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I. Overview 

Congratulations! Your organization has been approved for funding through the City’s 

Community Development Block Grant (CDBG) Program. The Consolidated Plan Advisory Board 

(CPAB) and the City Council approved the Fiscal Year 2027 (FY2027) Annual Action Plan, and your 

project is now moving forward to agreement execution. 

This Guidebook applies to the three CDBG project types awarded through the City’s Annual NOFA: 

• Public Services (PS): Projects that provide direct services to eligible low- and moderate-

income individuals or households. 

• Community Economic Development (CED): Projects that support economic 

opportunity, such as microenterprise assistance, business support, or technical 

assistance sessions. 

• Nonprofit Capital Improvement Projects – Facilities (NCIP-F): Projects that 

rehabilitate or improve nonprofit-owned or nonprofit-operated facilities serving eligible 

low- or moderate-income communities or clients. 

Before your project can begin on July 1, 2026, your organization must execute a CDBG 

Subrecipient Agreement with the City. This agreement establishes the approved scope of work, 

budget, funding amount, reporting requirements, and applicable CDBG regulations.  

All agreement reviews, document submissions, and signatures will be completed 

electronically through the City’s Economic Development Grants Management System (ED 

Grants). This Guidebook will assist you through the process so your project can launch on time.  

The process is organized into five phases, shown on the next page. In general, subrecipients will 

review the agreement, submit required documents, and complete final signatures, while the City 

prepares, reviews, and finalizes the agreement.  

All awarded agencies are required to attend the Agreement Execution Workshop, as 

outlined in the Agreement Execution Timeline section of this Guidebook. This requirement 

applies to both new and returning subrecipients.  

Your assigned City Project Manager will serve as your primary point of contact throughout 

agreement execution and during project implementation, reporting, and closeout. You will 

receive an introductory email from your Project Manager after the Workshop. 

The City’s goal is to support each awarded organization in completing agreement execution 

efficiently and launching projects on time. Timely communication, complete documents, and 

accurate information in ED Grants are key to keeping the process moving.   

If you have questions, please contact your Project Manager or refer to this 

Guidebook. You may also email our team at CDBG@sandiego.gov. 

 

 

https://edgrants-int.my.site.com/ApplicantLogin4?username=null
mailto:CDBG@sandiego.gov
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Important: Timely document submission and prompt responses help keep the agreement execution on track. Delays may 

affect the agreement timeline, project start, reimbursement timing, and future performance evaluations. 
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II. Agreement Execution Checklist 

This checklist aligns with the Agreement Execution Process. Use it to track required actions, 

assign internal responsibilities, and stay on schedule as your organization moves through the 

agreement execution in ED Grants. 

Some steps may occur at the same time, such as preparing required documents while reviewing 

the draft agreement. Timely responses, complete documents, and accurate information in ED 

Grants will help keep the process moving. 

 

1. Confirm Contacts 

Complete these steps as soon as your agreement is made available in ED Grants: 

☐ Confirm your Primary Representative in ED Grants 

☐ Confirm your Secondary Representative, if applicable 

☐ Review and update your project contacts 

☐ Confirm your Board of Directors list is current 

☐ Identify internal staff responsible for agreement execution tasks 

2. Prepare Documents 

Begin gathering and preparing required documentation early: 

☐ Send insurance requirements to your broker 

☐ Gather Board authorization documents 

☐ Compile required policies and procedures 

☐ Determine applicability of the Living Wage Ordinance (LWO) 

☐ Gather any required lease, cost allocation, certification, or project-specific documents 

3. Review Agreement 

Review the draft agreement carefully in ED Grants: 

☐ Review the Scope of Work 

☐ Review the budget and budget narratives 
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☐ Review the project schedule and milestones 

☐ Download and share the draft agreement internally, if needed 

☐ Identify any questions or requested revisions 

4. Submit Revisions 

Upload materials and respond to City comments in ED Grants: 

☐ Submit comments or requested revisions in ED Grants 

☐ Upload all required supporting documents 

☐ Respond to City feedback or requested revisions 

☐ Confirm submitted documents are complete, accurate, and up to date 

Note: Agreement execution is an iterative process. Your organization may be asked to revise 

or resubmit information before all items are approved. 

5. Final Approval 

Complete these final actions once the agreement is ready for execution: 

☐ Review the final agreement issued by the City 

☐ Ensure the Primary Representative signs within the required timeframe 

☐ Confirm all checklist items have been completed and approved 

☐ Download and save the fully executed agreement for your CDBG records 

 

Project Start: Once the agreement is fully executed and all applicable requirements 

are met, your organization may begin project implementation in accordance with the 

approved agreement. The target project start date is July 1, 2026. 
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III. Key Terms 

The terms below are used throughout this Guidebook and in ED Grants: 

Term Definition 

Budget Narrative The budget line-item description in ED Grants that explains how 

CDBG funds will be used. The City uses this narrative to review 

reimbursement requests. 

City Financial Analyst The City staff assigned to review CDBG budget, expenditure, and 

reimbursement items. Communication with the Financial Analyst is 

generally coordinated through the assigned City Project Manager. 

City Project Manager The City staff assigned as the organization’s primary contact for the 

CDBG agreement, including agreement execution, required 

documents, scope, budget, implementation, reporting, and closeout.  

City-Provided Form A form provided by the City in ED Grants that must be completed 

and uploaded to the applicable Agreement Checklist item, if 

required for the project. 

ED Grants The City’s online grants management system used for CDBG 

agreement execution, document submission, reporting, 

reimbursement, and related grant activities.  

Execution The electronic approval process for the CDBG agreement in ED 

Grants. The agreement is fully executed once approved by the 

Subrecipient, the Economic Development Department, and the City 

Attorney’s Office. 

Negotiation The process of finalizing the scope of work, schedule, budget 

narratives, budget allocations, and required supporting documents 

before the agreement is routed for execution. 

Primary 

Representative 

The person authorized by the organization’s Board of Directors to 

approve and submit official items in ED Grants on behalf of the 

organization.  

Scope of Work Exhibit B of the CDBG agreement. It describes the approved project 

activities, target population, outcomes, and services or 

improvements to be completed. 
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Schedule The project timeline entered into ED Grants during agreement 

negotiation. It identifies key tasks, milestones, and target completion 

dates. 

Secondary 

Representative 

A person with ED Grants access who can help manage project 

information but cannot approve or submit official documents or 

reports unless designated as the Primary Representative. 

Supporting Document A document uploaded to ED Grants as part of agreement execution. 

Required documents may vary by project type. Refer to Attachment 

3 for the list of supporting documents. 

 

IV. Agreement Execution Timeline 

The timeline below outlines key milestones for agreement execution and project start. 

Subrecipients are expected to track progress and complete all required actions within the 

timeframes provided. 

Date Activity 

May 19 Virtual CDBG Agreement Execution Workshop 

May – June Environmental review, City Staff only 

May 26 – June 12 Subrecipients review scope/budget and upload required documents 

June 15 – June 22 City review, comments, and corrections 

June 23 – June 30 Target window for final routing and signatures 

June 23 – June 30 Agreements are finalized and routed through ED Grants for signature 

July 1 Target project start date 

Early August Virtual CDBG Reporting Workshop 

 
Important Notes:  

• Subrecipients are expected to complete tasks as early as possible within the timeline. 

• Delays in document submission or responsiveness may delay agreement and project start. 

• Your assigned Project Manager may establish interim deadlines to support timely 

execution. 

• This timeline is subject to change at the City’s discretion.  
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V. ED Grants Navigation & Instructions 

This section provides guidance on how to navigate ED Grants to review, revise, and approve your 

CDBG Subrecipient Agreement.  

City staff have prepared your draft agreement in ED Grants based on your approved RFP 

proposal. Your organization is responsible for reviewing the draft, submitting comments, and 

completing all required actions in the system. This is an iterative process that continues until the 

agreement is finalized for execution. 

 

Accessing and Reviewing Your Draft Agreement 
Refer to Attachment 2 for step-by-step instructions on how to:  

• Review the draft agreement (including downloading a PDF version using the ‘View 

Agreement’ button) 

• View City comments and instructions 

• Enter revisions and comments 

• Update the project schedule 

• Edit Board of Directors information 

• Approved (electronically sign) the agreement 

Subrecipients must complete their review and submit any comments or questions related 

to the scope of work and budget by June 12, 2026. This deadline is critical to support timely 

agreement execution. If no comments are received by the deadline, the City will consider the 

scope and budget final and proceed with the next steps. 

Note: The agreement template and legal terms are fixed and cannot be modified. Only 

the scope of work, schedule, and budget components may be revised with City approval. 

You may download a PDF of the CDBG Agreement and share it with members of your 

organization who may need to review and approve it before the Primary Representative 

electronically signs it. 

Approval 
Process

Agreement 
Finalization

Subrecipient
City Project 

Manager
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Final Approval and Electronic Signature 

Once the agreement is finalized and all required documents have been approved: 

• ED Grants will notify your Primary Representative of a pending task. 

• The Primary Representative must review and electronically sign the agreement within 

three (3) business days. 

Note: The Primary Representative’s approval in ED Grants is legally equivalent to a 

handwritten signature. Once fully executed by all parties, you may download the final 

PDF, which will include approver names and timestamps, and retain it in your CDBG 

records. 

 

Maintaining Required Organizational Information 
Subrecipients are responsible for ensuring that all organizational information in ED Grants is 

accurate and up to date before agreement execution. Keeping this information current helps the 

City communicate with the right staff, confirm approval authority, and complete required conflict-

of-interest reviews without delay.  

Step 1: Confirm Project Contacts 

Review the list of project contacts in ED Grants and confirm that all contacts are current. Refer to 

Attachment 2 of this Guidebook for screenshots and step-by-step ED Grants navigation, if 

needed. 

• Verify that all listed contacts are active staff who will support project implementation. 

• Remove or request deactivation of any inactive or former staff. 

• Add any new staff who should be included in project communications. 

For returning subrecipients: Confirm that contacts from prior years are still active. If not, 

coordinate with your assigned Project Manager to deactivate outdated contacts. 

City staff will use the project contact list for communication during agreement execution and 

project implementation. Keeping this list current helps prevent missed notifications, delayed 

responses, and routing issues in ED Grants.  

Step 2: Confirm the Primary Representative  

Review the organization’s Primary Representative in ED Grants and confirm that the listed person 

is current and authorized. 

The Primary Representative must: 

• Be an active staff member of your organization. 

• Be authorized by your Board of Directors to act on behalf of the organization. 
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• Have access to ED Grants. 

• Be able to approve and submit official items in ED Grants. 

The Primary Representative is responsible for electronically approving the CDBG Subrecipient 

Agreement and may also submit amendments, programmatic reports, fiscal reports, and 

reimbursement requests. 

If the Primary Representative needs to be updated, please contact your assigned City Project 

Manager as soon as possible. Updates may require Board authorization documentation and 

coordination with system support staff, so early communication is recommended. 

Your organization must also ensure that the Primary Representative has been authorized by your 

Board of Directors to act on behalf of the organization in ED Grants. This authorization must be 

documented through the required Board authorization document listed in Attachment 4. 

Sample Board authorization documents are available in Attachment 7. 

Step 3: Confirm Board of Directors Information 

Review your organization’s Board of Directors list in ED Grants and confirm it is current before 

execution of the agreement.  

The City uses this information to review potential conflicts of interest and confirm organizational 

authorization. Please update the list if there have been changes to your Board membership.  

Reviewing Scope of Work and Project Schedule 
The scope of work has been drafted based on your approved RFP proposal. City staff has entered 

standard HUD and CBDG elements: 

Your organization is responsible for reviewing and confirming the accuracy of the following:  

• Project Description 

• Target Population 

• Project Outcome  

• Project Activities 

• Project Schedule 

Ensure the scope clearly reflects how the project will be implemented and measured. The 

finalized scope and schedule will be used to track performance, report outcomes to HUD, and 

monitor compliance. 

Your Project Manager will work with you to establish a project schedule with defined milestones 

and target dates. Subrecipients are expected to meet these timelines.  

Important: Changes to the scope or schedule are not allowed after execution without 

formal City approval. Failure to adhere to the approved scope or schedule may result in 

funding recapture or termination.  
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Reviewing Budget and Budget Narratives 
The draft budget is based on your approved RFP submission and may include City revisions for: 

• Eligibility of costs 

• Budget categorization  

• Personnel cost breakdown (wage/salaries and fringe benefits) 

• Narrative clarity and alignment with eligible costs 

• Regulatory compliance  

In the budget table in ED Grants, you will see columns including: 

• Proposed City Amount (RFP submission)  

• Actual City Amount (City-adjusted) 

• Budget Difference (variance between the two) 

Your organization must: 

• Confirm that budget allocations are accurate 

• Ensure narratives clearly describe all anticipated expenditures 

The finalized budget will be used to determine reimbursement eligibility. Costs not clearly 

supported by the budget narrative may not be reimbursed. Unauthorized budget changes will be 

rejected. 

If revisions are needed, coordinate with your Project Manager and submit requests through ED 

Grants as directed.  

Refer to Section VII for budget line-item categories and Attachment 3 sample narratives.  

VI. Budget Line-Items  

Budget narratives should clearly explain what the cost is, how it supports the approved project, 

who or what it supports, and how the amount was calculated. The budget narratives should also 

detail the budget line items by breaking out the items by cost per quantity, when appropriate. 

This section provides general guidance on developing your budget narratives in line with the 

available budget line-items in ED Grants. 

Not every budget line item applies to every project type. Subrecipients should review only the 

budget categories included in their draft agreement and coordinate with their assigned City 

Project Manager if revisions are needed. The City may request revisions if a budget narrative is 

unclear, incomplete, or does not align with the approved project scope. 
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All costs included in the budget and budget narratives must comply with federal regulations 

found in 2 CFR 200 (Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards) and HUD-specific regulations. A strong budget narrative 

should clearly explain:  

• What the cost is; 

• How the cost supports the approved project; 

• Who or what the cost supports; 

• How the amount was calculated; and 

• What documentation may be needed for reimbursement. 

Sample budget narratives are provided in Attachment 3 for reference. 

Note: The final approved budget and narratives will be used during reimbursement 

review. Costs should be clearly described in the appropriate line item and supported 

by the required documentation
 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
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Applicable to PS and CED only 

Budget Line Item Use This For Narrative Should Include Notes 

Salaries and Wages Staff labor costs directly 

supporting project 

implementation. 

Position title, duties, salary or 

hourly rate, CDBG-funded 

portion, calculation, and whether 

paid time off or premium pay will 

be claimed. 

List each CDBG-funded position 

separately. Paid time off and 

premium pay must be 

specifically included if claimed. 

Cash-outs are not reimbursable. 

Fringe Benefits Employer-paid benefits for 

CDBG-funded staff. 

Benefit type, calculation and 

methodology, name of carrier, 

and positions receiving the 

benefit. 

Each fringe benefit type should 

be listed separately. Examples 

include health insurance, 

unemployment insurance, 

Social Security, and retirement 

contributions. 

Direct Program Delivery 

Expenses  

Direct project costs that 

support service delivery and 

do not fit into a more 

specific budget category. 

Type of expense, purpose, who 

benefits, quantity or frequency, 

and cost calculation. 

Use this only when another 

budget category does not better 

fit the cost. 

Supplies, Administrative 

Use 

Supplies or small equipment 

used by staff to support 

project implementation. 

Type of supplies, purpose, 

quantity, cost, and how they 

support the project. 

Examples include office 

supplies, small equipment, 

software, and protective gear 

when tied to service delivery or 

training. These costs must be 

incurred within the first six 

months of the project period. 

Unused funds will be forfeited 

or reallocated to another 
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budget category through a 

budget adjustment request. 

Supplies, Client Use Supplies provided to clients 

or used by clients as part of 

the project. 

Type of supplies, quantity, cost, 

who will use them, and how they 

support the project. 

Client-retained supplies may 

require a distribution list during 

reimbursement. Food for meal 

delivery or food banks should 

generally be budgeted under 

Direct Program Delivery 

Expenses. Stockpiling is not 

permitted. 

Publications/Printing Printed materials, outreach 

materials, course packets, or 

other program-related 

publications. 

Type of material, purpose, 

quantity, cost, and audience. 

This line item should support 

program outreach, service 

delivery, or client materials.  

Rent/Lease Rent or lease costs for a site 

where direct services are 

provided. 

Site location, monthly cost, 

project use, cost allocation 

method, and CDBG-funded 

portion. 

If this expense is budgeted, a 

current lease and cost allocation 

methodology are required. 

Lease payments to the City of 

San Diego are not reimbursable. 

Maintenance/Repair Maintenance or repair costs 

for a site where direct 

services are provided. 

Type of maintenance or repair, 

reason needed, location, cost 

estimate, and allocation method. 

Costs must be tied to the CDBG-

funded project and supported 

by a cost allocation 

methodology if the site serves 

multiple programs.  
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Utilities Utility costs for a site where 

direct services are provided. 

Utility type, monthly cost, project 

use, cost allocation method, and 

CDBG-funded portion. 

Examples include electricity, 

water, and gas. A cost allocation 

methodology is needed when 

costs support more than one 

program. 

Communications Telephone, mobile, or 

internet service needed to 

provide direct services. 

Type of service, monthly cost, 

project use, cost allocation 

method, and CDBG-funded 

portion. 

Cell phone expenses paid 

directly by staff or volunteers 

are not reimbursable. 

Equipment Rental Rental of equipment needed 

to provide services, training, 

or outreach. 

Type of equipment, purpose, 

rental period, cost, and project 

connection. 

Examples may include vehicles, 

chairs/tables, medical 

equipment, office equipment 

rentals, or other equipment 

directly supporting service 

delivery. 

Insurance Liability insurance costs 

related to staff, service 

delivery, or project sites. 

Type of insurance, reason 

needed, total cost, allocation 

method, and CDBG-funded 

portion. 

Examples include commercial 

general liability, auto liability, 

and workers’ compensation. A 

cost allocation methodology is 

needed when insurance 

supports multiple programs. 

Administrative Indirect 

Overhead 

Indirect administrative costs 

charged to the project using 

an approved rate, de 

minimus, or allocation 

method. 

Rate or method used, effective 

dates, eligible direct cost base, 

and calculation of the CDBG-

funded amount. 

May be based on a federally 

approved indirect cost rate, de 

minimis rate, or verified cost 

allocation methodology. If a cost 

allocation methodology is used, 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRd93f2a98b1f6455/section-200.414
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it must be applied consistently 

across applicable budget 

categories. Supporting 

documentation, such as a 

current rate letter or cost 

allocation plan, is required 

during reimbursement. 

Consultant Services Third-party services directly 

supporting the approved 

project. 

Consultant name or type, 

services provided, cost 

calculation, and project 

connection. 

This generally includes 

consultants providing approved 

program services. Consultant 

agreement(s) and procurement 

documentation are required for 

reimbursement. 

Applicable to NCIP-F only 

Budget Line Item Use This For Narrative Should Include Notes 

Construction/ Renovation Eligible construction or 

renovation costs for 

approved facility 

improvements. 

Description of work, cost 

categories, estimated amounts, 

and how the work supports the 

approved project. 

May include permits/approvals, 

materials, and labor. Must align 

with the approved NCIP-F 

scope. 

Construction Management Construction management 

services for an approved 

NCIP-F project. 

Services to be provided, provider 

type, cost calculation, and 

relationship to the 

construction/renovation work. 

Amount is limited to 6% of 

the Construction/ Renovation 

line item. Third-party 

construction managers must be 

properly procured. 
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VII. Supporting Documents & City-Provided Forms 

Supporting documents are required to verify that your organization is ready to enter a CDBG 

Subrecipient Agreement with the City. These documents may include insurance records, Board 

authorization, required policies and procedures, Living Wage Ordinance (LWO) materials, lease 

documents, certifications, and other project-specific items. 

Some documents submitted during the RFQ or RFP phase may already be imported into ED 

Grants by City staff. Please review all imported documents to confirm they are current, accurate, 

and applicable to your FY 2027 project. Your organization is responsible for uploading any 

missing or updated documents required for agreement execution. 

Attachment 4 identifies the supporting documents that may be required for your project, 

including whether each item is required, applicable only to certain projects, or requested if 

available. 

What You Need to Do: 
1. Review any documents already imported into ED Grants. 

2. Confirm that imported documents are current and accurate. 

3. Complete any required City-provided forms. 

4. Upload missing or updated documents in PDF format. 

5. Follow the file naming convention in Attachment 4. 

6. Respond to City feedback or requests for revisions. 

Note that documents marked as ‘If Applicable’ are required to be submitted if that particular 

document applies to your organization’s project. Documents marked as ‘If Available’ should be 

uploaded to ED Grants for City reference if they are available.  

If a document does not have a City-provided form, your organization is responsible for preparing 

the document, obtaining it from a third party, or completing the applicable third-party form. 

For ED Grants upload instructions, refer to Attachment 2. 

Some supporting documents may take additional time because they require coordination with 

an insurance broker, Board, third party, or City review team. Please begin the following items as 

early as possible. 

Liability Insurance Coverage 
Your organization must demonstrate that it has the insurance coverage required by the CDBG 

Subrecipient Agreement before the agreement can be executed. 

Insurance requirements are based on City policy and cannot be waived. To avoid delays, 

please send the insurance requirements to your broker as early as possible and confirm that 

your coverage, certificates, and endorsements meet City requirements. 
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Insurance documentation is often one of the most time-sensitive parts of agreement execution 

because it may require coordination with your broker or insurance carrier. Please review 

Attachment 1 for the insurance checklist and coverage requirements. 

Written Policies & Procedures 
Organizations receiving CDBG funds must have written policies and procedures in place to 

support proper administration, internal controls, recordkeeping, and service delivery. 

Your assigned City Project Manager will review the following policies and procedures, as 

applicable: 

• Client Grievance Policy & Procedures 

• Subcontractor/Vendor Grievance Policy & Procedures 

• Financial Management Policy & Procedures 

• Procurement Policy & Procedures 

• Records Retention Policy 

• LMI Verification & CDBG Eligibility Procedures 

Attachment 4 provides a description of these items. Attachment 5 includes sample policies and 

procedures for reference only. These samples are intended to show the type of information the 

City will review and should not be treated as official templates for adoption. 

If updates are needed, City staff will work with your organization to identify next steps. Some 

updates may require Board approval. In general, required policies and procedures should be 

finalized no later than the end of the first quarter of the project implementation period, or 

September 30, 2026. 

Living Wage Ordinance Compliance 
CDBG agreements are subject to the City of San Diego’s Living Wage Ordinance (LWO), unless an 

exemption is approved. Your organization must either document compliance with LWO 

requirements or submit an exemption request, as applicable. 

LWO compliance is reviewed on a project-by-project basis. If your organization has more than 

one CDBG-funded project, each project may require a separate LWO review. 

The LWO compliance packet must be uploaded to ED Grants under the Agreement Checklist 

tab so LWO staff can review it and make a compliance determination. Additional LWO 

information and sample compliance materials are available in ED Grants and in Attachment 6. 

Questions about LWO requirements should be directed to: 

Living Wage Program 

Phone: (619) 236-6084 

Email: ContactLWO@sandiego.gov 

https://docs.sandiego.gov/municode/MuniCodeChapter02/Ch02Art02Division42.pdf
mailto:ContactLWO@sandiego.gov
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Uploading and Naming Supporting Documents 
All supporting documents must be uploaded to ED Grants in PDF format. Please use the file 

naming convention listed in Attachment 4 so City staff can efficiently review and track your 

submissions. 

Complete and clearly named documents help reduce follow-up and keep agreement execution 

moving. 

VIII. Completing Agreement Execution & Preparing 
for Project Start 

As your organization moves through the final steps of agreement execution, please continue to 

monitor ED Grants, respond promptly to City feedback, and keep required documents current. 

The items below highlight the key actions and reminders that will help keep the process moving 

and prepare your organization for project start. 

Common Issues to Avoid 
The following issues commonly delay agreement execution: 

Outdated contacts 

in ED Grants 

Confirm that your Primary Representative, Secondary 

Representative, Project Contacts, and Board of Directors list are 

current. Returning subrecipients should review prior-year contacts 

and request updates or deactivation of inactive users, if needed. 

Delayed insurance 

review 

Send the City’s insurance requirements to your broker as early as 

possible and confirm that certificates and endorsements meet City 

requirements. 

Missing or 

incomplete 

documents 

Review the Agreement Checklist in ED Grants and confirm that all 

required supporting documents have been uploaded in PDF format. 

Unclear budget 

narratives 

Budget narratives should clearly explain the cost, how it supports 

the approved project, who or what it supports, and how the amount 

was calculated. 

Uncoordinated 

scope, schedule, or 

budget changes 

If revisions are needed, coordinate with your assigned City Project 

Manager, as only they should make changes in ED Grants. 

Waiting until the 

deadline 

Insurance, LWO materials, Board authorization, and policies may 

take additional time to prepare or review. 
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Final Steps Before Project Start 
Once your CDBG Subrecipient Agreement is fully executed, your organization should prepare for 

implementation in accordance with the approved agreement. Please make sure to: 

1. Download and save the fully executed agreement from ED Grants for your CDBG 

records.  

2. Review the final scope, budget, and schedule with staff responsible for program 

delivery, fiscal tracking, reporting, and reimbursement.  

3. Set up internal tracking systems for clients or beneficiaries served, eligibility 

documentation, services or activities provided, project milestones, staff time, invoices, 

proof of payment, outputs, and outcomes.  

4. Prepare for monthly reporting and reimbursement. Additional instructions will be 

provided through the CDBG Reporting Workshop and related materials.  

5. Review the CDBG Operating Manual once available. The Operating Manual will 

provide additional guidance to support project implementation after launch, including 

program administration, reporting, reimbursement, documentation, and compliance 

requirements. 

6. Keep communication open with your assigned City Project Manager, especially if 

your organization anticipates delays, staffing changes, budget concerns, or changes 

to project activities. 

Your assigned City Project Manager is your primary contact for questions about agreement 

execution, required documents, ED Grants tasks, budget narratives, and next steps. 

The City looks forward to working with your organization to complete agreement execution and 

support a successful project launch. Thank you for your partnership and for the services, 

programs, and improvements your organization provides to our San Diego community. 

IX. Timeliness and Expectations 

CDBG Subrecipient Agreements are expected to be fully executed by July 1, 2026, or as soon as 

feasible thereafter, to support timely project implementation and reimbursement of eligible 

expenditures incurred on or after that date. 

Timely agreement execution helps your organization launch services and project activities as 

planned and helps the City meet HUD’s CDBG timeliness requirements. Your assigned Project 

Manager will work with your organization throughout the process to support timely completion 

of required steps. 

Subrecipients are expected to monitor ED Grants regularly and respond promptly to City 

comments or requests for revisions. Complete and accurate submissions help reduce delays and 

avoid repeated follow-up.  
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If required items remain unresolved or progress is delayed, the City may need to reassess the 

agreement timeline and determine appropriate next steps. Delays in agreement execution or 

project start may also be considered in future performance summaries made available to CPAB. 
 
X. Attachments 

1. Purchasing & Contracting Insurance Checklist 

2. ED Grants Agreement Execution Guide 

3. Sample Budget Line-Item Narratives 

4. Index of Supporting Documents & City-Provided Forms 

5. Sample Written Policies & Procedures 

6. Living Wage Ordinance Packet 

7. Sample Board Authorizations 
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Thank You for Your Partnership! 
 

The City of San Diego appreciates your organization’s continued partnership and 

commitment to serving San Diego’s low- and moderate- income communities. 

CDBG-funded projects help expand access to services, strengthen neighborhoods, 

support economic opportunity, and improve community facilities for residents. 

Your work is an important part of our shared impact! 
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Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 

 
 
This checklist is for reference only.  It does not reflect all insurance requirements.  
Actual contractual requirements may vary. 

 
 
Endorsements are modifications to the policy.  You must ensure you have the 
required coverage either through an actual endorsement (separate from the 
Certificate of Insurance) or the page on the policy that provides said coverage.  

 
 

  Certificate of Insurance 

 1. The full name of the party to the contract must be listed as the 
insured. 

 2. All Policies must be current. 

 3. All coverage limits required in the contract must be reflected on the 
Certificate of Insurance: 

 

A. Commercial General Liability with a current policy term and 
limits as stated in the General Contract Terms and Provisions of 
the contract. The City’s minimum limits are $1 million per 
Occurrence and $2 million General Aggregate. However, be sure 
to confirm that coverage limits reflected follow the contract 
requirements.  

 I. For Commercial General Liability, the occurrence box 
must be (X) marked.  

 
B. Automobile Liability with a current policy term and limit of $1 

million Combined Single Limit. Coverage must reflect what is 
stated in the General Terms and Provisions of your contract. 

 
C. Workers Compensation with a current policy term and limits of 

$1 million. Coverage must reflect what is stated in the General 
Terms and Provisions of your contract. 

 I. For Workers Compensation, the subrogation box must 
be (X) marked. 

 

D. Professional Liability (Errors & Omissions) for Consultant 
contracts, Certificate of Insurance appropriate for Contractor’s 
profession with a minimum limit of $1 million per Occurrence or 
claim and $2 million Aggregate.  

 4. The bottom part of the Acord Certificate of Insurance must have an 
Authorized Representative’s signature. 

 5. Certificate Holder must be:  City of San Diego and the corresponding 
department, or just the City of San Diego. 
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Insurance Checklist 
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 Endorsements for Commercial General Liability 

 1. All Endorsements must have the policy number(s) printed on them. 

 2. All endorsements are to cover The City, its officers, officials, 
employees, and volunteers as additional insureds on the CGL policy.   

 3. Additional Insured Coverage can be provided in the form of the 
following: 

 A. ISO Form CG 20 10 11 85 or if not available; 

 B. The addition of both CG 20 10, CG 20 26, CG 20 33, or CG 20 28; 
and CG 20 37. 

 C. A Blanket Additional Insured Endorsement is acceptable. 

 D. The page in the policy that provides Additional Insured 
coverage when required by contract. 

 4. Primary Coverage can be provided in the following form 
Endorsements: 

 A. At least as broad as ISO CG 20 01 04 13 or coverage at least as 
broad. 

 B. The page in the policy that provides Primary & Non-
Contributory coverage when required by contract. 

 Endorsements for Workers Compensation 
 1. All Endorsements must have the policy number(s) printed on them. 
 2. The following endorsement is required: 

 A. Waiver of Subrogation Endorsement.  Endorsement must be 
applicable in the state of California.   

 Acceptability of Insurers  

 1. Insurance is to be placed with insurers with a current A.M. Best’s 
rating of no less than A- VI. 
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POLICY NUMBER: COMMERCIAL GENERAL LIABILITY

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY.

CG 20 10 11 85 Copyright, Insurance Services Office, Inc.,  1984 Page 1 of 1 oo

ADDITIONAL INSURED – OWNERS, LESSEES OR
CONTRACTORS – (FORM B)

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART.

SCHEDULE
Name of Person or Organization:

(If no entry appears above, information required to complete this endorsement will be shown in the Declarations
as applicable to this endorsement.)

WHO IS AN INSURED (Section II) is amended to include as an insured the person or organization shown in the
Schedule, but only with respect to liability arising out of "your work" for that insured by or for you.

INCLUDE POLICY NUMBER

The City, its officers, officials, employees, and volunteers

Purchasing &Contracting 
Insurance Checklist 
Rev. January 06, 2017 
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POLICY NUMBER: COMMERCIAL GENERAL LIABILITY
CG 20 10 07 04

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

CG 20 10 07 04 © ISO Properties, Inc., 2004  Page 1 of 1 !!!!

ADDITIONAL INSURED � OWNERS, LESSEES OR  
CONTRACTORS � SCHEDULED PERSON OR  

ORGANIZATION 
This endorsement modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART 

SCHEDULE 

Name Of Additional Insured Person(s) 
Or Organization(s): Location(s) Of Covered Operations 

Information required to complete this Schedule, if not shown above, will be shown in the Declarations. 

A. Section II � Who Is An Insured is amended to 
include as an additional insured the person(s) or 
organization(s) shown in the Schedule, but only 
with respect to liability for "bodily injury", "property 
damage" or "personal and advertising injury" 
caused, in whole or in part, by: 
1. Your acts or omissions; or
2. The acts or omissions of those acting on your

behalf;
in the performance of your ongoing operations for 
the additional insured(s) at the location(s) desig-
nated above. 

B. With respect to the insurance afforded to these 
additional insureds, the following additional exclu-
sions apply: 
This insurance does not apply to "bodily injury" or 
"property damage" occurring after: 
1. All work, including materials, parts or equip-

ment furnished in connection with such work, 
on the project (other than service, maintenance 
or repairs) to be performed by or on behalf of 
the additional insured(s) at the location of the 
covered operations has been completed; or 

2. That portion of "your work" out of which the
injury or damage arises has been put to its in-
tended use by any person or organization other 
than another contractor or subcontractor en-
gaged in performing operations for a principal 
as a part of the same project.  

The City, its officers, officials, employees, 
and volunteers

All Operations

INCLUDE POLICY NUMBER

Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 
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POLICY NUMBER: COMMERCIAL GENERAL LIABILITY
CG 20 37 07 04

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

CG 20 37 07 04 © ISO Properties, Inc., 2004  Page 1 of 1 !!!!

ADDITIONAL INSURED � OWNERS, LESSEES OR  
CONTRACTORS � COMPLETED OPERATIONS 

This endorsement modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART 

SCHEDULE 

Name Of Additional Insured Person(s)  
Or Organization(s): Location And Description Of Completed Operations

Information required to complete this Schedule, if not shown above, will be shown in the Declarations. 

Section II � Who Is An Insured is amended to 
include as an additional insured the person(s) or 
organization(s) shown in the Schedule, but only with 
respect to liability for "bodily injury" or "property dam-
age" caused, in whole or in part, by "your work" at 
the location designated and described in the sched-
ule of this endorsement performed for that additional 
insured and included in the "products-completed 
operations hazard". 

The City, its officers, officials, 
employees, and volunteers

All Operations

INCLUDE POLICY NUMBER

Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 
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COMMERCIAL GENERAL LIABILITY
CG 20 01 04 13

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

CG 20 01 04 13 © Insurance Services Office, Inc., 2012 Page 1 of 1

PRIMARY AND NONCONTRIBUTORY –  
OTHER INSURANCE CONDITION 

This endorsement modifies insurance provided under the following:  

COMMERCIAL GENERAL LIABILITY COVERAGE PART 
PRODUCTS/COMPLETED OPERATIONS LIABILITY COVERAGE PART 

The following is added to the Other Insurance 
Condition and supersedes any provision to the 
contrary: 

Primary And Noncontributory Insurance 
This insurance is primary to and will not seek 
contribution from any other insurance available 
to an additional insured under your policy 
provided that: 

(1) The additional insured is a Named Insured 
under such other insurance; and  

(2) You have agreed in writing in a contract or 
agreement that this insurance would be 
primary and would not seek contribution 
from any other insurance available to the 
additional insured. 

INCLUDE POLICY NUMBER

SAMPLE

Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 
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L805 (05/09) Includes copyrighted material from Insurance Services Office, Inc., with its permission. 

COMMERCIAL GENERAL LIABILITY 

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

ADDITIONAL INSURED - PRIMARY AND NONCONTRIBUTORY - 
AUTOMATIC STATUS WHEN REQUIRED IN CONTRACT OR AGREEMENT 

This endorsement modifies insurance provided under the following:  

COMMERCIAL GENERAL LIABILITY COVERAGE PART  

A. Section II - Who Is An Insured is amended to include as an additional insured any person or organization 
when you and such person or organization have agreed in writing in a contract or agreement that such person 
or organization be added as an additional insured on your policy.  Such person or organization is an 
additional insured only with respect to liability for "bodily injury", "property damage" or "personal and 
advertising injury" caused, in whole or in part, by your acts or omissions, or the acts or omissions of those 
acting on your behalf: 

1. In the performance of your ongoing operations for the additional insured; or

2. In connection with premises owned by or rented to you.

But only for: 

1. The limits of insurance specified in such written contract or agreement, but in no event for limits of
insurance in excess of the applicable limits of insurance of this policy; and

2. "Occurrences" or coverages not otherwise excluded in the policy to which this endorsement applies.

B. Status as an additional insured for the person or organization to which this endorsement applies: 

1. Commences during the policy period and after such written contract or agreement has been executed;
and

2. Ends when:

a. Your ongoing operations for that additional insured are completed;

b. The contractor's contract or agreement is terminated;

c. The lease of premises expires; or

d. Your policy cancels or expires;

whichever occurs first. 

C. The following is added to 4.a. of Other Insurance of Section IV - Commercial General Liability 
Conditions: 

If required in a written contract, your policy is primary and noncontributory in the event of an "occurrence" 
caused, in whole or in part, by your acts or omissions, or the acts or omissions of those acting on your behalf 
that occurs while performing ongoing operations for the additional insured, or in connection with premises 
owned by or rented to you. 

D. With respect to the insurance afforded to the additional insured, the following exclusions apply: 

This insurance does not apply to "bodily injury" or "property damage" occurring after: 

1. All work on this project, including materials, parts, or equipment furnished in connection with such work
(other than service, maintenance, or repairs), to be performed by or on behalf of the additional insured(s)
at the location of the covered operations has been completed; or

2. That portion of "your work" out of which the injury or damage arises has been put to its intended use by
any person or organization other than another contractor or subcontractor engaged in performing
operations for a principal as a part of the same project.

All other terms and conditions of this policy remain unchanged. 
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INCLUDE POLICY NUMBER

Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 
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BLA
NKET SAMPLE

G-123127-B
(Ed. 12/02)

G-123127-B Page 1 of 2 
(Ed. 12/02) 

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY. 
BLANKET ADDITIONAL INSURED ENDORSEMENT  

WITH PRODUCTS-COMPLETED OPERATIONS COVERAGE 
& 

BLANKET WAIVER OF SUBROGATION 
Architects, Engineers and Surveyors

This endorsement modifies insurance provided under the following: 

BUSINESS ACCOUNT PACKAGE POLICY – BUSINESS LIABILITY COVERAGE FORM 
BUSINESS ACCOUNT PACKAGE POLICY – COMMON POLICY CONDITIONS 

A. WHO IS AN INSURED (Section C) of the Business 
Liability Coverage Form is amended to include as 
an insured any person or organization whom you 
are required to add as an additional insured on this 
policy under a written contract or written agreement; 
but the written contract or written agreement must 
be: 

1. Currently in effect or becoming effective during
the term of this policy; and

2. Executed prior to the "bodily injury," "property
damage," "personal injury" or "advertising
injury."

B. The insurance provided to the additional insured is 
limited as follows: 

1. That person or organization is an additional
insured solely for liability due to your negligence
specifically resulting from "your work" for the
additional insured which is the subject of the
written contract or written agreement. No
coverage applies to liability resulting from the
sole negligence of the additional insured.

2. The Limits of Insurance applicable to the
additional insured are those specified in the
written contract or written agreement or in the
Declarations of this policy, whichever is less.
These Limits of Insurance are inclusive of, and
not in addition to, the Limits of Insurance shown
in the Declarations.

3. The coverage provided to the additional insured
within this endorsement and section titled
DEFINITIONS – "Insured Contract" (Section
F.8) within the Business Liability Coverage
Form, does not apply to "bodily injury" or
"property damage" arising out of the "products-
completed operations hazard" unless required
by the written contract or written agreement.

4. The insurance provided to the additional
insured does not apply to "bodily injury,"
"property damage," "personal injury" or
"advertising injury" arising out of an architect's,
engineer's, or surveyor's rendering of or failure
to render any professional services including:

a. The preparing, approving, or failing to
prepare or approve maps, shop drawings,
opinions, reports, surveys, field orders,
change orders or drawings and
specifications by any architect, engineer or
surveyor performing services on a project
of which you serve as construction
manager; or

b. Inspection, supervision, quality control,
engineering or architectural services done
by you on a project of which you serve as
construction manager.

5. This insurance does not apply to "bodily injury,"
"property damage," "personal injury" or
"advertising injury" arising out of:

a. The construction or demolition work while
you are acting as a construction or
demolition contractor. This exclusion does
not apply to work done for or by you at your
premises.

C. GENERAL CONDITIONS – Duties In The Event of 
Occurrence, Offense, Claim or Suit (Section E.2) 
of the Business Liability Coverage Form is 
amended to add the following: 

An additional insured under this endorsement will 
as soon as practicable: 

1. Give written notice of an occurrence or an
offense to us which may result in a claim or
"suit" under this insurance;

INCLUDE POLICY NUMBER

Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 
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G-123127-B
(Ed. 12/02)

G-123127-B Page 2 of 2 
(Ed. 12/02) 

2. Tender the defense and indemnity of any claim
or "suit" to us for a loss we cover under this
Coverage Part;

3. Tender the defense and indemnity of any claim
or "suit" to any other insurer which also has
insurance for a loss we cover under this
Coverage Part; and

4. Agree to make available any other insurance
which the additional insured has for a loss we
cover under this Coverage Part.

We have no duty to defend or indemnify an 
additional insured under this endorsement until we 
receive written notice of a claim or "suit" from the 
additional insured. 

D. OTHER INSURANCE (Section H. 2 & 3) of the 
Common Policy Conditions are deleted and 
replaced with the following: 

2. This insurance is excess over any other
insurance naming the additional insured as an
insured whether primary, excess, contingent or
on any other basis unless a written contract or
written agreement specifically requires that this
insurance be either primary or primary and
noncontributing to the additional insured's own
coverage. This insurance is excess over any
other insurance to which the additional insured
has been added as an additional insured by
endorsement.

3. When this insurance is excess, we will have no
duty under Coverages A or B to defend the
additional insured against any "suit" if any other
insurer has a duty to defend the additional

insured against that "suit" If no other insurer 
defends, we will undertake to do so, but we will 
be entitled to the additional insured's rights 
against all those other insurers.  

When this insurance is excess over other 
insurance, we will pay only our share of the 
amount of the loss, if any, that exceeds the sum 
of: 

(a) The total amount that all such other 
insurance would pay for the loss in the 
absence of this insurance; and 

(b) The total of all deductible and self-insured 
amounts under all that other insurance. 

We will share the remaining loss, if any, with 
any other insurance that is not described in this 
Excess Insurance provision and was not bought 
specifically to apply in excess of the Limits of 
Insurance shown in the Declarations of this 
Coverage Part. 

E. TRANSFER OF RIGHTS OF RECOVERY 
AGAINST OTHERS TO US (Section J.2) of the 
Common Policy Conditions is deleted and replaced 
with the following: 

2. We waive any right of recovery we may have
against any person or organization against
whom you have agreed to waive such right of
recovery in a written contract or agreement
because of payments we make for injury or
damage arising out of your ongoing operations
or "your work" done under a contract with that
person or organization and included within the
"products-completed operations hazard."

Purchasing & Contracting 
Insurance Checklist 
Rev. January 06, 2017 



WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY WC 04 03 06

WAIVER OF OUR RIGHT TO RECOVER FROM OTHERS ENDORSEMENT -
CALIFORNIA

We have the right to recover our payments from anyone liable for an injury covered by this policy. We will not enforce our
right against the person or organization named in the Schedule. (This agreement applies only to the extent that you
perform work under a written contract that requires you to obtain this agreement from us.)

You must maintain payroll records accurately segregating the remuneration of your employees while engaged in the
work described in the Schedule.

% of the California workers' compensation premiumThe additional premium for this endorsement shall be -- 
otherwise due on such remuneration.

SCHEDULE

PERSON OR ORGANIZATION JOB DESCRIPTION

ALL OPERATIONSCITY OF SAN DIEGO, ITS RESPECTIVE 
ELECTED OFFICIALS, OFFICERS, EMPLOYEES, 
AGENTS, AND REPRESENTATIVES

This endorsement changes the policy to which it is attached and is effective on the date issued unless otherwise stated. (The
information below is required only when this endorsement is issued subsequent to preparation of the policy.)

Endorsement Effective INCLUDE DATE Policy No. INCLUDE POLICY NUMBER 

Insured CONTRACTOR'S NAME

Endorsement No. 00 

Premium $ ---.--

Insurance Company INCLUDE INSURANCE COMPANY

Countersigned By

- 1998 by the Workers' Compensation Insurance Rating Bureau of California. All rights reserved.
From the WCIRB's California Workers' Compensation Insurance Forms Manual - 1999.

INCLUDE SIGNATURE
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   Agreement Execution 

 

Page 1 of 15 
 

  
You will learn: 

• How to review and edit a draft CDBG agreement in ED Grants 

• How to add milestones/tasks and target dates to the project schedule of a draft CDBG agreement in ED Grants 

• How to edit your organization’s Board of Directors information in ED Grants 

• How to approve (electronically sign) a CDBG agreement in ED Grants 
 

 

Step Description Screenshot 

1 

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. 

 

2 

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

 

3 

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. 

 

https://edgrants-int.my.site.com/ApplicantLogin4?username=null
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Step Description Screenshot 

4 

You should now see the draft agreement in 
view mode only with the following tabs: 
‘Overview,’ ‘Budget,’ ‘Scope of Work,’ 
‘Scheduling,’ ‘Agreement Checklist,’ 
‘Attachments,’ ‘Certifications,’ and ‘Project 
Milestones.’ Click on each tab to review the 
content for accuracy. 

  

5 

Scroll to the bottom of the agreement and 
look for the ‘Comments’ field and log. Review 
any comments and instructions provided by 
your assigned City project manager. 

 

6 

Scroll back to the top of the agreement and 
click on the ‘Overview’ tab to display its fields. 
Next, click on the ‘Edit’ button near the top-
right corner to open the fields you can 
populate. These fields include the insurance 
expiration dates in the ‘Project Information’ 
section and the project location fields in the 
‘Subrecipient Information’ section.  
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Step Description Screenshot 

7 

Populate the open fields with the correct 
information and then click on the ‘Save’ 
button near the top-right corner to preserve 
your work.  

 

8 

While still in the ‘Overview’ tab, scroll to the 
‘Project Locations’ section. You will need to 
enter at least one site where your 
organization’s project will be implemented or 
constructed. Click on the ‘New’ button to 
open a line and populate the fields. When 
finished, click on the ‘Save’ button to preserve 
your work. Repeat this step as many times as 
necessary to enter all the project sites. NOTE: 
For single-family housing rehabilitation (SHR) 
projects, each house to be rehabilitated should 
be entered as its own line. 

 

9 

Scroll back to the top of the agreement and 
click on the ‘Budget’ tab to display its fields. 
You may modify the ‘Total Project Budget 
Information by Funding Sources’ section by 
adding new funding sources only, if needed. 
Click on the ‘New’ button to add a new 
funding source line and populate the fields. 
Click on the ‘Save’ button to preserve your 
work. NOTE: Any other modifications without 
prior City authorization will be rejected by City 
staff.  
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Step Description Screenshot 

10 

The ‘Total Projects Funds’ section outlines the 
anticipated uses of the project funds (both 
CDBG and non-CDBG). The amounts in the 
‘Proposed City Amount’ column are the same 
as originally entered in the RFP response. The 
amounts in the ‘Actual City Amount’ column 
and ‘Budget Difference’ column reflect the 
modifications to those amounts by City staff 
and your organization. The amounts in the 
‘Non-City Amount’ column show how much of 
that line item budget is coming from non-
CDBG sources. Click on the arrow icon in the 
‘Actions’ column to modify the corresponding 
line item’s narrative and/or amount. Click on 
the ‘Save’ button to preserve your work. 
NOTE: Any modifications without prior City 
authorization or counter to City instructions 
will be rejected by City staff. 

 

11 

Scroll back to the top of the agreement and 
click on the ‘Agreement Checklist’ tab to 
display its fields. Here you will need to upload 
the required documents. To upload a 
document, click on the pencil icon to call up a 
popup window. In the popup window, click on 
the ‘Overview’ tab. For the ‘Attached’ field, 
select ‘Yes’ if you are uploading a document or 
‘N/A’ if you are not. Populate the ‘Comments’ 
field with a description of the document or 
why your organization is not required to 
upload a document. NOTE: Documents 
uploaded should be named according to the 
naming convention found in the Execution 
Handbook. All items on the list have at least a 
comment, regardless if they are mandatory or 
optional. 
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Step Description Screenshot 

12 

In the popup window, click on the ‘Upload File 
from Computer’ tab. Click on the ‘Choose File’ 
button to navigate to the file you would like to 
upload from your local computer and then 
click on the ‘Open’ button to upload the file to 
the system. Click on the ‘Save’ button to 
complete the task. NOTE: The ‘Upload File 
from Workspace’ tab can be used to select 
from a list of previously uploaded documents 
that are available for use again. 

 

13 

Review the ‘Agreement Checklist’ tab once 
you have uploaded all the required 
documents. A ‘Yes’ in the ‘Subrecipient 
Document Attached’ column indicates a 
document has been uploaded to that checklist 
item, while an ‘N/A’ indicates no document 
has been uploaded. To view previously 
uploaded documents, click on the 
corresponding ‘Link’ in the ‘Subrecipient 
Document Link’ column. NOTE: If you need to 
replace a previously uploaded document, you 
may do so by repeating steps 10 and 11. The 
system will preserve the previous version in the 
‘Attachments’ tab, but the new version will 
now be linked to the corresponding checklist 
item. 

 

14 

To add staff from your organization to the 
‘Subrecipient Contacts’ section of the 
‘Overview’ tab, click on the ‘Home’ tab ( ) 
and then click on ‘Manage Organization 
Profile’ along the left side. You should now 
see the following three tabs: ‘Overview,’ 
‘Related Log,’ and ‘Board of Directors.’ Click 
on the ‘Overview’ tab.    
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Step Description Screenshot 

15 

Within the ‘Overview’ tab, scroll down to the 
‘Contacts’ section. Click on the ‘New’ button. 
NOTE: The Primary Representative and the 
Secondary Representative should already be 
listed here at the very least.  

 

16 

ED Grants will open a new screen where you 
can enter all the details for the new contact. 
Enter all required information. Fields with a 
red asterisk are required. Once you are 
finished, click on the ‘Save’ button. Click on 
the ‘Back’ button to return to the ‘Overview’ 
tab of the ‘Organization Profile’ screen. Do 
not use your browser’s back button. Repeat 
this step to add as many contacts as needed. 
NOTE: You can assign a ‘Primary’ or 
‘Secondary’ role to each new contact. 
However, there should only be one ‘Primary’ 
contact at any given time. All other contacts 
should be ‘Secondary.’ Contacts added here 
cannot be deleted by you. If you need to delete 
a contact or change the email address after 
saving, send your request to City staff.  

 

17 

TIP: While you are on the ‘Organization 
Profile’ page, you may also consider reviewing 
the ‘Board of Directors’ tab and making any 
necessary updates since the RFP phase. 
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Step Description Screenshot 

18 

Once the new contact(s) have been added to 
the ‘Organization Profile’ page, navigate back 
to the ‘Overview’ tab of the draft agreement 
and scroll to the ‘Subrecipient Contacts’ 
section.  

 

19 

Click on the ‘Associate’ button to call up a 
popup window. In the ‘Contact’ field, search 
for and select the contact person’s name you 
would like to associate with the agreement. In 
the ‘Type’ field, select the contact’s role with 
regard the agreement. Click on the ‘Save’ 
button to complete the association. NOTE: 
Make sure to indicate a ‘Type’ for each name 
already listed in the ‘Subrecipient Contacts’ 
section by clicking on the pencil icon 
corresponding to each name.  

 

20 

Click on the ‘Certifications’ tab and then click 
on the ‘Edit’ button to open the 
acknowledgement field. The tab lists the laws, 
regulations, and orders your organization 
must agree to comply with to receive CDBG 
funds. They are the same ones incorporated 
into the CDBG agreement that you may review 
by clicking on the ‘View Agreement’ tab. To 
indicate acknowledgement, click on the check 
box next to the statement towards the bottom 
of the screen. Then click on ‘Save.’ NOTE: If 
you do not indicate acknowledgement, the 
system will display an error message upon 
submission of the draft award back to the City, 
and the agreement will be precluded from 
being executed. 
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Step Description Screenshot 

21 

Click on the ‘Project Milestones’ tab and 
refresh the page to populate the ‘Project 
Milestones and Tasks’ section. Follow the 
steps on how to enter milestones and tasks 
below to complete this section. NOTE: Consult 
with your assigned City project manager for 
any questions on the milestones and tasks.  

 

22 

Once you have completed your review of the 
draft agreement but before you send it back 
to the City, you must scroll to the bottom of 
the agreement and enter a description of the 
information or modifications you made in the 
‘Comments’ field and any questions you may 
have for City staff. Click on the ‘Add 
Comment’ button to save your entry. NOTE: 
Comments, once saved, cannot be edited or 
deleted.  

 

23 

After saving your comments, click on the 
‘Submit to Grantor’ button to return the draft 
agreement to your assigned City project 
manager for review.  

 

24 

The above steps may be repeated as many 
times needed until your assigned City project 
manager is satisfied with the agreement and 
all required documents have been uploaded. 

End 
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How to add milestones/tasks and target dates into the project schedule: 

Step Description Screenshot 

1 

Log into http://edgrants.force.com using the 
credentials for 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. ED Grants is 
optimized to function using the Google 
Chrome browser.  

 

2 

Depending on the display size of your screen, 
you may need to click on the ‘+’ tab to display 
the ‘Project Milestones’ tab. Click on the 
‘Project Milestones’ tab when visible. 

 

3 

Click on your keyboard’s F5 button or your 
browser’s refresh icon to activate the 
milestones and tasks in the ‘Project 
Milestones and Tasks’ section. NOTE: If you 
do not refresh the screen, you will only see a 
blank box. 

 

http://edgrants.force.com/
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Step Description Screenshot 

4 

After the refresh, you will see a list of default 
milestones and tasks listed. Each milestone 
can be composed of one or more tasks with a 
projected completion date associated with it. 
It will be your responsibility during project 
implementation to track the milestones and 
tasks and enter a completion date for each 
one during the appropriate times. You may 
also upload documents associated with each 
milestone or task. Your assigned City project 
manager will be using this tracker to monitor 
the progress of the implementation of your 
project. NOTE: You may need to adjust the 
column widths of the columns of the tracker to 
view all the columns, including the ‘+’ column 
to be able to add new milestones and tasks. 

 

5 

Review the default milestones and tasks. If 
you have any questions or requested edits, 
contact your assigned City project manager to 
discuss your question or request prior to 
making any edits to the tracker. He or she will 
determine whether or not to authorize any 
edits. To add a milestone or task, click on the 
‘+’ icon in the right-most column to activate a 
popup window.  NOTE: Authorized edits are 
limited to adding new milestones and tasks 
and updating the projected completion date of 
existing ones.  

 

6 

Populate the fields of the popup window. If 
this is a new milestone, select the ‘Milestone?’ 
option; if it is a new task, do not check the 
option. You may optionally assign a task or 
milestone to a specific person listed as a 
project contact in ED Grants. Once you are 
finished, click on ‘Save.’ NOTE: New tasks will 
be filed under the parent milestone or task 
corresponding to the ‘+’ icon clicked on to 
activate the popup window. 
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Step Description Screenshot 

7 

You may use the eyeball ( ), pencil ( ), or 
trash ( ) icon to view, edit, or delete, 
respectively, the milestone or task created. 
NOTE: You can delete only the tasks or 
milestones that you have created.  

 

8 

You will notice that there is an upward-
pointing arrow icon ( ) for each milestone and 
task. Click on this icon to activate a popup 
window to upload a document associated with 
that particular milestone or task during project 
implementation. Click on the ‘Add’ button and 
follow the prompts to upload your document. 

 

9 

Repeat steps 6 and 7 above for each 
authorized milestone or task. Once you are 
finished, review the tracker, making sure to 
expand all the folders of the parent milestones 
and tasks to view their children. The 
milestones, tasks, and projected completion 
dates should all together accurately reflect the 
implementation schedule of your project 
against which the City can evaluate the 
progress of the implementation, during which 
you will be able to enter actual completion 
dates and, if necessary, upload corresponding 
documents. 

 

10 
Once the agreement has been executed, only 
your assigned City project manager will be 
able to add or delete milestones and tasks. 

End 
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How to edit your organization’s Board of Directors information: 

Step Description Screenshot 

1 

Log into http://edgrants.force.com using the 
credentials the Primary Representative of your 
organization.  

 

2 

Click on the ‘Home’ tab ( ) and then click on 
‘Manage Organization Profile’ along the left 
side.  

 

3 

You should now see three tabs: ‘Overview,’ 
‘Related Log,’ and ‘Board of Directors.’ Click 
on the ‘Board of Directors’ tab.  

 

http://edgrants.force.com/
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Step Description Screenshot 

4 

Click on the ‘Add’ button to open a page 
where the profile of one board member may 
be entered.  

 

5 

Fill out the fields on the page, using the help 
text icons provided ( ) for guidance and 
clarification. When you are finished, click on 
the ‘Save’ button. Repeat steps 3–5 for each 
board member until all members have been 
entered. 

 

6 

To edit a board member profile previously 
entered, click on the ‘Board of Directors’ tab 
and one of the icons in the ‘Actions’ column. 
The trash can icon ( ) deletes the entire 
existing profile from the system. The pencil 
icon ( ) opens the profile for editing, after 
which the ‘Save’ button should be clicked to 
preserve the changes. The eyeball icon ( ) 
opens the profile for viewing only.  

 

7 
You may update the ‘Board of Directors’ tab at 
any time by following the above steps. 

End 
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How to approve (electronically sign) a CDBG agreement in ED Grants: 

Step Description Screenshot 

1 

Log into http://edgrants.force.com using the 
credentials for the Primary 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. ED Grants is optimized to function 
using the Google Chrome browser. 

 

2 

Go to the ‘Home’ tab and then click on 
‘Pending Tasks’ along the left side. Look for 
‘Review Project’ in the ‘Type’ column and click 
on the corresponding ‘Start’ icon (right-
pointing arrow) to open it.  

 

3 

You should now see the final draft agreement 
in view mode only with the following tabs: 
‘Overview,’ ‘Budget,’ ‘Scope of Work,’ 
‘Scheduling,’ ‘Reports,’ ‘Agreement Checklist,’ 
‘Attachments,’ ‘Certifications,’ and ‘Project 
Milestones.’ Click on each tab to review the 
content for accuracy.  

 

http://edgrants.force.com/
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Step Description Screenshot 

4 

Once the review is complete and the 
organization is ready to approve the 
agreement, scroll to the top of the agreement 
and select ‘Approve’ in the ‘Approval 
Decision’ section. Enter a comment in the text 
field and then click on the ‘Submit’ button. 
Click on the ‘View Agreement’ button to 
access a PDF version of the agreement. 

 

5 

If the organization does not want to approve 
the agreement, select ‘Reject’ in the ‘Approval 
Decision’ section. Enter a comment in the text 
field explaining why and then click on the 
‘Submit’ button. Doing so will stop the 
agreement execution process and your 
organization must reach out to its assigned 
City project manager for the next steps. 

 

6 
If the agreement is approved, it will be 
forwarded to the other approvers for their 
action. 

End 

 

For additional support, email CDBG@sandiego.gov or visit the ‘Resources’ tab at edgrants.force.com. 

 

 

 

mailto:CDBG@sandiego.gov
http://edgrants.force.com/
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The following sample narratives are provided as examples to help subrecipients prepare clear and complete budget narratives in ED Grants. These examples are for reference only and should be tailored to the approved 
project scope, budget, and activities. These examples are intended to show the level of detail needed for budget review. Final budget narratives should match the approved project scope, budget, and activities in ED Grants. 

For Public Services (PS) / Community Economic Development (CED) Projects Only:  

Budget Line-Item Sample Narrative 1 Sample Narrative 2 

Salaries and Wages Direct Service Staff – Salaried Position: CDBG will fund 75% of the Senior 
Counselor position. This position will provide counseling, crisis support, 
service coordination, and follow-up support to eligible LMI youth 
participating in the project. The annual salary is $80,000. CDBG will fund 
$60,000 during the agreement period ($80,000 x 75%). Paid time off taken 
during the agreement period, including sick leave, holiday, and vacation 
time, will be claimed for reimbursement. No cash-outs of accrued leave will 
be claimed. 

Direct Service Staff – Hourly Position: CDBG will fund .5 FTE Intake Business Officer 
position to support eligible LMI clients seeking to establish or expand a microenterprise. 
This position will assess client needs, collect income and demographic information, 
maintain client files, and schedule appointments with Business Counselors. The wage is 
$23/hour. The Business Officer will dedicate 1,040 hours during the agreement period 
equivalent to .50 FTE, for a total of $23,920 ($23 x 1,040). Paid time off, premium pay, 
including overtime will be claimed for reimbursement. No cash-outs of accrued leave will 
be claimed. 

Fringe Benefits – Employer Social Security 

 

Note: Each fringe benefit type must be entered as 
its own subline item in ED Grants.  

Employer Social Security for Direct Service Staff: CDBG will fund 
employer-paid Social Security taxes for the CDBG-funded portion of the 
Case Manager and Program Coordinator positions, for a total of [$XX]. 
Social Security is calculated at the applicable employer payroll tax rate and 
will be applied only to CDBG-funded wages claimed for reimbursement. The 
payroll tax is administered through [Payroll Provider/Administrator]. 

Employer Social Security for Program Staff: CDBG will fund employer-paid Social 
Security taxes for the CDBG-funded portion of the Business Counselor and Program 
Assistant positions, for a total of [$XX]. Costs will be calculated based on the employer 
Social Security rate applied to CDBG-funded wages for each position and claimed only for 
the portion attributable to the approved project. The payroll tax is administered through 
[Payroll Provider/Administrator]. 

Fringe Benefits – Employer Medicare Employer Medicare for Direct Service Staff: CDBG will fund employer-
paid Medicare taxes for the CDBG-funded portion of the Case Manager and 
Program Coordinator positions, for a total of [$XX]. Medicare is calculated at 
the applicable employer payroll tax rate and will be applied only to CDBG-
funded wages claimed for reimbursement. The payroll tax is administered 
through [Payroll Provider/Administrator]. 

Employer Medicare for Program Staff: CDBG will fund employer-paid Medicare taxes for 
the CDBG-funded portion of the Business Counselor and Program Assistant positions, for a 
total of [$XX]. Costs will be calculated based on the employer Medicare rate applied to 
CDBG-funded wages for each position and claimed only for the portion attributable to the 
approved project. The payroll tax is administered through [Payroll Provider/Administrator]. 

Fringe Benefits – State Unemployment 
Insurance 

State Unemployment Insurance for Direct Service Staff: CDBG will fund 
employer-paid State Unemployment Insurance costs for the CDBG-funded 
portion of the Case Manager and Program Coordinator positions, for a total 
of [$XX]. Costs will be calculated using the organization’s applicable SUI rate 
and applied only to CDBG-funded wages claimed for reimbursement. SUI is 
administered through [Payroll Provider/Administrator]. 

State Unemployment Insurance for Program Staff: State Unemployment Insurance for 
Program Staff: CDBG will fund employer-paid State Unemployment Insurance costs for the 
CDBG-funded portion of the Business Counselor and Program Assistant positions, for a 
total of [$XX]. Costs will be calculated based on the organization’s applicable SUI rate and 
the CDBG-funded wage share for each position. SUI is administered through [Payroll 
Provider/Administrator]. 

Fringe Benefits – Health Insurance Health Insurance for Direct Service Staff: CDBG will fund [$XX] in 
employer-paid health insurance costs provided by [Name of Insurance 
Carrier]. The budget is calculated at [X.XXXX%] of covered position salaries. 
Health insurance costs for the Case Manager and Program Coordinator 
positions will be claimed for reimbursement based on the CDBG-funded 
share of each position. 

Health Insurance for Program Staff: CDBG will fund [$XX] in employer-paid health 
insurance costs provided by [Name of Insurance Carrier]. The budget is calculated at 
[X.XXXX%] of covered position salaries and will be claimed based on the CDBG-funded 
share of each covered position. Health insurance costs for the Business Counselor and 
Intake Specialist positions will be claimed for reimbursement. 
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For Public Services (PS) / Community Economic Development (CED) Projects Only:  

Budget Line-Item Sample Narrative 1 Sample Narrative 2 

Fringe Benefits – Dental Insurance Dental Insurance for Direct Service Staff: CDBG will fund employer-paid 
dental insurance costs for the CDBG-funded portion of the Case Manager 
and Program Coordinator positions, for a total of [$XX]. Dental insurance is 
provided through [Carrier Name]. Costs will be calculated based on the 
employer-paid monthly premium and allocated according to the CDBG-
funded share of each position. 

Dental Insurance for Program Staff: CDBG will fund employer-paid dental insurance 
costs for the CDBG-funded portion of the Business Counselor and Program Assistant 
positions, for a total of [$XX]. Dental insurance is provided through [Carrier Name]. Costs 
will be claimed based on the employer-paid premium amount and the percentage of each 
position funded by CDBG. 

Fringe Benefits – Vision Insurance Vision Insurance for Direct Service Staff: CDBG will fund employer-paid 
vision insurance costs for the CDBG-funded portion of the Case Manager 
and Program Coordinator positions, for a total of [$XX]. Vision insurance is 
provided through [Carrier Name]. Costs will be calculated based on the 
employer-paid monthly premium and allocated according to the CDBG-
funded share of each position. 

Vision Insurance for Program Staff: CDBG will fund employer-paid vision insurance costs 
for the CDBG-funded portion of the Business Counselor and Program Assistant positions, 
for a total of [$XX]. Vision insurance is provided through [Carrier Name]. Costs will be 
claimed based on the employer-paid premium amount and the percentage of each 
position funded by CDBG. 

Fringe Benefits – Retirement Contributions Retirement Contribution for Direct Service Staff: CDBG will fund 
employer-paid retirement contributions for the CDBG-funded portion of the 
Case Manager and Program Coordinator positions, for a total of [$XX]. 
Retirement benefits are administered through [Carrier/Plan Administrator]. 
Costs will be calculated using the organization’s approved employer 
contribution rate and applied only to CDBG-funded wages claimed for 
reimbursement. 

401(k) Match for Program Staff: CDBG will fund employer-paid 401(k) matching 
contributions for the CDBG-funded portion of the Business Counselor and Program 
Assistant positions, for a total of [$XX]. The retirement plan is administered through 
[Carrier/Plan Administrator]. Costs will be calculated based on the organization’s approved 
matching formula and allocated according to the CDBG-funded share of each position. 

Fringe Benefits – Workers’ Compensation Workers’ Compensation for Direct Service Staff: CDBG will fund workers’ 
compensation costs associated with the CDBG-funded portion of the Case 
Manager and Program Coordinator positions, for a total of [$XX]. Coverage 
is provided through [Carrier Name]. Costs will be calculated based on the 
organization’s workers’ compensation rate and allocated to the CDBG-
funded wage share for each covered position. 

Workers’ Compensation for Program Staff: CDBG will fund workers’ compensation costs 
for the CDBG-funded portion of the Business Counselor and Program Assistant positions, 
for a total of [$XX]. Coverage is provided through [Carrier Name]. Costs will be claimed 
based on the applicable workers’ compensation rate and the CDBG-funded share of wages 
for each position. 

Direct Program Delivery Expenses Training Fees: CDBG will fund training and certification fees for eligible LMI 
clients participating in the workforce readiness program. Certifications may 
include First Aid/CPR, food handler certification, and other job readiness 
credentials directly tied to the approved project. The estimated cost is $75 
per client for 80 clients, for a total of $6,000. 

Client Service Costs: CDBG will fund background check and credit report fees for eligible 
LMI clients receiving microenterprise assistance and preparing to apply for small business 
financing. Each client is estimated to require $50 in direct costs. The project anticipates 
serving 75 clients, for a total of $3,750. 
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For Public Services (PS) / Community Economic Development (CED) Projects Only:  

Budget Line-Item Sample Narrative 1 Sample Narrative 2 

Supplies, Administrative Use Client File Supplies: CDBG will fund office and program supplies used by 
staff to support project implementation, including paper, folders, pens, 
toner, clipboards, and file materials for client intake and case 
documentation. Supplies will support the creation and maintenance of 
client files for approximately 100 eligible LMI participants. The total budget 
is $1,500 and will be fully expended within the first six (6) months of the 
agreement period. 

Program Staff Supplies: CDBG will fund staff-use supplies needed to deliver the approved 
project, including notepads, binders, printer toner, intake forms, and related office 
materials. These supplies will support staff documentation, client tracking, and reporting 
for approximately 150 eligible LMI clients. The total budget is $2,000 and will be fully 
expended within the first six (6) months of the agreement period. 

Supplies, Client Use Training Supplies: CDBG will fund training supplies provided to eligible LMI 
clients participating in the workforce readiness program. Supplies may 
include workbooks, course materials, notebooks, writing supplies, and other 
materials needed to complete training activities. The estimated cost is $40 
per client for 100 clients, for a total of $4,000. 

Client-Retained Supplies: CDBG will fund basic toolkits for eligible LMI clients completing 
job training and preparing for employment in approved trade-related positions. Each 
toolkit is estimated to cost $150. The project anticipates providing toolkits to 40 clients, for 
a total of $6,000. A client distribution list will be maintained and submitted for 
reimbursement of expense. 

Publications/Printing Outreach Materials: CDBG will fund the design and printing of flyers, 
brochures, and outreach materials to promote the approved project to 
eligible LMI clients. Materials will be distributed at community events, 
partner sites, and service locations. The budget includes printing 2,000 
flyers at an estimated cost of $0.50 each, for a total of $1,000. 

Program Materials: CDBG will fund printing of course packets for eligible LMI youth 
participating in the college readiness program. Each packet will include workshop 
materials, writing exercises, and resource guides. The project will print 150 packets at an 
estimated cost of $8 each, for a total of $1,200. 

Rent/Lease Program Site Lease: CDBG will fund a portion of the lease cost for the 
program site where eligible LMI clients receive direct services. The monthly 
lease is $4,000. Based on the approved cost allocation methodology, 40% of 
the site is attributable to the CDBG-funded project. CDBG will fund 75% of 
that allocated share, or $1,200 per month ($4,000 x 0.40 x 0.75), for a total 
of $14,400 during the agreement period. 

Shared Service Location: CDBG will fund the allocated lease cost for the shared service 
location used to provide intake, counseling, and workshops for eligible LMI clients. The 
monthly lease is $3,500. Based on the approved cost allocation methodology, 50% of the 
site is attributable to the CDBG-funded project. CDBG will fund $1,750 per month, for a 
total of $21,000 during the agreement period. 

Maintenance/Repair Client Service Area Repairs: CDBG will fund a portion of minor 
maintenance and repair costs for the service site used to deliver the 
approved project. Planned costs include repair of interior lighting and 
replacement of worn flooring in client service areas. The estimated total 
cost is $10,000. Based on the approved cost allocation methodology, 50% is 
attributable to the CDBG-funded project. CDBG will fund $5,000. 

Program Space Maintenance: CDBG will fund maintenance needed to support safe and 
accessible use of the program space where eligible LMI clients receive services. Planned 
costs include HVAC repair and replacement of damaged carpeting in the client training 
room. The estimated total cost is $12,000. Based on the approved cost allocation 
methodology, 40% is attributable to the CDBG-funded project. CDBG will fund $4,800. 
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For Public Services (PS) / Community Economic Development (CED) Projects Only:  

Budget Line-Item Sample Narrative 1 Sample Narrative 2 

Utilities Program Site Utilities: CDBG will fund a portion of utility costs for the 
service site where eligible LMI clients receive direct services. Utilities include 
electricity ($average), water ($ average), and gas ($average). The average 
monthly utility cost is $600. Based on the approved cost allocation 
methodology, 40% is attributable to the CDBG-funded project. CDBG will 
fund $240 per month ($600 x 0.40), for a total of $2,880 during the 
agreement period. 

Shared Facility Utilities: CDBG will fund allocated utility costs for the shared facility used 
to provide workshops, intake, and client meetings. Average monthly electricity ($average), 
water ($average), and gas costs ($average), total $450. Based on the approved cost 
allocation methodology, 50% is attributable to the CDBG-funded project. CDBG will fund 
$225 per month for a total of $2,700 during the agreement period. 

Communications Phone and Internet Services: CDBG will fund a portion of telephone and 
internet costs needed to provide project services, communicate with clients, 
schedule appointments, and maintain project records. The average monthly 
communications cost is $500. Based on the approved cost allocation 
methodology, 50% is attributable to the CDBG-funded project. CDBG will 
fund $250 per month, for a total of $3,000 during the agreement period. 

Client Outreach Communications: CDBG will fund allocated telephone and internet costs 
used by project staff to conduct client outreach, confirm appointments, provide follow-up, 
and maintain service records. The average monthly cost is $400. Based on the approved 
cost allocation methodology, 60% is attributable to the CDBG-funded project. CDBG will 
fund $240 per month for a total of $2,880 during the agreement period. 

Equipment Rental Outreach Equipment: CDBG will fund rental of tables, chairs, and canopies 
for community outreach events serving eligible LMI clients. The project 
anticipates holding 8 outreach events. Each event is estimated to require 
$400 in equipment rentals, for a total of $3,200. 

Service Delivery Equipment: CDBG will fund rental of a mobile service vehicle used to 
provide approved outreach and direct services to eligible LMI clients. The rental cost is 
estimated at $1,200 per month for 6 months, for a total of $7,200. 

Insurance Allocated Liability Insurance: CDBG will fund a portion of insurance costs 
associated with the approved project, including commercial general liability, 
automobile liability, and workers’ compensation coverage. The annual 
premium is $6,000. Based on the approved cost allocation methodology, 
40% is attributable to the CDBG funded project. CDBG will fund $2,400 
annually or $200/month ( $500 x .40 x12). 

Project Site and Staff Coverage: CDBG will fund the allocated share of insurance costs 
needed to support project operations at the service site, including commercial general 
liability and workers’ compensation coverage for project staff. The annual premium is 
$5,000. Based on the approved cost allocation methodology, 50% is attributable to the 
CDBG-funded project. CDBG will fund $2,500 annually or $203/month ($416 x .50 x 12). 

Administrative Indirect Overhead Approved Indirect Cost Rate: CDBG will fund administrative indirect costs 
using the 15% de minimus/organization’s federally approved [select 
appropriate rate] indirect cost rate of 10% outlined in the Cost Allocation 
Plan. The rate will be applied to $80,000 in eligible CDBG-funded direct 
project costs, for a total indirect cost budget of $8,000. 

Cost Allocation Methodology: CDBG will fund administrative indirect costs based on the 
organization’s approved cost allocation methodology. The methodology allocates 15% of 
eligible administrative costs to the CDBG-funded project based on staff time and program 
usage. The total indirect cost budget is $7,500. 

Consultant Services Program Consultant: CDBG will fund consultant services to provide 
approved financial coaching workshops for eligible LMI microenterprise 
clients. The consultant will provide 12 workshops at $500 each, for a total of 
$6,000. 

Specialized Service Provider: CDBG will fund a third-party service provider to deliver 
approved mobile health screening services to eligible LMI clients as part of the project. 
Services will include staffing, screening supplies, and follow-up referrals. The provider will 
conduct 10 service events at $1,000 per event, for a total of $10,000. 
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For Nonprofit Capital Improvement Projects – Facilities (NCIP-F) Only:  

Budget Line-Item Sample Narrative 1 Sample Narrative 2 

Construction/Renovation Facility Accessibility and Systems Improvements: CDBG will fund 
construction and renovation costs for approved improvements to the 
nonprofit facility located at [Project Address]. Improvements will include 
ADA accessibility upgrades, restroom rehabilitation, flooring replacement, 
electrical connections, and related permit costs. The estimated budget is 
based on the contractor’s construction proposal/quote. The improvements 
will support continued use of the facility for services to benefit eligible LMI 
clients. 

Workforce Training Facility Renovation: CDBG will fund renovation of an existing nonprofit 
facility used to provide workforce training and supportive services to eligible LMI clients. 
Renovation activities will include demolition of deteriorated interior finishes, installation of new 
doors, windows, lighting, flooring, drywall, plumbing, electrical connections, and ADA pathway 
improvements. The estimated budget is based on the contractor’s construction proposal/quote. 

Construction Management Construction Oversight and Closeout Support: CDBG will fund third-
party construction management services for the approved NCIP-F project. 
Services will include coordination of pre-construction activities, contractor 
oversight, schedule tracking, review of construction progress, coordination 
of required documentation, and support for project closeout. The 
Construction/Renovation budget is $300,000. The Construction 
Management budget is $18,000, which is 6% of the 
Construction/Renovation line item. 

Project Schedule and Compliance Coordination: CDBG will fund construction management 
services to support completion of the approved facility renovation project. Services will include 
coordinating with contractors and City staff, managing the project schedule, reviewing 
construction progress, supporting permit and inspection coordination, monitoring required 
documentation, and assisting with project closeout. The Construction/Renovation budget is 
$355,000. The Construction Management budget is $21,300, which is 6% of the 
Construction/Renovation line item. 
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This attachment identifies the supporting documents and City-provided forms that may be required before your CDBG agreement can be executed in ED Grants. Use this index to determine which 
documents apply to your project, whether a City form is available, and how files should be named when uploaded. 

Review the ‘Applicability’ and ‘Applicable Project Type’ columns carefully. Some documents are required for all subrecipients, while others apply only to specific project types or circumstances. If you are 
unsure whether a document applies to your project, contact your assigned City project manager before uploading. 

Some documents listed in this attachment were already collected during the RFQ or RFP phase. These documents generally do not need to be re-uploaded unless they are missing, outdated, expired, revised, 
or requested by City staff. 

Applicability Definitions 
• Required: Must be uploaded to ED Grants before the CDBG agreement can be executed.  

• If Applicable: Must be uploaded only if the document applies to your project.  

• If Available: Should be uploaded if the document is available for City reference.  

Important Note: ED Grants may label some items as “Optional,” but subrecipients should use this attachment to confirm whether an item is required, conditionally required, or requested only if available. 
When in doubt, contact your assigned City project manager for guidance. 

Applicable Project Type 
 

 

 

City-Provided Forms Available in ED Grants 
The following City-provided forms are available in ED Grants and may need to be downloaded, completed, and uploaded as part of the agreement execution process: 

• Federal IRS Form W-9  

• Auto Declaration Form, if applicable  

• Workers’ Compensation No Employee Declaration & Addendum Form, if applicable  

• Board of Directors Authorization of Staff  

• Living Wage Ordinance Compliance forms  

• Property certification forms, as applicable for NCIP projects  

Upload and Naming Reminders 
When uploading documents to ED Grants, use the naming conventions provided in this attachment. Avoid using ampersands, special symbols, or overly long file names. If spaces are needed, use 
underscores sparingly. Only upload documents that apply to your project or that have been requested by City staff. This will help avoid duplicate, outdated, or unnecessary files during City review. 

   
Public Services (PS) Community Economic Development (CED) Nonprofit Capital Improvement Project – Facilities (NCIP-F) 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

1 

Organization Chart: 
Entire Subrecipient 
Agency 

What to upload: An organization chart showing the overall structure of the 
subrecipient agency, including reporting relationships, span of control, and chain of 
command. If the organization operates multiple offices or locations, provide the 
chart for the office administering the CDBG-funded project. Include position titles 
only; employee names are not required.  
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. 

No Required 
   

[orgname]_orgchart_agency.pdf 

2 

Organization Chart: 
Implementation Team 

What to upload: An organization chart showing the specific programmatic, fiscal, 
and administrative staff responsible for implementing and overseeing the CDBG-
funded project. Include position titles only; employee names are not required.  
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. 

No Required 
   

[orgname]_orgchart_div-sect.pdf 

3 

Federal IRS Form W-9 What to upload: A completed and signed Federal IRS Form W-9 showing the 
subrecipient’s legal business name, address, and Taxpayer Identification Number 
(TIN).  
Why it is needed: The City uses this form to establish or verify the subrecipient’s 
vendor record in the City’s financial system so that CDBG reimbursements can be 
processed. 

Yes Required 
   

[orgname]_w9.pdf 

4 

CGL Insurance 
Certificate 

What to upload: A Commercial General Liability (CGL) insurance certificate showing 
the insured entity name, policy number, coverage limits, effective dates, and required 
endorsements. The certificate must be signed by an authorized insurance 
representative, and the “Certificate Holder” must identify the City of San Diego. An 
ACORD™ certificate form is typically used. Refer to the “City of San Diego Purchasing 
& Contracting Insurance Checklist” for coverage requirements.  
Why it is needed: The City reviews this document to verify that the subrecipient 
maintains the minimum insurance coverage required before entering into a CDBG 
agreement. 

No Required 
   

[orgname]_cgl_insurancecert.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

5 

CGL Endorsement for 
Additionally Insured 

What to upload: The endorsement page of the Commercial General Liability 
insurance policy identifying the City of San Diego, its officers, officials, employees, 
and volunteers as additional insureds. The related policy number must appear on 
the endorsement page. Refer to the “City of San Diego Purchasing & Contracting 
Insurance Checklist” for additional guidance.  
Why it is needed: The City reviews this endorsement to confirm that the 
subrecipient’s insurance policy has been modified to extend additional insured 
coverage to the City of San Diego as required under the agreement. 

No Required 
   

[orgname]_cgl_addinsureds.pdf 

6 

CGL Primary and Non-
Contributory 
Language 

What to upload: The endorsement page of the Commercial General Liability 
insurance policy containing primary and non-contributory language stating that the 
subrecipient’s insurance coverage is primary and will not seek contribution from 
other insurance available to the additional insured. Refer to the “City of San Diego 
Purchasing & Contracting Insurance Checklist” for additional guidance.  
Why it is needed: The City reviews this endorsement to verify that the insurance 
policy meets the City’s primary and non-contributory coverage requirements. 

No Required 
   

[orgname]_cgl_prim-noncontrib.pdf 

7 

Commercial Auto 
Liability Insurance 
Certificate 

What to upload: A Commercial Auto Liability insurance certificate showing the 
insured entity name, policy number, coverage limits, effective dates, covered 
automobile types, and required endorsements. The certificate must be signed by an 
authorized insurance representative, and the “Certificate Holder” must identify the 
City of San Diego. An ACORD™ certificate form is typically used. Refer to the “City of 
San Diego Purchasing & Contracting Insurance Checklist” for coverage requirements.  
Why it is needed: The City reviews this document to verify that the subrecipient 
maintains the minimum automobile liability insurance coverage required before 
entering into a CDBG agreement. 

No Required 
   

[orgname]_auto_insurancecert.pdf 

8 

Auto Declaration 
Form 

What to upload: A completed and signed City-provided Auto Declaration Form if the 
subrecipient does not own, lease, rent, or operate vehicles for organizational or 
project-related activities and therefore does not carry Commercial Auto Liability 
insurance. By signing the form, the subrecipient agrees to obtain the required 
automobile liability insurance if vehicles are acquired or used in the future.  
Why it is needed: The City uses this form to document that the subrecipient 
currently does not require Commercial Auto Liability insurance and acknowledges its 
responsibility to obtain coverage if circumstances change. 

Yes If Applicable 
   

[orgname]_auto_declaration.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

9 

WC Insurance 
Certificate 

What to upload: A Workers’ Compensation insurance certificate showing the insured 
entity name, policy number, coverage limits, effective dates, and required 
endorsements. The certificate must be signed by an authorized insurance 
representative, identify the City of San Diego as the certificate holder, and indicate 
that subrogation is waived where required. An ACORD™ certificate form is typically 
used. Refer to the “City of San Diego Purchasing & Contracting Insurance Checklist” 
for coverage requirements.  
Why it is needed: The City reviews this document to verify that the subrecipient 
maintains the minimum Workers’ Compensation insurance coverage required before 
entering into a CDBG agreement. 

No Required 
   

[orgname]_wc_insurancecert.pdf 

10 

WC Waiver of 
Subrogation 

What to upload: The endorsement page of the Workers’ Compensation insurance 
policy containing waiver of subrogation language. The endorsement must include the 
effective date, policy number, insured entity name, insurance carrier name, and the 
signature or authorization of the insurance provider or representative. Refer to the 
“City of San Diego Purchasing & Contracting Insurance Checklist” for additional 
guidance.  
Why it is needed: The City reviews this endorsement to confirm that the 
subrecipient’s Workers’ Compensation policy meets the City’s waiver of subrogation 
requirements. 

No Required 
   

[orgname]_wc_subrogation.pdf 

11 

WC No Employee 
Declaration & 
Addendum Form 

What to upload: A completed and signed City-provided Workers’ Compensation No 
Employee Declaration & Addendum Form if the subrecipient does not have 
employees and therefore does not carry Workers’ Compensation insurance. By 
signing the form, the subrecipient agrees to obtain Workers’ Compensation 
insurance if it hires employees or other covered workers in the future.  
Why it is needed: The City uses this form to document that the subrecipient 
currently does not require Workers’ Compensation insurance and acknowledges its 
responsibility to obtain coverage if staffing circumstances change. 

Yes If Applicable 
   

[orgname]_wc_noemployee.pdf 

12 

Board of Directors 
Authorization of Staff 

What to upload: A completed and signed Board of Directors Authorization of Staff 
form identifying the staff and management personnel authorized by the 
organization’s governing board to act on behalf of the subrecipient in ED Grants, 
including serving as the Primary Representative.  
Why it is needed: The City uses this form to verify which individuals are authorized 
to approve, sign, and manage agreement-related actions and updates within ED 
Grants. 

Yes Required 
   

[orgname]_bod_authorization.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

13 

Living Wage 
Ordinance 
Compliance 

What to upload: Either a completed Living Wage Ordinance (LWO) Certification of 
Compliance form or a completed Application for Exemption packet, as applicable, 
demonstrating compliance with the City of San Diego Living Wage Ordinance (SDMC 
§22.4200 et seq.). One of these submissions is required for each CDBG-funded 
agreement.  
Why it is needed: The City’s Living Wage Ordinance staff reviews these documents 
to determine whether the project is compliant with LWO requirements or qualifies 
for an exemption before agreement execution. 

Yes Required 
   

[orgname]_lwocompliance.pdf 

14 

Client Grievance 
Policy & Procedures 

What to upload: A Board-approved policy and procedures document describing how 
clients or program participants may submit grievances, complaints, or concerns 
related to services provided by the organization. The document should include the 
grievance process, response procedures, escalation steps, and relevant contact 
information.  
Why it is needed: Federal regulations require organizations receiving federal funds 
to maintain procedures for addressing client grievances and ensuring concerns are 
reviewed and resolved in a fair and timely manner. 

No 
(see sample) Required 

   

[orgname]_polpro_clientgrievance.pdf 

15 

Subcontractor/Vendor 
Grievance Policy & 
Procedures 

What to upload: A Board-approved policy and procedures document describing how 
subcontractors or vendors may submit grievances, complaints, or disputes related to 
their work with the organization. The document should include reporting 
procedures, response timelines, escalation steps, and relevant contact information.  
Why it is needed: Federal regulations require organizations receiving federal funds 
to maintain procedures for addressing subcontractor and vendor grievances and 
ensuring procurement-related concerns are handled fairly and appropriately. 

No 
(see sample) Required 

   

[orgname]_polpro_subvendorgrievance.pdf 

16 

Financial 
Management Policy & 
Procedures 

What to upload: A Board-approved financial management policy and procedures 
document describing the organization’s financial controls, accounting practices, cash 
management procedures, internal oversight, and fiscal responsibilities. The 
document must comply with applicable federal requirements under 2 CFR 200.  
Why it is needed: Federal regulations require organizations receiving federal funds 
to maintain financial management systems and internal controls that ensure federal 
funds are administered properly, accurately tracked, and protected from misuse. 

No 
(see sample) Required 

   

[orgname]_polpro_financialmgt.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

17 

Procurement Policy & 
Procedures 

What to upload: A Board-approved procurement policy and procedures document 
describing how the organization purchases goods and services, including 
procurement methods, competitive bidding procedures, conflict-of-interest 
standards, contractor selection practices, and purchasing controls. The document 
must comply with applicable federal procurement requirements under 2 CFR 200.  
Why it is needed: Federal regulations require organizations receiving federal funds 
to maintain procurement procedures that ensure purchases are conducted fairly, 
competitively, ethically, and in compliance with federal requirements. 

No 
(see sample) Required 

   

[orgname]_polpro_procurement.pdf 

18 

LMI Verification & 
CDBG Eligibility 
Procedures 

What to upload: A Board-approved policy and procedures document describing how 
the organization determines participant eligibility for CDBG-funded services and 
verifies low- and moderate-income (LMI) status, as applicable. The document should 
describe intake procedures, income verification methods, documentation standards, 
and collection of required demographic and household data.  
Why it is needed: The City reviews these procedures to ensure the organization has 
appropriate controls in place to verify beneficiary eligibility, document compliance 
with CDBG national objective requirements, and collect data required for HUD 
reporting. 

No 
(see sample) Required 

   

[orgname]_polpro_lmiverification.pdf 

19 

Executed Subcontract 
Agreement(s) 

What to upload: Fully executed agreements between the subrecipient and any 
subcontractors, partner organizations, consultants, or service providers involved in 
implementing the CDBG-funded project, as described in the approved scope of work. 
Agreements should include applicable federal compliance provisions and clearly 
identify roles and responsibilities.  
Why it is needed: The City reviews these agreements to verify that partner 
organizations participating in the project are subject to applicable federal 
requirements and understand their responsibilities related to CDBG-funded 
activities. 

No If Applicable 
   

[orgname]_subcontract_[subname].pdf 

20 

Vehicle Registration What to upload: Current California vehicle registration documentation for any 
organization-owned vehicles included in the CDBG project budget for vehicle 
maintenance, mileage, fuel, or related transportation expenses.  
Why it is needed: The City reviews these documents to verify that vehicles charged 
to the CDBG project are owned or operated by the subrecipient and are used for 
eligible CDBG-funded activities. 

No If Applicable 
  

 

[orgname]_vehiclereg.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

21 

Construction Permits 
& Approvals 

What to upload: Copies of permits, approvals, plan checks, or other documentation 
issued by the City’s Development Services Department or other applicable agencies 
confirming that required development and construction approvals have been 
obtained for the project. If approvals are still pending at the time of agreement 
execution, provide available status updates or supporting documentation showing 
progress toward obtaining them.  
Why it is needed: The City reviews these documents to monitor project readiness, 
identify potential construction delays, and confirm that required approvals are being 
secured prior to project implementation. 

No If Applicable   
 

[orgname]_constructpermitsapps.pdf 

22 

Accessibility 
Survey/ADA Needs 
Assessment Reports 

What to upload: Accessibility surveys, ADA evaluations, transition plans, or other 
assessments evaluating whether the facility or multifamily housing property 
complies with applicable accessibility requirements, including the Americans with 
Disabilities Act (ADA) and other federal accessibility standards. If the property is 
already compliant, provide supporting documentation demonstrating compliance.  
Why it is needed: The City reviews these documents to verify that CDBG-funded 
facilities and housing projects meet required accessibility standards or will be 
brought into compliance through the proposed rehabilitation work. 

No If Available   
 

[orgname]_access-ada-assessment.pdf 

23 

Property Inspection & 
Needs Assessment 
Reports 

What to upload: Property inspections, facility condition assessments, capital needs 
assessments, or similar reports evaluating the condition of the property or facility to 
be rehabilitated or improved with CDBG funds.  
Why it is needed: The City reviews these documents to understand and verify the 
physical needs being addressed through the CDBG-funded project and to support 
the justification for proposed rehabilitation or improvement activities. 

No If Available   
 

[orgname]_propertyinspec_needs.pdf 

24 

Lead Hazard & 
Asbestos 
Documentation 

What to upload: Lead-based paint assessments, asbestos surveys, abatement 
reports, clearance documentation, or other records related to the identification, 
evaluation, or remediation of lead hazards or asbestos at the project site.  
Why it is needed: The City reviews these documents to determine whether lead 
hazard reduction, asbestos remediation, or other environmental health and safety 
measures are required as part of the project. 

No If Available   
 

[orgname]_lead-asbestos.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

25 

Environmental 
Documents & Reports 

What to upload: Environmental assessments, technical studies, site investigations, 
or other environmental reports prepared for the property or project site to be 
rehabilitated or improved with CDBG funds.  
Why it is needed: The City may reference these documents when conducting or 
supporting environmental review requirements under the National Environmental 
Policy Act (NEPA), California Environmental Quality Act (CEQA), or other applicable 
environmental regulations. 

No If Available   
 

[orgname]_envirorpts.pdf 

26 

Records Retention 
Policy & Procedures 

What to upload: A Board-approved policy and procedures document describing how 
the organization maintains, stores, protects, and retains physical and electronic 
records, including records containing sensitive or personally identifiable information. 
The policy may be a standalone document or incorporated into the organization’s 
financial management policies and procedures and must comply with applicable 
federal requirements under 2 CFR 200.  
Why it is needed: Federal regulations require organizations receiving federal funds 
to maintain records retention procedures and preserve project records for the 
required retention period following project closeout. 

No Required 
   

[orgname]_polpro_records.pdf 

For the following NCIP-F documents, only complete and upload the appropriate property certification form applicable to your project site. You do not need to submit all three items. 

27 

Certification 
Regarding Property 
Owner Authorization 

What to upload: A completed and signed certification form documenting the 
property owner’s authorization for the subrecipient to implement CDBG-funded 
construction or improvement activities on the subject property. The form also 
confirms that the property and CDBG-funded improvements will continue to serve 
low- and moderate-income (LMI) individuals or households for at least five years 
following project closeout.  
Why it is needed: The City uses this form to verify that the property owner is aware 
of and authorizes the proposed CDBG-funded improvements and acknowledges the 
ongoing LMI-benefit requirements associated with the project. 

Yes Required   
 

[orgname]_propertyownercert.pdf 
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# Document Description Form 
Available Applicability 

Applicable Project 
Type Naming Convention 

PS CED NCIP-F 

28 

Certification 
Regarding Use of City-
Owned Real Property 

What to upload: A completed and signed certification form documenting the City of 
San Diego’s authorization for the subrecipient to implement CDBG-funded 
construction or improvement activities on City-owned property. The form confirms 
the intended public benefit use and ongoing maintenance responsibilities associated 
with the improvements.  
Why it is needed: The City uses this form to document authorization from the City’s 
Real Estate Assets Department and confirm that the property will continue to provide 
low- and moderate-income (LMI) benefit and maintain the CDBG-funded 
improvements for at least five years following project closeout. 

Yes Required   
 

[orgname]_cityownedrealpropcert.pdf 

29 

Certification 
Regarding Use of Non-
City-Owned or Non-
Applicant-Owned Real 
Property 

What to upload: A completed and signed certification form documenting the 
property owner’s authorization for the subrecipient to implement CDBG-funded 
construction or improvement activities on property that is not owned by either the 
City of San Diego or the subrecipient. The form confirms the intended public benefit 
use and ongoing maintenance responsibilities associated with the improvements.  
Why it is needed: The City uses this form to verify that the property owner 
authorizes the proposed CDBG-funded improvements and acknowledges the 
ongoing low- and moderate-income (LMI) benefit and maintenance requirements for 
at least five years following project closeout. 

Yes Required   
 

[orgname]_noncityownedrealpropcert.pdf 
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Documents Collected During RFP Phase 
The documents below were generally collected during the RFP phase and do not need to be re-uploaded unless they were missing, outdated, or requested by City staff. 

 

# Document Description Form 
Available Applicability 

Applicable RFP 
Category Naming Convention 

PS CED NCIP-F 

1 

Federally Approved 
Indirect Cost (FAIC) 
Rate Agreement 

A copy of the organization’s negotiated and federally approved indirect cost rate agreement 
issued by a cognizant federal agency. This document is required only if the project budget 
includes costs under the “Federally Approved Indirect Cost Rate” budget line item.  
Why it is needed: The City reviews this agreement to verify the approved indirect cost rate 
used to calculate indirect costs charged to the CDBG-funded project. 

No If Applicable 
  

 

[orgname]_faic_agmt.pdf 

2 

Cost Allocation Plan  A written cost allocation plan describing the methodology used to distribute shared or 
indirect costs across the organization’s programs and funding sources. This document is 
required only if the subrecipient intends to charge indirect costs to the CDBG project 
without a federally approved indirect cost rate agreement.  
Why it is needed: The City reviews the plan to ensure indirect costs charged to the CDBG 
project are allocated reasonably, consistently, and in proportion to the benefit received by 
the CDBG-funded activity. 

No If Applicable 
  

 

[orgname]_costallocationplan.pdf 

3 

Rental/Lease 
Agreement 

A fully executed rental or lease agreement for the facility or office space associated with the 
CDBG-funded project, including the lease term, payment amount, and payment schedule. 
This document is required only if the project budget includes rent or lease expenses.  
Why it is needed: The City reviews the agreement to verify eligible rent or lease costs and 
determine the portion reasonably attributable to the CDBG-funded project or activity. 

No If Applicable 
  

 

[orgname]_rent-lease_agmt.pdf 

4 

Proof of Property 
Ownership or Lease 
Agreement 

Documentation demonstrating site control over the property to be rehabilitated or 
improved with CDBG funds. This may include proof of ownership, such as a grant deed or 
deed of trust, or a long-term lease agreement extending at least five years beyond the 
anticipated project completion date.  
Why it is needed: The City reviews this documentation to confirm that the subrecipient has 
sufficient legal control over the property and that the facility or housing structure will 
continue serving low- and moderate-income (LMI) individuals or households for the required 
affordability or benefit period. 

No Required   
 

[orgname]_rent-lease_agmt.pdf 
(if lease agreement) 
 
-OR- 
 
[orgname]_propownership.pdf  
(if proof of property ownership) 

5 

Real Estate Legal 
Description 

A copy of the legal property description identifying the real estate where the CDBG-funded 
improvements will occur. The legal description is typically found within a grant deed, deed of 
trust, or similar property record and may be provided in “lot and block” or “metes and 
bounds” format.  
Why it is needed: The City reviews this documentation to verify the exact location and legal 
identity of the property associated with the CDBG-funded project. 

No Required   
 

[orgname]_proplegaldescription.pdf 
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# Document Description Form 
Available Applicability 

Applicable RFP 
Category Naming Convention 

PS CED NCIP-F 

6 

Professional 
Construction 
Estimates 

A professional construction cost estimate prepared and signed by a licensed contractor or 
Certified Professional Estimator (CPE) covering the full scope of the proposed rehabilitation 
or improvement project, including applicable prevailing wage requirements. Contractors 
preparing the estimate may not participate in the subsequent contractor procurement 
process for the project.  
Why it is needed: The City reviews the estimate to evaluate whether the proposed project 
costs and requested CDBG funding are reasonable and supported by an independent third-
party assessment. 

No Required   
 

[orgname]_constructionestimate.pdf 

7 

Color Photos Representative color photographs of the proposed project site showing existing conditions 
and areas requiring rehabilitation or improvement. Include both wide-angle and detail 
photographs as appropriate. Submissions should generally not exceed two 8.5” x 11” pages 
unless otherwise requested by City staff.  
Why it is needed: The City and the Consolidated Plan Advisory Board use these photos to 
visually assess existing site conditions and better understand the need addressed by the 
proposed project improvements. 

No Required   
 

[orgname]_photos.pdf 

 

 

Documents Collected During RFQ Phase 
The documents below were generally collected during the RFQ phase and do not need to be re-uploaded unless they were missing, outdated, expired, or requested by City staff. 
 

# Document Description Applicability Naming Convention 

1 

Federal Tax-Exempt Status 
Affirmation Letter 

A copy of the organization’s federal tax-exempt determination letter issued by the Internal Revenue Service (IRS) 
recognizing the organization’s nonprofit tax-exempt status under Section 501(c)(3) or other applicable designation.  
Why it is needed: The City reviews this document to verify the organization’s nonprofit tax-exempt status and legal 
eligibility to enter into a CDBG agreement. The information may also be used to establish or verify the organization’s 
vendor profile. 

Required 

[orgname]_federaltaxexemptltr.pdf 

2 

California Tax-Exempt 
Status Determination 
Letter 

A copy of the organization’s California tax-exempt determination letter issued by the California Franchise Tax Board 
recognizing the organization’s state nonprofit tax-exempt status. An “Entity Status Letter” is not an acceptable 
substitute.  
Why it is needed: The City reviews this document to verify the organization’s nonprofit tax-exempt status and 
standing within the State of California prior to agreement execution. 

Required 

[orgname]_statetaxexemptltr.pdf 

3 

Articles of Incorporation A copy of the organization’s Articles of Incorporation filed with the California Secretary of State or other applicable 
state filing agency. The document should identify the organization’s legal name, corporate structure, organizational 
purpose, and formation information.  
Why it is needed: The City reviews this document to verify the legal existence of the organization and confirm that it 
meets applicable organizational eligibility and operational history requirements. 

Required 

[orgname]_incorporationarticles.pdf  
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# Document Description Applicability Naming Convention 

4 

Audited Financial 
Statements 

The organization’s most recent audited financial statements prepared by an independent certified public accountant 
(CPA), including all accompanying schedules, notes, and auditor opinions, as submitted during the RFQ phase.  
Why it is needed: The City reviews these documents to evaluate the organization’s financial capacity, fiscal stability, 
and ability to administer CDBG funds on a reimbursement basis. 

Required 

[orgname]_auditedfinstatements.pdf 

5 

Single or Program-Specific 
Audit 

The organization’s most recent Single Audit or program-specific audit conducted in accordance with federal audit 
requirements under 2 CFR 200, if applicable based on federal expenditure thresholds.  
Why it is needed: The City reviews this audit to assess the organization’s compliance with federal funding 
requirements and identify any audit findings, questioned costs, or compliance concerns related to federal awards. 

If Applicable 

[orgname]_single-progaudit.pdf 

6 

Federal Audit 
Clearinghouse Screenshot 

Documentation or a screenshot confirming submission of the organization’s required Single Audit or program-specific 
audit to the Federal Audit Clearinghouse, as required under 2 CFR 200, if applicable.  
Why it is needed: The City reviews this documentation to verify compliance with federal audit submission 
requirements for organizations receiving federal funds. 

If Applicable 

[orgname]_fedauditclearinghouse.pdf 

7 

System for Award 
Management Screenshot 

A screenshot or documentation from SAM.gov showing that the organization’s registration status is “Active,” including 
the registration expiration date and Unique Entity ID (UEI), if available.  
Why it is needed: Federal regulations require all entities receiving federal funds to maintain an active registration in 
SAM.gov. The City reviews this documentation to verify compliance with federal registration requirements. 

Required 

[orgname]_samregistration.pdf 

8 

California Secretary of 
State Business Search 
Database Screenshot 

A screenshot or documentation from the California Secretary of State Business Search database showing the 
organization’s active registration status, registration date, entity type, and entity number.  
Why it is needed: The City reviews this documentation to verify that the organization is legally registered, active, and 
in good standing with the State of California. 

Required 

[orgname]_castateregistration.pdf 

9 

California Attorney 
General’s Registry of 
Charitable Trusts 
Screenshot 

A screenshot or documentation from the California Attorney General’s Registry of Charitable Trusts showing the 
organization’s current registration status, renewal due date, and registration or organization number.  
Why it is needed: The City reviews this documentation to verify that the organization is properly registered and in 
good standing with the California Attorney General’s Registry of Charitable Trusts. 

Required 

[orgname]_caagcharityregistry.pdf 
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Community Development Division 

SAMPLE CLIENT GRIEVANCE 
POLICY & PROCEDURES

Page 1 of 2 

Federal regulations require that all organizations receiving federal grants must have a Board-approved client grievance 
policy and procedures in place to ensure client needs are being met appropriately. The following document is provided 
here as a sample only to assist CDBG-funded subrecipients in establishing their own policy and procedures and does 
not necessarily imply City endorsement or guaranteed compliance with all applicable regulations, policies, and laws 
should the sample be duplicated by CDBG-funded subrecipients. Subrecipients should consult the United States 
Department of Housing and Urban Development (HUD) Playing by the Rules handbook, 2 CFR 200, and their assigned 
City project manager should they have any questions regarding the adequacy of their client grievance policy and 
procedures. 

Attachment 5

https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/


Sample Client Grievance Policy & Procedures Page 2 of 2 
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Economic Development Department 
Community Development Division 

SAMPLE SUBCONTRACTOR/VENDOR 
GRIEVANCE POLICY & PROCEDURES

Page 1 of 3 

Federal regulations require that all organizations receiving federal grants must have a Board-approved 
subcontractor/vendor grievance policy and procedures in place to ensure subcontractor/vendor needs are being met 
appropriately. The following document is provided here as a sample only to assist CDBG-funded subrecipients in 
establishing their own policy and procedures and does not necessarily imply City endorsement or guaranteed 
compliance with all applicable regulations, policies, and laws should the sample be duplicated by CDBG-funded 
subrecipients. Subrecipients should consult the United States Department of Housing and Urban Development (HUD) 
Playing by the Rules Handbook, 2 CFR 200, and their assigned City project manager should they have any questions 
regarding the adequacy of their subcontractor/vendor grievance policy and procedures. 
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https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/
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Economic Development Department 
Community Development Division 

SAMPLE FINANCIAL MANAGEMENT 
POLICY & PROCEDURES

Sample Financial Management Policy & Procedures Page 1 of 15 

Federal regulations require that all organizations receiving federal grants must have a Board-approved financial 
management policy and procedures in place to ensure proper controls, best practices, and ethical dealings regarding 
all of their financial transactions. The following document is provided here as a sample only to assist CDBG-funded 
subrecipients in establishing their own policy and procedures and does not necessarily imply City endorsement or 
guaranteed compliance with all applicable regulations, policies, and laws should the sample be duplicated by CDBG-
funded subrecipients. Subrecipients should consult the United States Department of Housing and Urban Development 
(HUD) Playing by the Rules Handbook, 2 CFR 200, and their assigned City project manager should they have any 
questions regarding the adequacy of their financial management policy and procedures. 
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Sample Financial Management Policy & Procedures Page 2 of 15 
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Sample Financial Management Policy & Procedures Page 3 of 15 
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Sample Financial Management Policy & Procedures Page 4 of 15 
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Sample Financial Management Policy & Procedures Page 5 of 15 

Attachment 5



City of San Diego Community Development Division 

Sample Financial Management Policy & Procedures Page 6 of 15 
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Sample Financial Management Policy & Procedures Page 7 of 15 

Attachment 5



City of San Diego Community Development Division 

Sample Financial Management Policy & Procedures Page 8 of 15 
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Sample Financial Management Policy & Procedures Page 9 of 15 
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Sample Financial Management Policy & Procedures Page 10 of 15 
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Sample Financial Management Policy & Procedures Page 11 of 15 
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Sample Financial Management Policy & Procedures Page 12 of 15 
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Sample Financial Management Policy & Procedures Page 13 of 15 
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Sample Financial Management Policy & Procedures Page 15 of 15 
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Economic Development Department 
Community Development Division 

SAMPLE PROCUREMENT 
POLICY & PROCEDURES

Page 1 of 1 

Federal regulations require that all organizations receiving federal grants must have a Board-approved procurement 
policy and procedures in place to ensure federally funded purchases are done ethically and fairly. The following 
document is provided here as a sample only to assist CDBG-funded subrecipients in establishing their own policy and 
procedures and does not necessarily imply City endorsement or guaranteed compliance with all applicable regulations, 
policies, and laws should the sample be duplicated by CDBG-funded subrecipients. Subrecipients should consult the 
United States Department of Housing and Urban Development (HUD) Playing by the Rules Handbook, 2 CFR 200, and 
their assigned City project manager should they have any questions regarding the adequacy of their procurement 
policy and procedures. 

Attachment 5

https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/


[Page Intentionally Left Blank] 



Economic Development Department 
Community Development Division 

SAMPLE LMI VERIFICATION & CDBG 
ELIGIBILITY POLICY & PROCEDURES

Page 1 of 1 

Federal regulations require that all organizations receiving federal grants must have a Board-approved low/moderate-
income verification and CDBG eligibility policy and procedures in place to ensure CDBG funds are used to benefit 
primarily LMI clients. The following document is provided here as a sample only to assist CDBG-funded subrecipients 
in establishing their own policy and procedures and does not necessarily imply City endorsement or guaranteed 
compliance with all applicable regulations, policies, and laws should the sample be duplicated by CDBG-funded 
subrecipients. Subrecipients should consult their assigned City project manager should they have any questions 
regarding the adequacy of their LMI verification and CDBG eligibility policy and procedures. 
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Economic Development 
Community Development 

Attachment 6 - 
LWO Information 

May 19, 2026 

Dear FY 2027 CDBG Subrecipient: 

Subject: Compliance with City of San Diego Living Wage Ordinance 

The City of San Diego requires that an organization working on or under the authority of an agreement 
subject to the Living Wage Ordinance (LWO) (which includes CDBG agreements) comply with all 
applicable provisions of the LWO unless specifically approved for an exemption. 

Please use the links below to access the required documents and information: 

• Information on the basic requirements of the LWO;
• A blank Certification of Compliance form to complete, if your CDBG agreement is subject to the

LWO and the business will comply with the LWO requirements;
• A blank Application for Exemption form to complete and information on the required

supporting documentation to provide, if your CDBG agreement is subject to the LWO and the
business would like to apply for an exemption; and

After reviewing the materials and identifying the appropriate form for your CDBG agreement(s), 
please upload your completed form and all required supporting documentation as a single PDF to ED 
Grants. Your submission will then be forwarded to LWO staff for review and approval. 

Please note, if you have multiple FY 2027 CDBG agreements, you will need to submit a separate LWO 
form/packet for each agreement. 

If you have any questions on how to comply with the LWO, please contact the LWO Program directly at 
(619) 236-6084 or ContactLWO@sandiego.gov.

Thank you very much for your cooperation. 

Sincerely, 

Michele Marano 
Assistant Deputy Director 

1200 3rd Avenue, Suite 1400 MS 56D 
San Diego, CA 92101 
CDBG@sandiego.gov T (619) 236-6700 

sandiego.gov

http://docs.sandiego.gov/municode/MuniCodeChapter02/Ch02Art02Division42.pdf
https://www.sandiego.gov/sites/default/files/2025-11/rules-implementing-the-lwo.pdf
https://www.sandiego.gov/sites/default/files/lwo_certificationofcompliance.pdf
https://www.sandiego.gov/sites/default/files/lwo-exempt-application.pdf
mailto:ContactLWO@sandiego.gov
mailto:CDBG@sandiego.gov
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CERTIFICATE OF SECRETARY OF 

[TO BE DETERMINED], INC.,  

a California corporation 

 

 

 

The undersigned, [TO BE DETERMINED], being the Secretary of [TO BE DETERMINED], Inc., a 
California non-profit public benefit corporation (“Corporation”), delivers this Certificate of Secretary 
(“Certificate”) to induce the City of San Diego, a California municipal corporation (“City”), to both: (a) 
consider the Corporation’s proposal for Community Development Block Grant (“CDBG”) funding from the 
City for the City’s 2027 fiscal year; and (b) if the Corporation is allocated CDBG funding from the City for 
the City’s 2027 fiscal year, enter into that certain Fiscal Year 2027 City of San Diego Community 
Development Block Grant Program Subrecipient Agreement, dated as of July 1, 2026, by and between the 
Corporation and the City (“Agreement”).  

The undersigned certifies to the City each of the following, with full knowledge that the City will 
rely upon each of the following certifications, and affirms that the City may conclusively rely on all of the 
following certifications: 

1. The undersigned is the duly elected and acting Secretary of the Corporation; 

2. Attached to this Certificate as Exhibit A is a true, correct and complete copy of the 
resolutions duly adopted by the directors of the Corporation, at a meeting of the directors on 
[TO BE DETERMINED], 2024, and authorizing: (a) submittal to the City of the Corporation’s 
proposal for CDBG funding from the City for the City’s 2027 fiscal year; and (b) if the Corporation 
is allocated CDBG funding from the City for the City’s 2027 fiscal year, the Corporation’s entry 
into, delivery and performance of the Agreement (and any and all other documents, instruments 
and/or agreements referred to in the Agreement and/or to be made or entered into in 
connection with the Agreement and/or in the implementation of the Agreement), and the 
consummation of the transactions contemplated by the Agreement (and any and all such other 
documents, instruments and/or agreements), which resolutions: (i) are in full force and effect; 
(ii) have been duly adopted by the directors of the Corporation at a meeting of the directors on 
[TO BE DETERMINED], 2024, in exactly the form set forth in Exhibit A attached to this Certificate 
and in accordance with the laws of the Corporation’s state of organization and the Bylaws of the 
Corporation; and (iii) have not been modified, repealed, rescinded, amended or revoked since 
their adoption;  

 

[Continued on following page] 
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3. The following named persons are the officers of the Corporation, duly elected, 
qualified, acting and incumbent in each of the respective capacities designated and set forth 
below, and the accompanying signatures of each of such officers set forth opposite their 
respective names are their genuine signatures, respectively, and may be accepted and relied 
upon by the City as such, pursuant to and in accordance with the resolutions of the Corporation 
referenced in numbered paragraph 2 above:   

 Name    Office(s)   Actual Signatures 

 ____________________ [ex. President/CEO]  ________________________ 

 ____________________ [ex. Secretary]   ________________________ 

 ____________________ [ex. Chief Financial Officer]  ________________________ 

 Notwithstanding the date of this Certificate, the undersigned agrees, acknowledges, 
understands and affirms the continuing accuracy, truthfulness, and effectiveness of each of the 
matters certified in this Certificate on and as of the date(s) that: (a) the Corporation submits to 
the City the Corporation’s proposal for CDBG funding from the City for the City’s 2027 fiscal year; 
and (b) the Agreement and any and all other documents, instruments and/or agreements 
referred to in the Agreement and/or to be made or entered into in connection with the 
Agreement and/or in the implementation of the Agreement are signed by or on behalf of the 
Corporation and/or are otherwise given effect pursuant to the provisions of the Agreement. The 
certifications in this Certificate may be relied upon by the City, until the City receives written 
notice of any change in such certifications from the undersigned.      

IN WITNESS WHEREOF, the undersigned makes this Certificate of Secretary on [TO BE 
DETERMINED], 2024. 

 

 

_________________________________ 
Typed Name: ______________________ 

Secretary 

 

[Seal] 
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EXHIBIT A 
 
 
 

RESOLUTION OF THE BOARD OF DIRECTORS OF 
[TO BE DETERMINED], INC. 

 

The Board of Directors of [TO BE DETERMINED], Inc., a California non-profit public benefit 
corporation (“Corporation”), take the following actions and adopt the following resolutions: 

WHEREAS, the Corporation intends to submit a proposal to the City of San Diego, a 
California municipal corporation (“City”), for Community Development Block Grant (“CDBG”) 
funding from the City for the City’s 2027 fiscal year; and 

WHEREAS, if the Corporation is allocated CDBG funding from City for the City’s 2027 fiscal 
year, the Corporation intends to enter into that certain Fiscal Year 2027 City of San Diego 
Community Development Block Grant Program Subrecipient Agreement, dated as of July 1, 2024 
(“Agreement”), with the City;  

BE IT RESOLVED, by the Board of Directors of the Corporation, that the officers of the 
Corporation are authorized to submit a proposal on behalf of the Corporation to the City to obtain 
CDBG funding from the City for the City’s 2027 fiscal year; and 

BE IT RESOLVED FURTHER, by the Board of Directors of the Corporation, that if the 
Corporation is allocated CDBG funding from the City for the City’s 2027 fiscal year, the 
Corporation entering into the Agreement is authorized, ratified and approved; and 

BE IT RESOLVED FURTHER, by the Board of Directors of the Corporation, that if the 
Corporation is allocated CDBG funding from the City for the City’s 2027 fiscal year, the officers of 
the Corporation are authorized to: (a) sign, enter into, and deliver the Agreement on behalf of 
the Corporation; and (b) take all actions necessary or reasonably desirable on behalf of the 
Corporation to perform the Corporation’s obligations and duties under the Agreement and 
consummate the transactions contemplated in the Agreement. 

This resolution is effective as of [TO BE DETERMINED], 2026. This resolution shall be filed 
with the minutes of the Board of Directors of the Corporation. 
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Board of Directors Authorization 

 

Unanimous Written Consent 
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CERTIFICATE OF SECRETARY OF 

[TO BE DETERMINED], INC.,  

a California corporation 

 

 

 

The undersigned, [TO BE DETERMINED], being the Secretary of [TO BE DETERMINED], Inc., a 
California non-profit public benefit corporation (“Corporation”), delivers this Certificate of Secretary 
(“Certificate”) to induce the City of San Diego, a California municipal corporation (“City”), to both: (a) 
consider the Corporation’s proposal for Community Development Block Grant (“CDBG”) funding from the 
City for the City’s 2027 fiscal year; and (b) if the Corporation is allocated CDBG funding from the City for 
the City’s 2027 fiscal year, enter into that certain Fiscal Year 2027 City of San Diego Community 
Development Block Grant Program Subrecipient Agreement, dated as of July 1, 2026, by and between the 
Corporation and the City (“Agreement”).  

The undersigned certifies to the City each of the following, with full knowledge that the City will 
rely upon each of the following certifications, and affirms that the City may conclusively rely on all of the 
following certifications: 

1. The undersigned is the duly elected and acting Secretary of the Corporation; 

2. Attached to this Certificate as Exhibit A is a true, correct and complete copy of the 
resolutions duly adopted by all of the directors of the Corporation, by unanimous written consent 
in lieu of a meeting, as of [TO BE DETERMINED], 2026, and authorizing: (a) submittal to the City 
of the Corporation’s proposal for CDBG funding from the City for the City’s 2027 fiscal year; and 
(b) if the Corporation is allocated CDBG funding from the City for the City’s 2027 fiscal year, the 
Corporation’s entry into, delivery and performance of the Agreement (and any and all other 
documents, instruments and/or agreements referred to in the Agreement and/or to be made or 
entered into in connection with the Agreement and/or in the implementation of the Agreement), 
and the consummation of the transactions contemplated by the Agreement (and any and all such 
other documents, instruments and/or agreements), which resolutions: (i) are in full force and 
effect; (ii) have been duly adopted by all of the directors of the Corporation by unanimous written 
consent in lieu of a meeting, as of [TO BE DETERMINED], 2026, in exactly the form set forth in 
Exhibit A attached to this Certificate and in accordance with the laws of the Corporation’s state 
of organization and the Bylaws of the Corporation; and (iii) have not been modified, repealed, 
rescinded, amended or revoked since their adoption;  

 

[Continued on following page] 
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3. The following named persons are the officers of the Corporation, duly elected, 
qualified, acting and incumbent in each of the respective capacities designated and set forth 
below, and the accompanying signatures of each of such officers set forth opposite their 
respective names are their genuine signatures, respectively, and may be accepted and relied 
upon by the City as such, pursuant to and in accordance with the resolutions of the Corporation 
referenced in numbered paragraph 2 above:   

 Name    Office(s)   Actual Signatures 

 ____________________ [ex. President/CEO]  ________________________ 

 ____________________ [ex. Secretary]   ________________________ 

 ____________________ [ex. Chief Financial Officer]  ________________________ 

 Notwithstanding the date of this Certificate, the undersigned agrees, acknowledges, 
understands and affirms the continuing accuracy, truthfulness, and effectiveness of each of the 
matters certified in this Certificate on and as of the date(s) that: (a) the Corporation submits to 
the City the Corporation’s proposal for CDBG funding from the City for the City’s 2027 fiscal year; 
and (b) the Agreement and any and all other documents, instruments and/or agreements 
referred to in the Agreement and/or to be made or entered into in connection with the 
Agreement and/or in the implementation of the Agreement are signed by or on behalf of the 
Corporation and/or are otherwise given effect pursuant to the provisions of the Agreement. The 
certifications in this Certificate may be relied upon by the City, until the City receives written 
notice of any change in such certifications from the undersigned.      

IN WITNESS WHEREOF, the undersigned makes this Certificate of Secretary on [TO BE 
DETERMINED], 2026. 

 

 

_________________________________ 
Typed Name: ______________________ 

Secretary 

 

[Seal] 
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EXHIBIT A 
 
 
 

UNANIMOUS WRITTEN CONSENT OF THE BOARD OF DIRECTORS OF 
[TO BE DETERMINED], INC. 

 

The undersigned, being all of the members of the Board of Directors of [TO BE 
DETERMINED], Inc., a California non-profit public benefit corporation (“Corporation”), by signing 
this written consent pursuant to California Corporations Code Section 5211(b), take the following 
actions and adopt the following resolutions: 

WHEREAS, the Corporation intends to submit a proposal to the City of San Diego, a 
California municipal corporation (“City”), for Community Development Block Grant (“CDBG”) 
funding from the City for the City’s 2027 fiscal year; and 

WHEREAS, if the Corporation is allocated CDBG funding from City for the City’s 2026  fiscal 
year, the Corporation intends to enter into that certain Fiscal Year 2027 City of San Diego 
Community Development Block Grant Program Subrecipient Agreement, dated as of July 1, 2026 
(“Agreement”), with the City;  

BE IT RESOLVED, by the Board of Directors of the Corporation, that the officers of the 
Corporation are authorized to submit a proposal on behalf of the Corporation to the City to obtain 
CDBG funding from the City for the City’s 2027 fiscal year; and 

BE IT RESOLVED FURTHER, by the Board of Directors of the Corporation, that if the 
Corporation is allocated CDBG funding from the City for the City’s 2027 fiscal year, the 
Corporation entering into the Agreement is authorized, ratified and approved; and 

BE IT RESOLVED FURTHER, by the Board of Directors of the Corporation, that if the 
Corporation is allocated CDBG funding from the City for the City’s 2027  fiscal year, the officers 
of the Corporation are authorized to: (a) sign, enter into, and deliver the Agreement on behalf of 
the Corporation; and (b) take all actions necessary or reasonably desirable on behalf of the 
Corporation to perform the Corporation’s obligations and duties under the Agreement and 
consummate the transactions contemplated in the Agreement. 

 

[Continued on following page] 
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This written consent may be signed in counterparts, is effective as of [TO BE 
DETERMINED], 2026, and is made pursuant to California Corporations Code Section 5211(b), 
authorizing the taking of action by unanimous written consent of the Board of Directors of the 
Corporation without a meeting. The undersigned members of the Board of Directors of the 
Corporation waive any and all notice regarding the actions taken and resolutions adopted by this 
written consent, whether provided by law or the Bylaws of the Corporation.  This written consent 
shall be filed with the minutes of the Board of Directors of the Corporation. 

Directors: 
 
 
       
Typed Name: 
 
 
       
Typed Name: 
 
 
       
Typed Name: 
 

 
 
 
       
Typed Name: 
 
 
       
Typed Name: 
 
 
       
Typed Name: 
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