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Chapter 14 - Record of Changes 
Date Description of Change Section 

2021/2022 The Risk Analysis Checklist (RAC) monitoring process was replaced with 
Benchmark Monitoring Exhibits. 

 

2025 Chapter Specific: Added Exhibit 2: Subrecipient Recordkeeping Self-
Certification. Added Resources section. 

 

 
 

CHAPTER 14 – CDBG MONITORING 

 
Monitoring is a requirement as outlined in Title I of the Housing and Community Development Act of 1974, as amended 
and 24 CFR Part 570.492 of the State CDBG Regulations. Section 104 (e) of Title I outlines the review responsibilities of the 
State.  DED monitors the implementation of the CDBG project with the active participation of the subrecipient and its 
certified administrator. The monitoring compliance review process provides technical assistance, determines status of 
CDBG-funded and local cost-share activities, evaluates subrecipient’s financial management system, and assesses 
compliance with state and federal rules and regulations. Monitoring provides an opportunity to collaborate and recognize 
the subrecipient’s accomplishments and areas for improvement.  Standard policy requires DED to undertake monitoring 
procedures prior to the projects closeout. 

14.1 MONITORING BENCHMARKS 
Monitoring is conducted on an ongoing basis and includes a review of the subrecipient’s project activities and processes. 
The following monitoring benchmarks occur:  
 

• Compliance Status Benchmark 1: A desktop review conducted by DED.  The subrecipient submits requested 
documentation to DED. This Benchmark occurs approximately 6 - 8 months after the subrecipient receives Notice 
of Release of Funds/Environmental Clearance. DED notifies the subrecipient and certified administrator of the 
procedures and documentation for submission.   

 
• Compliance Status Benchmark 2: DED reviews and evaluates the subrecipient’s Project Status Reports, 

Drawdowns, prior monitoring compliance report, and other related documents/reports. DED determines future 
compliance review types; desktop or an onsite/virtual review.   

 
• Compliance Status Benchmark 3: Once the subrecipient is within three months of the subrecipient agreement 

period of performance end date or if the subrecipient has expended 75% of CDBG funds, DED or subrecipient can 
initiate this compliance review.   

 
• Compliance Status Benchmark 4: The subrecipient has met the subrecipient agreement conditions, submitted final 

reports, and received monitoring compliance clearance. DED issues a Certificate of Completion.   
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DED requests the subrecipient to complete the Monitoring Exhibits applicable to the CDBG grant. Exhibits 1 through 6 
apply to all CDBG subrecipients.  
 

1. National Objective/Performance 
2. Subrecipient Record Keeping Self-Certification 

(See Attachment 1)  
3. Environmental Review 
4. Financial Management 
5. Procurement and Contracts (Services/Materials & 

Goods) 
6. Fair Housing/Equal Opportunity 

 

7. Labor Standards/Construction/Contracts 
8. Acquisition 
9. Demolition 
10. Relocation 
11. Housing Rehabilitation 
12. Commercial Rehabilitation 
13. Legal/Loan Documents (For Profit/Non-Profit) 

 
Each monitoring exhibit will be evaluated and identified with one of the following terms:  
 

Term Definition 

Satisfactory Performance The determination is a conclusion that the subrecipient is meeting its statutory and 
regulatory responsibilities. 

Concern 

A deficiency in program performance not based on a statutory, regulatory, or other 
program requirement. Sanctions or corrective actions are not authorized for concerns. 
However, DED should bring the concern to the subrecipient’s attention and, if 
appropriate, may recommend (but cannot require) actions to address concerns and/or 
provide technical assistance. 

Finding 

A deficiency in subrecipient performance based on a statutory, regulatory or program 
requirement for which sanctions or other corrective actions are authorized. Such 
sanctions or actions are generally subject to State discretion, within prescribed 
parameters. A finding may be correctable based on the subrecipient’s response 
data/documents, or non-correctable. 

Action Required 

It is actions taken to remove, remedy, or counteract the causes of an existing non-
conformity or other undesirable situation. Regarding monitoring findings, DED may 
request the submission of a remediation plan that addresses the subrecipients 
administrative steps to remedy a set of circumstances that resulted in being non-
compliant with the CDBG statute, regulations, and other related federal/state 
regulations. 

Non-Correctable Finding 
It is an action or occurrence that must meet the rules as applied during that specific time 
period, which cannot be applied or remedied after the occurrence because the criteria 
for meeting the rules has passed. 

Recommendation/Technical 
Assistance 

DED provides guidance or assistance regarding rules, regulations and/or policies.  
 

14.2 DESKTOP MONITORING (DED REVIEW) 
CDBG funded projects may receive a desktop monitoring. DED submits a request to the subrecipient to complete the 
monitoring exhibits that relate to the CDBG project.  DED reviews the submission.  If additional information is needed, 
DED follows-up with the subrecipient and the certified administrator. Upon completion of the review, DED issues a 
monitoring compliance report. 
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14.3 ON-SITE/VIRTUAL MONITORING 
On-site monitoring is a structured review conducted by DED at the locations where project activities are being carried out 
or project records are maintained. During the on-site monitoring, DED may inspect the project’s location. A virtual 
monitoring is a structured review conducted using technology to have a discussion with both the Certified Administrator 
and subrecipient concerning components of the monitoring exhibits. Prior to onsite or virtual monitoring, DED will request 
that monitoring exhibits be provided or updated.  The bulk of the visit is time spent on documentation, data acquisition, 
note taking, and analysis. Upon completion of the review, DED issues a monitoring compliance report. 
 
Weather and/or other unseen events may cause a delay in scheduling and/or actual undertaking of an on-site visit. DED 
shall reschedule and complete the on-site monitoring in a timely manner or conduct a virtual monitoring visit.  

14.4 EXIT CONFERENCE 
The program representative may schedule an exit conference to discuss preliminary results and tentative conclusions, 
including any identified deficiencies, concerns, questions of performance, and/or findings. The exit conference is 
conducted by the program representative in the presence of the certified administrator and local contact. The CEO is 
encouraged to attend the exit conference. This provides an opportunity for the program representative to provide 
guidance and/or technical assistance to the subrecipient for corrective action.  

14.5 MONITORING COMPLIANCE REPORT 
The Monitoring Compliance Report is issued by DED to the subrecipient; this report includes identification of any 
components the subrecipient is doing well, areas for improvement, and any corrective action items, as needed. In general, 
DED shall issue the report within approximately 60 days. Where deficiencies and/or action items are identified, typically 
the subrecipient has 30 days to respond and address those items.  
 
There are instances where deficiencies stand despite the subrecipient’s response (e.g., where an action plan or 
management plan is required to address non-compliant project implementation). Financial management deficiencies 
often result in uncorrectable deficiencies and/or findings.  

Monitoring Clearance 
When no further action is required, DED issues a monitoring report with a “clearance” status.  

14.6 SUBRECIPIENT NON-COMPLIANCE 
Where the subrecipient fails to respond to an issued monitoring report and following repeated unsuccessful attempts by 
the program representative to resolve areas of non-compliance, sanctions may be applied. Such sanctions, which could 
include, but not limited to, delay of payment of remaining funds, ability to secure future DED grants, or repayment of 
existing grant funds. 
 
If there is still no action taken on behalf of the subrecipient to resolve the outstanding deficiencies, DED shall determine 
the consequences for such inaction. Such consequences shall be based on the severity of deficiency, the state and federal 
rules and regulations governing the area(s) of noncompliance, the impacts to the community, and consequences to DED.  
DED shall notify the subrecipient of the decision by official letter. The subrecipient shall have the ability to appeal the 
decision by DED.  
 
Refer to Chapter 2 and Appendix 4 — CDBG Certified Administrator (CA) Guidance for additional details. 
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14.7 BENCHMARK MONITORING EXHIBITS 
In section 14.1 above DED utilizes the benchmark monitoring strategy. DED or subrecipient can initiate monitoring. 
Subrecipient can also request the most current benchmark exhibits from their program representative. Benchmark Exhibit 
2 Subrecipient Record Keeping Self-Certification is a self-certification form that may be used by the CA or at the local level.  

14.8 RESOURCES 
Most of the resources below are maintained at the federal level. The information listed in the tables and associated URLs 
are provided as a reference and may not be exhaustive; requirements may vary from project to project depending upon 
the nature of the activities carried out with CDBG funds. If you are unable to access information at the link(s) listed and 
need assistance, please contact your DED representative. 
 

Table 1-1. HUD Guidance and CDBG Program-Specific Requirements 

Title/Description URL(s) 

HUD Regulations 

HUD CPD Monitoring Handbook 
(6509.2) 

• https://www.hud.gov/hudclips/handbooks/cpd-6509-2 

CPD Monitoring • https://www.hudexchange.info/programs/cpd-monitoring/#monitoring-overview 
 

 
 
 
 
 
 
 
THIS SPACE LEFT INTENTIONALLY BLANK. 
 
 

https://www.hud.gov/hudclips/handbooks/cpd-6509-2
https://www.hudexchange.info/programs/cpd-monitoring/#monitoring-overview
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ATTACHMENT 1: BENCHMARK EXHIBIT 2: SUBRECIPIENT RECORDKEEPING SELF-CERTIFICATION 
Purpose: This form is completed for both Benchmark 1 and Benchmark 3 to evaluate the status of the Program.   
Benchmark 1: Completed 6-8 months after the subrecipient received the Notice of Release of Funds 
Benchmark 3: Completed either 1) 75% or more has been expended or 2) there are 3 months remaining on the agreement.  
 
Subrecipient Name:  
CDBG Agreement Number:  
Benchmark 1 Date 
Completed: 
Benchmark 3 Date 
Completed:  

 
 

Benchmark 1 Completed By: 
Benchmark 3 Completed By:  

 

 
INSTRUCTION: This form is used by the subrecipient to certify that copies of the following items are retained locally and all information is current 
and correct.   
 
      Benchmark1 
Yes No N/A Documentation Location of Document at the Local Level2 Executed 

Date3 
1 3 

☐ ☐ ☐ CDBG Grant Application    ☐ ☐ 
☐ ☐ ☐ Citizen Participation Plan    ☐ ☐ 
☐ ☐ ☐ Residential Anti-Displacement Plan   ☐ ☐ 
☐ ☐ ☐ LMA Documentation4   ☐ ☐ 
☐ ☐ ☐ LMC Documentation   ☐ ☐ 
☐ ☐ ☐ LMH Documentation    ☐ ☐ 

 
1 Identify the Benchmark that you are self-certifying that these records are retained.  If changes occur on how the subrecipient retains the records between Benchmark 1 and 3, 
check both boxes and then indicate the updated location in the column labeled “Location of Document at the Local Level” 
2 Indicate where the files are being retained and in what format the file is being retained.  (i.e., electronically – subrecipient: Certified Administrator retaining; electronically – 
subrecipient; physical copy – subrecipient; physical copy – subrecipient: Certified Administrator; both electronic and physical copy stored by subrecipient).  If the documentation 
was provided in AmpliFund, a copy needs to be downloaded and retained either electronically or a physical copy at the local level.     
3 For this column, indicate the date that the item was executed or the action was completed.  If the area is grayed out, leave blank.    
4 LMA Documentation - Income Survey Records (all), this will either be Census Documentation or Income Survey Documentation. 
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      Benchmark1 
Yes No N/A Documentation Location of Document at the Local Level2 Executed 

Date3 
1 3 

☐ ☐ ☐ LMJ Documentation   ☐ ☐ 
☐ ☐ ☐ SBA Documentation   ☐ ☐ 
☐ ☐ ☐ SBS Documentation   ☐ ☐ 
☐ ☐ ☐ UN Documentation    ☐ ☐ 
☐ ☐ ☐ System for Award Management 

(SAM) database record for 
subrecipient5 

  ☐ ☐ 

☐ ☐ ☐ LEP: Four Factor Analysis   ☐ ☐ 
☐ ☐ ☐ LEP: Language Assistance Plan   ☐ ☐ 
☐ ☐ ☐ Excessive Force Certification   ☐ ☐ 
☐ ☐ ☐ FFATA Form   ☐ ☐ 
☐ ☐ ☐ Fair Housing Actions Proposed   ☐ ☐ 
☐ ☐ ☐ Fair Housing Actions Implemented   ☐ ☐ 
☐ ☐ ☐ Procurement Procedures & Code of 

Conduct 
  ☐ ☐ 

☐ ☐ ☐ CDBG Agreement between DED and 
Subrecipient 

  ☐ ☐ 

☐ ☐ ☐ CDBG Agreement Amendment(s)   ☐ ☐ 
☐ ☐ ☐ Memorandum of Understanding 

(MOU) 
  ☐ ☐ 

☐ ☐ ☐ Notice of Approval (NOA)   ☐ ☐ 
☐ ☐ ☐ Notice of Release of Funds (ROF)   ☐ ☐ 
☐ ☐ ☐ 1st Public Hearing   ☐ ☐ 
☐ ☐ ☐ 2nd Public Hearing   ☐ ☐ 
☐ ☐ ☐ Financial Management Certification   ☐ ☐ 
☐ ☐ ☐ Subrecipient Information Sheet6   ☐ ☐ 
☐ ☐ ☐ Authorization to Request Funds   ☐ ☐ 

 
5 The subrecipient must maintain documentation of being active and registered in the System for Awards Management throughout the implementation of the CDBG Project.  
6 Previously known as “Grantee Information Sheet”.  Prior to completing this form ensure that all information on the subrecipient Information Sheet is correct.  If representatives 
have changed, complete a brand new form in AmpliFund.   
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      Benchmark1 
Yes No N/A Documentation Location of Document at the Local Level2 Executed 

Date3 
1 3 

☐ ☐ ☐ Certified Administrator   ☐ ☐ 
☐ ☐ ☐ Environmental Review Record   ☐ ☐ 
☐ ☐ ☐ Fair Housing Actions Proposed   ☐ ☐ 
☐ ☐ ☐ Fair Housing Actions Implemented   ☐ ☐ 
☐ ☐ ☐ Procurement Procedures & Code of 

Conduct 
  ☐ ☐ 

☐ ☐ ☐ Notification of Annual Audit (NAA)   ☐ ☐ 
☐ ☐ ☐ Payment Requests7   ☐ ☐ 
☐ ☐ ☐ Duplication of Benefits (CDBG-CV 

ONLY) 
  ☐ ☐ 

☐ ☐ ☐ Submitted Project Status Reports   ☐ ☐ 
☐ ☐ ☐ Final Planning Product   ☐ ☐ 
☐ ☐ ☐ Final Project Status Report   ☐ ☐ 
☐ ☐ ☐ Final Financial Report   ☐ ☐ 
☐ ☐ ☐ Final Wage Compliance Report   ☐ ☐ 
☐ ☐ ☐ Final Job Creation/Retention Report   ☐ ☐ 

 
 

 
 

 
7 Also referred to as 1) Drawdown or 2) Request for Funds.  The subrecipient should have record of all invoices and bank statements. 
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