirmative action to ensure that applicants for employment 
are employed, and that employees are treated during employment, without regard 
to their race, color, religion, sex, or national origin. Such action shall include, but not 
be limited to, the following: employment, upgrading, demotion, or transfer; 
recruitment or recruitment advertising; layoff or termination; rates of pay or other 
forms of compensation; and selection for training, including apprenticeship. 

2) The CONTRACTOR shall post in conspicuous places, available to employees and 
applicants for employment, notices to be provided by Contracting Officer setting 
forth the provisions of this non-discrimination clause. The CONTRACTOR shall state that 
all qualified applicants will receive consideration for employment without regard to 
race, color, religion, sex, or national origin. 

3) The CONTRACTOR will, in all solicitations or advertisements for employees placed by 
or on behalf of the CONTRACTOR, state that all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex or national 
origin. 

4) The. CONTRACTOR will send to each labor union or representative of workers with 
which he or she has a collective bargaining agreement or other contract or 
understanding, a notice, to be provided by the agency contracting officer, 
advising the labor union or workers representative of the CONTRACTOR's 
commitments under Section 202 of Executive Order 11246 of September 24, 1965, 
and shall post copies of the notice in conspicuous places available to employees 
and applicants for employment. 

5) The CONTRACTOR will comply with all provisions of Executive Order 11246 of 
September 24, 1965, and of the rules, regulations and relevant orders of the Secretary 
of Labor. 

6) The CONTRACTOR will furnish all information and reports required by Executive Order 
11246 of September 24, 1965, and by the rules, regulations and orders of the Secretary 
of Labor, or pursuant thereto, and will permit access to books, records and accounts 
by the contracting agency and the Secretary of Labor for purposes of investigation 
to ascertain compliance with such rules, regulations and orders. 

7) In the event of the CONTRACTOR's non-compliance with the non-discrimination 
clause of this Agreement or with any of such rules, regulations or orders, this 

J. C) 
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Agreement may be cancelled, terminated or suspended in whole or in part and the 
CONTRACTOR may be declared ineligible for further government contracts in 
accordance with procedures authorized in Executive Order 11246 and such other 
sanctions as may be imposed and remedies invoked as provided in Executive Order 
11246 of September 24, 1965, or by rule, regulation or order of the Secretary of Labor, 
or as otherwise provided by law. 

8) CONTRACTOR shall incorporate the prov1s1ons of l through 7 above in every 
subcontract or purchase order unless exempted by rules, regulations or orders of the 
Secretary of Labor so that such provisions shall be binding on such subcontractor. The 
CONTRACTOR will take such action with respect to any subcontract or purchase 
order as the contracting agency may direct as a means of enforcing such provisions 
including sanctions for non- compliance, provided, however, that in the event the 
CONTRACTOR becomes involved in, or is threatened with, litigation with a 
subcontractor or vendor as a result of such direction by the contracting agency, the 
CONTRACTOR may request the United States to enter into such litigation to protect 
the interests of the United States. 

25. CERTIFICATION OF NONSEGREGATED FACILITIES 

(Applicable to construction contracts exceeding $10,000) 
The CONTRACTOR certifies that ii does not maintain or provide for its establishments, and 
that ii does not permit employees to perform their services at any location, under its 
control, where segregated facilities are maintained. It certifies further that ii will not 
maintain or provide for employees any segregated facilities at any of its establishments, 
and it will not permit employees to perform their services at any location under its control 
where segregated facilities are maintained. The CONTRACTOR agrees that a breach of 
this certification is a violation of the equal opportunity clause of this Agreement. 

As used in this certification, the term "segregated facilities" means any waiting rooms, 
work areas, rest rooms and wash rooms, restaurants and other eating areas, time clocks, 
locker rooms, and other storage or dressing areas, parking lots, drinking fountains, 
recreation or entertainment areas, transportation and housing facilities provided for 
employees which are segregated by explicit directive or are, in fact, segregated on the 
basis of race, color, religion, or national origin because of habit, local custom, or any 
other reason. 

The CONTRACTOR further agrees that (except where it has obtained for specific time 
periods) it will obtain identical certification from proposed subcontractors prior to the 
award of subcontracts exceeding $10,000 which are not exempt from the provisions of 
the equal opportunity clause: that ii will retain such certifications in its files; and that it will 

Jo 
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forward the preceding notice to such proposed subcontractors (except where proposed 
subcontractors have submitted identical certifications for specific time periods). 

26. CERTIFICATION OF COMPLIANCE WITH CLEAN AIR AND WATER ACTS 

(Applicable to contracts exceeding $100,000) 
The CONTRACTOR and all subcontractors shall comply with the requirements of the 
Clean Air Act, as amended, 42 U.S.C. § 1857 et seq., the Federal Water Pollution Control 
Act, as amended, 33 U.S.C. § 1251 et seq., and the regulations of the Environmental 
Protection Agency with respect thereto, at 40 C.F.R. Part 15 and 32, as amended, Section 
508 of the Clean Water Act (33 U.S.C. § 1368) and Executive Order 11738. 

In addition to the foregoing requirements, all nonexempt contractors and subcontractors 
shall furnish to the owner, the following: 

1) A stipulation by the CONTRACTOR or subcontractors, that any facility to be utilized in 
the performance of any nonexempt contract or subcontract, is not listed on the 
Excluded Party Listing System pursuant to 40 C.F.R. 32 or on the List of Violating 
Facilities issued by the Environmental Protection Agency (EPA) pursuant to 40 C.F.R. 
Part 15, as amended. 

2) Agreement by the CONTRACTOR to comply with all the requirements of Section 114 
of the Clean Air Act, as amended, (42 U.S.C. § 1857 c-8) and Section 308 of the 
Federal Water Pollution Control Act, as amended, (33 U.S.C. § 1318) relating to 
inspection, monitoring, entry, reports and information, as well as all other 
requirements specified in said Section 114 and Section 308, and all regulations and 
guidelines issued thereunder. 

3) A stipulation that as a condition for the award of the Agreement, prompt notice will 
be given of any notification received from the Director, Office of Federal Activities, 
EPA, indicating that a facility utilized, or to be utilized for the Agreement, is under 
consideration to be listed on the Excluded Party Listing System or the EPA List of 
Violating Facilities. 

4) Agreement by the CONTRACTOR that he or she will include, or cause to be included, 
the criteria and requirements in paragraph (1 )through (4) of this section in every 
nonexempt subcontract and requiring that the CONTRACTOR will take such action 
as the government may direct as a means of enforcing such provisions. 

27. ANTI-LOBBYING 

(Applicable to contracts exceeding $100,000) 
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By the execution of this Contract, the CONTRACTOR certifies, to the best of his or her 
knowledge and belief, that: 

1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the 
CONTRACTOR, to any person for influencing or attempting to influence an officer or 
employee of an agency, a Member of Congress, an officer or employee of Congress, 
or an employee of a Member of Congress in connection with the awarding of any 
Federal contract, the making of any Federal grant, the making of any Federal loan, 
the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any Federal contract, grant, loan, or 
cooperative agreement. 

2) If any funds other than Federal appropriated funds have been paid or will be paid to 
any person for influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or an employee 
of a Member of Congress in connection with this Federal contract, grant, loan, or 
cooperative agreement, the CONTRACTOR shall complete and submit Standard 
Form-LLL, "Disclosure Form to Report Lobbying", in accordance with its instructions. 

3) The CONTRACTOR shall require that the language of this certification be included in 
the award documents for all subawards at all tiers (including subcontracts, subgrants, 
and contracts under grants, loans, and cooperative agreements) and that all 
subrecipients shall certify and disclose accordingly. 

This certification is a material representation of fact upon which reliance was placed 
when this transaction was made or entered into. Submission of this certification is a 
prerequisite for making or entering into this transaction imposed by Section 1352, Tille 
31, U.S. Code. Any person who fails to file the required certification shall be subject 
to a civil penalty of not less than $10,000 and not more than $100,000 for each such 
failure. 

28. BONDING REQUIREMENTS 

(Applicable to construction and facility improvement contracts exceeding $100,000} 

The CONTRACTOR shall comply with Puerto Rico bonding requirements, unless they have 
not been approved by HUD, in which case the CONTRACTOR shall comply with the 
following minimum bonding requirements: 

l) A bid guarantee from each bidder equivalent to five percent (5%) of the bid price. 
The "bid guarantee" shall consist of a firm commitment such as a bid bond, certified 
check, or other negotiable instrument accompanying a bid as assurance that the 
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bidder will, upon acceptance of his or her bid, execute such contractual documents 
as may be required within the time specified. 

2) A performance bond on the part of the CONTRACTOR for one hundred percent 
(100%) of the Agreement price. A "performance bond" is one executed in 
connection with a contract to secure fulfillment of all the CONTRACTOR's obligations 
under such contract. 

3) A payment bond on the part of the CONTRACTOR for one hundred percent (100%) of 
the Agreement price. A "payment bond" is one executed in connection with a 
contract to assure payment as required by law of all persons supplying labor and 
material in the execution of the work provided for in the contract. 

29. SECTION 3 OF THE HOUSING AND URBAN DEVELOPMENT ACT OF 1968 

(As required by applicable thresholds) 

1) The work to be performed under this Agreement is subject to the requirements of 
Section 3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 
§ 1701 u (Section 3). The purpose of Section 3 is to ensure that employment and other 
economic opportunities generated by HUD assistance or HUD-assisted projects 
covered by Section 3, shall, to the greatest extent feasible, be directed to low- and 
very low-income persons, particularly persons who are recipients of HUD assistance 
for housing. 

2) The parties to this Agreement agree to comply with HUD's regulations in 24 C.F.R. Part 
135, which implement Section 3. As evidenced by their execution of this Agreement, 
the parties to this Agreement certify that they are under no contractual or other 
impediment that would prevent them from complying with the Part 135 regulations. 

3) The CONTRACTOR agrees to send to each labor organization or representative of 
workers with which the CONTRACTOR has a collective bargaining agreement or 
other understanding, if any, a notice advising the labor organization or workers' 
representative of the CONTRACTOR's commitments under this Section 3 clause, and ti 
will post copies of the notice in conspicuous places at the work site where both , ~ (;. 
employees and applicants for training and employment positions can see the notice. {.7"' 
The notice shall describe the Section 3 preference, shall set forth minimum number 
and job titles subject to hire, availability of apprenticeship and training positions, the 
qualifications for each: and the name and location of the person(s) laking 
applications for each of the positions: and the anticipated date the work shall begin. 

4) The CONTRACTOR agrees to include this Section 3 clause in every subcontract subject 
to compliance with regulations in 24 C.F.R. Part 135, and agrees to lake appropriate 
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action, as provided in an applicable provision of the subcontract or in this Section 3 
clause, upon a finding that the subcontractor is in violation of the regulations in 24 
C.F .R. Part 135. The CONTRACTOR will not subcontract with any subcontractor where 
the CONTRACTOR has notice or knowledge that the subcontractor has been found 
in violation of the regulations in 24 C.F.R. Part 135. 

5) The CONTRACTOR will certify that any vacant employment positions, including training 
positions, that are filled: ( 1) after the CONTRACTOR is selected but before the 
contract is executed, and (2) with persons other than those to whom the regulations 
of 24 C.F.R. Part 135 require employment opportunities to be directed, were not filled 
to circumvent the CONTRACTOR's obligations under 24 C.F.R. Part 135. 

6) Noncompliance with HUD's regulations in 24 C.F.R. Part 135 may result in sanctions, 
termination of this Agreement for default, and debarment or suspension from future 
HUD assisted contracts. 

7) With respect to work performed in connection with Section 3 covered Indian housing 
assistance, Section 7(b) of the Indian Self-Determination and Education Assistance 
Act (25 U.S.C. § 450e) also applies to the work to be performed under this Agreement. 
Section 7(b) requires that to the greatest extent feasible: (i) preference and 
opportunities for training and employment shall be given to Indians, and (ii) 
preference in the award of contracts and subcontracts shall be given to Indian 
organizations and Indian-owned Economic Enterprises. Parties to this Agreement that 
are subject to the provisions of Section 3 and Section 7(b) agree to comply with 
Section 3 to the maximum extent feasible, but not in derogation of compliance with 
Section 7(b). 

8) For contracts exceeding $100,000, the CONTRACTOR shall submit Form HUD 60002 
(Section 3 Summary Report) to PRDOH on a quarterly basis, notwithstanding the 
annual reporting requirement set forth in that form's instructions. 

30. FAIR HOUSING ACT 

CONTRACTOR shall comply with the provisions of the Fair Housing Act of 1968, as ~ 
amended. The act prohibits discrimination in the sale or rental of housing, the financing. ~ f 
of housing or the provision of brokerage services against any person on the basis of race, C,7" ' 
color, religion, sex, national origin, handicap or familial status. The Equal Opportunity in 
Housing Act prohibits discrimination against individuals on the basis of race, color, 
religion, sex or national origin in the sale, rental, leasing or other disposition of residential 
property, or in the use or occupancy of housing assisted with Federal funds. 

31. ENERGY POLICY AND CONSERVATION ACT 
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CONTRACTOR shall comply with mandatory standards and policies relating to energy 
efficiency as contained in the Government of Puerto Rico's energy conservation plan, 
issued in compliance with the Energy Policy and Conservation Act (42 U.S.C. 6201 et seq). 

32. HATCH ACT 

CONTRACTOR agrees to comply with mandatory standards and policies relating to 
Hatch Act, Public Law 94-163, as amended. 

The Hatch Act applies to political activities of certain state and local employees. As a 
Puerto Rico Department of Housing CONTRACTOR, you may do any of the following 
activities: be a candidate in nonpartisan elections: attend political meetings and 
conventions; contribute money; campaign in partisan elections: and hold office in 
political parties. 

The CONTRACTOR may not do the following activities: be a candidate in partisan 
elections; use official influence to interfere in elections; coerce political contributions from 
subordinates in support of political parties or candidates the office of special counsel 
operates a website that provides guidance concerning hatch act issues. 

33. HEALTH AND SAFETY STANDARDS 

All parties participating in this project agree to comply with Sections l 07 and l 03 of the 
Contract Work Hours and Safety Standards Act. Section 107 of the Act is applicable to 
construction work and provides that no laborer or mechanic shall be required to work in 
surroundings or under working conditions, which are unsanitary, hazardous, or dangerous 
to his or her health and safety as determined under construction, safety, and health 
standards promulgated by the Secretary of Labor. These requirements do not apply to 
the purchase of supplies or materials or articles ordinarily available on the open market, 
or contracts for transportation. 

34. PERSONNEL 

The CONTRACTOR represents that ii has, or will secure at its own expense, all personnel 
required in performing the services under this Agreement. Such personnel shall not be 
employees of, or have any contractual relationship with, the contracting party. All the 
services required hereunder will be performed by the CONTRACTOR or under its 
supervision, and all personnel engaged in the work shall be fully qualified and shall be 
authorized or permitted under State and local law to perform such services. No person 
who is serving sentence in a penal or correctional institution shall be employed on work 
under this Contract. 

35. WITHHOLDING OF WAGES 
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If in the performance of this Agreement, there is any underpayment of wages by the 
CONTRACTOR or by any subcontractor thereunder, the PRDOH may withhold from the 
CONTRACTOR out of payment due to him or her an amount sufficient to pay to 
employees underpaid the difference between the wages required thereby to be paid 
and the wages actually paid such employees for the total number of hours worked. The 
amounts withheld may be disbursed by the PRDOH for and on account of the 
CONTRACTOR or subcontractor to the respective employees to whom they are due. 

36. CLAIMS AND DISPUTES PERTAINING TO WAGE RATES 
Claims and disputes pertaining to wage rates or to classifications of professional staff or 
technicians performing work under this Contract shall be promptly reported in writing by 
the CONTRACTOR to the PRDOH for the latter's decision, which shall be final with respect 
thereto. 

37. DISCRIMINATION BECAUSE OF CERTAIN LABOR MATTERS 
No person employed on the services covered by this Agreement shall be discharged or 
in any way discriminated against because he or she has filed any complaint or instituted 
or caused to be instituted any proceeding or has testified or is about to testify in any 
proceeding under or relating to the labor standards applicable hereunder to his or her 
employer. 

38. INTEREST OF MEMBERS OF LOCAL PUBLIC AGENCY AND OTHERS 
The CONTRACTOR agrees to establish safeguards to prohibit employees from using 
positions for a purpose that is or gives the appearance of being motivated by a desire 
for private gain for themselves or others, particularly those with whom they have a family, 
business, or other tie. The CONTRACTOR will be aware of and avoid any violation of the 
laws of this State which prohibit municipal officers and employees from having or owning 
any interest or share, individually or as agent or employee of any person or corporation, 
either directly or indirectly, in any contract made or let by the governing authorities of 
such municipality for the construction or doing of any public work, or for the sale or 
purchase of any materials, supplies or property of any description, or for any other 
purpose whatsoever, or in any subcontract arising therefrom or connected therewith, or 
to receive, either directly or indirectly, any portion or share of any money or other thing 
paid for the construction or doing of any public work, or for the sale or purchase of any 
property, or upon any other contract made by the governing authorities of the 
municipality, or subcontract arising therefore or connected therewith. 

The CONTRACTOR will also be aware of and avoid any violation of the laws of this State 
which prescribe a criminal penalty for any public officer who has an interest in any 
contract passed by the board of which he or she is a member during the time he or she 
was a member and for one year thereafter. 
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39. INTEREST OF CERTAIN FEDERAL OFFICERS 

No member of, or delegate to, the Congress of the United States and no Resident 
Commissioner shall be admitted any share or part of this Agreement or to any benefit to 
arise therefrom. 

40. INTEREST OF CONTRACTOR 

The CONTRACTOR agrees that it presently has no interest and shall not acquire any 
interest, direct or indirect, in the above described project or any parcels therein or any 
other interest which would conflict in any manner or degree with the performance of the 
Work hereunder. The CONTRACTOR further agrees that no person having any such 
interest shall be employed in the performance of this Agreement. 

41. POLITICAL ACTIVITY 

The CONTRACTOR will comply with the provisions of the Hatch Act (5 U.S.C. 1501 et seq.), 
which limits the political activity of employees. 

42. RELIGIOUS ACTIVITY 

The CONTRACTOR agrees to abstain from using any funds related to this Agreement for 
inherently religious activities prohibited by 24 CFR 570.200(j), such as worship, religious 
instruction, or proselytization. 

43. FLOOD DISASTER PROTECTION ACT OF 1973 

The CONTRACTOR will ensure that procedures and mechanisms are put into place to 
monitor compliance with all flood insurance requirements as found in the Flood Disaster 
Protection Act of 1973, 24 C.F.R. § 570.605. 

44. LEAD BASED PAINT 

The CONTRACTOR must comply with the regulations regarding lead-based paint found 
at 24 C.F.R. § Part 35 on LEAD-BASED PAINT POISONING PREVENTION IN CERTAIN 
RESIDENTIAL STRUCTURES with regards to all housing units assisted using CDBG-DR funds. 

45. VALUE ENGINEERING 
(Applicable to construction contracts exceeding $2,000 when required by Federal 
program legislation.) 
The CONTRACTOR must comply with the regulations regarding systematic and organized 
approach to analyze functions of systems, equipment, facilities, services, and materials 
to ensure they achieve their essential functions at the lowest cost consistent to life cycle 
in execution, reliability, quality, and safety, in accordance with 24 C.F.R. § 200.318.(g). 
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