Exhibits E1, E2: Income Surveys and Certification of Completion of Income Survey

Record of Changes
	Date
	Description of Change

	2019
	CPD Notice 19-02, introduce use of MOE, confidence level of 90%

	2021
	Exhibit template added to CDBG website 

	2024
	Certificate of Completion Template section updated from January 1, 2019 to Income surveys are within five (5) years from the date of the first survey contact (e.g., first mailer, first phone call, and first house visit).

	2025
	Added questions for E1 and E2 as they read in DED’s Grant Management System (GMS), to assist with application preparation. 
June 2025 – Update to GMS Questions

	2026
	Significant changes to GMS questions and Certificate template. 



INSTRUCTIONS: Exhibit E1 & E2 are not templates, but reference guides detailing what exact information will be input into the Grant Management System (GMS) during the online application process. However, the Certificate of Completion Template is provided at the end of this document. Please read this document in its entirety, as it provides guidance on income survey reporting requirements and expectations. Under 24 CFR 570.208(a)(1)(vi), income surveys may be used when “the results meet standards of statistical reliability that are comparable to those of decennial census data for areas of similar size.” The Certification of Completion of an Income Survey (template provided on the final page) is required if the Applicant is qualifying a project activity through the national objective to benefit low-and moderate-income persons on an area basis (LMA). This may be accomplished through either of the following methods:
· Census Income Survey (use Exhibit E1, questions) or 
· Random Sample Income Survey (use Exhibit E2, questions provided further below).  
Household is defined as all persons occupying a housing unit, regardless of relationship. Programs tied to regulations like CDBG rely on household income reporting because it aligns with how eligibility and benefit are determined in federal programs.



Exhibit E1 – Census Income Survey Questions
NOTE: Recommended using this option for population with 200 households or fewer.
Grant Management System Directions:

1. Does the CDBG Activity meet the national objective of LMA through the completion of a census survey? (Yes/No)
PART I. Information Contained in the Survey
2. Total number of households in the activity service area. (####)
Many sample size calculators are available online, including those listed, that will assist in determining the required sample size with the HUD required confidence level and margin of error factors. 
• https://www.surveymonkey.com/mp/sample-size-calculator/
· https://www.surveymonkey.com/mp/margin-of-error-calculator/
• https://www.calculator.net/sample-size-calculator.html
3. HUD has provided guidance around MOE In Local Income Surveys in CPD Notice 24-04. A local income survey’s sample size shall be determined by:
a. Confidence Level = 90% 
b. Margin of Error = maximum of 10% based on ACS data OR Margin of Error (MOE), enter the lesser of 10% or the HUD-provided MOE for your equivalent geography.

4. [UPLOAD] Copy of the MOE calculator output (e.g., screenshot).
5. Total number of persons in the households interviewed (####)
6. Total number of persons in the households interviewed who are LMI persons. (####)
7. Divide line 6 by line 5 to get *new* LMI percentage. For example, if the percentage is 57.2%, enter 0.572 in the field below. (####)
PART II. Survey Analysis 
8. Date Survey Conducted: From (MM/DD/YYYY)
9. Date Survey Conducted: To (MM/DD/YYYY)
10. Effective Date of Income Limits Used (MM/DD/YYYY)
11. What is the number of persons in the service area (total population from LMISD). (####)
12. LMI Persons pursuant to the current LMISD population. The *new* LMI percentage is then applied to the entire population of the defined service area (not just the people who responded). Line 7 multiple line 11 for overall LMI persons of service area.  For example, if the percentage is 57.2%, enter 0.572 in the field. (####)
13. Describe the survey delivery method (e.g. in-person, phone call, mailers, etc.) and follow-up plan. Include any potential sources of bias from the non-respondents and what efforts were made to secure their response. (Character limit 1,100)
14. Provide a reason(s) for conducting this income survey. For example, if there have been significant demographic or economic changes to the area since the last survey or decennial census, describe those changes. (Character limit 1,100)
Per 24 CFR 570.208, if relied on a survey instead of LMISD data, one must be able to demonstrate that the survey was statistically valid methodology, accurately represents the service area, and supports the LMI determination.
15. State of Nebraska Risk-Management Standard: Is the difference between the LMISD and the income survey results LMI 10% or greater? (Yes/No)
16. State of Nebraska Risk-Management Standard: If the difference between the U.S. Census data LMISD and the income survey results LMI are 10% or greater, provide an explanation for the difference.
PART III. Survey Analysis Documentation
17. [UPLOAD] Copy of the list used to compile households in the service area.
PART IV. Survey Certification
18. [UPLOAD] Signed Certification of Completion of an Income Survey




Exhibit E2 – Random Sample Survey Questions
NOTE: Recommended using this option for population with more than 200 households.
Grant Management System Directions:

1. Does the CDBG Activity meet the national objective of LMA through the completion of a random sample survey? (Yes/No)
PART I. Information Contained in the Survey
2. Total number of households in the activity service area. (####)
Many sample size calculators are available online, including those listed, that will assist in determining the required sample size with the HUD required confidence level and margin of error factors. 
•https://www.surveymonkey.com/mp/sample-size-calculator/
· https://www.surveymonkey.com/mp/margin-of-error-calculator/
• https://www.calculator.net/sample-size-calculator.html
3. HUD has provided guidance around MOE In Local Income Surveys in CPD Notice 24-04. A local income survey’s sample size shall be determined by:
a. Confidence Level = 90% 
b. Margin of Error = maximum of 10% based on ACS data OR Margin of Error (MOE), enter the lesser of 10% or the HUD-provided MOE for your equivalent geography.

4. [UPLOAD] Copy of the MOE calculator output (e.g., screenshot).

5. Sample Size (from MOE calculator). (####)
6. Total number of persons in the households interviewed. (####)
7. Total number of persons in the households interviewed who are LMI persons. (####)
8. Divide line 7 by line 6 and enter that decimal number to determine the *new* LMI percentage. For example, if the percentage is 57.2%, enter 0.572 in the field below. (####)
PART II. Survey Analysis
9.	Date Survey Conducted: From (MM/DD/YYYY)
10.	Date Survey Conducted: To (MM/DD/YYYY)
11.	Effective Date of Income Limits Used (MM/DD/YYYY)
12.	Area Surveyed: Target area OR Entire community OR Community and surrounding area
13.	Does the area surveyed include the entire service area of the CDBG activity proposed? (Yes/No)
14.	What is the number of persons in the service area (total population from LMISD, such as block groups or census groups) (####)
15.	LMI Persons pursuant to the current LMISD population. The *new* LMI percentage is then applied to the entire population of the defined service area (not just the people who responded). Line 8 multiply line 14 for overall LMI persons of service area. For example, if the percentage is 57.2%, enter 0.572 in the field. (####)
16.	Summarize the survey process detailing the method of delivery (mail, door to door, telephone, or other) and collection including time(s) of day/week, number and type of follow-up efforts, and provisions for replacement of un-reachable and non-respondents. Explain how possible bias was avoided. (Character limit: 1,100)
Per 24 CFR 570.208, if relied on a survey instead of LMISD data, one must be able to demonstrate that the survey was statistically valid methodology, accurately represents the service area, and supports the LMI determination.
17.	State of Nebraska Risk-Management Standard: Is the difference between the LMISD and the income survey results LMI 10% or greater? (Yes/No)
18.	State of Nebraska Risk-Management Standard: If the difference between the LMISD and the income survey results LMI are 10% or greater, provide an explanation for the difference. (Character limit: 1,100)
PART III. Survey Analysis Documentation
19.	[UPLOAD] Map indicating service area boundaries and location of households who completed the survey.
20.	[UPLOAD] Copy of the list used to compile households in the service area.
21.	[UPLOAD] Copy of the list used to disseminate the survey, indicating which households completed the survey.
22.	[UPLOAD] Copy of all publications/advertisements/letters directed toward citizens to publicize the income survey.
23.	[UPLOAD] Copies of 5 COMPLETED survey responses.
Part IV. Survey Certification
24.	[UPLOAD] Signed Certification of Completion of an Income Survey




Certification of Completion of an Income Survey Template
INSTRUCTIONS: The Certification of Completion of an Income Survey is required if the Applicant is qualifying a project activity through the national objective to benefit low-and moderate-income persons on an area basis (LMA) through either a:
· Census Income Survey (use Exhibit E1) or 
· Random Sample Income Survey (use Exhibit E2).  
The Certification of Completion of an Income Survey must be printed on the local unit of government’s letterhead or notarized.  Below is the template to be completed to reflect the applicant’s information.
The Certification of Completion of an Income Survey gets uploaded into the Grant Management System.
  


CERTIFICATION OF COMPLETION OF AN INCOME SURVEY
TO DETERMINE ELIGIBILITY FOR COMMUNITY DEVELOPMENT BLOCK GRANT FUNDS UNDER
THE LOW-TO-MODERATE INCOME NATIONAL OBJECTIVE

The [Name of the Local Government Unit] (Applicant) hereby assures and certifies to the Nebraska Department of Economic Development (Department) regarding an application for Community Development Block Grant (CDBG) funds, the following: 
1. Applicant understands that eligibility to apply for a CDBG grant is based upon the results of the income survey that was conducted by [Organization] between [Date] and  [Date].
2. The income survey was conducted in accordance with HUD and Nebraska Department of Economic Development survey methodology requirements. (24 CFR 570.208(a)(1)(vi))
4. The completed/returned income surveys, lists used to determine households in the service area, lists of households who received an income survey and those who responded, and copies of all items used to publicize the survey are on file and are available for review by Department staff at any time. 
5. The list of households in the service area was based upon the most current and accurate source available. The source used to compile the list of households in the service area was [Source used by Organization]. 
7. The income survey results serve as documentation that Applicant meets the CDBG National Objective of benefiting low-to-moderate income persons. The results indicate that the identified service area is 51% or above low-to-moderate income persons. 
3. The results of this Income survey are within five (5) years from the date of the first survey contact (e.g, first mailer, first phone call, and first house visit). [footnoteRef:1]   [1:  Best Practice as determined by the state.] 

6. In the event of an award, Applicant understands that if all required income survey documentation (i.e., all completed income surveys, lists that the households in service area were compiled from, lists indicating which households completed the income survey, what follow-up procedures were in place for non-respondent households and how they were implemented, copies of any documents used to publicize the income survey, etc.) is not available at the time the Department staff conducts a monitoring visit in relation to the CDBG award, the Applicant may be declared ineligible to receive the grant funds due to a lack of documentation of meeting the National Objective and may be required to pay back all grant funds received from the Department. 
8. All income survey documentation will be kept on file until 10 years after the closeout of the last project for which the income survey was used to document eligibility under the National Objective of benefit to low- and moderate-income persons. 
	

	Chief Elected Official Signature

	

	Chief Elected Official Printed Name, Title  

	


	Date



	Subscribed in my presence and sworn to before me: 

	

	

	Notary Public (Not required if on letterhead)
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