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SCOPE OF SERVICES REQUESTED

Providers will help the GLO fulfill State and Federal Community Development
Block Grant Disaster Recovery (“CDBG-DR”) statutory responsibilities related to
recovery in connection with any federally declared disaster. Providers will assist
the GLO and/or grant recipients in completion of CDBG-DR qualified housing or
non-housing projects. Respondents may be qualified to provide Grant
Administration services for housing projects, non-housing projects, or both. Grant
administrative services must be performed in compliance with the U.S. Department
of Housing and Urban Development (“HUD”) and guidelines issued by the GLO.

DESCRIPTION OF SERVICES AND SPECIAL CONDITIONS

Respondent must be able to perform the tasks listed herein to be considered eligible
for an award under this Solicitation. Respondents should provide a detailed
narrative of their experience as it relates to each of the items below. Respondents
should clearly indicate if they intend to provide services in-house with existing staff
or through subcontracting or partnership arrangements. Grant Administration
Services will be provided in conformance with the guidance documents and use
forms provided by the subrecipient utilizing GLO guidance. The providers shall
furnish pre-funding and post-funding grant administrative services to complete the
disaster recovery projects, including, but not limited to the following:

Pre-Funding Services

Grant Administrator will develop project scope and complete CDBG-DR
application. The provider will work with the subrecipient and Engineering, if
applicable, to provide the concise information needed for submission of complete
disaster recovery funding application and related documents. The required
information shall be submitted in a format to be described by the GLO.

Post-Funding Services

Grant Administrator will administer and complete infrastructure, utilities, housing
and eligible projects approved for disaster recovery funding. The selected
administrative firm must follow all requirements of the Texas CDBG Disaster
Recovery program.
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Grant Administration Services — General
(@) Administrative Duties:

I. Coordinate, as necessary, between subrecipient and any other
appropriate service providers (i.e. Engineer, Environmental, etc.),
contractor, subcontractor and GLO to effectuate the services
requested.

ii. May assist in public hearings.

iii. Will work with GLO’s system of record.

iv. Provide monthly project status updates.

v. Funding release will be based on deliverables identified in the
contract.

vi. Labor and procurement duties:
a. Provide all Labor Standards Officer (LSO) Services.

b. Ensure compliance with all relevant labor standards
regulations.

c. Ensure compliance with procurement regulations and
policies.

d. Maintain document files to support compliance.
vii. Financial duties:

a. Prepare and submit all required reports (Section 3,
Financial Interest, etc.).

b. Assist subrecipient with the procurement of audit services.

c. Assist subrecipient in establishing and maintaining a bank
account for disaster recovery funds.

d. Implementation and coordination of Affirmatively
Furthering Fair Housing (“AFFH”) requirements as
directed by HUD and the GLO.

e. Implementation and coordination of Section 504
requirements.

f. Program compliance.
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g. Ensure that fraud prevention and abuse practices are in
place and being implemented.

h. Prepare and submit all closeout documents.

i.  Submit all invoices no later than 60 days after the
expiration of the contract. All outstanding funds may be
swept after 60 days. The provider may request an extension
of this requirement in writing.

J. Assist in preparation of contract revisions and supporting
documents including but not limited to:

» Amendments/modifications,
» Change orders.
(b) Construction Management

I. The provider will assist the subrecipient in submitting/setting up
project applications in the GLO’s system of record.

ii. The provider may compile and collate complete contract/bid
packages that meet GLO program requirements. The packages will
contain supporting documentation that meets or exceeds the
requirements of the GLO’s program. If applications do not have
the necessary forms, the provider may assist the subrecipient by
coordinating to acquire the necessarydocumentation.

iii. The provider may monitor, report, and evaluate contractor's
performance; notify the subrecipient if the contractor(s) fails to
meet established scheduled milestones. Receive, review,
recommend, and process any change orders as appropriate to the
individual projects.

iv. The provider may assist the subrecipient with project Activity
Draws/Close Out.

v. The provider may assist the subrecipient by submitting all the
necessary documentation for draws and to close a project activity
in the GLO’s system of record. The provider will compile, review
for completeness, and collate complete contract/closeout packages
that meet GLO program requirements for draw requests. If
applications do not have the necessary forms, the provider may
assist the subrecipient by coordinating to acquire the necessary
documentation.

vi. The provider may assist the subrecipient in developing
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Architectural and Engineering plans with guidance from the GLO.
vii. Reassignment scope alignment (if necessary).
Grant Administration Services — Infrastructure
a) Administrative Duties:

i. Ensure program compliance including all CDBG-DR requirements
and all part’s therein, current Federal Register, etc.

il. Assist subrecipient in establishing and maintaining financial
processes.

iii. Obtain and maintain copies of the subrecipient’s most current
contract including all related change requests, revisions and
attachments.

iv. Establish and maintain record keeping systems.

v. Assist subrecipient with resolving monitoring and audit findings.

vi. Serve as monitoring liaison.

vil. Assist subrecipient with resolving third party claims.

viii. Report suspected fraud to the GLO.

ix. Submit timely responses to the GLO requests for additional
information.

x. Complete draw request forms and supporting documents.

xi. Facilitate outreach efforts, application intake, and eligibility
review.

xii. Perform any other administrative duty required to deliver the
project.

xiii. Utilize and assist with GLO’s system of record to complete
milestones, submit documentation, reports, draws, change requests,
etc.

xiv.Submit change requests and all required documentation related to
any change requests.

(b) Acquisition Duties:

I.  Submit acquisition reports and related documents.
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il. Establish acquisition files (if necessary).

ii. Complete acquisition activities (if necessary).

(c) Environmental Services

I. Assist detailed scope of services

a.

Review each Review each project description to
ascertain and/or verify the level of environmental review
required: Exempt, Categorical Exclusion not Subject to
58.5, Categorical Exclusion Subject to 58.5,
Environmental Assessment, and Environmental Impact
Statements;

Prepare, complete and submit HUD required forms for
environmental review and provide all documentation to
support environmental findings;

Consult and coordinate with oversight/regulatory
agencies to facilitate environmental clearance;

Be able to perform or contract special studies, additional
assessments, or permitting to secure environmental
clearance. These may include, but are not limited to
biological assessments, wetland delineations, asbestos
surveys, lead-based paint assessments, archeology
studies, architectural reviews, Phase | & Il ESAs,
USACE permits, etc.;

Prepare all responses to comments received during
comment phase of the environmental review, including
State/Federal Agency requiring further studies and/or
comments from public or private entities during public
comment period,;

Maintain close coordination with local officials, project
engineer and other members of the project team to assure
appropriate level of environmental review is performed
and no work is conducted without authorization;

Complete and submit the environmental review into
GLO’s system of record;

At least one site visit to project location and
completion of a field observation report

Prepare and submit for publication all public
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notices including, but not limited to the Notice of
Finding of No Significant Impact (FONSI),
Request for Release of Funds floodplain/wetland
early and final notices in required order and
sequence;

J. Provide documentation of clearance for Parties
Known to be Interested as required by 24 CFR
58.43;

k. Process environmental review and clearance in
accordance with NEPA:;

l. Advise and complete environmental re-
evaluations per 24 CFR 58.47 when evidence of
further clearance or assessment is required;

m. Prepare and submit Monthly Status Report; and

n. Participate in regularly scheduled progress
meetings.

Grant Administration Services — Rental Housing

a) Administrative Duties:

Vi.

Develop and submit for approval rental guidelines.

i. Assist the grant recipient in developing a Notice of Funding

Availability (NOFA).

Develop and submit for approval an Affirmative Marketing Plan on
behalf of the subrecipient utilizing GLO guidance.

. Develop a tenant selection policy on behalf of the subrecipient

based on GLO guidance.

Develop and submit for approval a needs assessment on behalf of
the subrecipient based on GLO guidance.

Develop and submit to site-specific environmental reviews as
required by 24 CFR Part 58.

vii.Develop and submit a monitoring plan for approved projects on

behalf of the subrecipient based on GLO guidance.

Viil. The provider will assist the subrecipient in conducting

assessments of all incomplete projects and align the GLO Form
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11.17, to the constructed project. The provider will determine the
percent complete and the dollar value of the partially completed
project and the dollar value necessary to assign to the new
Contractor to complete the project. This is accomplished through a
joint Provider and Contractor site visit utilizing the initial
Contractor's GLO Form 11.17, as the basis for construction and
payment due to the contractor.

b) Project Case Management:

I. Assist the subrecipient with any project, transaction, service or
response that is “opened” and “closed” over a period of time to
achieve resolution of a problem, claim, request, proposal,
development or other complex activity.

il. Assist the subrecipient in developing project application eligibility
procedures, processing, andapprovals.

c) Site Inspections:

I. Assist the subrecipient with Disaster Damage Assessments
(Damage Inspections) - Assist in performing a visual field review of
projects to determine the presence of damage to the project that may
be attributable to the disaster event. The damage assessment will
follow the GLO issued Damage Assessment Guidelines and
includes:

a. Assist the subrecipient with observations and
documentation (written and photographic) of findings of
disaster-related damage to thefollowing:

i.  Foundation;

i.  Exterior walls;

iii.  Exterior wall finishes;

iv.  Windows and doors;

v. Roof system (roof coverings, deck, joists, tie
downs, diaphragms, penetrations, flashing, and
closures);

vi.  Floor system and structure;

vii.  Electrical system components;

viii.  Plumbing system components;
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Xi.

Xil.

Xiii.

Xiv.

Heating, ventilation and air conditioning
system;

Interior wall finishes;

Interior fixtures and components;
Porches;

Exterior stairs and ramps;

Miscellaneous items not covered by the above
such as septic systems, chimneys/fireplaces, etc.

b. The results of the Disaster Damage Assessment will be
provided according to the GLO sample provided in the
GLO issued Damage Assessment Guidelines. The
damage inspector’s report will include:

Vi.

The reviewer’s name;
The property address;
The homeowner’s name;

A checklist of housing components that may
have received disaster damage, ifany;

A narrative that specifically and clearly
documents disaster-related property damage via
photographic evidence and detailed narratives of
the damage;

The reviewer’s certification, signature, and date
of review.

c. The results of the disaster damage assessment may be
provided in a format similar to Forms 11.01 or
11.01A. The 11.01A, Initial Inspection Checklist, Short
will be completed for homes that have received disaster
damage that obviously cannot be rehabilitated. Form
11.01 will be completed in accordance with the
guidance contained in HQS 52580.

il.  Estimated Cost of Repair Inspection (Work Write-Up):

a. Assist in providing an estimated cost of repair inspections
with the damage assessments. Upon notification that a
project has been determined eligible for Program
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assistance, the respondent will prepare an Estimated Cost
of Repair (ECR) for the program-eligible repairs.

b. ECR’s will be developed to include repair of damage that
could reasonably be attributed to the disaster event and
repairs to bring the project into compliance with HUD
Housing Quality Standards, local, state and federal building
codes. The scopes of repair will be developed to include
work items necessary for the identified repairs to be
performed in accordance with the International Residential
Code, 2009 Edition (where required) and to meet the GLO's
Minimum Housing Design Standards.

c. Assistance to the subrecipient may include:

I.  Contact the project owner to schedule a date and
time to perform the field review.

ii.  Travel to the project site.

iii.  Perform the visual review of the project to
determine the approximate amount and extent of
damage to the project. The review will include the
observations and documentation (written and
photographic) of findings of disaster-related damage
if not already documented.

iv. Develop a Scope of Repair to address the observed
damage and initially determine the applicability of
the proposed repairs to the criteria of the Program.
The draft Scope of Repair will include:

a. asummary list of items to be
addressed;

b. a basic description of the repair
approach for each item;

c. estimated item quantities; and
d. site photographs.
V. Consider the following in preparation of the ECR:
a. the specific materials needed;
b. the quantity of those materials;

c. tradesinvolved:;
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Vi.

Vil.

viii.

d. the level of effort and duration for eachtrade;
e. estimated rates and manpower; and

f. equipment required to accomplish each of the
identified repairs.

Utilize the following to develop the ECR:
a. current industry cost standards as identified by
Xactimate or RSMeans price lists for the project

location;

b. experience with projects of similar size and
scope; and

c. Knowledge of the  local market rates and
conditions.

Summarize the data and findings into the final ECR
and will furnish a copy of the ECR to the
subrecipient. The final ECR will include the
following:

a. acompleted Form 11.17, Work Write-up and
Cost Estimate containing a general scope of
repair and summary of construction costs.

Assist the subrecipient with project inspections at:

a. 50% complete

b. A final inspection at 100% complete

In the case of a single family rental, assist the
subrecipient with reconstruction inspections:

a. Foundation

b. 33% complete progress inspection
C. 66% complete progress inspection
d. Final inspection at 100% completion

e. Arrange for and TREC inspection to be
conducted prior to closing.

Texas General Land Office
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Upon notification of a project being ready fora

Construction Review, the provider may:

a.

d) Environmental Service

I.  The provider
environmental
in connection

Contact the project owner and or subrecipient to
schedule a date and time to perform the Review.

Travel to the project site.

Conduct on-site observations (field review) of
the work completed.

The purpose of the field review is to observe and
document: the progress of the work; the
estimated quantity and value of work
accomplished to date; the materials and
workmanship utilized; the general conformance
to the agreed upon Scope of Repairs (Scope); and
identify items necessary forcompletion.

During the field review, the provider may
observe work which, in its opinion, does not
conform generally to the agreed upon Scope or
may compromise the integrity of the repair. The
provider may recommend rejection of this work.

Upon completion of the field review, the provider
may summarize and present the findings of the
field review to include:

owed to the

i Estimated amounts

Contractor.

Items of work that are incomplete (Punch
List items).

iii.  Other items of work that may be required
by the apparent intent of the Scope that is
not included in the Scope.

may assist the subrecipient in performing
reviews and documentation for HUD compliance
with the program. The provider may provide

services for the preparation of Environmental Review Records
(ERR) in accordance with the standards set forth by HUD and
the statutes, executive orders, and regulations listed at 24 CFR

Part 58.

The provider may submit a request for Special Services to
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subrecipient if environmental document review and site
inspections indicate that additional investigation is warranted.

Special services may include, but are not limited to the following
tasks:

a. Archeological study required by SHPO,;
b. Lead-based paint and/or asbestos inspection; and

c. Wetlands assessment.

Grant Administration Services — Non-Rental Housing

a) Administrative Duties:

Develop and implement Outreach Plans detailing specific
outreach for the project. Plans will be required to be submitted and
approved by GLO on a project by projectbasis.

Perform extensive community outreach to affected areas on behalf
of the subrecipient utilizing GLO guidance.

Develop and submit for approval Housing Guidelines on behalf of
the subrecipient utilizing GLO guidance.

Develop and submit for approval a Needs Assessment on behalf
of the subrecipient based on GLO guidance.

Provide case management support to subrecipient to manage the
grant applications process, including but not limited to:

a creating eligibility procedures to lessen the fallout of
applicants;

b. advising applicants on eligibility and program requirements,
and assist in application preparation and submission;

¢ facilitating intake of applications from grant applicants;
d. performing eligibility reviews;

e. processing applications, including necessary
communications;

f.  capture applicant fallout reasons; and

g the follow-up to grantapplicants.

Texas General Land Office
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Vi,

Vi,

Xil.

Participate in the appeals process and handling of disputes for
disallowed/ineligible applications.

Act as an advocate for applicants through appeals process when
required.

Assist applicants through housing construction process.

Perform other application management and homeowner support
duties as required to ensure the success of the program.

Develop and submit to site-specific environmental reviews as
required by 24 CFR Part 58.

Provide construction and builder management services as required
to comply with applicable construction codes and program
requirements.

The provider will assist the subrecipient in conducting
assessments of all incomplete projects and align the GLO Form
11.17, to the constructed project. The provider will determine the
percent complete and the dollar value of the partially completed
project and the dollar value necessary to assign to the new
Contractor to complete the project. This is accomplished through
a joint Provider and Contractor site visit utilizing the initial
Contractor's GLO Form 11.17, as the basis for construction and
payment due to the contractor.

b) Site Inspections

I.  Establish Disaster Damage Assessments (Damage
Inspections).

a Assist in performing a visual field review of single-
family housing units to determine the presence of
damage to the home that may be attributable to the
disaster event. The damage assessment will follow the
GLO issued Damage Assessment Guidelines and
includes:

b. The respondent may assist the subrecipientwith:

I.  Contacting the Homeowner to schedule a date
and time to perform the field review.

ii.  Traveling to the project site.

. Interviewing the Homeowner on site to gain a
perspective of the pre-disaster condition of the

Texas General Land Office
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structure; damage resulting directly from the
disaster; and damage resulting from subsequent
deterioration. The provider may utilize this
information to assist in its review of the housing
unit.

¢ Performing the visual review of the housing unit to
determine the presence of damage to the home that
may be attributed to a national disaster declaration. The
review will include the observations and
documentation (written and photographic) of findings
of disaster-related damage to thefollowing:
I.  Foundation;

ii.  Exteriorwalls;

i, Exterior wall finishes;

iv. ~ Windows and doors;

V. Roof system (roof coverings, deck, joists, tie
downs, diaphragms, penetrations, flashing, and
closures);

vi.  Floor system and structure;

Vil Electrical system components;

Vii. Plumbing system components;

iX.  Heating, ventilation and air conditioning
system;

X. Interior wall finishes;

Xi. Interior fixtures and components;
Xil. Porches;
Xi. Exterior stairs and ramps;

Xiv. Miscellaneous items not covered by the above
such as septic systems, chimneys/fireplaces, etc.

d. The results of the Disaster Damage Assessment will be
provided according to the GLO sample provided in the
GLO issued Damage Assessment Guidelines. The
damage inspectors report will include:

Texas General Land Office
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i. The reviewer’s name;
ii. The property address;
ii. The homeowner’s name;

iv. A checklist of housing components that may
have received disaster damage, ifany;

v. A narrative that specifically and clearly
documents disaster-related property damage
via photographic evidence and detailed
narratives of the damage; and

vi. The reviewer’s certification, signature,and
date of review.

The results of the disaster damage assessment may be
provided in a format similar to the 11.01 or 11.01A
forms. The 11.01A, Initial Inspection Checklist, Short
will be completed for homes that have received disaster-
damage that obviously cannot be rehabilitated. Form
11.01, will be completed in accordance with the
guidance contained in HQS 52580.

Estimated Cost of Repair Inspection (Work Write-Up).

a Assist in providing an estimated cost of repair

inspections with the damage assessments. Upon
notification that a property has been determined eligible
for Program assistance, the respondent will prepare an
Estimated Cost of Repair (“ECR”) for the program-
eligible repairs.

ECRs will be developed to include repair of damage that
could reasonably be attributed to the disaster event and
repairs to bring the home into compliance with HUD
Housing Quality Standards, local, state and federal
building codes. The scopes of repair will be developed
to include work items necessary for the identified repairs
to be performed in accordance with the International
Residential Code, 2009 Edition (where required) and to
meet the GLO's Minimum Housing Design Standards.

¢ Assistance to the subrecipient may include:

I. Contact the Homeowner to schedule a date and
time to perform the field review.

Texas General Land Office
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ii. Travel to the project site.

iii. Perform the visual review of the housing unit to
determine the approximate amount and extent of
damage to the home. The review will include the
observations and documentation (written and
photographic) of findings of disaster-related
damage if not already documented.

iv. Develop a Scope of Repair to address the observed
damage and initially determine the applicability of
the proposed repairs to the criteria of the Program.
The draft Scope of Repair will include:

a. asummary list of items to beaddressed;

b. a basic description of the repairapproach
for each item;

c. estimated item quantities; and

d. site photographs.

il. Consider the following in preparation of the ECR:

a

b.

C.

the specific materials needed;

the quantity of those materials;

trades involved;

the level of effort and duration for eachtrade;
estimated rates and manpower; and

equipment required to accomplish each of the identified
repairs.

Utilize the following to develop the ECR:

a

current industry cost standards as identified by
Xactimate or RSMeans price lists for the project
location;

experience with projects of similar size and scope;and

knowledge of the local market rates and conditions.

Texas General Land Office
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V. Summarize the data and findings into the final ECR and
will furnish a copy of the ECR to the applicable
subrecipient. The final ECR will include the following:

a A completed Form 11.17, Work Write-up and Cost
Estimate containing a general scope of repair and
summary of construction costs.

Wi Assist the subrecipient with Rehabilitation Inspections at:

a

b.

50% complete progress inspection

A final inspection at 100% complete

Vi Assist the subrecpieint with reconstruction inspections at:

a

b.

C.

d

Foundation
33% complete progress inspection
66% complete progress inspection

A final inspection at 100% complete

Vil Upon notification of a home being ready for a Construction
Review, the provider may contact the homeowner and
contractor to schedule a date and time to perform the Review.

a

b.

Travel to the project site.

Conduct on-site observations (field review) of the
work completed. The purpose of the field review is
to observe and document: the progress of the work;
the estimated quantity and value of work
accomplished to date; the materials and
workmanship utilized; the general conformance to
the agreed upon Scope of Repairs (Scope); and
identify items necessary for completion. During the
field review, the provider may observe work which,
in its opinion, does not conform generally to the
agreed upon Scope or may compromise the integrity
of the repair. The provider may recommend rejection
of this work.

Upon completion of the field review, the provider may
summarize and present the findings of the field review to
include:

a.

Estimated amounts owed to the Contractor.
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b. Items of work that are incomplete (Punch List items).

c. Other items of work that may be required by the
apparent intent of the Scope that is not included in
the Scope.

c) Environmental Services

The provider may assist the subrecipient in performing
environmental reviews and documentation for HUD
compliance in connection with the Program. The provider will
provide services for the preparation of Environmental Review
Records (ERR) in accordance with the standards set forth by
HUD and the statutes, executive orders, and regulations listed at
24 CFR Part 58.

The provider may submit a request for Special Services to
subrecipient if environmental document review and site
inspections indicate that additional investigation is warranted.

Special services may include, but are not limited to the following
tasks:

a  Archeological study required by SHPO,;
b. Lead-based paint and/or asbestos inspection; and

¢. Wetlands assessment.
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