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The purpose of this document is to describe all the program policies, guidelines and procedures used in 
administration of the City of Sheboygan’s Community Development Block Grant (CDBG) entitlement 
program. The CDBG program is a flexible program that provides communities with resources to address 
a wide range of unique community development needs. 
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Introduction 
 
The Department of City Development (DCD) has been designated as the city agency to administer the 
U.S. Department of Housing and Urban Development Community Development Block Grant (CDBG) 
program.  The CDBG program provides uniquely flexible resources for community development. This 
manual applies to all CDBG grants in areas of Public Services, Planning, CDBG Capital and Public 
Facilities/Improvements and other regularly funded CDBG activities as determined. 

Statement of Objective 
The CDBG Program provides annual grants/loans from the Department of Housing and Urban 
Development (HUD) on a formula basis to entitlement cities. The primary objective of the CDBG 
program is to develop a viable urban community by providing decent housing and suitable living 
environment, and by expanding economic opportunities, principally for low-and-moderate-income (LMI) 
persons. 

Funding Restrictions 
HUD places certain restrictions on the City’s CDBG funding.  A maximum of 15% of the appropriation can 
be spent on public services. Thus, no more than 15% of the grant will be distributed to eligible 
organizations for the purpose of providing public service programs that will address the very-low and 
low-income persons of Sheboygan.  

No more that 20% of the appropriation can be spent on Administration/planning of respective staff to 
administer the block grant program.  The yearly allocations shall include the maximum 20% amount of 
funds as an activity for that year. 

Agency Eligibility 
The following agencies are eligible to apply for funding from the CDBG Program: 
 1. All non-profit, 501(c)(3), tax exempt agencies (administrative capacity must as part of the 
application process or by past-performance.) 

 2. Governmental Agencies 

 3. Neighborhood organizations – eligible only if they seek a non-profit 501 (c)(3) status. 

Agencies must have a local board of directors or advisory board that governs the agency.  The board 
must be of sufficient size to be representative of the diversity or the community served. 

Criteria 
Applications shall be received by the Department of City Development for review to determine if the 
following criteria are met: 

1. The agency has obtained a 501 (c)(3) status from the IRS.  This does not apply if the agency 
is a governmental agency or for-profit/business that meets other application criteria. 

2. The application must address a Local CDBG Funding Priority. 
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3. The application must propose a program or project listed as an eligible activity in HUD 
regulations at 24CFR 570.201-206. 

4. The proposed activity must meet a National Objective of the CDBG program. 
5. City staff and Strategic Fiscal Planning Committee may include additional selection and 

scoring criteria in each annual Request for Proposals (RFP). 

Citizen Participation Plan 
The Citizen Participation Plan shall encourage citizen participation (especially by persons with lower 
income), provide citizens reasonable and timely access to the local meetings and information, provide 
technical assistance, provide for public hearings and provide a complaint procedure.  

The City of Sheboygan, Citizen Participation Plan is available under Appendix A of this manual.  

Local CDBG Funding Priorities 

Every five years the City will write a new Consolidated Plan for Housing and Community Development 
(Con-Plan) that will prioritize each eligible category as a high, medium, or low community need.  The 
Con-Plan will also establish specific program objectives expressed in measurable units such as housing 
units or numbers of clients served.  CDBG Funding priorities will be determined by the Strategic Fiscal 
Planning Committee. In years that the Con-Plan is written, input in the form of surveys, focus groups 
and/or community consultations will be sought per the CDBG Citizen Participation Plan.  The annual RFP 
will specifically solicit proposals to address identified funding priorities and program objectives.  See 
Appendix B of this manual for a copy of the example application and funding notice.  

In years that a Con-Plan is developed, it will not be possible to identify all of the Housing and Community 
Development priorities, goals and objectives before the release of an RFP. Special attention will be given 
to program/recipients that meet the goals and report on the successes on a timely manner.  

The following list of priorities is derived from CDBG eligible activities per 24 CFR 570.201-206.   

Housing Needs: Elderly, Small Families, Large Families, Other 
 a. Homebuyer Assistance   b. Single-Unit Rental Rehab 
 c. Multi-Unit Rental Rehab   d. Multi-Unit Owner Rehab 
 e. Energy Efficiency Improvements  f. Lead Based Paint/Hazards 
 g. Code Enforcement    h. Other Housing Needs 
 

Homeless Needs: Families, Individuals, and Persons with Special Needs 
 a. Counseling     b. Day Centers 
 c. Emergency Shelters    d. Transitional Shelters 
 e. Permanent Housing 

Public Facility Needs:  
 a. Senior Centers    b. Youth Centers 
 c. Parks and/or recreational facilities  d. Health Facilities 
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 e. Neighborhood Facilities   f. Parking Facilities 
 g. Child Care Centers    h.  Street Improvements 
              i.  Other Public Facilities 

Non-residential Historic Preservation Needs 

Economic Development Needs (Follows the Policies and Procedures Manual for the Economic 
Development Revolving Loan Fund) 

Public Service Needs – 15% Cap on Spending 
 a. Senior Services    b. Fair Housing/Tenant Counseling 
 c. Handicapped Services    d. Child Care Services 
 e. Youth Services    f. Health Services 
 g. Transportation Services   h. Abused & Neglected Services 
 i. Substance Abuse Services   j. Mental Health Services 
 k. Battered & Abused Services   l. Employment Training 
 m. Crime Awareness    n. Other Public Service Needs 

National Objectives 

CDBG Program regulations require that any activity funded meet at least one of the program’s three 
national objectives.  A national objective is considered to be met if it can be determined and 
documented that the proposed program: 

A. Provides direct benefit to low and moderate income persons through the following: 
a. Area Benefit Activities- an activity the benefit of which are available to all residents 

in a particular area, where at least 51% of whom of the residents are low and 
moderate income persons. 

b. Limited Clientele Activities- an activity which benefits limited clients, at least 51% of 
whom are low and moderate income persons.  

c. Housing Activities- an eligible activity carried out for the purpose of providing or 
improving permanent resident structures, which, upon completion, will be occupied 
by low and moderate income persons. 

d. Job creation- an activity designed to create or retain permanent jobs where at least 
51% of the jobs, computed on full-time equivalent basis, involve the employment of 
low and moderate income persons. This is outlined in the City of Sheboygan 
Economic Development Loan Program Policies and Procedures Manual. 
 

B. Aids in the prevention or elimination of slum or blight through the following: 
a. Activities on an area basis – an activity will be considered to address slum and blight 

on an area basis if it: can be shown that the area meets the definition of slum and 
blight, and has a substantial number of deteriorating buildings, and the assisted 
activity addresses one or more of the conditions that contribute to the deterioration 
of the area. 
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b. Activities on a spot basis – activities which eliminate specific conditions of blight or 
physical decay on a spot basis located in a slum and blighted area which meets this 
objective. 

C. Is designated to meet community development needs having a particular urgency and is 
designed to alleviate existing conditions which pose a serious and immediate threat to the 
health and welfare of the community, which are of recent origin or which recently became 
urgent. (In practice, this category is reserved for natural disasters and extraordinary 
circumstances.) 

Applications 

1. Applications must address at least one CDBG eligible activity, per CFR 570.201-206 as described 
above. The City currently uses the 2000 U.S. Census low-to-moderate income neighborhoods for 
determining eligibility of low-to-moderate area (LMA) activities.  

2. Proposed performance objectives: list proposed service goals and objectives.  Objectives must 
be measurable, with outcome indicators that directly affect the problem that the service was 
designed to address, not simply a count of numbers served.  Each proposed objective should 
have at least one measurable indicator. 

3. Applications must include a detailed description of an agency’s qualifications for managing the 
proposed program.  There must be program staff that has experience managing a problem 
similar to that for which CDBG funds are being requested.  There must also be experience on 
staff or on the board for providing financial management of grant funds as required by the City 
in its reporting to HUD. 

4. An agency must show that preliminary commitments for leveraging funds are being obtained 
and that CDBG funds are not the sole source of funding for eligible activity. 

5. Evaluation results or the success in meeting goals and objectives measures will be one of the key 
determinants when considering renewal of funding for the next CDBG funding cycle. 

Procedures 

1. The City will make all possible efforts to insure that the community is aware of the availability 
and purpose of the Community Development Block Grant Program.  In December/January, the 
City will post a “Notice of Funding Availability” in the local newspaper of record announcing the 
availability of funds through the CBDG program.  A Request for Proposals (RFP) will be released 
soliciting proposals to provide selected services to be approved by the Common Council. 

2. Staff will make adequate copies of the RFP/application packet for any agency that is interested 
in responding.  A staff contact will be designated and applications will be mailed to an agency 
upon request. 

3. Applications will only be accepted during the period of time advertised. 
4. Deadlines, policies, and procedures, priorities, identified community needs and other pertinent 

information will be included in the RFP. Applications to the CDBG program shall be due at the 
due date. 
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5. The Strategic Fiscal Planning Committee will conduct a review of request during 
January/February.  All proposals submitted will be receive a consistent review and discussion 
based on the criteria. 

6. Each applicant qualified to be considered for CDBG funding, as determined under the eligibility 
review process, will be scheduled for an interview session with the Strategic Fiscal Planning 
Committee.  At this time, the organization representative(s) will briefly outline their proposed 
program and answer any questions that members of the Strategic Fiscal Planning Committee 
may have. 

7. The Strategic Fiscal Planning Committee and the Department of City Development staff will 
jointly make final recommendations on funding allocations through a proposed CDBG budget 
which will be forwarded to the Common Council in January/February. The Annual Action Plan 
will be submitted to the public for comments in February.   

8. No applications will be considered for funding after adoption of the CDBG budget unless a 
request is initiated by the Common Council and follows our Citizen Participation Plan. 

Review Process 

The CDBG review process for applications regarding funding consists of a four phase cycle.  First the Staff 
review, followed by a review by the Strategic Fiscal Planning Committee, then a review by the Common 
Council, and finally it is incorporated into the Annual Action Plan.   

1. All CDBG Strategic Fiscal Planning Committee members will be provided full copies of the 
proposal for review.  Committee members and staff are responsible for reviewing the 
applications to determine if they meet minimum criteria and requirements. 

2. Staff will initially conduct an Eligibility Review of all applications.  Under this review, staff will 
determine:  

a. If the organization is a non-profit or has submitted application for a 501(c)(3) status with 
the IRS; 

b. If the organization is qualified for-profit agency or business; 
c. The program meets a national objective; and 
d. The program addresses an eligible CDBG activity. 

If the program meets all criteria (a-d), the proposal will be considered eligible for 
consideration of funding.  Staff will provide the Committee a report of all eligible 
organizations as well as the ineligible organizations.  A second review will be conducted on 
eligible programs to determine whether the program has clear goals and quantifiable 
objectives, sound financial and program management, and that the program has sufficient 
leveraging of funds. In reviewing applications, the Strategic Fiscal Committee and City staff 
may request additional information, make site visits, request a conference with the 
applicant or take other steps to assure a fair and equitable selection/award process.  

3. An applicant interview for qualifying organizations will be scheduled with the Strategic Fiscal 
Planning Committee. The applicant will be requested to provide a brief overview of their 
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application. Members of the committee and staff may ask questions of the applicant at this 
time. 

4. Following the interview process, members of the committee will meet to develop and finalize a 
proposed CDBG budget. 

5. The final budget recommendations will be voted on by the Committee in an open meeting 
allowing citizen input and draft budget will be forwarded to the Common Council for approval. 
The budget and proposed activities will be incorporated into an Annual Action Plan and released 
for public input per the Citizen Participation Plan.  

Criteria for Decision-Making 

Proposals will be critiqued in three areas: program, management, and finances.  The staff comments 
accompanying the proposal will summarize the proposal in each of these areas, specify any staff 
questions or concerns in relation to the proposals, and summarize the comments from the Strategic 
Fiscal Planning Committee’s review. This criterion should be used for public service activities as well as 
public facilities/neighborhood improvements eligible activities.  

The following review criteria are used in final funding decisions made by the Common Council: 

1. PROGRAM – consistency with CDBG guidelines, responsiveness to community needs as 
identified in the latest Consolidated Plan, documented need in Sheboygan, documented impact 
and effectiveness of program, clear objectives and measure of performance. 

2. MANAGEMENT – capable and qualified staff, demonstrated administrative capacity, appropriate 
fiscal controls, and a knowledgeable and involved board. 

3. FINANCES – overall-cost effectiveness of program, reasonableness of costs for services, need for 
CDBG funding, ability to leverage CDBG funding with other sources, efforts toward self-support, 
and plans for future funding. 

The Common Council is responsible for making the final decisions regarding program funding.  After 
HUD allocates funds, the City initiates contracts with each of the selected sub-recipients and the 
Common Council approves a transfer of appropriates in the current year budget to accept these funds 
and dedicates account numbers to each one of the tasks. If the approved funding level is different than 
the stated on the proposed budget, a revised budget is prepared and follows the Citizen Participation 
Plan requirements. 

Contract Procedures 

Usually, by June/July of each year, the City receives its official CDBG allocation and a grant agreement 
between the City and HUD is finalized.  As soon as this occurs, the City prepares a standard contract for 
each of the selected sub-recipients outlining the roles, responsibilities, and obligations of the City and 
the sub-recipient. Copies are forwarded to appropriate parties for signature. The Contracts are signed by 
the sub-recipient, the Mayor, the City Clerk and approved and signed by the City Attorney.  Fully 
executed copies of the contract(s) are then referred to the sub-recipients for their files.  See Appendix C 
for a draft copy of the agreement 
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Competitive Procurement  

Agencies that use CDBG funds to purchase goods or services, including consultant services and 
construction services, must select the vendor, consultant or construction firm based on a competitive 
process. Agencies shall take all necessary affirmative steps to assure that minority and women's 
business enterprises are used when possible. 

Davis-Bacon Federal Labor Standards Provisions 

Capital projects that utilize CDBG funds for construction may be subject to Federal labor standards 
provisions including Davis-Bacon wage rates. These regulations require that construction contractors 
paid with CDBG funds pay a required wage that is typically higher than those paid for projects that are 
not federally assisted. To see examples of these wage rates, refer to www.gpo.gov/davisbacon/. All 
construction work is covered even in instances where only a small portion of the work is actually paid for 
with CDBG funds.  

Environmental Review  

On the date the CDBG application is submitted, the entire project is subject to the federal environmental 
review requirements of the National Environmental Policy Act (NEPA). These requirements are in 
addition to any local requirements that may be imposed under the State Environmental Policy Act 
(SEPA). Costs associated with NEPA review are the responsibility of the applicant, even if the NEPA 
review results in a determination that the project is not eligible for CDBG funding. Environmental review 
costs are eligible CDBG expenditures. 

From the date the application is submitted for consideration until the date the NEPA review process is 
complete, no activity can take place on the project that may have an adverse environmental impact, or 
limit the choice of alternatives available on the site. This may include, but is not limited to, property 
acquisition, clearing, grading or other site preparation activities, construction activities or rehabilitation 
of existing structures. Taking any such action after the date a CDBG application is submitted will make 
the project ineligible for funding. 

Applicants should note that projects with certain characteristics may require a consultant study as part 
of the environmental review procedures and should budget for them accordingly and allow additional 
time in the project milestones for completion. Such characteristics include, but are not limited to limited 
to: 

• Project is within a Federal Emergency Management Agency (FEMA) 100-year floodplain  
• Project is, or is eligible for, local, state, or federal historic or landmark registers  
• Project is located within 3,000 feet of a toxic site or solid waste landfill  
• Project has exposure to significant airport or highway noise or  
• Project affects endangered species that are listed or proposed for listing under the Endangered 

Species Act (ESA).  

http://www.gpo.gov/pdfs/news-media/press/01news09.pdf
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You are encouraged to consult CDBG staff prior to submitting an application to determine whether your 
project will require a consultant study. A portion of the funds awarded will be used to procure any 
required studies. Consideration for this expense should be given in the preparation of the project 
budget. 

Environmental review of projects must be completed prior to a CDBG contract being executed and prior 
to any work being undertaken at the site. 

Insurance Requirements  

Agencies will be required to provide evidence of general liability and property insurance to the 
jurisdiction awarding funds, and Sheboygan County when applicable, as an additional insured and as a 
loss payee under their policy. Minimum coverage amounts and additional insurance requirements apply. 

Lead-Based Paint  

Projects must comply with regulations regarding lead-based paint poisoning prevention. These 
requirements prohibit the use of lead-based paint and require elimination of immediate lead-based 
paint hazards in residential structures and notification of the hazards of lead-based paint poisoning to 
purchasers and tenants of residential structures constructed prior to 1978. 

Local requirements  

 A CDBG award in no way affects or influences local land use or building permit requirements or 
processes. 

Reporting for Disbursement of Funds 

The City will provide an upfront payment or monthly/quarterly payments for the purposes and amount 
specified in the contract upon receipt of required documentation from the agency. 

Monitoring 

At least once every two years, City staff conducts formal on-site monitoring. These visits are conducted 
more frequently if the sub-recipient is new or is having difficulty meeting program requirements.  
Program staff also review monthly and quarterly reports, and analyzes evaluation forms. HUD 
representatives may also make on-site visits as part of their monitoring visits to the City of Sheboygan. 
City staff may also make informal visits as needed.  

Inadequate Performance and Non-compliance 

If a sub-grantee/sub-recipient or its CDBG funded activity is found to be in non-compliance with terms 
stipulated in the contract, funding may be withheld until compliance is achieved.  In the event that 
compliance cannot be achieved, funding maybe terminated.  Additionally, funding maybe withheld from 



10 | P a g e  
 

any agency which does not submit required reports in a timely manner.  Disbursement will recommence 
with acceptable reporting procedures. 

If program performance is found to be substantially inadequate for the stated objectives, the agency 
maybe required to submit a written explanation for the variance. Inadequate program performance may 
adversely affect future CDBG funding requests to the City. 

An agency may appeal a decision to terminate funding based on information not available to the City at 
the time of the decision.  An appeal must be submitted in writing with documentation included, which 
justifies or substantiates the appeal.  City staff will review the appeal in conjunction with the City legal 
department.  If appropriate, meetings will be arranged between the City and the agency to determine 
the most appropriate course of action. 

Section 3  

Projects that are awarded $200,000 or more in CDBG and/or other funds from HUD may be required to 
comply with Section 3 regulations at 24 CFR Part 135. These regulations require that a minimum of 30% 
of new positions generated as a result of the project be filled by low-and-moderate-income persons. 

MBE/WBE Requirements 

The goal of the MBE/WBE Programs is to assure that minority business enterprises (MBE) and woman 
business enterprises (WBE) are given the opportunity to participate in contract and procurement for 
supplies, construction, equipment and services under the CDBG program.  Prime Contractors working on 
federally funded projects shall ensure MBE/WBEs are made aware of contracting opportunities to the 
fullest extent practicable through outreach and recruitment activities. For Indian Tribal, State and local 
Government recipients, this will include placing MBE/WBEs on solicitation lists and soliciting them 
whenever they are potential sources. 

Reporting for Disbursements of Funds 

Agencies are requested to submit their invoices and documentation following the reporting period. 

Documentation should consist of any or all of these items: 

1. Invoices and documentation of appropriate expenses for purposes outlined in the agency’s 
application and contract: 

a. Staff salary and benefits 
b. Copy of canceled payroll check 
c. Copy of payroll 
d. Copy of insurance bill 

2. Quarterly reports are required to be completed for clients served by the CDBG program.  
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APPLICATION 

 



16 | P a g e  
 

 



17 | P a g e  
 

 



18 | P a g e  
 



19 | P a g e  
 

 

 



20 | P a g e  
 

 



21 | P a g e  
 

 

 



22 | P a g e  
 

 

 



23 | P a g e  
 

APPENDIX C 

 



24 | P a g e  
 

 

 



25 | P a g e  
 

 

 



26 | P a g e  
 

 

 



27 | P a g e  
 

 


