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Overview

e CDBG is a federal HUD program that helps the City
invest in community services, economic opportunity,
neighborhood improvements, and facilities that
benefit low- and moderate-income communities.

e The Subrecipient Agreement is the formal document
that allows the City to reimburse eligible CDBG costs.

e The Agreement establishes the approved scope,
budget, performance targets, reporting requirements,
and compliance obligations.
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FY 2027 NOFA Results

Public Services

$1,264,852 Funded

1

46 RFP
Responses

23 Total

CDBG

Projects
Awarded $2,364,823 Funded

Reviewed by
CPAB

Nonprofit Capital

$5,959,325
Total Funds Awarded

4 Improvements Project

$2,329,650 Funded
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Agreement Execution Process

Confirm Contacts Review Agreement Final Approval
Who needs access and Scope, budget, and Agreement signed before
approval authority project details project start
Project
i i July 1

Prepare Documents Submit Revisions

Required forms and supporting Upload documents and

materials respond to comments
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Timeline

May 26 - June 12
June 15 - June 22
June 23 - June 30

July 1

Early August

Date Activity
May 19 Virtual CDBG Agreement Execution Workshop
May - June Environmental review, City staff only

Subrecipients review scope/budget and upload required
documents

City review, comments, and corrections

Agreements are finalized and routed through ED Grants for
signature

Target project start date

Virtual CDBG Reporting Workshop

The City of -

SAN DIEGO

Important: Agreement
execution should be

completed before July 1
whenever possible.

Delays may affect project
start, reimbursement
eligibility, and HUD
timeliness.




CDBG Agreement Execution Guidebook
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ED Grants Overview




Accessing ED Grants

The City of
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Agreement Execution

You will learn:
 How o review and edta daft CDBG agreament n £D Grants

*  How t hedule of a draft CDBG
*  How to edit y¢ 's Board of Directol
* How to approve (electronically sign) a CDBG agreement in ED Grants

Step

Description

Screenshot

Log into ED Grants using the credentials for
either the Primary Representative or
Secondary Representative of your
organization. NOTE: While both the Primary
Representative and Secondary Representative
are able to work on the draft CDBG
agreement, only the Primary Representative
will be able to officially approve it and send
the draft back to the City. ED Grants is
optimized to function using the Google
Chrome browser.

Go to the Projects’ tab. Lok for the project
containing ‘Draft’ in the ‘Status’ column. Click
on the corresponding eyeball icon (23) under
the ‘Actions’ column to open it.

Go to the Versions’ tab. Look for the project
containing ‘Created” in the ‘Status’ column.
Click on the corresponding eyeball icon (&)
under the ‘Actions’ column to open it.

LT B R BEPT N | Grant Application Process and Regulations

Community Development Block Grant
Application Process

(updated May 5, 2026)

Community Development Block Grant (CDBG)

The Community Development Block Grant (CDBG) is a
U.S. Department of Housing and Urban Development
(HUD) Entitlement Grant that the City receives to develop
viable urban communities by providing decent housing
and a suitable living environment, and by expanding
economic opportunities, principally for low- and
moderate-income persons. The City of San Diego
Economic Development Department administers these
funds to partner organizations to support projects and
programs that serve City of San Diego communities.
Interested organizations can apply for this funding on an
annual basis via the CDBG Annual NOFA process.

CDBG Annual NOFA

Consolidated Plan Advisory Board

Click below to access:

The Nonprofit Academy

ED Grants

Pagelof15
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Step 1:
Confirm Contacts and
Authorized Signers




Confirm Contacts and Authorized Signers
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Step 2:
Verify Board of Directors




Verify Board of Directors
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Step 3:
Review Scope of Work




Scope of Work Review

Your approved Scope of Work determines:
® Who may be served

What activities may be reimbursed

What outcomes will be tracked

What documentation must be maintained

How the City will review monthly reports and monitoring files

0 Only minor revisions or refinements to the scope can be made.

The City of
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Revision Examples

Q Generally Acceptable Refinements

@ Generally Not Acceptable

Clarifying target population language

Clarifying service/activity descriptions for
consistency

Aligning wording with the approved RFP proposal

Adjusting budget narratives to better describe
eligible costs

Reallocating ineligible costs to eligible approved
line items, if approved by City staff

The City of

SAN DIEGO)

Changing the core project model
Serving a materially different population

Adding major activities not included in the RFP

Moving funds into unrelated cost categories

Reducing or changing approved outcomes without
City approval

16



Other Scope of Work Notes

NCIP Projects Subcontractors/
Consultants

® HUD procurement and labor

standards apply ® Coordinate with Project Manger
before executing agreements
® No work can start until City
approval ® Confirm costs are eligible before
claiming reimbursement
® Project registration with the
Department of Industrial
Relations must be completed

® (Certified Payroll is required

The City of

SAN DIEGO)
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Review Scope of Work
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Review Scope of Work
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Review Scope of Work
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Review Scope of Work
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Step 4:
Review Budget




The City of
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Budget Review: What to Check

During budget review, confirm that:

Budget narratives clearly explain how each cost supports the project.
Personnel expenses list each position separately.
Fringe benefits are identified by benefit type.

Ineligible costs are removed or reallocated with City approval.

City comments are reviewed and addressed.

0 Only minor revisions or refinements to the budget can be made.

Budget line items align with the approved RFP budget and project scope.
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Open the Budget Tab
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Review Budget Line Items
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Review Budget Details and Narratives
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Attachments tab

Economic Development Grants Management System As a Grantor v

€ # Planning NOFAs Applications Projects ost Awards ~ Closeou

Q Search - Version View
. View Agreemer Edit | Notify Fiscal Reviewer | Submit for Approval =]
FY 2026 LEAP Project [ Viow Agroomen. | Edi. | Nofiy =E
Search ﬂ .
Project ID Version No. (@ Status Agreement Term
CED-FY26-002 1 Issued 7/1/2025 To 6/30/2026
Al v
&= Tasks - o 9 L O O 0]
Created Recipient Revision Grantor Revision Under Approval Issued Amended
My Tasks +
™ Activities = W Overview $ Budget W Roles Scope of Work [Ej] Scheduling B Reports S Requests Agreement Checklist D History +
Post Award Activities =
Manage RFR Please go to the Attachments tab and download the City Forms.
Manage MPR
a Agreement Checklist =

Amendment Requests

Manage Site Visit Page 1 0f 2
Manage Closeout Report o Subrecipient -
# g“y Flon': City Form Description Required Document P "'s b N € Link Actions
Manage Year-End Report lownloas Attached? ommen )ocument Linl
Sy Useful Links - )
1 Download 1. Organization Chart: Entire Agency Mandatory Yes This document is Link [+
@ Recent Items -
2 Download 2. Organization Chart: Implementation Team Mandatory  Yes This document sh. Link [+
RFR-CED-FY26-002-Ma
3 Download 3. Federal IRS Form W-9 Mandatory ~ Yes This document is Link [+]
RFR-CED-FY26-006-Fe..
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ﬁGovGrams ndiego.gov | Privacy Policy | Disclaimers | Accessibility

RFR-CED-FY26-007-Ma
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Review the Full Narrative
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Check the Budget Difference Column
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Confirm the Budget Balances
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Step 5:
Upload Supporting
Documents




Supporting Documents:
What to Upload

e Use the Agreement Execution
Guidebook Attachment 4 to identify
documents for your project type

e Upload all required documents in
ED Grants

The City of

SAN DIEGO)
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Start These First!

Document

Notes

Insurance

Board Authorization of
Staff

Living Wage Ordinance
(LWO) Forms

Policies & Procedures

The City of

Contact your carrier early; corrections can delay execution.

Required to authorize staff to sign and submit documents in ED Grants.

Submit early to confirm applicability, compliance, or exemption.

Review existing policies early; updates may require Board approval.

SAN DIEGO)
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Use the Supporting Documents Index

sp) Index of Supporting Documents & City-Provided Forms Attachment 4
Applicable Project
- Form . . -
Document Description Available Applicability Type Naming Convention
val PS5 CED NCIP-F
Organization Chart: What to upload: An organization chart showing the overall structure of the [orgname]_orgchart_agency.pdf
Entire Subrecipient subrecipient agency, including reporting relationships, span of control, and chain of
Agency command. If the organization operates multiple offices or locations, provide the
chart for the office administering the CDBG-funded project. Include position titles
1 only; employee names are not required. No Required ° 6
Why it is needed: City staff will review the chart to assess the organization’s

administrative capacity to manage the CDBG-funded project and confirm that
appropriate separation of duties exists for financial, procurement, and internal
control functions.

Organization Chart: What to upload: An organization chart showing the specific programmatic, fiscal, [orgname]_orgchart_div-sect.pdf
Implementation Team | and administrative staff responsible for implementing and overseeing the CDBG-
2 funded project. Include position titles only; employee names are not required. No Required o e
Why it is needed: City staff will review the chart to confirm that the organization has

sufficient staffing structure, oversight, and separation of duties to successfully
administer the project and maintain appropriate financial and procurement controls.

Federal IRS Form W-9 | What to upload: A completed and signed Federal IRS Form W-9 showing the [orgname] w9.pdf
subrecipient’s legal business name, address, and Taxpayer Identification Number

(TIN). )
3 A R d
Why it is needed: The City uses this form to establish or verify the subrecipient’s es equire ° 0

vendor record in the City's financial system so that CDBG reimbursements can be
processed.

The City of
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Use the Agreement Checklist
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Upload Documents in the Attachments Tab
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Insurance (Start Early
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Insurance: What to Check

® Review the Purchasing and Contracting Insurance Checklist
carefully

® Confirm coverage extends at least past July 31

® |Include required endorsements, policy numbers, and
Additional Insurance language

® |f coverage is not applicable, submit the required forms

TIP: Start working with your insurance carrier immediately. Insurance
documents take time to obtain.

The City of

SAN DIEGO)
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Board Authorization: What to

Know

* Use only the City template for Board authorization

* Board must authorize staff to submit, certify, and sign in
ED Grants

Primary Representative must be Board-authorized
before execution

IP: Authorize more than one staff to avoid delays in case
one person is not available.

The City of

SAN DIEGO)

39



Option 1: Approved at a Board Meeting
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Option 2: Unanimous Written Consent
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Required Policies and Procedures

Policy/Procedure What It Should Address
Client Grievance How clients submit complaints and how they are resolved
Subcontl:actorIVendor How vendor/subcontractor complaints are handled
Grievance

Financial Management Internal controls, transactions, approvals, and documentation

Procurement Competitive procurement, conflicts, documentation

LMI Verg'i;?;:ﬁ:'y& CDBG Intake, income/eligibility documentation, demographics

Records Retention* Storage, security, retention period, sensitive information

The Gity of * May be a standalone document or as part of the Financial Management Policies and Procedures

SAN DIEGO) L



Use the Sample Policies
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The City of

SAN DIEGO)

Ensure Ample Time to Submit

Required for agreement execution:

e Upload existing policies/procedures if available.

e (Coordinate with your Project Manager if a policy is
missing or needs updates.

Required after execution:
Final compliant policies and procedures must be
submitted no later than by September 30.
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Office of the City Treasurer
Office of Labor Standards and Enforcement

Living Wage Ordinance
(LWO) Requirements




The City of

SAN DIEGO)

LWO Overview and Applicability

Adopted by City Council in 2005, the Living Wage Ordinance helps
ensure covered City agreements support fair wages and benefits.

LWO may apply to service contracts, and financial assistance
agreements.

« For Economic Development financial assistance agreements,
LWO may apply when the combined value is more than
$500,000 over five years.

It generally covers non-managerial and non-supervisory work
performed under the agreement, such as childcare, janitorial,
food service, office/clerical, right-of-way maintenance, and similar
services.
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Covered Employer Requirements

Pay Living Wage Rates
*FY 2027 City of San Diego Living Wage Rate: $21.95 ($18.43 hourly + $3.52 health benefits)

Provide Leave Time

+80 hours of compensated leave for full-time covered employees
*Prorated compensated leave for part-time covered employees
*Up to 80 hours of unpaid, job-protected leave after compensated leave is exhausted

Notify Employees

*Provide written notice of LWO rates and benefits
*Notify at agreement start and after July 1 rate update
*Post LWO rates and notices at the worksite or duty location

Submit Reports & Records

*Submit certified payrolls, if applicable via the City's web-based compliance portal
*Submit Certificate of Compliance
*Maintain records for compliance review

The City of

SAN DIEGO)
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LWO Exemptions

Possible exemption bases Important Reminders:
include: o | |
® Business with 12 or fewer employees, including Exemptions are not automatic
subcontractors. ® Apply separately for each agreement
® Sole proprietor with no employees and no ® Submit required documentation for
subcontractors. City review
® Certain 501(c)(3) organizations that meet the officer ® Receive written City approval before
wage test relying on an exemption

O Highest-paid officer earns less than 8 times the
hourly wage of its lowest-paid covered employee

® Collective Bargaining Agreement

The City of

SAN DIEGO)
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Contact
Information

City of San Diego
Living Wage Program

The City of | N

SAN DIEGO

ContactLWO@sandiego.gov

sandiego.gov/labor-and-
wage/living-wage

(619) 236-6084
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Common Issues to Avoid

Outdated contacts in ED Delayed insurance review
Grants

Missing or incomplete Unclear budget narratives
documents

Uncoordinated scope, Waiting until the deadline

schedule, or budget changes

The City of .

SAN DIEGO
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Next Steps

Start now:

When released in ED

Grants:
® Review draft scope and
budget
® Respond to City comments
® Upload required supporting

documents

Before execution:

® \Watch for ED Grants
notifications

® Sign the agreement
electronically

® Review the Agreement
Execution Guidebook
® Confirm ED Grants contacts
and Primary Representative
® Begin Board authorization
® Contact your insurance
carrier
® Determine applicable
supporting documents and
start completing them
The City of
SAN DIEGO)
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Questions?



Contact
Information

City of San Diego
Community Development
Block Grant Program

The City of | N

SAN DIEGO

Civic Center Plaza
1200 Third Avenue, Floor 14
San Diego, CA 92101

CDBG@sandiego.gov
(619) 236-6700
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