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1. PURPOSE

This document provides instructions to Texas General Land Office CDBG-DR Local
Buyout and Acquisition Program (LBAP) subrecipients on the required steps to
obligate funding in the Texas Integrated Reporting Portal (TIGR). LBAP subrecipients
must request obligation of funding in TIGR in order to be reimbursed for payment
requests. To request obligation of funding for Right Side activities, subrecipients will
need the following standard operating procedures to know how to access the Right
Side Docurmentation Checklist, upload the Right Side Documentation Checklist and all
corresponding documentation into TIGR, update the Right Side Docurnentation
Checklist, request obligations in TIGR, and submit payment requests in TIGR.

2. PROCESS

In order to request obligation of project costs, the subrecipient is required to submit
an obligation request to the GLO. In order to review and approve the request, the GLO
will require the Subrecipient to complete the LBAP Obligation Request form and
upload the supporting Right Side documentation for the related project activity in
TIGR.

Following the review and approval of the obligation request and associated Right Side
documents, the GLO will obligate the requested funding in TIGR and inform the
Subrecipient that payment can be requested for the proposed project costs.

See the LBAP Right Side Funding Obligation Workflow on the next page.
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LBAP RIGHT SIDE FUNDING OBLIGATION WORKFLOW
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3. RIGHT SIDE DOCUMENTATION CHECKLIST

Local Buyout and Acquisition Program subrecipients are required to have a complete
file for all applicants to the program in the Left-side & Right Side format.

The Left-side of the file should include all required documents and information found
in the Left Side Documentation Checklist that were required for documenting
homeowner eligibility.

The Right Side file should contain all documents and information found in the Right
Side documentation checklist that are required for documenting eligibility of all of all
activities on the project such as the acquisition of the property, closings, demoalition,
incentives, URA, etc.

The Left & Right Side Documentation Checklists are located on the Texas GLO
recovery website at Buyouts & Acquisitions (texas.gov).

The following instructions provide guidance on how subrecipients can access the
Right Side Documentation Checklist (or you can use the link).

To navigate through the Texas GLO recovery website and find the Right Side
Documentation Checklist, subrecipients should:

Step 1: Go to the Texas GLO recovery website Hurricane Harvey (texas.gov)

Step 2: Click on the Local Buyout and Acquisition tab

HOME

Hurricane Harvey

Programs

Affordable Rental Housing

Homeowner Assistance

Homeowner Reimbursement

Local Buyout & Acquisition



https://recovery.texas.gov/grant-administration/grant-implementation/buyouts-and-acquisitions/index.html
https://recovery.texas.gov/documents/grant-administration/grant-implementation/buyouts-and-acquisitions/activity-file-right-side-checklist.xlsx
https://recovery.texas.gov/hurricane-harvey/index.html
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Step 3: Click on the GLO Buyout and Acquisition Program Resource Page located at
the bottom of the webpage.

GLO Resources

> @ Hurricane Harvey Disaster Recovery Housing Guidelines

¢ GLO Buyout and Acquisition Program Resource Page

Step 4: Click on the Right Side Docurmentation Checklist

Right Side Checklist

Summary Document > Bi Right Side Documentation Checklist

The Rest of this page is intentionally left blank
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Subrecipients should complete the Right Side Documentation Checklistto check-off
and document that all required documentation is filed according to the requirements

of the Voluntary Buyout and Acquisition Program.
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All applicable sections of the checklist should be marked with a Yes, No, N/A, and a
comment should be included for No or N/A documents describing why they are not in
the file or not applicable.

Note: The request for obligation should only be for the applicable costs being
requested at that time. Therefore, the Right Side Docurnentation Checklistitems only
need to be completed for Right Side documents that support those costs. The
remaining items on the checklist that are not applicable for this request but will be
requested at a later date should be marked N/A, and a comment should be input that
they are not applicable to this request but will be submitted with a subsequent
obligation request.

Once the Right Side Documentation Checklistis completed it should be uploaded into
TIGR. See the following sections on how to upload documents in TIGR.

4. CREATING A PROJECT IN TIGR

After compiling the required Right Side documents for the upcoming obligation
request, the subrecipient should create any new projects needed in TIGR for the
activities that will be requested.

The buyout award, demolition, and soft costs can all be uploaded and requested
under the original TIGR application ID. However, Relocation Assistance, Down
payment Assistance, and Buyout Incentives will all need to be requested under their
own new project in TIGR. Uniform Relocation Assistance will be included in the
Relocation Assistance Project.

In order to create a project in TIGR Portal follow the following steps:

Step 1: Access the “Projects” tab and select “Create New Project for Non-Mitigation
Activity.”
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Step 2: Choose the applicable Activity# and Title and choose “Open Activity Form”
under the corresponding drop-down.

Choose the applicable activity by .
National Objective & Activity
CDR17-0848 20-066-001- MH- Relocation payments and 9/2f2020 731 [3
APP Bosb Relocation azsistance PM

Open Activity For

Step 3: Once the project screen opens, select the “Create” tab.

Projects
Wl © Create
Proj ¢ 4 Project Title Address 1 Total Obligated
A

Step 4: The applicant should name the Project Title using the street name of the
primary buyout property, the (_) and then using the following acronyms based on the
incentive type. Once completed, select “Create Project.”

Project Title Activity Project Title (Acronym)
123 Main Street_RA < Homeownership Assistance (Down Payment) DA
| Relocation Assistance RA
Owner Subrecipient (Note: If you change the Application Type Buyout Incentives HI
subrecipient to an account you don't belong to, you S
will not be able to see the project in the future) Buyout ¥
Rango County x Q
Contact or Applicant
Smith, Azren x Q
Location
Address city
Main Steet Rango
State Zip County
X v v
Latitnde ‘Longitude Type of Residence

v

Create Project
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5. RIGHT SIDE DOCUMENTATION UPLOAD TOOL

The Right Side Documentation Checklist and all applicable documentation must be
uploaded in TIGR for GLO review prior to uploading and requesting obligation.

The GLO has created a Right Side Documentation Upload Tool to allow Subrecipients
to understand how Right Side documents should be uploaded to the applicable
project file in TIGR. Grant Managers should use the Right Side Documentation Tool as
a reference.

Texas General Land Office
Community Development and Revitalization
! CDBG-OR Buyout / Acquisition Program
N Applicant Activity File
- Voluntary Buyout/Acquisition
Right Side Documentation Upload Tool
All documentation should be filed thoroughly in the order identified below to ensure case clarity and file consistency. Some documents appear more than once in the list due to
ulations. If the document has already been completed for another requirement it does not need to be completed again. Please note in the comments that it was

GLO F N:
AL Document TIGR Document

Documentation Sections and/or Document Title

Information Group Type

This Document complated

Applicant Activity File and the file supported as the Heusing Project - Right . .
e : i Right Side Checklist
Right Side Documentation Checklist applicatien process Froject Side Checklist = s
progresses.

Property Informatien:

Provide Licensed Appraisal

Documentation of Fair Market Value Housing Project -

. Report and Property Survey (if Froject R1. 4 |
" |iFMv) determination part and Froperty Survey ol Appraizal ppraisa
applicable)
GLO Form:
Veluntary Offer Letter to
Homeowner (with Just Housing Project - Fair -
i Project y o R2. Offer Letter
Compensation Determination ! Market Offer -
and Incentives Attachment if
_ |Documentation of Offerto applicable)
2 . _
Applicant Tvery
or registered first
class Housing Praject - Fair e
Project y o R2. Offer Letter Delivery
mail, retumn receipt requested, ! Market Offer - !
fication of hand
livery

The tool includes a column for document sections. Each document section may have
more than one required document in that section. (See the image below.)
Subrecipients should make each document section a shell in TIGR in the applicable
project and upload all corresponding documents to the shell.

For example, right side subsection two, “Documentation of Offer to Applicant” has two
required documents “Offer Letter” and “Offer Letter Delivery”. The subrecipient will
create a shell in TIGR for the Documentation of Offer to Applicant. In that shell both
the Offer Letter and Offer Letter Delivery will be uploaded.

10


https://recovery.texas.gov/documents/grant-administration/grant-implementation/buyouts-and-acquisitions/lbap-right-side-upload-tool.xlsx
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perty Information:

. S Provide Licensed Appraisal
Documentation of Fair Market Value R -
1| (FMY) determination Report &nd Properly Survey Project

(if applicable)

Housing Project -

Appraisal R1. Appraisal

GLU Form:
Voluntary Offer Letter to
Homeowner (with Just
Compensation Project
Determination and
Incentives Attachment if

Housing Project -

Fair Market Offer R Offer Letter

Documentation of Offer to

P I annlicahlel

Applicant Provide evidence of delivery

by certified or registered
firstclass ; Housing Project - A -
0 . . R2. Offer Letter Deliy
mail, return receipt Project Fair Markst Offer er Letler Lellvery
requested, or a certification
gihand delivery

Receipt from Applicant of notification

of closing process (utility . S —
3 |disconnection requirements, how ,Etg;?ﬂr:&. Project F:ii['ti Plr:tjlzcet R3. Vacate Notice

abandoned items will be addressad, e e

resources) and Motice to vacate

HUD 1 Settlement Statement | Project Housing Project - R HUD Settlement Statement
Fair Market Closing

4 Closing Documents on voluntary Contract for Sale Project Fr:ﬁlﬂnie?réljf ) R4. Contract for Sale

buyout/acquisition property alrhiar osing

mE mF D . Housing Project - 4 Drmnf mF Do
Proof of Payment 0 . ) R4. Proof of Payment
= Project Fair Market Closing =

In addition, the tool includes information on the Document Group, TIGR Document
Type, and Document title. This information is needed to upload each document into
TIGR and should be input in TIGR exactly as is seen in the tool.

0 Fo d D . 2 D .
Do entatio & 0 and/o 0 0 Do
oup pE
0 dlio
Summary Document:
This Document completed
Applicant Activity File and the file rted as the . Housi iect - . . o
App ,vf-n“j:l A . and l,hh 1€ SUpport dasth Projact .{ousﬂpg.ﬂ_ro;_ " Right Side Checklist
Right 5ide Documentation Checklist application process ’ Right Side Checklist
progresses.
Property Information:

. . . Provide Licensed Appraisal
Documentation of Fair Market Value Ppraisa

. . Housing Project -
1 Report and Property Survey (if| Project ousing roject

R1. Appraisal

(FMV| determination C Annraical
(FMV] determination applicable) Appraisal
GLO Form:
Voluntary Offer Letter to
Homeowner {with Just Housing Project - Fair i

o Aatarminat Project .
Compensation Determination ! Market Offer
and Incentives Attachment if
Documentation of Offer to applicable)

Applicant

[

Provide evidence of delivery
by certified or registered first
class Housing Project - Fair

Project
Froject Market Offer

" ; R2. Offer Letter Delivery
mail, return receipt requested, ’

or a certification of hand
delivery

11
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6. UPLOADING DOCUMENTS IN TIGR

Prior to requesting obligation in TIGR, all associated Right Side documents for
expenses should be uploaded to the applicable project by Subrecipients using the
Right Side Docurmentation Upload Tool These documents will be reviewed for
compliance prior to approving the obligation request in TIGR.

For example, the items listed in the screenshot below are required to be uploaded (if
applicable) to the project file documents to support payment of advancement of
homeowner closing costs.

Buyout/Acquisition Closing

Draw for Fair Market Value Paid to Homeowner at Closing

Licensed Appraizal Report and Property Survey (if applicable)

Signed Veoluntary Offer Letter to Homeowner

Evidence of delivery of Offer Letter

HUD 1 Settlement Statement

Contract for Sale

Evidence of delivery of Vacate Notice

UR& Compliance (see URA section below for reguired documents)

Note: The Right Side documents should be uploaded to the applicable project in TIGR.
For example, the incentive documents should be uploaded to the incentive project.
Refer to the Right Side Docurnentation Checklist for the documentation that should be
uploaded to support each obligation.

Upload documents into TIGR using the following steps:

12
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Step 1: Go to the top of the screen in TIGR and select “Projects”, then “View Submitted
Projects”.

jons = Help | Projects = | Payment Requesiz = Confracting & Com

Projecis

(]

reate Mew Project for Mon-Mitigation Activiky
reate Mew Project for Mitigation Application

reate Project for 2018-10 Application

[ T o |

amplete an Existing Draft Project

I Wiew Submitted Projects I

L)

CreatesEdit Change Order
ViewUpdate Schedule Phazes
Wienw Al Wendors

Manage Vendors

Step 2: Change the view to the applicable Subrecipient.

"= Projects Portal View - Active Projects (not Draft or Completed)- ¥ My-

My
DRGR Estimated Projec! piert counte Com:
App # Proj# ¥ Activity Budget 4 Status — Staty

13
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Step 3: Select the applicable project and change the drop down to “Edit Project”.

GLO Beview  Liberty  Inifial <33%  o.woo 10/13/2021
Complete 10014 Al
Edit Project

View Project Details

PR, PR & Lo o T P b AT, Py J S , [ PR | I

Step 4: Scroll towards the bottom of the page to the “Upload Documents” section and
press the “Create” button.

Uploaded Documents

Document Group (Program  Document Type (Program
Document Template) Document Template) Document Title Created On 4

Step 5: Input the Document Group

Once the Create Document Box has appeared, the subrecipient should input the
Document Group and Document Title in order to create the Shell Document.

& Create x

Please re-open Upload document and provide required additional information.
Select Document Type and provide Document Title
Document Group #

Project x Q

Document Title

Rz Documentation of Offer to Applicant

14



corresponding Right Side sub-section on the Right Side Documentation Upload Tool.
For Example, sub-section “Documentation of Offer to Applicant” requires Document
type “Housing Project - Fair Market Offer”

6LO Form Name Document TIGR Document

Documentation Sections and/or Document Title
Information Group Type
Summary Document:
This Document completed
Applicant Activity File and the file rted as the Housing Project - . . .
.-jppnl f._l .-jru.ru’.-" ru+ ) " and th I.I.I .‘SluppO_L d a5 th Project |.—,‘0|_|s.|j]g. -rOJ'E‘-:'-I_ F'th Side Chacklist
Right Side Documentation Checklist application process ! Right Side Checklist
progresses.
Property Information:
. . Provide Licensed Appraisal . .
Documentation of Fair Market Valus Provide Licensed Appraisal ) Housing Project - . o
L Report and Property Survey (if Project o R1. Appraisal
[FMV] determination 'pp"“'b';' ’ Appraisal
applicable)

GLO Form:
Voluntary Offer Letter to
Homeowner (with Just

Compensation Determination
and Incentives Attachment if

Documentation of Offer to applicable)

Housing Project - Fair

Market Offer

. P
Project R2. Offer Letter

[

Applicant Provide evidence of delivery
by certified or registered first
class
mail, return receipt requested,
or a certification of hand
delivery

Housing Project - Fair

Project R2. Offer Letter Delivery
’ Market Offer ’

The remainder of this page was intentionally left blank

15
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Therefore, in TIGR the subrecipient should type housing project — Fair Market Offer
into the Document Template box or type any word from the document type with a *
for example “*Fair” and search for housing project — Fair Market Offer.

G Create X

Lookup records

- State
MID
(3087
Harvey z)

E Project Huousing St Ko
Project - Faar  Hoeasing

Market Offer LBAP:
DETCOG
State
MID
[Tl

Note: All Document Types must be typed exactly in the cell in TIGR for them to
appear in the search results. Partial title may only be typed with a * in front of the
words.

Step 6: Input the Document Title

Input the document title to finish creating the document shell. When naming the
document shell, preface the sub-section name with R(document number). For
example, “Documentation of Offer to Applicant” is right side line-itemn number two.

GLD Form:
‘oluntary Offer Letter to
Homeowner (with Just
Compensaticn Project
Determination and
Documentation of Offer to Incentives Attachment if

2 X apnlicahlel
Applicant Provide evidence of delivery

by certified or registered
firstclass ) Housing Project - .
R2. Offer Lefter Del
mail, return receipt Project Fair Market Offer & T oelvE
reguested, or a certification
of hand delivery 16

Housing Project -
Fair Market Offer R Offer Letier
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Therefore, in TIGR the document title for the Shell Document should be “R2.
Documentation of Offer to Applicant”

G Create %

Please re-open Upload document and provide required additional information.
Select Document Type and provide Document Title

Docnment Group *

| Project x Q

Document Title

| R2. Documentation of Offer to Applicant

Step 7: Once completed, select “Create Document”

& Create x

Please re-open Upload document and provide required additional information.
Select Document Type and provide Document Title

Document Group *

| Project x Q

Document Title

| R2. Documentation of Offer to Applicant

17
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Step 8: Once the document shell is created, upload the applicable document(s) to the
entry. The Subrecipient should use the naming convention provided on the Right Side
Documentation Upload Too/ when naming the document.

For example, as seen below the title for the Voluntary Offer Letter to Homeowner
should be “R2. Offer Letter” Therefore the subrecipient should attach the file and title it
‘R2. Offer Letter”.

GLD Form:
Voluntary Offer Letter fo
Homeowner (with Just
Compenszation Project
Determinaticn and
Incentives Attachment if
anplicablel

Housing Project -

2. Offer Letter
Fair Market Offer

Documentation of Offer to

(=]

Applicant Provide evidence of delivery

by certified or registered

first class " Housing Project -

mail, return receipt Project Fair Market Offer

requested, or & certification
of hand delivery

2. Offer Lefter Delivery

o o o,
G Edit ]

Zelect the Document Template, provide Document Title and (optionally) full name of the document
and select a file attachment
Document Group *

Praject x Q

Document Title

Rz, Documentation of Offer to Applicant

Is this version of the document cbsolete ?
® No O Yes

File Attachments

Jess than 2 minnte
agn [ Ra. Offer Letter.pdf (27.19 KB

Attach a file
Mo file chosen

18
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Step 9: For Document Sub-Sections that include multiple documents. All applicable
documents for that subsection should be uploaded to that shell. After the 1t
document is uploaded, select the “choose file" button again to upload the next

document in the shell. The Subrecipient should add all required document for the sub-
section.

& Edit

Select the Document Template, provide Document Title and (optionally) full name of the document
and select a file attachment
Document Group *

Praject ® Q
Document Title
Rz, Documentation of Offer to Applicant

Is this version of the document obsolete ?
® No © Yes

File Attachments

5 minutes aso

b Rz Offer Letter.pdf (27.10 KE)

Jess than a minute
ago ki B2 Offer Letter Delivery.pdf (27.19 KB

Step 10: After completion of the upload, the applicant should “Save and Close”

&S

(o
G Edit

Select the Document Template, provide Docnment Title and (optionalhy) full name of the document
and select a file attachment
Docoment Group *

Project x  Q

Docurment Title

Rz, Documentation of Offer to Applicant

Is this version of the document obsolete *
® No Yes

File Attachments

Jess than a2 minute
azo B Rz. Offer Letter.pdf (27.19 KB

Attach a file
o file chosen

19
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*At any time, the Subrecipient can add documents to the shell by selecting the
applicable document shell and selecting “Edit”

Project Housing Project - F2. Documentation of Offer to B/14 /2022 3224 PAL E

7. REQUESTING OBLIGATION IN TIGR

Once the Right Side Docurnentation Checklist and all applicable documentation for
the obligation request has been uploaded correctly into TIGR, the Subrecipient is
ready to request obligation of project costs ahead of payment. In order to request
obligation of project costs, the GLO requires the Subrecipient to complete the LBAP
Obligation Request form.

This form will be used by GLO to validate the necessity of projected project costs.
This form should be used to request all related project cost obligations in TIGR. All
obligations that are not ready to be requested should not be completed on the form at
this time, a subsequent form will be submitted for subsequent obligations. This form
should only be completed for one property address as funding is being requested to
be obligated within TIGR. The appropriate TIGR App ID should be referenced under the
corresponding section of the form to reference the individual project costs by activity.
Such costs should be requested under the appropriate TIGR App ID and budgetary
line item within the TIGR portal.

TIGR Budget Code Requested Obligation Support Included Comments Concerning Obligation Request
Relocation Assistance- Project $ 5,000.00 Yes The §5,00015 supported by the incentive calculation form and can be found under TIGR document Housing Project - Relocation Incentive
Nown nayment Costs
| TIGR Application ID \ GLOT7-14565-P |
TIGR Budget Code Requested Obligation Support Included Comments Conceming Obligation Request
Homebuyer Assistance- Project ¢ 1560000 Ves The §15,600 is supported by the incentive calculation form and 'r'Lj‘Dn  Settlement F\taffmentandcanbe.’suﬂduﬂder TIGR document “Housing
Project-Down Payment

The completed form should be printed and uploaded to the project documents in
TIGR portal under each applicable TIGR App ID included in the request.

20



https://recovery.texas.gov/documents/grant-administration/grant-implementation/buyouts-and-acquisitions/template-lbap-obligation-request.xlsx
https://recovery.texas.gov/documents/grant-administration/grant-implementation/buyouts-and-acquisitions/template-lbap-obligation-request.xlsx
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To upload the obligation request, follow the subsequent steps:

Step 1: Input the Document Group by selecting the TIGR Document Type “Budget-
Obligation’,

Lookup records x

“obli Q

Choose one record and click Select to continue -~

Required Required
for Required for
Document Document Individual for Budget
v Group t Type + Program Apps Coniracts Lines

[] Budget Obligation ~ State No No No
Request Housing

— LbBAP:
DETCOG
— State
MID
(2017
Harvey 2) -

Cancel Remove value

Step 2: Input the Document Title. Name the document title by using the TIGR APP ID
followed by "ObRgst" and the obligation request number for the project.

Please re-open Upload document and provide required additional information.

Select Document Type and provide Document Title

Document Group *

| Budget x Q

Document Title

| GLO17-XXXXX-P_ObRast

If the Subrecipient previously requested an obligation for a property address and the
Subrecipient is requesting a subsequent obligation request, the document title would
be GLOT7-XXXXX-P_ObRqgst_2

21
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8. UPDATING RIGHT SIDE DOCUMENTATION CHECKLIST

As subsequent obligation requests are made, project files are updated, and new
documents are added to the TIGR portal, the Subrecipient should continue to update
the Right Side Documentation Checklist document shell to indicate what documents
are included in TIGR.

Step 1: When a new checklist is uploaded, use an underscore and the date it has been
updated within the document name.

& Edit

Select the Document Template, provide Document Title and (optionally) full name of the document
and select a file attachment
Documment Groap *

Project b4 a,

Applicant Activity File Right Side Documentation Checklist

Is this version of the document obhsolete 2
= No Tes

File Attachments
less than a minute
=0 ki Richt side Checklist o8.14.22.pdf (2r.c0 KB)

less than a minute
azo B Rizht Side Checklist_1o0.31.22.pdf (27.20 KE)

Attach a file

9. REQUESTING FUNDS IN TIGR

Once the GLO has reviewed the obligation request, and ensured compliance with the
Right Side documents, the GLO Grant Manager will obligate the funding in TIGR, and

will email the subrecipient letting them know that the funding has been obligated and
the subrecipient may request funding in TIGR for those budget codes.

The Subrecipient should continue to include evidence of documented costs within
the request for payment. For example: appraisal invoice, demolition costs, etc.

Such evidence should be maintained in the request for payment and will not be
required to be submitted within the project documents section.

Note: If a payment is requested for an advancement of funds, the Subrecipient will
be required to upload a proof of payment to the title company/homeowner for the
expense before any other subsequent payment is made on the project.

22
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erty Information:

Documentation of Fair Market

Frovide Licensed
Appraisal Report and

Hiowsing Project -

1 | Walue - Project . Fi1. &ppraizal
[FMIW] determination F'rnpertg Suruey [if Appraizal
applicable]
GLO Form:
‘Woluntary OFfer Letter bo
Homeowner [with Just Hausing Praiect -
Compenzation Froject uEIng Fro| RZ. Offer Letter
- Fair Market Offer
Dieterminakion and
5 |Documentation of Offer to I"":'E'"_tF""ESI'f:"u:FI:mE”t
. 1IF annlicanle
Applicant Frovide evidence of
delivery by certified ar
registered first class . Haowsing Project - Fz. Cif -
L Qffer Letter Deliver
mail, return receipt Froject Fair Market Offer ¥
requested, or a
certification of hand
FrECRIpT IO S PR arT oF
notification of closing process
[utility dizconnection GLO Form: . Howszing Project - Ry )
. W acate Mlotice
3 requirements, how abandoned Wacate Motice Fraject Wacate Motice
item= will be addres=ed,
rasonrcasl and blobica bo acate
Howsing Project -
HUD Settlement . \
Statement Praoject F air M‘j:‘rk'?t R4 HUDO Settlement Statement
Closing
Haowsing Project -
4 Closing Documents on woluntarny Contract for Sale Project F air Mark.et R4, Contract for Sale
byt acquisition property Clasing
Hiowsing Project -
Froof af Payment Fraoject F air Mark.et F4. Froof of Payment
Clos=ing

Contact your General Land Office Grant Manager with Questions.
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